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GL: Spreadsheet Journal Entries

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Steps for Spreadsheet Journal Entries

Journal Entry Processing Flow
The journal entry process accepts journal entry transactions, edits them for accuracy and

completeness, makes sure they are balanced, and checks that budgetary funding exists for the
transactions. Next, OAKS FIN posts the journal entries to the specified journal. (OBM also has
the ability to post journal entries.) After posting the journal entry, OAKS FIN retains the original

journal entries in the General Ledger for analysis and audit trail purposes.

Entry of Journals into OAKS FIN
The Journal Spreadsheet Uploads are used to enter large amounts of journal information into

the system using a spreadsheet rather than manually entering journals online. OAKS FIN
provides two separate Excel spreadsheets, one for uploading budget journals and the other for
GL journals. Agencies need to store and maintain the Excel files and associated XLA "add-in"
files needed to create a journal file. Users can enter up to 49,000 lines in a single upload file,

sufficient for loading even the largest payroll journals.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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The Excel macros and XLA files needed to create the GL journal file and the budget journal file

are found on the OBM Forms website under Spreadsheet Journal Upload Files. The Excel

files contain a macro that the user needs to create, edit, and save a journal. The XLA file is used
to run the Excel macro. Both of these files must be stored together within the same directory.
For example, the Excel macro and the XLA file for the GL Journal Spreadsheet Upload must be

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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stored together in the same folder, and the Excel macro and XLA file for the Budget Journal

Spreadsheet Upload must be in their own folder.

Agencies must enter budget journals (online or uploaded through Excel) to establish their
agency-level budget information in OAKS FIN. They may also need to create or update
budgetary information that already exists in OAKS FIN. Journals created by agencies have a
specific composition. At minimum, OAKS FIN journals are made up of a header and entry lines.
The Header contains the information that uniquely identifies the journal Business Unit, Journal

ID and Journal date, as well as the source of the entries and to which ledger they will post.

Click the Attachments link to add supporting documents to the GL journal. This link accesses

the Attachments page where a user can select to show attachments to approvers.

Journal Entry lines record the monetary and/or statistical amounts and the ChartField values
associated with each line of the transaction. After the header information and lines are entered,

the journal is ready for processing.

Approval of Journals into OAKS FIN
First the requester must complete and upload the journal spreadsheet. After the upload, the

requester logs into OAKS FIN, edits, budget checks, and then submits the journal for approval.

Once the journal spreadsheet is submitted for approval, an email is automatically sent to the
approver to notify them of the new item in their worklist. The journal cannot be approved in the
emall itself. Instead, the Approver must follow the link provided within the email to review and
approve the journal within OAKS FIN. The approver may also log into OAKS FIN, navigate to

their worklist, and review and approve the journal from there.

The journal cannot be posted until it has been approved. The requestor can view the list of

Approvers and the status of the approval process within OAKS FIN.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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What would you like to do?

e Set Up Spreadsheets for Journal Entries

e Create Spreadsheet Journal Entries

e Review and Upload Spreadsheets

e Process Spreadsheet Journals

e Review Journal Entries

e Submit a Spreadsheet Journal

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Setting Up Spreadsheets for Journal Entries

Overview

Spreadsheet journal entries are created by the agency GL processor when creating a payroll
correction journal or payroll reclassification journal. The GL processor uses a spreadsheet that
has an embedded macro. After entering the necessary data, the GL processor triggers the

macro which creates a .txt file.

The file is sent to the agency GL approver who reviews the journal lines and approves the
spreadsheet. They then create and upload the import .txt file. The method of sending the file to

the agency GL approver varies by agency. See Reviewing and Uploading Spreadsheet Journal

Entries for more details.

Downloading files

e Navigate to obm.ohio.gov/Forms

The files necessary to create spreadsheet journal entries are available from the OBM Forms

page under "Spreadsheet Journal Upload Files" at the link listed above.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Spreadsheet Journal Upload Files

GL Journal Spreadsheet Upload XLS (0.27 MB)
GL Journal Spreadsheet Upload XLA File XLS (1.29 MB)
Budget Journal Spreadsheet Upload XLS (0.28 MB)
Budget Journal Spreadsheet Upload XLA File XLS (1.40 MB)
Microsoft XML Core Services DLL (0.48 MB)
Spreadsheet Journal Upload Installation Instructions PDF (0.92 MB)

Additional Installation Information for Vista / Windows 7 PDF (0.17 MB)

1. For each file listed, right click on its link and select "Save target as ..." Then choose
where the files should be saved (for example, go to "My Documents" and then create a
new folder called "Spreadsheet Journal Upload Files" where they are placed). Some

agency IT teams may instruct to save this folder to a network drive.

o All of the files (except the two PDFs) are necessary to make the application run
properly; and, the files must be stored together in one folder for the spreadsheet journal

entry to work. However, for this process, only open and make changes to JRNL1.xIs.

Do not open or change the other files. Agencies should also not change these files.

e When a spreadsheet journal entry is created, it will be creating an Excel file. Each
agency has a specific location to which files should be saved. Ask others in your agency

where these should be saved.

e A new version of the spreadsheets will be released in Autumn 2015. There will be few
noticeable changes (mostly just a few extra, unnecessary fields in setup screen). The
steps will be the same. And the existing spreadsheet downloaded prior to September
2015 will still work after the OAKS FIN upgrade. The primary advantage will be that it is
more compatible with Windows 7 and no longer requires extra files to be installed by the

IT support team.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Opening the spreadsheet

2. Find the Excel file named JRNL1.xls and open it.

7] = 9 - - |5 JRNLLxs [Compatibility Mode] - Microsoft Excel = = £37

Home Insert Pagela Formul: Data Review View PDFXCI & @ o & 2

3 Jt;. Arial ! - 10‘ v = o, A e PR
Paste = H U A A Alignment| Mumber| Styles | Cells E' I%'
- o | - A - - - - | 2=
Clipboard 1= Font Editing
E"I Security Warning gﬁ?kefz?gzrinnggﬁ:as REcEahIEE Enable Content x
ES - J= W

Spreadsheet Journal Import

— General —————————1 1 JournalSheets —————— 1 Import Journals
O o€ -
Setup MNew Import Now
&
MNotes Edit Write File | 4
B
Delete
Copy
il
1 | i ol
Ready | 73 | |[EE|E &1 1003 (=) 0 +)

3. If prompted for it, click Enable Content.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e When first opened, the file displays the Spreadsheet Journal Import control page
which has three sections:

e General - These buttons are used to set up journal header information. Data is
entered a single time and then it automatically displays in the spreadsheet when

creating new journals.

e Journal Sheets - These four buttons are used to create, edit, delete, and copy

spreadsheet journals.

e Import Journals - Supervisors use the Write File button to review and upload
spreadsheet journals into OAKS FIN.

Setup Options and Defaults

4. Click Setup in the General section to set up header information for a spreadsheet
Journal.

e The Define Options and Defaults window opens.

[ Define Options and Defaults @ﬁ
Header Defaults Message Options
Business Unit: |ST.-5.TE| (" Log Error Message only OK
Date: Ii {* Log Successful and Error Message Cancel
Ledger Group: ACTUALS [v Display Messages Online -
Source: Iﬁ Document Sequendng Configurate
User ID: I— [ Enable Document Sequencing
¥ Enable Multibook Default Document Type:

[v AutoGen Lines i
Online Import Control

General Options Addesss: |htu:l:H-::seruer:sfxmllink,.f::site:sf

Language: Englis! User ID:
After successful impart

" Change import status to Do Mot Import
{* Keep import status as Import

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Define Options and Defaults window allows the agency user to set up information
which automatically populates each time the spreadsheet is used. This is a one-time
task. When using Define Options and Defaults, do NOT define a Date. If this is done,

OAKS FIN automatically puts that date on every journal line entered.

5. Some data is automatically populated. Verify fields are correct and enter any additional

fields required.

1.
a. Verify that the Business Unit is "STATE."
b. Verify that Ledger Group field is "ACTUALS."
1.
e See the Ledger Group Crosswalk for further explanations of ledger groups.
1.
c. Verify the Source field is "SPJ."
d. Inthe User ID field, users enter their OAKS FIN 8-digit User ID (same as
username used at MyOhio.gov).
1.
e Do not enter or change any other information on this window. If any other field is
accidentally changed, this journal spreadsheet may not work correctly.
6. Click OK.

7. If desired, notes can be entered.

a. Click Notes.

6.
e The Notes page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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b. When finished, click Go Home button at top of the Excel spreadsheet when done
with that page.

e Notes and calculations can be entered into this Excel spreadsheet page. There
is no formatting on this page. Information entered here does not go to OAKS FIN

when journal entries are imported. It's just a "workspace" or "notes" space.

New Journal Sheet

8. Under Journal Sheets, click the New button.

e The New Journal Sheet window displays.

=

Mew Journal Sheet

[=E3a]
Mew lournal Sheet Mame:

Cancel

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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9. Enter a name for the sheet in the New Journal Sheet Name field.

e This is the name for the spreadsheet but does not impact the name of the OAKS FIN

Journal.
10. Click OK.

e A new journal sheet displays with Header and Line control buttons.

5
6
T Line#  Unit Ledger Account Fund ALl Dept ID Program Grant/Prj
3 v v v v v v v v
9 | + | - | U | T | [~ | Select fields to copy from a previous line by marking the checkboxes under each field.
10
12
13
1

e Step-by-step instructions for Creating Spreadsheet Journal Entries are covered in the

next topic. Below is an overview of the Journal Sheets page, its various fields, and some

things to know going into the creation of these pages.

Header and Lines

The Journal Sheets page contains two main sections:

e Header - The information entered in the Header section uniquely identifies an agency's
journal. This includes data such as the Journal ID which is a string of up to 10
alphanumeric characters. This uniquely identifies the journal. The journal header also

contains buttons (on row 5) to add, delete, or copy journal header information.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Line - The information entered in the Lines section is the journal line information. Unit,
Ledger, Account, ALI, Dept, and Amount are entered in this section. It contains buttons

(on row 9) to add, delete, or copy journal lines information.

o See the Reviewing and Uploading Spreadsheet Journal Entries topic for a description of

each button.

Note the line numbers listed in the spreadsheet. Each line represents a line that will be created

in the journal.

A check box displays under each ChartFields line. This check box is used to copy ChartFields
distributions from one journal line to another. All check boxes except for Account and Amount
are automatically selected. The Account and Amount fields should ALWAYS be manually

entered. Other boxes may be deselected as well.

A blank line separates the journal lines from the ChartFields. It is added the first time a journal
line is added. This line must remain blank. A blank line also separates journals if multiple

journals are added to the same spreadsheet.

OAKS FIN automatically populates the Journal ID in the first column of every line item added.

The spreadsheet also displays a sequential line number for every line added.

Double-sided journal entries are required by OAKS FIN and the amounts on both sides of the
journal must balance. For the journal entries created, the debits must equal the credits. Debits

should be entered as positive numbers (e.g., 500) and credits as negative numbers (e.g., -500).

Once the journal spreadsheet is completed, the file is uploaded. A GL Journal Log is created in
this process. The log provides a list of the errors that are created in the journal spreadsheet.
Each agency may use this file differently. Best practice is to check it and immediately correct the

errors.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Once uploaded into OAKS FIN, the agency GL approver edits and budget checks the journals. If
the approver finds errors in the spreadsheet journal, the spreadsheet must be corrected and re-

uploaded.

e Step-by-step instructions for Creating Spreadsheet Journal Entries are covered in the

next topic.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Creating Spreadsheet Journal Entries

Overview

Atfter all steps have been followed for Setting Up Spreadsheets for Upload, continue with the
steps listed below. As mentioned in that topic, the filename listed next should have been saved
locally (or on a network drive) with other files in the same folder. They must remain in the same

folder for them to work.

Steps
e Open the JRNL1.xls Excel file

o The file opens, displaying the Spreadsheet Journal Import control page.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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G Home Insert Pagela Formul: Data Review View PDFXCH @ @) = & 2

E gg Arial - 1nh - = o, Al lml T
F'_EStE = B 71 AN Alignment| Mumber| Styles | Cells ET é%*
- \; Fi . | .Y - - - - -
Clipboard 1= Font Editing
E"I Security Warning Eﬁ?kefzftg;sgz::ﬁ:as e Enable Content x
E9 - I w

— General — 1 1 JournalSheets ———1 [ Import Journals
O € -
&
MNotes Edit Write File | 4
P
Delete
Copy
w
4 | i 0
T==z1] - r 7
Ready | 5 | [ £ 100% (=) b +/

If Excel displays a Security Warning, choose to Enable Content.
1. Click New under Journal Sheets heading.
2. Enter a name for the sheet in the New Journal Sheet Name field.

e This is the name for the spreadsheet but it does not impact the name of the OAKS FIN

Journal.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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3. Click OK.

e The new spreadsheet journal displays.

5

b

T Line#  Unit Ledger Account Fund ALl Dept ID Program Grant/Prj
3 v v v v v v v v

9 | + | - | +.. | ) | [+ | Select fields to copy from a previous line by marking the checkboxes under each field.

10

11 [ |

12

13

4 [ il

o Header information must be entered before entering journal line information.

4. Click the _T loutton (on row 5 at the left of the page) to open the New Journal Header
window.

e A New Journal Header window displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Mew Journal Header @
nit: STATE| Journal ID: Journal Date: 7272015
Ledger Group: ACTUALS Document Type:

Ledger: Doc Sequence: I— L
Source: lﬁ Adjustment Type: l— Cancel
User ID: - W AutoGen Lines

Journal Class: li [ Adjusting Entry:

Transaction Code: li

Currency Information Reversal
Fareign Currency: (¢ None
~ o )
Effactive Date: 7/27/2015 Beqinning of Mext Period
" End of Mext Period
Rate Type:
T LiE " MextDay

Exchange Rate: (" Specified Date

Description: |

o Some fields are automatically populated with information that was entered earlier on the
Define Options and Defaults page after clicking the Setup button (in Step #1 of Setting
Up Spreadsheets for Upload).

If information is entered directly onto the header line rather than using the + | button,
an error message will be displayed.

e The information entered here uniquely identifies an agency'’s journal in OAKS FIN.
Changes made on this window affect this journal only. Do not alter the information on
the Define Options and Defaults page.

5. Verify that the Business Unit field is populated with "STATE". (Must be ALL CAPS.)

6. Inthe Journal ID field, enter a description (maximum 10 characters) that begins with the

agency's code.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Although the spreadsheet journal allows more than 10 digits to be entered into the
Journal ID field, OAKS FIN removes all digits after the 10th digit when uploading your

agency's journal.
7. Enter the appropriate date in the Journal Date field.
e The Journal Date is the date the journal posts to the General Ledger.
8. Enter the appropriate Source.
o "PAY" - Payroll correction journals.
e "SPJ" - Everything else.
e "SPJ"is the default. It only needs to be changed when performing a payroll correction.
9. Enter the purpose of the journal in the Description field (up to 250 characters).
e Do not change the Reversal field options. Only OBM changes these.
10. Click OK to finish this journal header and display it on the journal spreadsheet.

e The information entered on the New Journal Header window displays on line 4.

11. Click the _* | button in the Line section (on row 9) to add a journal line.

e The spreadsheet adds two grey lines, lines 11 and 12. Line 11 separates the journal
lines from the ChartFields and must remain blank. The spreadsheet adds this blank line
the first time a journal line is added. The spreadsheet displays the Journal ID entered in

the journal header in the first field of line 12.

e Typing directly into the line will cause an error message to display; and, it will explain

that the area is write-protected.

12. Enter the necessary ChartFields on Line 12.

1.
a. The required ChartFields depends on journal type.
o Expenditures journals require: Fund, Account, ALI, Dept, Program.
e Revenue journals require: Fund, Account, Dept.
1.

b. The following data is standard data to be entered for all journal entries:

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Business Unit —"STATE" (must be caps).
e Ledger Group - "ACTUALS" (must be caps).
13. Enter the Amount.
» Enter debits as positive numbers ($500 would be 500.00 or 500).
Enter credits as negative numbers (-$500 would be -500.00 or -500).

14. The specific fields are indicated by the heading on Line 7. Select the check boxes on line
8, except for the ones associated with the Account and Amount fields. These two fields
should NOT be selected.

e When boxes are checked, it indicates that as lines are added, that field should be

duplicated.

15. Click the _* | button on row 9.

e The ChartFields information is copied to a new line.

16. Enter the appropriate Account Number for the balancing journal entry.
17. Enter the appropriate Amount for the balancing journal entry.

18. Click Save.

19. Submit the spreadsheet to the agency GL approver according to agency-specific

procedures.

e Itis at this point where agency internal policy determines whether to contact agency GL
approver know about the awaiting spreadsheet that needs review and upload or to
continue to write the journal to file before approval. Many agencies choose to use a
shared folder in which the GL processor can place a spreadsheet file for the GL
approver to open and review. If there are errors, the GL approver can make the
adjustments and write the journal to file for upload or contact the GL processor to

request an adjustment.

e Be sure to include the .XLA file with the Excel file. Otherwise, the GL approver won't be

able to open the worksheet.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Reviewing and Uploading Spreadsheet Journal Entries

Overview
After Creating Spreadsheet Journal Entries, it's time to review and upload these entries.

Spreadsheet journal entries are created by the agency GL processor when creating a payroll
correction journal or payroll reclassification journal. The file created by the GL processor is sent
to an agency GL approver who reviews the journal lines and approves the spreadsheet and
uploads it. The method of sending the file to the agency GL approver varies by agency. Journal

entries require double-sided entries (otherwise known as double-entry accounting).

Steps
e Open the JRNL1.xls Excel file

1. If Excel displays a Security Warning, choose to Enable Content.
e This warning is caused by macros contained in the file to make it work properly.

e The Spreadsheet Journal Import control page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Spreadsheet Journal Import

[ General ™ Journal Sheets — | [ Import Journals
e [ +F
Setup New Import Now
H & 2
Notes Edit Write File
b3
Delete
E:=L
Copy
4 | il | 2 I
Ready | ﬂ | Iﬁ]@ H 90% '::Tl::' [J 'i."I'.‘]

2. Click Edit under Journal Sheets heading.

e The Edit Journal Sheet window appears.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

eﬁ OBM Training Academy




ffb;;wim_n.\
(7 gOAKS = ) Financials

\‘\..___”.f.m an=

x

;- Select Sheet: | OK

fy2016september

Cancel

3. Select the journal sheet to review and upload.
4. Click OK.

e The spreadsheet opens in edit mode.

s ko At o oA "
H11 A S
2
3 Date Description
4 |
5
6
7 Line#  Unit Ledger Account Fund
8 v v v v v
9 + | - | i | —| | Select fields to copy from a previous line by marking the checkbox
10
11 | |
4 | il |
Ready | /3 | ||EH

5. Verify the accuracy of the journal lines in the spreadsheet. Focus on verifying that:

e Alljournal lines balance.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Account coding is correct.

6. If errors exist, do one of the following:
e Locate the correct information and update the file.
e Send an emalil to the GL journal processor requesting revisions.
7. When all journal lines have been corrected and reviewed, click Save.
8. Click the Home button within the spreadsheet.
e The main menu of the journal spreadsheet displays.
E9 hd I= w
gggﬁ Spreadsheet Journal Import
" General [ Journal Sheets [ Import Journals
r - |
Setup New Import Now
= £ = | 4
Notes Edit Write File
b
Delete
F=":=L
Copy
“al
q | i 3
Ready | ﬂ [ ||@|E| @ 90% '::_—l_xﬁl U 'ﬁi-f]

9. Click Write File in the Import Journals section.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Write Journals to File window opens.

Write Journals to File il

Select Sheet: oK
..... Cancel
All
None
File name:
C:\Users\TStone\Documents\JRNL1.bxt

This is the beginning of the process to actually upload the spreadsheet. This action

converts the spreadsheet data into a format that can be uploaded into OAKS FIN.

10. Select the spreadsheet(s) to convert for uploading.

To select all, click All. Each agency decides where the spreadsheet files should be

saved. Ask a supervisor about local procedures.
11. Verify that the File name field at the bottom of the window displays the correct location

for agency file uploads.

12. Click OK.

e Click here for assistance with accessing the OAKS FIN General Ledger Module.

e OAKS FIN > Main Menu > General Ledger > Journals > Import Journals >
Spreadsheet Journals

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - | Main Menu~ > General Ledger = > Journals = > Import Journals = > Spreadsheet Journals

i myChio.gov Home Worklist Add to Favorites Sign out

(éf-l(:‘é Financials
New Window | Help | &

Spreadsheet Journal Import

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Run Control ID:|Degins with .

[]Ccase Sensitive

Search Clear [Basic Search @'}-" Save Search Criteria

Find an Existing Value | Add a New Value

13. Users who have uploaded a spreadsheet previously should skip to Step #14. Otherwise,
follow these steps to create a Run Control ID:

a. Click the Add a New Value tab.

a.
e The Add a New Value page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

ffi;":"" = “ ..
'zﬁ% OBM 'lrmmny;.#h‘:ldvnq-




@OAKS | Financials

S
o -
L L

Favorites - ‘ Main Menu~ % umals ~ > Import Journals = > Spreadsheet Journals

= myQhio.gov Home Worklist Add to Favorites Sign out
("R, Financials

New Window | Help

Spreadsheet Journal Import

Find an Existing Value Add a New Value

Run Control ID:|

Add

Find an Existing Value | Add a New Value

b. For Run Control ID, enter a short descriptive name that will be recognized later
(up to 30 characters; do not use special characters - #, $, %, space, etc.)

c. Click Add.

e The Spreadsheet Journal Import Request page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu~ > General Ledger = > Journals = > Impon Jounals = » Spreadsheet Journals
myOhiogov = Home = Worklist | Addto Favortes | Sign out
( e:fs; Financials
New Window | Help | Personalize Page | &

Spreadsheet Journal Import Request

Run Control ID SpreadshestloumnaldtomAug29cbm  Report Manager Process Monitor Run

Repornt Request Parameters

*Number of Data Files [Single data fie &)

*Character Set |S0_32858-1 -

It Joumnal Already Exists [Skip |
"It Journal is Invalid | Skip I

Check Decimal Position: D
Add Dalata Vigw Attached Flle

) Save ||=] Notity [ Add || ] UpdateiDisplay

d. Skip to Step #15.
14. For users who have uploaded a spreadsheet previously:

a. Onthe Find an Existing Value tab page, enter all or part of the existing Run
Control ID.

b. If necessary, change the dropdown menu from default of "begins with" to

"contains" or another variable for the partial ID entered.
c. Click Search.
d. Click the link of the desired Run Control ID displayed under Search Results.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Spreadsheet Journal Import Request page displays.

Favorites ~ Main Menu~ > General Ledger ~ > Journals = > Import Journals = > Spreadsheet Journals [/

myOhio.gov Home Workdist Add to Favorites Ssign out
OAKS_ | Financials
=

New Window | Help | Personalize Page | B
Spreadsheet Journal Import Request|

Run Control ID 2fix_4LIB_0715tom Report Manager Process Monitor

Report Request Parameters

“Number of Data Files [Single data fie

“Character Set 1SO_8350-1 |y

*If Journal Already Exists |Skip .
*If Journal is Invalid [Skip .

Check Decimal Position: []
Add Delete View Attached File JRN7_aug29 2015_tom.txt

[<] [<]

LEJ_I Save ||[2 Retumn to Search =] Notify =% Add Update/Display:

15. Verify or edit the If Journal Already Exists field. The value should be:

o Update - If correcting a journal with errors.

e Skip - Any other journal file.
e The Character Set and If Journal is Invalid fields are automatically populated.
16. Click Add to import the spreadsheet file.

e The File Attachment window opens.

File Attachment
Help

| Browse. ..

Upload Cancel

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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17. Click Browse.

e The Choose File to Upload window displays.

# Choose File to Upload
@(_:av [4 . = Libraries * Documents = test v GL * Spreadsheet uploads

Organize *  New folder

.7 Favorites =
B Desktop

13 Downloads
< Recent Places

Documents library
Spreadsheet uploads

Name ~

Arrange by: Folder «

Type

% Dropbox
@ OneDrive

. Libraries
_*, Documents
! Music
= Pictures
K Videos

& Computer LJ 4 |

&) BudgetlournalUpload.xls
= Installation_Instructions.pdf
™ Installation_Instructions-Win7-Vista.pdf

B JRN7_aug?9_2015_tom.txt
E IRNL1. s
) IRNLMCRO.xls

& Irnimcro2.xis

2 msxml.dil

Microsoft Excel 97-2003 Worksheet

Adobe Acrobat Document
Adobe Acrobat Document

Text Document

Microsoft Excel 97-2003 Worksheet
Microsoft Excel 97-2003 Worksheet
Microsoft Excel 97-2003 Worksheet

Application extension

File name: |JRN7_aug29_2015_tom.txt

| [l Files (+.4

Open

Cancel

-
B
| /

18. Navigate to and select the spreadsheet journal(s) to be uploaded.

19. Click Open.

e The File Attachment window fills in the path to the selected file.

Import only the "JRN_" files ending in ".txt"; do NOT import the files ending in .xIs.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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File Attachment
Help

P:\Usem\TSmne‘Dﬂcuments'hteaﬂGLBpreadsheeluplu; Browse. ..

Upload Cancel

20. Click Upload.

e OAKS FIN re-displays the Spreadsheet Journal Import Request page.

Favorites - Main Menu~ > General Ledger ~ > Journals = 3 Import Joumals ~ > Spreadsheet Journals o]

—,
( g-il.r\ﬁ-i_':’.r Financials

New Window | Help | Personalize Page | i3

Spreadsheet Journal Import Request

Run Control ID 2fix_4LIB_07153tom Report Manager Process Monitor

Report Request Parameters

*Number of Data Files [Single data fie [3]
*Character Set 1S0_88591 @,
*If Journal Already Exists FS'*D—E
*If Journal is Invalid fshp—g

Check Decimal Position: []
Add Delete View Attached File JRNT_aug29 2015_tom txt

5 Save |[gh Returnto Search | [&] Notify 4 Add

myOhio.gow Home Worklist Add to Favorites Sign out

Run

Update/Display

e The Attached File field lists the selected text filename(s).
21. Click Save.
22. Click Run.

e The Process Scheduler Request window opens.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Process Scheduler Request
Help
N
User ID OHTRN111 Run Control ID 2fix_4LIB_0715tom
Server Name | v Run Date |08/29/2015 [
Recurrence I v Run Time |11:43:05AM Reset to Current Date/Time
Time Zone @,
Process List
Select Description Process Mame Process Type *Type *Format Distribution
Spreadsheet Journal Import GL_EXCL JRNL  Application Engine  |Web JTxT Distribution
W
[0].4 Cancel

23. Select process output types and run options according to agency-specified standards.

e Do not change the Server Name, Recurrence, or Time Zone fields. If these fields are

changed, the process may not run when expected.
24. Click OK.
e The upload begins.

e The Process Instance number is generated and displays beneath the Process Monitor
link.

25. Write down this number for tracking reference.
e The Process Instance number is used to track the results of the upload.
26. Click the Process Monitor link.

e The Process List tab of the Process Monitor page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu~ > General Ledger = > Journals = > Import Journals = » Spreadsheet Journals > Process Monitor
= myChio.gov Home Workiist Add to Favorites Sign out
‘E")n}:‘_‘! Financials
New Window | Help | Personalize Page | I

Process List Server List

View Process Request For

User ID/OHTRNT11  [@,  Type | ] JLast [v] 1| [Days v Refresh

Serw:rl VI Name @ Instance to
Run Slatusl—EI Distribution Status I—E[ [/ save On Refresh
Process List Personalize | Find | View Al | &2 | £ First ‘&' 10f1'Y Last
Select Instance  Seq. Process Type Process Name User Run Date/Time Run Staius g::{;‘:""on Details
B 5909004 Application Engine GL_EXCL_JRNL OHTRN111 0831/2015 4:52:00PM PDT Success Posted Details

Go back to Spreadsheel Journal Import
5 Save | =] Molify

Process List | Server List

e The Process List tab lists all the processes that OAKS FIN is running for a specific user

on a specific server in the Process List section.
27. Use the Process Instance number to find the job just created.

28. Click Refresh on the OAKS FIN web page (not the refresh or reload button of the web
browser). Repeat this about every 30 seconds or so until the Run Status field displays

"Success" and the Distribution Status is "Posted."”

o If OAKS FIN displays several rows, use the process instance number to find the

process.

e The Refresh button is NOT the web browser's Refresh button. It is one on the web

page. Avoid clicking it too frequently as this can overload the server.
29. After the process is successful and status is posted, click the Details link.

e The Process Detail window opens.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

AT AR
{q,-.-..w,,t.-‘__ . o
ﬁ OBM [raining Academy

al



L L

*gOAKS : lFinanciaIs

S an

Favorites « | Main Menu - ‘" eneral Ledger « > Journals ~ > Import Journals = > Spreadshest Journals » Process Monitor
myOhio.gov Home Worklist Add to Favorites Sign out
(@ Financials
New Window | Help | Personalize Page | B
Process Detail
Process
Instance B875635 Type Application Engine
Name GL_EXCL_JRNL Description Spreadsheet Journal Import
Run Status Success Distribution Status Posted
Run Update Process
Run Control I Training Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
O Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 10/31/2016 4:03:11PM EDT Parameters Transfer
Run Anytime After 10/31/2016 4:.02:11PM EDT Message Log “iew Locks
Began Process At 10/31/2016 4:03:25PM EDT Batch Timings
Ended Process At 10/31/2016 4:03:43PM EDT View LogMTrace
OK Cancel

30. Click the Message Log link.

e The Message Log window opens.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Message Log

Help
Process
Instance: RO09004 Type: Application Engine
Name: GL_EXCL_JRHML Description: Spreadshest Journal Import

Personalize | Find | View Al | £ First ) 16 0f6 ' * Last
Severity Log Time Meszszage Text Explain
Published message with D 485842750-5022-1125-8831-

45308FM dfdbb1e0b24b to create entry in folder MAY. Explain

4:53:08PM Successiully posted generated files to the report repository Explain

10 4:52:52PM Journal Import processing has started. Explain

4:52:52PM Processing file JENY _aug29 2015 _fom it ... Explain

4:52:52PM Process completed successfully with O journals imported. Explain

10 4:52:52PM Journal Import processing has finished. Explain
Return

31. Examine the messages in the Message Log.
a. Verify that all journals were imported.
b. Click the Explain button to review details of any errors listed.

e Best practice is that any corrections to spreadsheet journals be made in the original
spreadsheet journal and re-uploaded. This keeps files in sync with OAKS FIN for
auditing purposes.

32. If necessary, correct the spreadsheet, save it, and return to the Excel Spreadsheet

Journal Import page by completing the following steps:

a. Click the Home button of the spreadsheet.
b. The main menu of the journal spreadsheet displays.
C. Click the Edit button.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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d. Make the required changes to the spreadsheet and save it.

e. Click Write File.
o OAKS FIN automatically displays "Skip" in the If Journal Already field. When
uploading a corrected spreadsheet from Excel to OAKS FIN change the If
Journal Already Exists field to "Update.” When Update is selected, OAKS FIN

replaces the previous file with the new file.

Next steps are detailed in the topic Processing Spreadsheet Journals.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Processing Spreadsheet Journals

Overview
Once the spreadsheet journals have been reviewed and uploaded, they must go through a

three-part review process.

e The Journal Edit process makes sure the correct ChartFields were paired on the

ChartField string and ensures that the sum of the journal lines balance.

e The Budget Check process ensures adequate funding exists related to the ChartField
combinations used on the spreadsheet journal. Journals can be checked individually or

as a group.

e Reviewing the Journal Status verifies the journal entry passed the edit and budget check

processes and is ready to post.

Running the Journal Edit Batch Process

An agency OAKS FIN user with a GL Approver security role can run the Journal Edit Batch

Process.

e Click here for assistance with accessing the OAKS FIN General Ledger Module.
Steps

e OAKS FIN > Main Menu > General Ledger > Journals > Process Journals > Edit

Journals

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu~ > General Ledger - > Journals - > Process Journals ~ > Edit Journals

myOhio.gov Home Worklist Add to Favorites Sign out
‘SA?E Financials

New Window | Help | &

Edit Journals

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

Run Control ID:|begins with. |

[Jcase sensitive

Search Clear |Basic Search [ Save Search Criteria

Find an Existing WValue | Add a New Value

1. Users who ran a batch already should skip to Step #2. Otherwise, follow these steps to

create a Run Control ID:
a. Click the Add a New Value tab.

b. For Run Control ID, enter a short descriptive name that will be recognized later
(up to 30 characters with no spaces; and do not use special characters such as
#, $, %, etc.)

c. Click Add.
e The Edit Journals Request page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites = Main Menu « > General Ledger ~ > Joumnals~ > Process Joumnals~ > EditJoumais |5
e —
( ‘..QM:S" Financials
Edit Journals Request
Run Control ID SPJ_import Report Manager  Process Monitor Run
Process Request Parameters Find | View All First ‘& 10f1 @& Last
Process Frequency [#][=]
Request Number 1
L/ Once
,:_::.Nm“ Description
® Don't Run
Business Unit OBMD1 Q Ledger Group ACTUALS Q
Source ONL Q, System Source | v
Process Partition ID Q
Journal ID From Q To Journal ID Q
Journal Date From ) To Journal Date [
+ Edit Clpost [JRecalc Exchange Rates
I mark Journal(s) to Post [l Budget Check (] Re-Edit
Re-Edit CC Adjustment Journals
Leave a field blank to select all its values
[ Autopilot Run Control
flSave |[Z]Notify || I% Refresh s Add || 7] Update/Display

d. Skip to Step #3.
2. Find an existing Run Control ID:

a. If desired, enter a portion of the existing Run Control ID. Otherwise, skip to
"Step c."

b. Change the dropdown menu from "begins with" to "contains" or another
delimiter option.

c. Click Search.

d. Click the link of the desired Run Control ID listed under Search Results.

e The Edit Journals Request page displays with the existing Run Control ID.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favonies « Main Menu « » General Ledger» > Joumals+= > Process Joumnals » > Edit Jounals E
St
| (?AKE Financials
Edit Journals Request
Run Conirol ID SPJ_import Report Manager Process Monitor Run
Process Request Parameters Find | View All First ‘& 1of1 ‘% Last
Process Frequency #[=]
= . Request Number 1
) Once
® Always *Description reclass
C Don't Run
Business Unit STATE Q Ledger Group ACTUALS Q
Source SPJ Q, System Source | |
Process Partition 1D Q,
Joumal ID From Q, To Joumal ID Q
Journal Date From [ To Journal Date [
~ Edit [1post [ Recalc Exchange Rates
[ mark Joumnal(s) to Post O Budget Check [ re-Edit
Re-Edit CC Adjustment Journals
Leave a field blank to select all its values
O Autopilot Run Control
o) Save || (2" Retumn to Search 1| Previous in List Ne List =] Notify 5 Refresh |4 Add

3. Select Always as the Process Freqguency.
e Explanation of choices:
e Once - Batch runs one time, then the Process Frequency resets to "Don't Run."

e Always - Every time this process runs, OAKS FIN processes each journal entry
in the defined batch.

e Don't Run - Do not use this option.

4. The Edit check box is automatically selected by OAKS FIN. Do not change this setting.

5. Enter a process Description.

6. Enter "STATE" for the Business Unit field.

7. Enter the same journal number in the Journal ID From field and To Journal ID field to
process.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e If processing more than one journal, enter the lowest to highest consecutive journal

numbers.

8. Click Run.

e The Process Scheduler Request page displays.

Process Scheduler Request

User ID 10101923

Server Name
Recurrence

Time Zone Q

Process List
Select Description

[l PS/GL Jmil Edit and Error Rpt
] PS/GL Journal Edit

oK Cancel Refresh

Run Control ID

~] Run Date 01/11/2017
[v] Run Time [11:18:43AM

Process Name Process Type
GLJEDERR PSJob

GL_JEDIT Application Engine

SPJ_import
Bj

Reset to Current Date/Time

*Type *Format Distribution

(None) V| (None) V|D|slr|but|c|n

| Web wv || TXT | Distribution

9. Select the checkbox beside PS/GL Jrnl Edit

10. Click OK.

e The process runs.

e The Process Instance number is generated and displays beneath the Process Monitor

link.

11. Write down this number for tracking reference.

e The Process Instance number is used to track the results of the upload.

12. Click the Process Monitor link.

e The Process List page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites « Main Menu « » General Ledger~ » Joumals~ » ProcessJournals ~ > EditJounals > Process Monitor
‘i‘,\::a Financials

Process List Server List

View Process Request For

User ID/ 10101923 Q. Type | w|[Last ] 48 [Hours [ |  Retresh |

sepverl v_ Name @, Instance From Instance To

Run Status v Distribution Status v| ] save On Refresh

Process List Personalize | Find | View Al | &2 | &5 First ‘4 1of1 ‘&' Last
Proc Distribut
Select Instance Seq. Process Type Hraﬂn:;“ User Run Date/Time Run Status S‘I:'::u 1 Details
7217792 Application Engine GL_JEDIT 10101923 0111172017 11:18:48AM EST Warning Pasted Deetails

Go back to Edit Journals
msave || =] Notify

Process List | Server List

e The Process List tab lists all the processes that OAKS FIN is running for a specific user
on a specific server in the Process List section. Identify the job by the Process Instance
number.

13. Click the Refresh button on the page every 30 seconds or so until the Run Status field
displays "Success" and the Distribution Status is "Posted."

e This is not the web browser's Refresh button but a button on the web page. Avoid
clicking it without a pause as this can overload the server.

e When OAKS FIN displays "Success" and "Posted," that does not mean the journal has
no errors, only that the request generated successfully and posted to the report
repository.

14. Review journal processing actions:

a. Click the Details link on the row that matches the Process Instance number created
earlier.
b. Click the Message Log link for details of whether the journal import process is finished

and how many journals were imported.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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C. Or, click the link to the View Log/Trace page. File lists are typically contained here
after the process completes. Click on the appropriate file link to verify there are no header or

line errors in the journal.

15. If a journal does not pass edit, refer to the topic: Reviewing and Uploading Spreadsheet

Journal Entries.

Running the Budget Check Process

An agency OAKS FIN user with a GL Approver security role can run the Budget Check Process

after editing.

Steps

e OAKS FIN > Main Menu > General Ledger > Journals > Process Journals > Budget
Check Journal

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites = Main Menu = > General Ledger ~ > Journals =~ » Process Journals ~ > Budget Check Journals

-~
| @"KE- Financials

Budget Check Journals
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a New Value

Search Criteria

Run Control ID:| begins with

[]case Sensitive

Search Clear Basic Search :_—_J'L:"' Save Search Criteria

Find an Existing Value | Add a New Value

1. Users who ran a batch already should skip to Step #2. Otherwise, follow these steps to
create a Run Control ID:

a. Click the Add a New Value tab.

b. For Run Control ID, enter a short descriptive name that will be recognized later
(up to 30 characters with no spaces; and do not use special characters such as
#, $, %, etc.)

c. Click Add.
The Budget Check Journals Request page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

i k_.\._,ltr
Sy L
%" OBM ‘ [raining Academy



4;;;“;;;".”‘-:.--.
ééOAKS | Financials

= —
T han-

Budget Check Journals Request
Run Control ID 4LatoyaZreview Report Manager  Process Monitor Run
Process Request Parameters Find | View All First ‘4’ 10of1 ‘& Last
Process Frequency : Request Number 1 [#=[=]
) Don't Run . - -
Description reclass
'} Process Once
(®) Always Process
Business Unit STATE Q,
InterUnit Business Unit ] Ledger Group ACTUALS Q
Source SPJ Q System Source| ~|
Journal ID From Q To Journal ID Q
Journal Date From &) To Journal Date ]
Leave a field blank to select all its values.
G1Save ||[ah Retumn to Search 4] Previous in List + | Mextin List =] Motify || £ Refresh + Add

d. Skip to Step #3.
2. Find an existing Run Control ID:

a. If desired, enter a portion of the existing Run Control ID. Otherwise, skip to
"Stepc."

b. Change the dropdown menu from "begins with" to "contains" or another

delimiter option.
c. Click Search.
d. Click the link of the desired Run Control ID listed under Search Results.

e The Budget Check Journals Request page displays with the existing Run Control ID.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Budget Check Journals Request
Run Control ID 4LatoyaZreview Report Manager  Process Monitor Run
Process Request Parameters Find | View All First ‘4’ 10f1 ‘& Last
Process Frequency . Request Number 1 A+ =]
) Don't Run . -
Description reclass
.} Process Once
(®) Always Process
Business Unit STATE Q,
InterUnit Business Unit Q Ledger Group ACTUALS Q
Source SPJ Q System Source ~|
Journal ID From Q To Journal ID Q
Journal Date From [#) To Journal Date [H
Leave a field blank to select all its values.
i) Save 3" Return to Search t_| Previous in List + | Nextin List =] Notify | | &% Refresh + Add

3. Select Always as the Process Freqguency.
e Explanation of choices:
e Don't Run - Do not use this option.

e Process Once - Batch runs one time, then the Process Frequency resets

to "Don't Run."

e Always Process - Every time this process runs, OAKS FIN processes

each journal entry in the defined batch.

4. Enter a process Description.

5. Enter "STATE" for the Business Unit field.
6. Enter the same journal number in the Journal ID From field and To Journal ID field to
process.

e If processing more than one journal, enter the lowest to highest consecutive journal

numbers.
7. Click Run.

e The Process Scheduler Request page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Process Scheduler Request
User ID 10101923 Run Control ID 4LatoyaZreview
Server Name [v] Run Date |01/11/2017 El
Recurrence ]  Run Time 11:54:48AM Reset to Cuent Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
¥ Comm. Cnirl. Budget Processor FS_BP Application Engine |'Web vJ [TXT | Distribution
QK Cancel Refresh

8. Verify the checkbox beside Comm. Cntrl. Budget Processor is marked.

9. Click OK.

The process runs.

The Process Instance number is generated and displays beneath the Process Monitor
link.

10. Write down this number for tracking reference.
e The Process Instance number is used to track the results of the upload.
11. Click the Process Monitor link.

e The Process List page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites =
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Process List Server List

View Process Request For

User D 10101923 QA Type | w|[Last wv| 48| [Hours “ Refresh
Server| \)i Name @, Instance From Instance To
r |
Run Status| b Distribution Status | Vl o/ Save On Refresh
Process List Personalize | Find | View All | £ | & First ‘4’ 1of1 &' Last
Process = Distribution
Select Instance Seq. Process Type Name User Run DateTime Run Status Status Details
7217848 Application Engine FS_BP 10101923 D1M7/2017 1233.18PM EST Queued N/A Details

Go back to Budget Check Journais

Process List | Server List

Main Menu ~ > General Ledger~ > Joumnals~ > Protess Joumals- > Budget Check Joumals > Process Monitor

=] Notify

12.

13.

14.

15.

The Process List tab lists all the processes that OAKS FIN is running for a specific user
on a specific server in the Process List section. Identify the job by the Process Instance
number.

Click the Refresh button on the page every 30 seconds or so until the Run Status field
displays "Success" and the Distribution Status is "Posted."

This is not the web browser's Refresh button but a button on the web page. Avoid
clicking it without a pause as this can overload the server.

When OAKS FIN displays "Success" and "Posted," that does not mean the journal has
no errors, only that the request generated successfully and posted to the report
repository.

If OAKS FIN does not display "Success" or "Posted," click the View Log/Trace link to
determine why the process did not run correctly.

If a journal does not pass budget check, refer to the topic: Reviewing and Uploading

Spreadsheet Journal Entries.

Click the Details link on the row that matches the Process Instance number created

earlier. There are several actions from which to choose on this page.

R
S il
o

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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a. If desired, click the link for Message Log. Details of whether journal import
processing is finished and how many journals were imported will appear here.

Also, there is an Explain button to click for further details.

b. If desired, click the link to View Log/Trace page. File lists are typically contained

here after the process completes.

Reviewing the Journal Status
Before submitting a journal for approval or posting, verify the journal entry successfully passed

the edit for errors and budget check processes and is ready for State Accounting to post.

Steps

e OAKS FIN > Main Menu > General Ledger > Journals > Journal Entry >

Create/Update Journal Entries

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites ~ Main Menu~ > General Ledger ~ > Joumnals ~ > Joumnal Entry ~ > Create/Update Jounal Entnes 2/

( g'mx‘s, Financials

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Keyword Search

w Search Criteria

Use Saved Search: | |
Business Unit[=_v/] STATE Q
Journal ID[begins with | JFS0000623
Joumal Date[= ] [
Document Sequence Number
Line Business Unit Q,
Journal Header Status|= v | w|
Budget Checking Header Status|= v | v
Source Q
Entered By [begins with V| Q
Attachment Exist|= v] | v
[ case sensitive
Search || Clear | Basic Search ;_O.W Save Search Criteria Delete Saved Search

Find an Existing Value | Keyword Search | Add a New Value

Enter “STATE” as the Business Unit on the Find an Existing Value tab.

Enter information in any additional field(s) to narrow the journal search (e.g., Journal ID).
Click Search.

If only one journal meets the criteria entered, it will display.

w NP

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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" Favorites = MainMenu» > Generalledger~ > Joumals~ » JoumalEniy~ > Createllipdale Joumal Entries | |
("@ Financials
Heager || Lines || Totais || Emors || Approval
Unit STATE Joumnal ID JFS0000623 Date 111872016 Errors Only
Tempiate List Search Critena Change \alues
Intes/intralinit *Process [ Post Joumnal wv| Process T [E Line, 10 [T] =
w Lines Personaiize | Find | 22|
Salect i *Uiriilt "Ledger SpeedType Furnd Account AL Dept Program GrantPrj
O 1 STATE 0 ACTUALS Q 3340 |Q 550052 @ ‘600610 'Oy [JFSB50002 |Qy 76288 |0 [JFSFF116
O 2 STATE @, ACTUALS Q, [GRF |@, 550052 €, 600521 |, JFSES0002 |Qy TE2eE  |Q, lJFSSFPI6
O 3 STATE Q, ACTUALS Q, [3840 |, 550052 Q, 600810 |y, lJF3850002 | 76288 |y LIFSFFPI8
0 4 STATE @ ACTUALS Q (3840 |Q 550052 Q, 600610 |y UFSEE0002 |Qy [TE28B  |Q WFSFF118
O s STATE )@ ACTUALS Q [GRF @ 550052 |y 600521 |Qy [UFS8s0002 o Tezs @y WFSSFPIT
O & STATE O ACTUALS Q, 3340 |Q 550052 @ /600610 |Qy |JFSB50002 |Qy 76288 QL [JFSFFPIT
7 STATE ACTUALS Q, 3840 101000
8 STATE ACTUALS QU GRF 101000
< >
Linestoadd| 1 [ = [l
- Totals Personalize | Find [Viewan | &) B Fist (0 1011 @ Last
Unit Total Lines Total Debits Total Credits { Jowmal Status msums
STATE ] 44,754 68 4475463 v v
ffiSave ||G" RetumntoSearth || Notify ||o Refresh L AGE | P
Header | Lines | Totals | Emors | Approval

« If multiple journals meet the criteria entered in the search,
e The Journal Status (lines tab) should show a "V" for valid, meaning it

passed the edit for error.

e The Budget Status (lines tab) should also show a "V" for valid, meaning it

passed budget check.

Search Results

Only the first 300 results can be displayed

View All

Business Unit  Journal 1D Journal Date UnPost Sequence Document Sequence Number Line Business Unll Journal Header Status Budget Checking Header Status
STATE CCOAKS2184 04072016 0 {bhank) STATE Valid Valid
STATE CCOAKS2185 04/07/2016 D {béank) STATE Valid Valid
STATE CCOAKS2136 04/07/2016 0 (blank) STATE alid Valid
STATE CCOAKS2104 0472272016 0 {biank) STATE Valid Valid
STATE CCOAKS2105 0472202016 D {blank) STATE Valid Valid
STATE CCOAKS2199 042202016 0 (biank) STATE alid Valid
_STATE COOAKSMGLLNAP20016 0 (hiank) STATE Jalid N alid

Ledger Group
[CC_CSH_REV
CC_AGY_REV
CC_STA_REV
CC_AGY CTL
CC_ALLOT
CC_APPROP

JCC AGY TRK

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

@-‘i-.‘l’r‘ﬁ"'«tr
= O BM Training Academy




N ln..: =
£ éOA KS

lFinanciaIs

Code Posting Status Description
.Journal has been entered but has not been
EditReq’d |Needs to be edited edited; therefore, it cannot be posted
Journal has been entered but has not been
Not Chk'd  Needs to be budget checked budget checked; therefore, it cannot be
posted
Errors Budget errors Journal had been edited and contains errors
! Valid—journal has passed budget Journal ha§ passed editing ?nd is rea'dy to
Valid be posted if budget status is also valid
check
Posted Journal has been successfully edited and

Posted to ledger

budget checked and was posted

4. If the Status is not “Valid,” click on the Budget Status or Journal Status link to
view the error(s).

5. Review the errors, make the adjustments, and budget check the journal again.

o Best practice is that any coding corrections to spreadsheet journals be made in
the original spreadsheet journal and re-uploaded. This will keep your files in sync

with

OAKS for auditing purposes.

e Once all errors have been corrected and the journal status is "Valid" for both
Journal Edit and Budget Check, the agency can submit the journal to be posted
by State Accounting. See Submitting Spreadsheet Journals for steps.

e

. % OBM ‘ Training Academy

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Reviewing Journal Entries
This process is used to review the status of journal entries in OAKS FIN. This is an inquiry-only

process. Inquiries for specific criteria can be saved and searched for later. These instructions
are for the initial creation of a search. After creation, you can simply enter the Inquiry Name on
the Find an Existing Value tab and click Search.

e Click here for assistance with accessing the OAKS FIN General Ledger Module.

Steps
e OAKS FIN > Main Menu > General Ledger > Review Financial Information >
Journals
Favorites - Main Menu~ > General Ledger ~ > Review Financial Information = > Joumnals

- myOhiogov ~ Home | Workist = AddtoFavorites = Sign out
(AR Financials

New Window | Help | I3
Journals
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a New Value

Search Criteria

Inquiry Name:lbegms with .

Search Clear |Basic Search [aF Save Search Criteria

Find an Existing Value | Add a New Value

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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1. Click the Add a New Value tab.

2. Enter an identifiable name in the Inquiry Name field.
3. Click Add.

e The Journal Inquiry page displays.

Favontes - Main Menu ~ » General Ledger ~ > Review Financial Information - > Journals
myOhio.gov Home Worklist Add to Favorites Sign out

e,
‘?-\\3 Fimandials

Mew Window | Heip | Personalize Page | &

Journal Inquiry

Joumnal Criena

Inquiry *Unit *Ledger “Year *From Period *To Period Suspense Status

LIB201E STATE : . !

Journal 1D Date Status Source Currency Stat Document Type

! ) 2 4 : % . 8 [ Date Code Adj
User Document Sequence Sort By Max Rows Attachment Exist
100 | I~
Search
il Save =] MNolify + Add | 7] UpdateMisplay
mn n g H H
4. Enter "STATE" in the *Unit field.

5. Enter "ACTUALS" in the *Ledger field.

e "ACTUALS" is always the ledger in the General Ledger module.
6. Enter in the *Year field the desired fiscal year.
7. Select or enter an accounting period (using the numerical value of the period) in the
From Period field.
8. Select or enter an accounting period (using the numerical value for the period) in the To
Period field.

e To specify a single period, enter the same period number in both the From Period and
To Period fields. To specify a range, enter the earlier date in the From Period field and

the final date in the To Period field.

9. If desired, select or enter a Journal ID number.
10. If desired, enter a Status. Choices are:
e V =Valid.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e E =Journal has errors.
e P =Posted.
e OAKS FIN does not use the Suspense status.
11. Enter or select a User ID.
12. Click Search.
e Search results display any entries matching the criteria.
e To sort the results, click on any header in the search results screen.
13. Click the link for the desired Journal ID to view more detail.

e The Journal Inquiry Details page displays information including Ledger Criteria,

Journal Header, Totals by Currency, and Journal Lines.

Favorites - Main Menu~ > General Ledger = » Rewview Financial Information ~ » Joumals
= miyOhio, gov Home: Worklist Add to Favorites Sign ouf
:_'"c:.h!_?,_ Financials

Mew Window | Help | Personalize Page |

Journal Inquiry
Journal Ingquiry Details
¥ Ledger Crtena

Go ToJournal Criteria
Joumnal Header

Journal ID CONV Date D&32007 Schedule
Ledger Group ACTUALS Original Date D&/30/2007 Process No Request
Source CNV Date Posted 06/20/2007 Tolal Lines 1812
Journal Status Fosied Reversal Date User ID OHCNWY
Balanced DR=CR Reversal Mone InterUnit BU STATE
Doc Seq Budget Status Vald Date Code Adjustment N
Long Description (2007 LEDGER CONVERSION £}

View Aftachment (0)

@) All Lines O FromiTo
From Line To Line
Query Joumal Lines

Tolals by Currency Find | View All First'& 1of1 & Last
Currency uso Debit Amount 8,739,169,017.53 Credit Amount 8, 780,169,017.53 Neat 0,00
Journal Line Personatize | Find | View Al | B mrst'4 12501100 ¢ Last
Amount {in
Line®  Line Descr speedType Transaction Cufrency Fund  Account AL Dept Program GeantPr
Currency)
CASH EQUITY-TOS-LEGAL . P Eqo 10100
s 7,268.35 USD 5920 01000 ~
2 CASH EQUITY-TOS-LEGAL 3,442,182 77 USD 5030 101000
BASIS
: perE——
3 L Y TSRO 257,858.00 USD 5960 101000

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Agencies must review the status of their journal posting on a regular basis to verify that
entries have posted correctly to OAKS FIN.

14, To save the inquiry for later use, click Save.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Submitting Spreadsheet Journals

e Click here for assistance with accessing the OAKS FIN General Ledger Module.

e OAKS FIN > Main Menu >General Ledger > Journals > Journal Entry >

Create/Update Journal Entries

Favorites « Main Menu » General Ledger+ > Joumnals+ > Journal Entry «

myChio.gov Home

Q?-:ES Financials
Create/Update Journal Entries
Find an Existing Value Keyword Search Add a New Value

Business Unit| OBMD1 |
Journal ID|NEXT
Journal Date |[11/02/2016  |[3]

Add

Find an Existing Value | Keyword Search | Add a New Value

>

Create/Update Journal Enfries

Worklist

Add to Favorites Sign out

New Window | Help | £

e Click here to watch a quick tutorial on Submitting a Spreadsheet Journal.

1. Click the Find an Existing Value tab.

e The Search Criteria displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites « | Main Menu » General Ledger+ > Joumnals+« > Journal Entry + > Create/Update Journal Entries

myOhic.gov Home Worklist Add to Favorites Sign out

—
{ Q?M? Financials

New Window | Help | £
Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Keyword Search Add a Mew Value

Search Criteria

Business Unit[= ] OBMO1 a
Journal 1D
Journal Date [&
Document Sequence Number | begins with ]
Line Business Unit Q
Journal Header Smtus|= V| |No Status - Needs to be Edited v|
Budget Checking Header Status|= v v|
Source OML Q
Entered By 10140596 a
Attachment Exist[= v v|
[case sensitive
Search Clear | Basic Search |'_-,31 Save Search Criteria

Find an Existing Value | Keyword Search | Add a New Value

Click Clear to remove defaulted entries.
Enter "STATE" in Business Unit.

Enter Journal ID.

a > w DN

Click Search.

« After conducting a search, click the Recent Search Results icon at the end of the
breadcrumb navigation anytime to display the Recent Search Results in a pop-
up window.

e The Header tab displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - | Main Menu - > Generalledger~ > Joumals~ > JournalEntry » > Create/Update Journal Entries
myChio gov Home Waorklist Add to Favorites Sign out
o —— ) .
(¢ ©NS,  Financials
| Mew Window | Help | Persenalize Page | £
Header Lines Totals Ermrors Approval
Unit STATE Journal I 0000667160 Date 06/23/2016
Long Description ALLOCATE ALL =
242 characters remaining
*Ledger Group ACTUALS Adjusting Entry Mon-Adjusting Entry
Ledger Fiscal Year 2016
*Source ALO Period 12
Reference Number ADB Date 06/23/2016
Journal Class
Trangaction Code GEMERAL Auto Generate Lines
Save Journal Incomplete Status
SJE Type Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Aftachments (0)
Reversal: Do Mot Generate Rsversal Commitment Coniral
Entered By 10101010 AMBER GEME
Entered On 06/23/2016 10:21:56AM
Last Updated On 0&/23/2016 10:25:45AM
[5]save ||[&M Retumn to Search [=] Notify | |£* Refresh Bk Add || B2 UpdateMisplay
Header | Lines | Totals | Errors | Approval

6. Click Approval Tab

The Approval Status displays.

x"'?;""«tr
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*See "The FIN SOURCE" for Ohio for the most recent version of this process.*



A '.’b\

€OAKS 5 ) Financials

\‘\..___”.f.m an=

Favorites + Main Menu =
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Header Lines Totals Errors Approval
Unit STATE
Approval Status
Unit STATE

Approval Check Active M
Approval Status Mone
Approval Action Approve ﬂ

Deny Comments

254 characters remaining
Approval History

,ﬁ’|55ue ;f‘ Return to Search ="| Notify Q Refresh

Header | Lines | Totalz | Errars | Approval

» General Ledger~ > Joumnals +

» Joumnal Entry * » Create/Updste Journal Entries

myOhio.gow

Journal ID 0000867160

Home Wiorkdist #dd to Favorites Sign out
Mew Window | Help | Personzlize Page | =

Date D8/23/2016 Submit

| E

7. Click Submit button

Once it's been submitted for approval, an email is released back to the agency

confirming approval. OAKS sends an email to the group of State Accounting approvers.

If an "out of office" notice is received, keep in mind that the State Accounting group will

automatically reassign an alternate approver. Once it's approved, it's posted.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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