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Home
) ) ) ) i ) ) ORACLE
Retrieving & Entering PC ChartFields into a Financial Journal
1. Log into BFS and open an existing journal Create/Update Journal Entries
Main Menu>General Ledger>Journals>Journal Enter any information you have and ciickl 1~ Bave fields blanicfor a st of all values
: Favorites ~ Main Menu~ > General Ledger ~ > J
Entry>Create/UpdateJournalEﬁtnes, Find an Exising Vaiue || Add  Nof /N
then enter the Journal ID and click “Search” ORACLE’ G :
2 Search Criteria /
2. When the Journal opens, click the “Lines” tab to Y . | )
o 1 i it: = o @
open the Lines page Headel Lines otals Errors Approval Intercd Business Unit: 108 0 \
P pag Journal ID: |begms uvith. 0000573134
] Unit 10000 4 Journal Date: = i
F.rom the Journal I:lnes page, there are two method.s to e Descn‘ption’l«ma Dchumel?t Sequeng/ANumber: |begms with. i
find the PC ChartFields and complete each ChartString. Line Business UG = Q
*1 adnar Groun [ACTUALS 1 Journal Headgl Status: |= |
. . Budget Chglking Header Status:lz |
Method 1: use UC COA Validation Source; = FP Q
This method is best if your journal has only a few lines: -
Favorites ~ Main Menu ~ > General Ledger { Search Clear |Basic Search [¢f Save Search Criteria
u VYRR . - L
3. Select the “Related Content” link in the upper right, ORACLE"
then click “UC COA Validation” tsed Cotent = | ew i | | Prsonaic Pege | 1
. R R R . . elated Content g, ew Window | Help [ Personalize Page
ThIS Spllts the page |nt0 tWO panels, W|th Journal |IneS on Header Lines Totals Errors Approval Intercampus Responding Intercampus Lines Plant Assets
top and the Chart of Accounts Validation tool below. - Joumalib 3000573134 Do Do e 3 Lw
3A. Change the size Of the Va|ldat|0n tOOI pane| by Template List Search Criteria Change Values
dragging the “handle” up or down. *Process [Edil Journal Process Line| 10
o . . . Li
4‘ Enter the fIrSt 7 ChartFIEId values from a journal Ilne Se\e:lesl_ine *Unit Account Fund Dept Program ChartField 1 ChartField 2 PC Bus Unit Project Activity An Type Amoun
into the Validation tool O 1 M10000 x @ (56622 |@, [93267 |@, [14510 [@, 44 (@ Q, L [GM100 (@, 1000717 [@, [0 Q, Q@
Pick one line and enter the Unit, Account, Fund, Dept, e D/f 10000 @ [s6622 |2 [0a267 (@, [14510 [Q 44 (@ G, LoADM @, a, a, a, Jq)
Program (and CF1 and CF2 if available) ChartField values " fmy— T i I 45 o~
into the tool. —_— Validate COA/SpeedType , ~
4 ( Documentation <
5. Click “validate” <L % Business Unit | 10000 @, OR COA String |1-56622-03267-14510-44- 3A ’ 7 I
"Successful ChartString validation" appears for correct 4 Account 56522 a specdType a,
ChartStrings with a sponsored award fund value OR a Fund Code 93267 2
cost sharing CF1 value. * Department (151014 5
Program 44 @
6. Enter the 3 PC ChartField values in the journal line ChartField 1 a ]
. . .. e}
Enter the PC Bus Unit, Project, and Activity values now ChartFieid 2 Clear | | Validate 6 '
. . . . . . . PC BU GM100
listed in the Validation tool into the correct fields in the Project - Successtul chartsiring validaion,
corresponding journal line above. Activity 01 v
. . . Load File Advanced Options
7. Select the Analysis Type (An Type) for the journal line S
Click the Lookup icon to select the transaction type. < >
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Look Up An Type

SetlD: GM100
Analysis Type: | begins with .
Look Up Clear Cancel |Basic Lookup

Search Results

View 100 First (4
Analysiz Type Description
CGE

1-Tof 7

p1 Last

Cost Sharing GL Expense

Analysis Type for Validation

Analysis Type (An Type) defines the type of
transaction the journal line represents — it is
not a Chartfield in the COA.

Select the Analysis Type value that describes the
journal entry:

e CGE = a cost sharing ChartString (Cost Share CF1)

BFS validation requires that Contracts & e GLA = accrual expense (Account# begins with 5)

Grants ChartStrings — those that have a C&G
fund value OR a cost share CF1 value -- also
have an Analysis Type value identified.

e GLE = non-accrual expense (Account# begins with 5)
e GLR = offset (Account# begins with 1, 2, or 3)

Method 2: use Load & Validate COA File feature

Useful for journals with many lines, this method employs the file validation process to retrieve multiple

DFC Deficit Clearing Actual PC ChartField values with one action:
GLA GL Accrual 8. Click the Journal Download icon on the right side of the Lines panel
L= E- ST ELEE The system asks if you want to Open or Save the template file -- select “Open” to launch your computer's
GLR G_L Offset spreadsheet program (such as Microsoft Excel) and open the file (note: leave the BFS Journal Lines page open
e Ulipzl] floree el while you reformat the spreadsheet).
FRI Program Income
Personalize | Find B
hartField 1 ChartField 2 PC Bus Unit Project Activity An Type Amount Reference
9. Reformat the journal spreadsheet file... @ lem100 @, [1000717 [@, [01 Q[GlE @ 1,000.00 @
The BFS COA Validation process requires a very specific file format: Xl 500.00 f
s = @ @, 250.00 @
DELETE entire columns titled Select, Line, PC Bus Unit, Project, Activity, ‘""’t“"‘""“_"" HORRB SR i : — =
An Type, Amount, Reference TemE T a oo | g T @
DELETE Row 1 (the column header/title row) \19'*" e v st a Q, 450,00 Fa
N @, @, -2,900.00 @,
A
> ve as
A B C D E F G H | =
1 Select Line *Unit Account Fund Dept Program ChartFieldl |ChartField2 |PCBusUnit |Project Activity AnType Amournt Reference
2 N 1 10000 56622 93267 14510 44 1000
3 N 2 10000 SEeG22 93267 14510 44 LCADM 200
4 |N 3 10000 56622 93267 14510 44 LCB2O 300
. . 0L
10. ...and save it to your computer in a CSV format » |l
. . ) e in ’ A B C D E F G
The resulting 7-column spreadsheet begins with the “Unit” values = 10000 o - 1ec10 ”
on the left, and must be saved as a comma-delimited CSV file. “
(Your spreadsheet program may give you a warning — save the CSV - 10000 S8822 33287 14519 2 LCADM
file anyway.) 3 10000 5522 93267 14510 44 LCR2O

11. Exit your spreadsheet program and return to the
BFS Journal Lines page
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12. BFS should still be open to the Journal Lines page
and the Validation tool. Click the drop down arrow
in “Load File Advanced Options” at the bottom of the
Validation tool
The resulting display shows the options, with some items
already checked. 4

12 |

O

ACTVITY T T
Load File Advanced Options

[¥] validate Grant Funds
Show Errors Only

Validate COA Fields
Validate Until Error

Load and Validate COA File

13 — UNCHECK this box

13. UNCHECK the “Show Errors Only” box 14

[ validate Unique Distributions
[ validate Project Chartfields

Leave the other selects as they are.

Click “Load and Validate COA File”
Browse to the CSV spreadsheet file you saved to
your computer and click “Upload.”

14

[¥ validate COA Fields
[ validate Until Error
Load and Validate COA File

Load File Advanced Options

[Jvalidate Unique Distributions
Validate Project Chartfields

[V validate Grant Funds
[] Show Errors Only

Personalize | Find | View All | & | (] First 4

1-70f 72 Last

15

15- Completed chartstrings are displayed in the Explanation Account Fund Dept Program ChartField1 ChartField 2 Project Unit Project Actiyip=~
Validation tOOI 1 Successiul chartstring validation 56622 93267 14510 44 GM100 1000717 Pr]
K * i 2 Successful chartstring validation 56622 93267 14510 44 LCADM GM100 100078 01
Each ChartString now has the correct PC Bus Unit, 3 Successful chartstring validation 56622 93267 14510 44 LCB19  GM100 000723 01
Project and Activity ChartFieId vaIues 4 Successful chartstring validation 5‘5622 93257 14510 447 LCB20 GM100 10007724 01
appended to the string. (note: The Personalize | Firl
column ”Project Unit" in the Va|idati0n ount Fund Dept Program ChartField 1 ChartField 2 PC Bus Unit Project Activity An Type Amount =
table has the values for PC Bus Unit 22 [M[93207 & 14910 [, [44 e % 4 [GM100 1000717 &, |01 A, [SLA 1,000.00
Chartfields in the Journal.) 22 [ 193267 G, 14510 W@, (44 W, |LCADM 2, | b @ Fl 500.00
22 |@, 193267 @, 14510 |@, (44 L @, [LCB19 ! I L &, @, 250.00
16. Enter the 3 PC ChartFields into each 7 |@ [o3267 @ [id510 | 44 _ a, [Lcaz0 W . a, a { 20000
journal line. L — . i —
Use the “handle” to adiust the page to 22 @, |93267 , 114510 A |44 X @, LCBRD N y . Q@ @, A 400.00
: Jus! pag < ] /
display both the Journal Lines and the oated g e /
. . telated Content UC COA Validat
validated ChartStrings. Copy and paste e / /
Activity 4
each value. J
Load File Advanced Options [
17. Select an Analysis Type —
(An T e) for each Journal Line [¥] validate COA Fields ¥l Validate Grant Funds (I validate Unj le Distributions 17
yp . . . [l validate Until Error [} Show Errors Only [+/] validate Pr/ fict Chartfields
The Analysis Type is not provided by Load and Valdale COA File
the validation process. Click the R e —— —=
. 16 Personalize | Find | View All | &= First 1-Tof 7 Last
LOOkUp icon to SeIeCt o SEE tOp Of Explanation Account Fund ) ShagtBield 1 ChartField 2 Project Unit Project Activity
page 2 1 Successful chartstring validation 56622 932687 14510 44 GM 100 1000717 01
2 Successiul charistring validation 56622 93267 14510 44 LCADM GM100 1000722 01
Now each Journal line is complete. 3 Successful chartstring validation. 56622 93267 14510 44 LCB19 GM100 1000723 01
4 Successful chartstring validation 56622 93267 14510 44 LCB20 GM100 1000724 01
18. Process and Submit the completed 5 Successful chartstring validation 56622 03267 14510 44 LCBRD GM100 1000725 m
journal 6 Successful chartstring validation. 56622 93267 14510 44 LCCBS GM100 1000726 01




