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PeopleSoft Financial Management System

Using Excel Spreadsheet JVs


Journal Processing Overview
Most of the University’s financial transactions are generated in separate systems and are loaded into the general ledger (gl) by way of a journal interface program.  Examples include the original payroll journal, student information system tuition and receivable journals, and gift transactions from OAUR.

The remaining financial transactions are entered or loaded into the gl by an individual working online as a people tools client user.  Examples include daily cash receipts, payroll adjusting journals, investment activity and accruals, service center charges, and departmental allocations and corrections.

This training document applies to the user working online as a people tools client user and will cover the procedures from the creation of the journal voucher through to edit and printing a journal report.  Many departmental employees are responsible for preparing the journal voucher using the Excel journal voucher template, but they may not all be authorized as people tools users.  Those who are not people tools users will complete the Excel template and send the file by E-mail to a designated people tools user for uploading.

As of January 1, 2004 the General Accounting Office (GAO) no longer accepts the submission of journal voucher transactions on the paper JV form.  All departmental journal vouchers should be processed using the Excel Spreadsheet Journal Template.  

There are, however, several types of Excel templates, and the selection of a template is determined by the type of transaction to be recorded.  In addition processing procedures may differ for each template.  This document provides a summary of the Excel journal templates and policies applicable for processing each template.

Once the journal transaction is recorded in the Excel template, the data is uploaded into the general ledger through the people tools client application.  The individual responsible for the upload depends on the type of journal template in use.  For example, all payroll journals are to be uploaded by the Payroll department only.  Cost transfer journals are to be uploaded by the Sponsored Accounting Office unless a department is pre-approved by SAO to upload journals.  Some departmental employees will be authorized by their campus finance office to upload the basic journal entry upload.  Those not authorized will forward the journal file to GAO for upload.

The Excel spreadsheet forms in use include:

1. Journal Entry Upload – Used for general entries including allocations, and transfers.
2. Payroll Journals Upload – Used for all payroll adjustment entries including those affecting RX cost centers.

3. Sponsored Research Cost Transfer Upload – Used for correcting entries for all RX cost centers, excluding payroll.

4. Interdepartmental Invoice Upload – Used by service centers to charge departments for goods or services provided by the service department.

5. University Cash Receipts Upload – Used exclusively by the University Bursar’s Office to record daily cash receipts.

6. University Cash Disbursements Upload – Used exclusively by the University Bursar’s Office to record daily cash disbursements.

7. Budget Revision Upload – Used for updating the fiscal year current approved budget (CAB) for non-RX cost centers.  RX budgets are revised by the pre-award offices: OSP and OSR.
The Excel journal templates and instructions for completing the journals may be obtained at http://financialaffairs.georgetown.edu/forms/forms.html.  The Excel macro security level should be set at ‘medium’.  If you are not asked to enable or disable macros when opening the file the Excel macro security most likely needs to be changed.  When asked answer: enable macros.

Journal Entry Upload

The journal entry upload template is to be used to record most departmental transactions.  Examples of transactions recorded on this template are: allocation of Procard charges (except RX), transfers to reserves, transfers for program support, and corrections of earlier transaction errors (except RX).  The following processing policies apply to the journal entry upload.

a. Date: the date on the top left side of the file indicates the general ledger month into which the transaction will post.  Be sure to check that the date corresponds with an open accounting month and year.  Change the date if necessary by editing the formula or typing a new date.

b. Journal ID, Source, and Ref No.: the preparer may assign a journal ID, source, and ref no. for tracking purposes.  If left blank GAO will assign a journal ID that begins with the letter ‘F’ and is followed by nine numbers and a source/ref code equal to GAB NG. 

c. Operator ID: the preparer is to enter his/her GU Netid in this field (usually same as E-mail ID)

d. Approval: the preparer of the journal should forward the completed file to his or her supervisor for approval.  

e. Send To: the supervisor should send the approved journal file as an E-mail attachment to GAO for upload at gaojvf@georgetown.edu, or the supervisor may upload the journal directly if he or she is authorized to do so.

f. Notes: when completing the Excel JV remember the following: do not enter formulas, round numbers to two decimal points, always begin transactions on the first available line, do not skip any lines, do not enter a dollar amount of 0.00, and do not enter negative dollar amounts.

g. Notes: for complete instructions on preparing the Excel JV and saving copies of the file see http://financialaffairs.georgetown.edu/procedures/Load_Excel_Journals.html.  

h. Notes: contact Stacey Abney-Ouzts (7-3903) or Erica Gustus (7-7161) if you have additional questions.

Payroll Journals Upload

The payroll journals upload is to be used to record payroll distribution changes, that is, charge payroll transactions to a different cost center.  The following processing policies apply to the payroll journals upload.

a. Date: the date on the top left side of the file indicates the general ledger month into which the transaction will post.  Be sure to check that the date corresponds with an open accounting month and year.  Change the date if necessary by editing the formula or typing a new date.

b. Journal ID, Source, and Ref No.: the preparer should assign a ten-character journal ID number that starts with ‘HRS’ to indicate that the journal is for payroll.  Example: HRSFEB0204.  The source and ref no is always PYO PJ.

c. Operator ID: the preparer is to enter his/her GU Netid in this field (usually same as E-mail ID)

d. Approval: the preparer of the journal should print a copy of the ‘finished’ journal and submit to his or her supervisor for approval.

e. Send to: the preparer should send the journal copy with original signatures to the Payroll Department.  The Excel journal file should be sent as an E-mail attachment to payrolljv@georgetown.edu
f. Notes: when completing the Excel JV remember the following: do not enter formulas, round numbers to two decimal points, always begin transactions on the first available line, do not skip any lines, do not enter a dollar amount of 0.00, and do not enter negative dollar amounts.

g. Notes: for complete instructions on preparing the payroll journals upload see http://financialaffairs.georgetown.edu/forms/pay_onl.html
h. Notes: contact La Kisha Howard (7-3448) if you have additional questions.

Sponsored Research Cost Transfer Upload

The cost transfer upload is used to record all non-payroll corrections or adjustments to RX cost centers.  Costs that should have been charged to a different cost center, costs that were charged for incorrect amounts and allocation of Procard expenses are examples of when the cost transfer upload is used.  The cost transfer upload requires specific information such as a reason code pertaining to the correction, the original date of the charge, and a transaction identifier.  Such specific information is necessary to comply with audit requirements on accounting for sponsored funds.  The following processing policies apply to the cost transfer upload.

a. Date: the date on the top left side of the file indicates the general ledger month into which the transaction will post.  Be sure to check that the date corresponds with an open accounting month and year.  Change the date if necessary by editing the formula or typing a new date.

b. Journal ID, Source, and Ref No.: the preparer should assign the ten-character journal ID based on operator ID, the fiscal year, and then sequential numbering.   Example: JLRF030001, JLF030002, etc. The source and ref no is always XFR CT.

c. Operator ID: the preparer is to enter his/her GU Netid (usually the same as your E-mail ID)

d. Approval: the preparer of the journal should print a copy of the ‘finished’ journal and submit to his or her department administrator for approval.  The preparer should also forward the journal file to his or her department administrator.

e. Send to: the department administrator should send the approved journal file as an E-mail attachment to the Sponsored Accounting Office (SAO) at saoctf@georgetown.edu.  The journal copy with original signatures must be kept in the department files for audit purposes.

f. Notes: when completing the Excel JV remember the following: do not enter formulas, round numbers to two decimal points, always begin transactions on the first available line, do not skip any lines, do not enter a dollar amount of 0.00, and do not enter negative dollar amounts.

g. Notes: for complete instructions on preparing the cost transfer upload go to http://financialaffairs.georgetown.edu/forms/xfr_upld.html
h. Notes: contact Comfort Brownell (7-3941) if you have additional questions.

Interdepartmental Invoice Upload

To be used by service centers only to charge departments for goods or services received.
University Cash Receipts and Disbursements Uploads
Not applicable for departmental users.  Only employees in the Bursar’s Office use these templates.

Budget Revision Upload

The budget revision upload is used to record increases or decreases to revenue, expense, and transfer budget amounts.  The sum of all increases and decreases in this voucher must total zero, i.e. a balanced budget revision.    In addition, the sum of all increases and decreases within GX cost centers on this voucher must total zero.  Finally, transfer account codes 89xxx must be used on the debit and the credit side of a budget revision.  Unbalanced budget revisions must be submitted on the paper version of the budget revision and submitted to campus budget office or university budget office.
a. Date: Enter the current date in this field except at fiscal year end.  If adjusting a budget in July for the prior fiscal year use June 30 as the date.

b. Journal ID: the preparer should assign the ten-character journal ID. 

c. Operator ID: the preparer is to enter his/her GU Netid (usually the same as your E-mail ID)

d. Approval: the preparer of the journal should print a copy of the ‘finished’ journal and submit to his or her department administrator for approval.  The preparer should also forward the journal file to his or her department administrator.

e. Send to: the department administrator should send the approved journal file as an E-mail attachment to the campus budget/finance office.  Keep the paper form in the department files for reference unless otherwise directed by the campus budget office.
f. Notes: when completing the Excel budget revision remember the following: do not enter formulas, round numbers to two decimal points (for budgets it is best to work in whole dollars), always begin transactions on the first available line, do not skip any lines, do not enter a dollar amount of 0.00, and do not enter negative dollar amounts.

Preparing the Excel Journal Voucher Template

The Excel Spreadsheet journal provides an efficient means for high volume data entry.  In addition the special features in Excel allow for copying lines, enabling macros to perform some pre-editing of the transactions, and allow the use of the same journal file in future months.

The Excel spreadsheet is set up to automatically save an archive file (xls) for each journal and the loading (prn) file directly to the operator’s C drive (C:\temp\) each time the FINISH button is selected on the pre-defined spreadsheet.  The operator may click the FINISH button at any time and as often as desired, and the result will be to update the same archive and loading file on their C drive with the most recent version of that spreadsheet.

The operator completes the journal header information including the Operator ID, Journal ID, Source code, and Reference code.  The date will default to the current date.  The operator reviews the accounting entry, makes corrections, and verifies the completeness of the journal.  The Excel file may be saved to a department’s shared drive (such as GAO share) for review if necessary.  Once the journal is complete, the operator (or designee) loads the accounting entry in the .prn file from the C: drive to the general ledger. 

The journal edit, budget check, and post processes will be performed as a batch process scheduled on a nightly basis because it is more efficient.  The operator should monitor these process results each day and make appropriate corrections for any edit errors using the journal entry panels.  The operator has access to and should run the GU Combo Edit Process rather than waiting for the nightly run.     

NOTE: Updates to the Upload Spreadsheet are posted periodically on the following web site: http://financialaffairs.georgetown.edu/forms/forms.html.

Using the Excel JV Spreadsheet

Use the Excel Spreadsheet to record a variety of accounting entries.  Please note that the appropriate Source and Reference codes should be used.  Therefore, accounting entries should be entered into separate files if the source and/or reference codes differ.

· Open journals.xls file.
· Click Enable Macros button.  This will bring up the “Journal Entry” Excel spreadsheet.
Note: users with new PCs may need to reduce the Excel macro security level from high to medium before the program will recognize that macros are present and show the box asking if macros should be enabled.

EXCEL SPREADSHEET – JOURNAL ENTRY – in tab
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· Click the CLEAR button before starting a new journal with new transactions.  Note: If you want to save the prior journal transaction shown in this file for future updating and loading, be sure that you have an archived version in C:\temp\.  The archive version will be an excel file and have a file name of the journal ID used previously.  Example C:\temp\ALLOC00001_0130.  
· The date appearing on the excel spreadsheet will be the Journal Date and will trigger the appropriate accounting period on the journal when it is loaded to the general ledger.  Note that the date is automatically populated with the current date.  If you need to change the date to an earlier date, click on the date field and change the formula in the field that appears as “=TODAY()” above the spreadsheet columns by adding “ – 1” to the formula to change it to a day earlier, “- 2” for two days earlier, etc.  You may also type a date over the formula; e.g. 2/1/04.
EXCEL SPREADSHEET – JOURNAL ENTRY – in tab
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· The operator who keys the data to the spreadsheet should enter their Operator ID (OPRID) using all CAPS.  Assign a ten-character journal id, or the system will assign the id during upload.  Enter the appropriate source and reference code and a brief purpose for the transaction.

· Complete the debit and credit side of the journal entry for each transaction using the excel spreadsheet on the tab labeled in located at the bottom of the spreadsheet.  Please note the following as you key in the data: Key the decimal point in the amount column. Otherwise, the spreadsheet will automatically complete the decimal point for you.

· If the operator must stop working on the spreadsheet before it is completed, they may save the file by clicking the FINISH button and return to it at a later time. The spreadsheet is automatically saved to the operator’s C drive as an archive file to c:\temp\journalid_mmdd.xls (where journalid is the ten character journal ID assigned in the file and mmdd is month and day as the date on the spreadsheet) and to c:\temp\journal.prn. When the operator is ready to complete the spreadsheet, they should return to the archive file (c:\temp\journalid_mmdd.xls) on their C drive.  Check the date and change the date formula to coincide with the proper date of the receipts if appropriate.

· Once the journal entry is completed, click the FINISH button. Both the archive for that journal and the prn file on the operator’s C drive will be overlaid with the completed and most recent version of the spreadsheet.

· The excel spreadsheet performs an edit that checks that the correct number of characters are completed in each field and that the characters are alpha or numeric characters as required. If there are any errors, an edit box will appear that displays and describes the error.  Make the correction as prompted in the edit box.  The program will continue through the edit until it is completed with no errors.  Note that this edit does not validate accounts and organization codes against the chart of accounts tables in the PeopleSoft general ledger.

EXCEL SPREADSHEET – JOURNAL ENTRY – after FINISH button is clicked
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· Upon clicking the FINISH button, the journal entry will be saved in two places on the operator’s C drive. If the operator has clicked the FINISH button earlier, a similar message as appears on the above panel shot will appear. Select YES.  
1. One copy of the excel spreadsheet files will be archived on the operator’s c:\temp\journalid_mmdd.xls.  In this example, the archive file will be saved as c:\temp\ALLOC00001_0130.xls.   ‘ALLOC00001’ will also be the ten-character Journal ID number once the journal is loaded to the general ledger. 

The archive file can be used to retrieve the journal if it did not get loaded to the general ledger.  Simply, open the correct archive file in excel for the journal in question, click the FINISH button, and process the load to the general ledger. 

Periodically, the old archive files from previous months should be cleared by the operator from their C drive by deleting them.  It is suggested that each operator keep the current month and the prior month of archive file data on their C drive. 

2. A second copy of the excel spreadsheet file will be saved as c:\temp\journal.prn (as indicated in the above panel shot) and overlay any earlier file. There is only one prn file at any time on the operator’s C drive. This is the prn file that PeopleSoft will access from the operator’s C drive when it loads the data to the general ledger. 

EXCEL SPREADSHEET – JOURNAL ENTRY – in tab
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· The BATCH TOTAL is now completed automatically on the spreadsheet labeled with the in tab.  Check this total to ensure that it agrees with expected voucher total. 
If there are any errors in the amounts or credit lines of data, the operator may make those changes/additions/deletions directly on the spreadsheet labeled with the in tab.  After the corrections are made, the operator must click the FINISH button to generate the corrected and complete accounting entry and update the archive and the .prn file on the operator’s C drive. 

EXCEL SPREADSHEET – JOURNAL ENTRY – journal tab
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· Go to the spreadsheet indicated by the journal tab.  Do Not Change any of the Values on this spreadsheet.   NO OPERATOR ACTIVITY IS PERFORMED ON THIS SPREADSHEET TAB.  This section is used for informational purposes only and to format the output for the file to be loaded.  This tab shows the entire journal voucher formatted for loading into the GL.  The decimal point does not appear in the amount column but is assumed in the program.

· If an operator inadvertently changes this spreadsheet indicated with the journal tab, the operator can return the spreadsheet to its previous state by going back to the spreadsheet indicated with the in tab and clicking the FINISH button.

· A copy of the worksheet may be printed as reference backup.  Go to the spreadsheet labeled with the in tab and click the print button on the excel toolbar.  

· Exit the excel spreadsheet. 

· The Excel journal is ready for review if required, and the general ledger load process. 
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