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Dartmouth College Manual Journal Entries with Web ADI

Overview

This manual is designed to provide you with an overall understanding of the journal entry
process and associated guidelines and rules. In addition, you will learn how to use the Web ADI

tool to create and upload manual journal entries.
This manual includes the following topics:

Understanding the Journal Entry Process ..

Web ADI Tool, Journal Preparation and Upload

One-Time Set Up Procedures .............cocoviiiiiiiiiiiiiiiiien e, 3
Download Web ADI template ..........cccvviiiiiiiiiiiniiiiin o 11
Enable Macros ...........c.cooiiiiiiiii 12
Preparing a Journal Entry ...............oo 15
Uploading a Journal Entry .................ooo 18
System Validation of Web ADI entries
Cautions, Warnings and System Error Messages .................. .....22
Controller’s Office Validation
Requirements ...........c.oooiiiiiiiiiiiii s 26
Recommended Best Practices ..................ccooooin 27
Reference Information
Selecting Accounting Dates ..................coooviii 28
Listof Values ............cooooiiiiii 29
Methods for reallocating dollars (accounting quick review) ............30
Cross-Segment Validation ..................cooooiii 32
Security Rules on Natural Class ................coooiiiiii oo 33
Transfer Natural Classes ...............ccooviiiiiiiiiii 34
Natural Class Internal Revenue and Expense Values .................... 35
Budget Only Natural Class Values ....................cooeiiii 37

User Support:

I need to edit or delete an entry I uploaded —
How do I formulate an entry for a particular accounting purpose —

Alumni Relations, Dean of the College, Tuck School - Susan
Mockus

Dartmouth Medical School (DMS), EVP - Susan Wells
Dean of Faculty, President’s Office, Provost, Public Affairs,
Thayer School - Janet Gilson

Development - Gwendolen Gensler

I don’t understand a system error message —
I am getting a technical error message (e.g., server not available) —

Contact Gwendolen Gensler
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Understanding the Journal Entry Process

Dartmouth College’s GL represents the accounting book of record for the Institution. Accounts
summarize transactions that take place over a defined period (daily, weekly, monthly, quarterly,
annually) related to specific chart strings. Many journal entries are automated (AP, AR, FAMIS,
Computer Store, etc.) and enter the GL through scheduled periodic processing. However,
departments sometimes need to make manual adjusting journal entries outside of the automated
processing.

Manual journal entries are primarily used to record or correct interdepartmental transactions,
correct certain posted transactions, and record funding transfers.

The GL receives journal entries from several sources as illustrated in the diagram shown below:

General Ledger

FAMIS

% .................................
re ccounts Payable =
E Pavyroll Web ADI i c
CIE)E . (Non-Grant) -1
% Procurement i
> o
) Inventory )
B! )
@®: Computer Store SPUD P
= (Grant) b
£ 8
2 1
=2
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Dartmouth College has two tools used for uploading manual entries: Web ADI which uploads
GL chart strings only, and SPUD which uploads entries including grant strings (PTAEOs) or
combinations of GL strings and PTAEOs.

Importance of Individual Journal Entries

The diagram shown below emphasizes the journal entry as the starting point for the accuracy of
Dartmouth College’s GL, and ultimately for its financial statements. It illustrates the path of an
automated journal entry via an application such as A/P - one invoice is part of a batch this is
uploaded to GL that is eventually represented in the Dartmouth College Financial Statements.
Because of the ‘summarized’ relationship between the Journal Entry and the College’s financial
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statements, a mistake at the point of the original entry must be corrected somewhere along the
path or the financial statements will be inaccurate.

Credits
Dartmouth
College
Financial
Statements

A single journal Is recorded in a The Journal is
entry Journal with other uploaded to the
related entries General Ledger

Financial Statements are generated
from General Ledger data

Types of Manual Journal Entries

Manual journal entries are made for a number of reasons - correcting errors, reallocating costs,
making adjustments, etc. Examples of journal entry adjustments include:

Redistribution of charges to a different funding or activity segment in a chart string
Corrections to existing posted charges.

Redistribution of central charges (e.g., copier)

Transfers between funding sources or between departments

Internal rebillings for services, fees, interdepartmental charges

Service Center Billings (For non grant service center charges only. Grant-related transactions are
processed using SPUD)

Flow of Manual Journal Entries

entered by Controller’s Office
Transaction (o ®)
posted by f} <+ )
Controller’s Controller’s . R Rejected
‘\ works with transaction
department deleted

Transaction
—_— I Approved? ) = posted by
Controller’'s

e . )
Transaction  iransactionreviewed

to correct

At Dartmouth, manual journal entries originate at the departmental level, as the initial upload
process is decentralized. Departmental preparers will submit Manual journal entries at their
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desktops using the WebADI tool within Excel. This template communicates with the Oracle
General Ledger (GL) at upload and performs certain validations (See section System Validation
of WebADI Entries). Preparers will edit entries as needed until they achieve a successful upload.

Once a Manual entry is uploaded into the GL, it remains in a queue until it is reviewed by the
Controller’s Office. General procedure is that every midday, reviewers receive a list of the
entries uploaded during the previous 24-hour period. Entries are reviewed and posted, rejected,
or edited as needed based on Controller’s Office requirement (see section Controller’s Office
Validation). Manual entries will be available in IRA reports the day after they are posted to the
GL.
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Web ADI Tool, Journal Preparation and Upload

The following is the set of tasks to be done to prepare and upload manual journal entries:

Download
Parform one- ::;b’r;?; Open Record
time sat-up fr:?m saved Fill out Fill out Fix errors it T
in Excel and jeg e el tEMplate; —h_ Headafr —h_ Llnes_ | Ll il cd naedad confirmation
Intermeat A Enable information information b
Explorer d:sak‘tvzp?m Macros nUmREr
re-use

One-Time Set Up Procedures
The Web ADI template is an Excel spreadsheet but because of Macros written to allow

communication with the Oracle General Ledger, there are security settings to be adjusted in
Excel and Internet Explorer.

Excel 2003 and similar

1. Navigate to Tools — Macro — Security:

B Microsoft Excel - Book1

‘] Ele Edt viewspmere—mm | Took | Data  Window Help
DEH @G aHa pY e T RIS Y |
: rial .10 - B i, Research... Araick | S (-G A _I
Al = ’i) Error Checking...
A T 8 [ C ] seeech + E s
; ! Shared Workspace. ..
=3 Share Workbook. ..
L Track Changes 3
6 |
7| Brotection »
L Online Collaboration 3
9|
W Goal Seek...
1] Scenarios...
12 Formils Adti
13 s 4l m . 1
(14 | Macro J| b Macros... ]
15_ add-Ins... "N\@ | Record New Macro...
._: ?_ o AutoCorrect Options... Security...
18] Customize... P tusl Basic Edeor Ak+F1L
% Qplions... @0 Microsoft Seript Editor  Al+ShiFt+F11
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2. Select the Security Level tab, and choose Medium.

m# i)

[5e ]| Trusted Publishers |

€ Yery High. Only macros installed in trusted locations will be allovwed
ta run. All other signed and unsigned macros are disabled.

" High. Only signed macros from trusted sources will be allowed to
run. Unsigned macros are automatically disabled.

% Medium. You can choose whether or not to run potentially unsafe

 \ow (nat You ar

e nat rom
e macros. Use this setting only if you have virus scanning
tware installed, or you have checked the safety of all documents
\open.
[

3. Select the Trusted Publishers/Sources tab, and make sure “Trust access to Visual

Basic Project” is checked.

securey TP

Apple Computer,.. VeriSign Clas...  1j16]... <None>
Dell Computer C... WeriSign Clas...  4/2/2... <Mone>
Macromedia, Inc.  WeriSign Clas... &J/9/2... <None>

Macromedia, Inc,  MeriSign Clas... 6/17[... <None>
Microsoft Corpo... Microsoft Co... 11f24... <Mone>
Microsoft Windo... Microsoft Wi... 2J16f... <None>

¥ Trust gl instaled add-ins and templates
[V Trust access to Yisual Basic Project

[ ] _conea |

4. Click OK. These settings will remain in place.

Effective 11/10/09



Dartmouth College Manual Journal Entries with Web ADI

Excel 2007

Click the Microsoft Office Button in the upper left hand corner, and then click Excel Options.

Hew

Open

Save

Save As  F

o

rint 3

NG AL L

Prepare

@ Send 3

Eé;’r: Publish *

I_Ih Close

| 2 Excel Options

DC Exit Excel ||

Click Trust Center.

1LATAL T

o

ALl — =

Excel Options

| Popular =

Formulas
[ Proofing
Save
Advanced
Customize
Add-Ins

|: Trust Center

Resources

Change the

Top options for worl

[# show Mini Tool
¥ Enable Live Prey
- Show Developefl
I Always use Clea

Color scheme: I_S
ScreenTip style: I_E

Create lists for use

When creating new

Use this font:
Font size:
Drefault wiew for ne

Include this many s/
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Click Trust Center Settings.

;mst Center :

Resources

Security & more

Learn mare about protecting your privacy and security from Micrasoft Office Online,

Microsoft Windows Security Center
Microsoft Trustworthy Computing

Microsoft Office Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer
secure, We recommend that you do not change these settings.

Trust Center Settings...

Click Macro Settings.

i
M Trusk Center

Trusted Publishers
Trusted Locations
Add-ins

ActiveX Settings

Message Bar
[ External Content

Privacy Options

"-Macm Settings '—'l

Click the options that you want:
Check- Disable all macros *with* notification: This will allow you to choose to Enable
Macros for ADI templates.
Check- Trust access to the VBA project object model. Turn on access by selecting the

check box.

Trust Center

g

Add-ins

Trusted Publishers

Trusted Locations

Actived Settings
;tm Settings :

Message Bar

External Content

Privacy Options

Macro Settings

For macros in documents not in a trusted location:
" Disable all macros without notification

o Disable all macros with notification

' Disable all macros except digitally signed macros

Developer Macro Seftings

[¥ Trust access to the VBA project object model

[ Enable all macros (not recommended; potentially dangerous code can run)

Click OK to save the settings.
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Internet Explorer 7 or 8, even if this is not your primary browser:

Choose Tools->Internet Options

File Edit \iew Favaorites | Tools  Help
. Mail and Mews
Back = | - \ﬂ .
Q ‘-—f"l |—“ Pop-up Blocker
Address [&] http:{fwww.thehure  Manage Add-ons,..

Synchronize. ..
Windows Update

Windows Messenger

Diagnose Conneckion Problems. ..

Send an E-card

Reset Weh Settlngs. "

Click Custom Level

General  Security | F'ri\.-'ac:_l,ll Contentl Connections I F'rogramsl Advanced I

Select a'Web content zone to specify its security settings.

® «© 0 @

nh—-n et Local intranet Trusted sites Festricted
sites

Internet
This zone containz all *web sites you Sites... |
haven't placed in other zones

— Security level for thiz zone

Custom

Custom settings.
- To change the settings. click Custom Level.
- To uze the recommended settings. click Defaulk Level

Custom Level... | Drefault Lewvel I

Ok, I Cancel I Apply

Scroll down to Scripting and Enable all items in the list. Your list may not match this one exactly;

enable all items in the Scripting section.
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Internet Options

Setkings:

- z2ix

Security Settings 2=l

2] Active scripting
{2 Disable
{8 Enable
) Prompt
Allove paste operations via scripk
{2 Disable
{} Enable
) Prompt
Scripting of Java applets
{2 Disable
{} Enable

) Prompt .
Llmme Maakbm e bim — ki,
‘*T | »

anced I

;I_

[

— Reset cuskom sekttings

Reset ko IMedium LI il

(0] 14 I Cancel |

LTF. I Lancel I

iy

][

Click OK.
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Web ADI Tool, Journal Preparation and Upload
Download WebADI Template

Navigate to http://www.dartmouth.edu/~control/systemaccess-tools/restrictedaccess/index.html

"

Of;ﬁce

£y
Controller’s.
Home  Departments Our Staff Accounting & Reporting

List of Financial Systems

Name of System Link to Financial
System
WebADI (Journal Entries) WebADI Template (XLS)

Click Web ADI Template link and a File Download box will appear:

File Download x|

Do you want to open or save this file?

@ j Marme: web_adi_template. xls
[H]

Type: Microsoft Office Excel 97-2003 Worksheet, 493 KB

From: wana, darkmouth, edu

Open Save | Cancel I

¥ Always ask before opening this type of fils

harm wour computer. [f you do nat trust the zource, do not open ar

@ W'hile files from the Intermet can be uzeful, zome files can potentially
zave this file. What's the righ?

Save the file to your desktop.
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The file will automatically save as an Excel worksheet (.xls). This is valid for use with Excel 2003.
For Excel 2007 users, after the file is opened, it should be re-saved as an “Excel Macro-Enabled
Workbook”, extension (.xIsm) .

File name: Iweb_adi_template.xlsm |
save a5 Lype! P ol Macro-Enabled Workbook (. xlsm) -
Excel Warkbook, (¥, xls:x i

‘Excel Marro-Enabled YWorkbook, *,xlsm)
Excel Binary Workboolk {*,xlsb)
Excel 97-2003 Workbook, (. xls)

| #ML Data ¢, xml) J

Single File ‘Webh Page (*.mhk; *. mhkml)

Once the blank template is saved to the desktop, it can be re-used as needed and does not need
to be downloaded from the website again.

Enable Macros

To begin preparation of a Manual journal entry, open the saved template in Excel. Enable
Macros, as this creates the ability to communicate with the Oracle GL.

In Excel 2003, click Enable Macros in Security Warning when template is opened:

Security Warning I x|
“Ci\Documents and SettingsGwendolen_D_Gensler|DesktopiwiebaDI. xls"

contains macros.

Macros may conbain viruses, It is usually safe tyf disable macros, but if the
macros are legitimate, you might lose some & Y.

Enable Macros | More Info |

In Excel 2007, a Security Warning bar will appear when the file is opened. Click Options:
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@@a@ﬂg@gﬁﬁuzgfn

Home Insert Fage Layout Formulas Data
= Cut I || =
_!] & Arial i =l A Al =

P‘ = 53 Copy .
aste - | - - - =
- Format Painter ||/ B I U~ I (4=
Clipboard P Font M
@ Security Warning Macros have been disabled. Options...
I - 7 |

Then “enable this content” and click OK.

Microsoft Office Security Options x|

@ Security Alert - Macro

Macro

Macros have been disabled. Macros might contain viruses or other security hazards, Do
not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information
File Path:  C:\...pVA5SA Projects\SPUD and ADI templatesWCOPPER Web ADI 020108.xls

# Help protect me from unknown content (recommended)

O} Enable this content

Open the Trust Center Cancel |

Enabling Macros in Excel will cause the Oracle toolbar to be created:

Excel 2003:
E3 Microsoft Excel - Book1
‘&) Ble Edt WVew Insert Format Tooks D | Oracle | Window Helps
NEd B3 .Au a5 a8 ¥ 3 List of Yalues s (u
- Arial -1 -|[B]lz © =: Uplnad .
I7 o fi H Monikor ——
L == -
- About E
‘_................[..
Excel 2007:

13
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@ VEHBRGE0=EIB I OS§a8 &

Home Insert Page Layout Formulas Data Review View Add-Ins

Oracle = |

List of Values
Upload
M Monitor
About £
e e R [T U [N S G | H
2| Viewcontext |  viewheader |
3 Balance Tune Actual

Oracle Menu Option | Description

List of Values (LOV) | Any place on the template that indicates “*List” will have a pull
down list of values (LOV) for the particular cell you are in

Upload Used to send the journal entry to the General Ledger

Monitor Lists recent journal entries you have uploaded to GL (will provide
confirmation numbers if you have forgotten to write them down)

About Information about Oracle

The functionality is now in place to prepare and upload your entry.

Note: If during preparation or attempted upload, you see a message about protected content,
unprotect the sheet in Excel:

Excel 2003:

e

Format Imlslgata Oracke  ‘Window Help

]J Vv F - @ E-2] %l |100% -!
B I i), Research.., e B & A
D Speech r H | |
View Shared Workspace...
Share Workbook. ..
Track Changes * IDGER E
------.III'IIIIIIIII-II llllllll.........-
i L
o x il
Yeus |. Protection ¥ |[ 5} Unorotect Sheet... __"[I
—
..Gthhmlllllllllhi;ll'llll-.--------
Goal Seek. . €3y Protect Workbook...
Scenarios... &1 Protect and Share Workbook. .

Excel 2007: Review - Unprotect Sheet:

14
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Home Insert Page Layout Formulas Data | Review | View Add-Ins

ife| a5,

Research Thesaurus Translate

] ~ ] ) —| = ] ) Show/Hide Comment
|2 Show All Comments |
Mew  Delete Previous MNext 7775
Comment i3 Show Ink

Unprotect
Sheet

Froofin Comments.
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Web ADI Tool, Journal Preparation and Upload

Preparing a Journal Entry

The journal template consists of three major areas:

Context Area: pre-populated with information associated with the journal entry for your

downloaded template.

AlB|] € |D|] E | F | G I
2 Viewcontext |  View header |
3 | Balance Type Actual
4 | Database ADI Journal
5 | Set of Books DC GENERAL LEDGER
6 | Category Adjustment
7 | Source Manual
& | Currency usD
0q

Trying to change values in these areas of the template will result in the error message shown

below.

Microsoft Excel x|

@ Context values cannot be changed.

Header Area: This section should include general information about the journal as a whole.
Preparer will complete this section using the following guidelines:

Accounting Date
Batch Name
Journal Name
Journal Description
Reverse Journal
Reversal Period

* List - Date
Text

Text

Text

List- Text
List- Text

Field

Description/Format

Accounting Date

Date in the period for which the entry should be recorded. The default
value is the current date; however, future or open dates which are
consistent with the Oracle calendar are allowed.

During the first three business days of each month you may post to
either the current month or the previous month. For example, if you
want the journal you are uploading on August 2nd to post in July, it must

16
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have a July date.

Batch Name

Batch Name or Journal Name (or both) MUST include the preparer’s
first initial and last name. Follow this with a summary phrase about the
journal entry. The first initial and full last name identifies the person
uploading the journal entry in case that person needs to be contacted
about their entry. The unique description provides a unique identifier
for each journal on reports.
Examples S Jones SC Billing 8-23

J Thompson PCard corrections

E Woods Transfer to DOC
Controller’s Office requires that this field be populated.

Journal Name

Free Form; can be same as Batch Name. Controller’s Office requires that
this field be populated.

Journal Description

Free Form; a phrase describing the whole journal; can be the same as
Batch Name. Controller’s Office requires that this field be populated.

Reverse Journal

Used if you want the journal reversed in a future period. Select “Yes” or
from the pull-down menu to reverse a future period. Otherwise, leave
this field blank.

Reversal Period

If you selected “Yes’ in the Reverse Journal field, then, use the pull-down
List of Values to select the period in which you want it to reverse.
Otherwise, leave this field blank.

Lines Area: where you enter information for specific chart strings and corresponding debits and
credits, line description, and reference information.

Upl ENTITY ORG FUNDING ACTIVITY SUBACTIVITY NATURAL CLASS Debit Credit Line Descriptiol Additional Line Info Messages
*List-Text * Number * Number Text Text
Totals: 0 0
Tip- This is not the end of the Template. Unpratect the sheet and insert as many rows as needed.
Upl A flag may display; disregard or doubleclick to remove if it is the only
item in the row
ENTITY Enter Entity segment value, no punctuation
ORG Enter Org segment value, no punctuation
FUNDING Enter Funding segment value, no punctuation
ACTIVITY Enter Activity segment value, no punctuation
SUBACTIVITY Enter Subactivity segment value, no punctuation
NATURAL_CLASS Enter Natural Class segment value, no punctuation
Debit Enter a positive dollar amount either Debit or Credit for each line; do

17
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not enter zero or a negative number. The entry can be any
combination of debits and credits; they do not need to be one-to-one.

Credit

Enter a positive dollar amount either Debit or Credit for each line; do
not enter zero or a negative number. The entry can be any
combination of debits and credits; they do not need to be one-to-one.

Line Description

Specific information about the line (e.g., vendor, invoice number,
date). Controller’s Office requires that this field be populated.

Additional Line Info 1

Not required*, but provides room for additional info about the line.
This information is not readily viewable by the reviewer and the
system does not add information here if left blank; therefore, this
information is not required. This information, however, can be
viewed on reports, so it may be beneficial for the reader of a report to
have this additional information.

*For transfer journal entries, Additional Line Info 1 must contain the offset
string (other side of the transfer)

Messages

Feedback messages from Oracle system. For example: @ indicates that
the line has been accepted; . indicates that there is an error in the line,
and will be followed with an explanation of the error.

Totals

Totals for Debit and Credit columns are automatically computed on
this line.

The Web ADI Journal Entry Tool utilizes all of the standard Excel formatting and template
features, such as the copying and pasting cells feature which is particularly useful when you are
entering multiple lines for a given chart string.

Note: Oracle will upload only what it entered in the white spaces in the template. You may
write notes in areas above and below the template information, or add sheets to a workbook for
supporting information. These actions will not affect the upload of journal information.

You may also leave blank lines between sections in the Lines area if it helps with your readability
of your journal. Oracle will disregard blank lines.

Save the file in an Excel format.

Select SAVE AS from the File Menu (Excel 2003 as .xls and Excel
2007 as .xIsm (Macro-Enabled Excel Workbook)) and create a
filename for this sheet according to your department standards.

Upload the journal.

18
Effective 11/10/09




Dartmouth College Manual Journal Entries with Web ADI

Web ADI Tool, Journal Preparation and Upload

Uploading a Journal Entry

Once a journal entry has been completed, it is uploaded to the General Ledger from within Excel.

Navigate to the Oracle tool bar in Excel (in Excel 2007 it is under Add-Ins) and choose Upload:

Excel 2003:
i { Microsoft Excel - Book1
‘] Fle Edit View Insert Format Tools Data | Oracle | Window Help
D58 Q]| ¥ 88 % Ga|  stofvabes | opu.
 frial -0 - B u %El pin=d |nj‘“J&J
Nag - ﬁ MUI’
AlBl ¢ | D = about |
2 View context | Viewheader |
Excel 2007:
|@ NEHSBRBEA=EsrB E-UTOE 4B @
[ Ej"
~ Home Insert Page Layout Formulas Data Review View Add-Ins

Oracle = |

List of Values

Upload

M Maonitor

| About : L |
g ¢ 1 p . E | F | G H

Enter your Oracle username and password:

x
ORACLE E-Business Suite

| Login

Userharme |

Password |
[ Login |
i

Copyright () 2006, Cracle. Al rights reserved.
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Choose DC GL Journal responsibility and click Select. (You may have DC GL Journal Transfers
or another variation on DC GL Journal instead.)

Oracle Applications Login il
Select Responsibility

Oracle Applications Responsibilities
Choose a responsibility and press Select.

L Journal

DC GL Heports

DC L SPUD

DC eProcurement

D eProcurement Reports

| Select |

@ Copyright (23 2001, Cracle Corporation. All Rights Reserved.

A Journals Upload dialog box will appear; click either Upload button to upload your entry.

glocunalsUpload X

Close | ( Upload )
Information

Yfou are about to uplead data from the desktop to Oracle Applications.

T F|
= Close ) ( Upload ) ‘E
; I

The Journals Upload window will display “Processing: Upload” and check off processing tasks
as it completes them.

F

Processing: Upload

| Cancel )

Uploading the document

Your docurent is being uploaded to the server. Press Cancel to stop this process.
: +  Data on deskiop sent | |
( The upload process has started. E
I Import program started |
fl ——————
X | Cancel J i

A successful upload will return a Confirmation screen containing a Journal Import Request ID.
Record this number before closing the window; it is a unique identifier for your entry. You will
also see smiley faces in the Messages area on ALL lines of the journal.
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Journals Upload |

i Confirmation

[ Close )
The upload process has completed successfully. Press Close to return to the document.
+ Group ID was populated with system generated value 179924,
« 2 rows successiully uploadad
» Journal Import Request 1D 7009065
; (Close | pfo Messages

'@ Copyright 2001 Oracle Corporation. Al rights reserved,

An unsuccessful upload will result in an error message in the Journals Upload box OR in the
Messages area of the template:

Proumaisupload x|
(%) Error
[ Close )

The upload process has completed with errors. Press Close to return to the document and fix the
errors.

« Upload validation aborted

o [orows Lploaded

o 2 rows were invalid

« Enter avalid Accounting Date.

([ Close )
@ Copyright 2001 Oracle Corporation. &l rights reserved.
OR
]
(x) Error
(Close ) fo Messages
The upload process has completed with errors. Press Close to return to the document and fix the
errors.
» Mo rows uploaded NATURAL_CLASS: Enter value for flexfie
o 1 rows were invalid |
[ Close )

You must have all green faces and a confirmation number for the entry to have successfully
uploaded. If there are any red faces, and/or an error message in the dialog box, NONE of the
lines were uploaded. Edit the template as needed (See section System Validation of
WebADI Entries for explanation of error messages) and re-upload.

Note the number of rows being uploaded and verify that number with the “xxx rows
successfully uploaded” message you receive. This is extremely important for large entries where
every row of the journal is not viewable on one screen and therefore the green smiley faces
cannot be readily seen for all rows. This will ensure that ALL rows were uploaded successfully.
We have discovered a few instances where rows inserted at the end of an entry were not
included in the upload probably due to a formatting change.
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If you have uploaded an entry and know you need it deleted or edited, please contact the
Controller’s Office analyst who reviews entries for your division. If you have uploaded the
same entry more than once, you don’t need to upload a reversal; your reviewer can delete the
additional entry or reverse a posted duplicate.

Alumni Relations - Susan Mockus
Dartmouth Medical School (DMS) - Susan Wells
Dean of Faculty - Janet Gilson

Dean of the College - Susan Mockus
Development - Gwendolen Gensler
EVP - Susan Wells

President’s Office - Janet Gilson
Provost - Janet Gilson

Public Affairs - Janet Gilson

Thayer School - Janet Gilson

Tuck School - Susan Mockus

A successful upload places your entry in a queue for review and posting by the Controller’s
Office. Please see Controller’s Office Validation section below for review criteria.
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System Validation of WebADI Entries

Generally speaking, journal preparers are permitted to upload journals across department
strings regardless of their own location and account responsibilities. However, there are system-
wide rules that make basic checks on segment combinations within strings, and segment values
used.

Cautions, Warnings, and Error Messages

In some instances, Web ADI will “overlook” errors that you have made. The entry will go

through and you will not receive a warning or error message. Therefore, it is important that you

review your work prior to uploading. Some examples include:

¢ Uploading the same entry twice.

¢ Uploading an entry that debits and credits the same chart string for the same amount.

¢ Uploading with blank fields: Batch Name, Journal Name, Journal Description or Line
Description.

Upload Window Error Messages (displayed in Journals Upload dialog box):
Invalid Accounting Date

A valid Accounting date must be specified in the Header. It must be in an ‘open’ or “future-
enterable’ period; use the LOV lookup to verify.

Foumasupoad |
%) Error
[ Close )

The upload process has completed with errors. Press Close to return to the document and fix the
errors.

« Uploadvalidation aborted
« Mo rows uploaded

Invalid Reversal Date

When “Reverse Journal” is set to Yes, then a valid Reversal Period must be specified. If the
reversal period is invalid, use LOV lookup to verify and select the correct reversal period.
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i Journals Upload x|
() Error
| Close )

The upload process has completed with errors. Press Close to return to the document and fix the
ernors.

« Upload validation aborted
« MNo rows uploaded

< « Enter a valid Reversal Date. >

. B Copyright 2001 Oracle Corporstion. All rights reserved

Close

Template Lines Error Messages (displayed in Messages area in the template):
Unbalanced Entry

Total debits do not equal total credits. Review and correct as needed.

o Messaqges
1 Entered amounts for Journal 1 are not balanced.
2 Entered amounts for Journal 1 are not balanced.

Cross-Segment Validation Rule

A chart string combination has been entered which violates a defined cross-segment validation
rule. Verify and correct the chart string segments as needed.

[ Messages

QORGANIZATION: This Organization value cannot be used in combination with this Entity value
ORGANIZATION: This Organization value cannot be used in combmation with this Entity value.

Non-Existent Segment Value

A segment value has been entered which does not exist in the Chart of Accounts. In the
following example, a Natural Class of 2000 and a Natural Class of 2001 do not exist. Verify and
correct the segment values.

Messages

MATURAL CLASS: Value 2000 far the flexfield segment NATURAL CLASS does nat exist in the value set 2000SET. (WALUESET=MNATURAL CLASS)
MATURAL_CLASS: Value 2001 fnrﬂie flexfield segment NATURAL CLASS does nat exist in the value set 20015ET. (VALUESET=MATURAL _CLASS)
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Unallowable Natural Class

Certain natural class values have been secured against entry. Verify and enter the correct natural
class value to be used.

i Messages

MATURAL CLASS: Value secured: A Security Rule prevents use of this natural class for your transaction_;

Error Messages: Debit and Credit on Same Line

Each line must have a debit or a credit, but not both. Move either the debit or credit to another
line.

Messages |

-F fou cannot enter & value in both the Debit and Credit columns. I

Reversal Period Left Blank

When “Reverse Journal” is set to Yes, a valid Reversal Period must be specified. If the reversal
period is left blank, you will receive the error message shown below. Update the template by
entering a reversal period.

i Messages |

Reversal Period must be supplied when Reverse Journal is set to Yes
Reversal Period must be supplied when Reverse Journal is set to Yes
1

Too Many Decimal Places

Messages |

hThe values entered for the following fields exceed the maximum precision allowable for the selected currency: Debit. Enter a value that does not exceed the maximum precision 0f2|
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Lines Added at Total Area

Lines may be added to a template, but be sure to add them in the white Lines area. Lines added

at the Totals line will not be uploaded:

Upl ENTITY ORG FUNDING ACTIVITY SUBACTIVITY NATURAL_CLASS Debit Credit Line Descriptiol Additional Line Info Messages
* List - Text *Mumber * Number Text Text
20 754 366000 100001 0000 751 100 @
20 754 366000 100001 0000 7512 100 @
20 754 368000 100001 0000 7758 1000 information in these
20 754 366000 100001 0000 7789 1000 linesis ignored
Totals: 100 100
Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

“Orphan” Upload Flag

The system will expect further information on a line with a flag. Double-click on or clear the cell
to remove this flag. For lines to be uploaded, the flag is not required and they will upload

whether or not there is a flag in the Upl column.

Upl ENTITY ORG FUNDING ACTIVITY SUBACTIVITY NATURAL_CLASS Debit Credit Line Descriptiol Additional Line Info Messages
* List-Text * Mumber * Number Text Text
20 754 368000 100001 0000 7511 100 @
20 754 368000 100001 0000 7512 100 @
=] You must enter a value in either the Debit column or the Credit column
Totals: 100 100

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.
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Controller’s Office Validation

After a Manual entry is successfully uploaded, it sits in a queue to be
reviewed by the Controller’s Office. The following section outlines
what the reviewer looks for when evaluating journal entries for
posting. If needed, the preparer will be contacted for clarification of
the entry, or the entry will be rejected from the system.

Requirements:
A Debit or Credit cannot be zero or a negative number.

JE Batch Name must include the uploader’s first initial and last name. JE Batch Name, JE Journal
Name and JE Journal Description may not be left blank.

Line Description in the Lines area of the template may not be left blank.
Internal Natural Class debits and credits must net to zero.

Transfer Natural Classes must match correctly and offset chart strings for transfer entries must
be included in “Additional Line Info 1”.

Transfers out of RFM (Restricted Funds Management) category level 4 are not allowed.

The Reviewer will look at the transactions in the account string being credited when moving an
expense or the account string being debited when moving revenue to see that the
charge/revenue was indeed posted to that account string. When nothing is found to be moved
or the entry is for more than the account’s year to date balance, the entry will either be rejected or
you will be contacted for more information.

Certain Sources cannot be journaled:

When analyzing transactions to be moved, check the JE Source listed in transaction report detail
to make sure it is a Source you are allowed to journal using WebADL.

Journal entries can be used to correct transactions from CBORD, COSTTRANSFER_DC,
Hanover Inn, PCard, TRAVEL_DC, and Resource25. Journal entries can also be used to
correct transactions from a service/recharge center (Sources beginning with
“SRVCTR...”) but the natural class must remain in the Service Center range (7811-7826).
Service Center transactions can also be corrected by the Service Center. Journal entries
to correct a transaction should not be done until the original transaction has posted.

Journal entries cannot be used to correct transactions posted to the GL by the following
satellite or Oracle subsystems (referred to as sources in the GL): Accounts Receivable
Accounts Payable, Advance, Banner, Benesoft, Cashiering, Computer Store, The Daily
Dartmouth, FAMIS, Inventory, OGA (“Projects”), Oracle Labor Distribution (“OLD”),
Payroll, Telephone Services (Pinnacle), Utilities Billing System, and Yardi. Please contact
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a representative for the satellite or Oracle subsystems regarding what information they
need to make the correction.  Contact information by Source is listed at
http:/ /www.dartmouth.edu/~control/reference/ .

Entries to Balance Sheet Natural Classes:

The balance sheet funding value - 909000 - must be used in combination with the
following types of balance sheet natural classes (assets and liabilities): cash, cash on
hand, petty cash, clearing accounts, revenue receivables, allowance for doubtful
accounts, prepaid expense, inventory, deferred charges, investments (purchase of and
realized gains/losses), Auxiliary capitalized fixed assets, Auxiliary accumulated
depreciation, deferred revenue, accounts payable, and other short-term liabilities.

The following types of balance sheet natural classes (assets and liabilities) are not used
in combination with the balance sheet funding value 909000: notes and loans receivable,
internal loans receivable/payable, non-Auxiliary capitalized fixed assets, non-Auxiliary
accumulated depreciation, gifts in kind, real estate for sale, long-term liabilities, and
bonds/notes payable. For these balance sheet natural classes, use the same funding
value as the offset account string.

The balance sheet activity value - 910000 - is used with the following balance sheet
natural classes (assets and liabilities) when the Institutional entity 001 is used: cash,
accounts payable, cash advances, fringe pool.

Preferred Best Practices:

PCard corrections: The reviewer must locate Pcard and other charges being corrected so
it is very helpful to include the vendor’s name or description of the transaction and date
(month/day) in the line description field so the reviewer can easily find the transactions
being corrected. If transactions are combined, please list the individual charges in the
line description field after the date (example: 15.20 / 25.30 / 5.15). If correcting part of a
transaction, please indicate total amount in the line description field (example: total chg
$125.53).
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Reference Information

Selecting Accounting Dates

Both the “Month” and “Year” fields in the Header section of the template have LOV (list of
values) pull-down menus that you can use to select the correct accounting date (date in the
period for which the entry should be recorded). When you choose a date from the calendar, you
press Select and the date is entered into the appropriate fields. Dates can also be entered

manually.

]

Search and Select - Accounting Date

Sun Mon Tue ‘Wed Thu Fri Sat
1 2 3 4 5 &
7 g 0 11 12 13
14 1% 18 17 1% 19 20
21 212 13 M B % 7
22 20 W N

[p1-Jan-2007

Select ) | Cancel )

6 | Category

| 7 | Source
8 | Currency
) r

Adjustment
Manual
usp

Al

Batch Name
Journal Name

|13 | |Joumnal Description
Reverse Journal

(15| [Reversal Period

|10 ‘I\:muming Date

* Lisi- Date izoui
Text
Text
Text

List- Text

List- Text
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Reference Information
List of Values (LOV)

There is a separate column in the Excel sheet for each segment of a chart string. By double-
clicking in any chart string segment column, you will get an “Enter Flexfield” pop-up screen that
provides a search capability to locate the correct value for each of the chart string segments. (See
example below.)

x
Account String
ENTITY 20 (L) College - Only
ORGANIZATION Lov)
- FUNDING (Lov)
b acTvTY (Lov)
" SUBACTMITY Lov)
NATURAL CLASS 17 (Lov)
Combinations ) | Select ) [ Cancel )
o x|
L
Search and Select - ENTITY
Search Criteria; [ -] Go ) (_Cancel
To lirit the number of rows retumned, enter a search criteria for Value or Description and press the Go button
Select ltem (_Zelect ) 15 |1-100f23 =] Next 10 &
Select Value Description | |
C 10 Consolidation
C Debt Bank
Oih2 Fringe Benefit Pool
C 13 Institutional
C 20 College - Only
2 Auxiliary
O xn Rassias Foundation
€ =M University Press Of New England
C 30 Dartmouth Medical School
3 Thayer School Of Engineering
Select ltem (_Select ) 1-100f23 =] Mext 10 &
@ Copyright 2001 Oracle Corporation. All rights reserved.

To validate a value:
¢ Double-click in the segment cell.
¢ Review the description displayed. Is it correct?
- If yes, then move to the next segment.
- If no, then change the value for the segment.
When you have selected all of the chart string segment values, the line is populated with
the whole six-segment chart string.
Click Select and the system displays this message: “This combination is valid.”
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Reference Information

Methods for reallocating dollars

Double-Entry Bookkeeping: “Double-Entry” refers to a method of bookkeeping in which a transaction is
entered both as a debit to one chart string and a credit to another chart string, so that the totals of debits
and credits are equal.

Since each credit has one or more corresponding debits (and vice versa), the system of double-
entry bookkeeping always leads to a set of balanced ledger credit and debit accounts.
Summarized amounts from these ledger balances are then used to prepare financial statements.

The function of many manual entries is to reallocate funds because of incorrect charges,
reallocate specific charges between departments or Activities, or reallocate committed lump-sum
funds between departments. The following section outlines methods for these kinds of entries.

Example 1: Correcting an existing charge. For example, a Procurement Card (PCard) charge
gets swept to an incorrect chart string. Or, a department decides to change how it uses its
strings, and wants to move a number of existing charges to a new string.

Debit: New chart string, Credit: Original chart string using the original natural class
(here, 7511 Office Supplies). Use positive number on both sides of the entry.

Accounting Date * List - Date

Batch Hame Teut J Doe PCard 110409
Journal Hame Teut J Doe PCard 110409
Journal Description Test Moving PCard charges
Reverse Journal List - Text

Reversal Period List - Teut | debit new string |

credit original stri

Upl ENTITY ORG FUNDING ACTIVITY SUBACTIVITY NATURAL_CLASS Debit Credit /ﬂfﬂlescripﬁon Addi
" Lisk - Text " Mumbeer " Mumber Texut Text
20 995 353000 100001 oooo 7312 750007 Office Max 10/17/05
20 5993 358000 100015 oooo 7311 750000 ffice Max 10/17/05

]

Example 2: “Charging” another department for a good or service you provide. For example,
your departments produces a journal and another department buys 100 copies. Since you are
not moving an existing expense to the other department, you would instead bill them for the
goods you have provided. Because you are a Dartmouth department charging another
Dartmouth department, you would use INTERNAL natural classes on both sides. Debit the
other department’s string for 7874-INT DEPT Books and Publications and Credit your
department for 4874-INT DEPT Books and Publications Use positive numbers in the debit and
credit columns. Please see below for the list of Internal Revenue and Expense natural classes.
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Other examples include distributing the cost of a central copier (Credit the central account 4853-
INT DEPT Copying and Printing, Debit the strings using the copier 7853-INT DEPT Copying and
Printing), or “selling” office supplies to another department (credit your string 4863 Internal
Sales, debit their string 7863 Internal Sales). Either department may submit the entry for this
kind of billing.

Accounting Date " List - Date
Batch Name Text J Doe PCard 110409
Journal Name Text J Doe PCard 110409
Journal Description Test Sold Journal Copies
Reverse Journal List - Text
Reversal Period List - Text | debit customer |
Upl ENTITY ORG FUNDING ACTIVITY SUBACTIVITY NATURAL_CLASS Debit Credit /f{Descrimion Additional
" List - Text * Mumber * Murmber Text Text
20 995 2358000 100001  OOOO 7874 2,500.007] 100 copies journal
20 §93 3588000 10005 OOOO 4374 2,500.00+00 copies journal
credit your deparfment |

Please note that for Examples 1 and 2,it is assumed that you are moving
an expense. Debit and credit instructions should be reversed if you are
moving revenue or a credit against expense.

Example 4: Transfer. You have committed a lump sum to an event being coordinated by
another department. You have committed $500 regardless of the exact expenses incurred and
you are not receiving goods or services for the amount you're paying. This is a true transfer.
Another example would be moving subvention funds into a reserve at the end of the year.

Refer to the transfer matrix (Reference Information: Transfer Natural Classes) for the
appropriate Natural Classes to use on each side of the transfer entry. In our example, the funds
are being moved between 368000 and 368000, so 4921 is used on both sides. Credit the string
receiving the funds and debit the string providing the funds, using positive numbers on both
sides.

The offset string (from the “opposite” side of the transfer) must be entered in the Additional Line
Info 1 cells (see picture). This is a requirement only for entries that use transfer natural classes.

Accounting Date * List - Date

Batch Name Teat J Doe Transfer 110409

Journal Hame Teat J Doe Transfer 110409

Journal Description Text Transfer to Org 997

Reverse Journal Lizt - Text

Reversal Period List - Text | debit provider of funds

Upl ENTITY ORG FUNDING ACTIVITY SUBAC NATURA Debit Credit /ﬁscrimion Additional Line Info 1
“Lizt - Text ° Mumber ° Mumber Tegt Teqt
20 999 388000 100001 0000 48921 500.007 Conference A 20.9597.368000.100015.0000.4521
20 997 388000 100015  OOOO 4921 500.00 {Lonference A 20.999.368000.100001.0000.4521

credit recipient |

Transfers out of RFM (Restricted Funds Management) category level 4 are not allowed.
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Reference Information

Cross-Segment Validation

When you create a manual journal entry, the chart string segment values are compared to a set of
cross-segment validation rules. If you enter an invalid combination of segment values, you will
receive an error message. These rules will help prevent some inappropriate journal entries from
being posted to the GL, and reduce the number of correcting entries.

The purpose of cross-segment validation rules is to:

¢ Specify that certain combinations of segment values in the Chart of Accounts are invalid.
¢ DPrevent invalid combinations of segment values when a journal entry is uploaded or a
transaction is recorded.

Cross-segment validation rules are defined system-wide, apply to everyone, and are built into
the system.

Current cross-segment validation rules that Dartmouth College has created in the GL include:

¢ Certain Org values can only be paired with their specific Entity value (e.g., Genetics 105 has
to be used with DMS 30).

¢ The ‘General Support’ Activity range (95xxxx) can only be used with revenue Natural Class
values (4xxx-5xxx).

e Payroll Natural Class values (6xxx) cannot be used with Agency Entity values (90-92).

¢ Balance Sheet Activity values can only use certain Balance Sheet Natural Class values.

¢ Internal Expense and Revenue Natural Classes can only be used with Entity values <43.

¢ Construction in Progress (CIP) ORGs, Activities and Natural Classes must correspond.

¢ Entity and Funding must correspond for Subvention and Agency/ Auxiliaries Fundings (e.g.,
368001 DMS Subvention only with 30 DMS).
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Reference Information

Security Rules on Natural Class

To minimize the possibility of posting to an incorrect natural class value, certain natural class
values are not available for general use. For example, while you can post to the operating chart
strings of your department, you cannot use certain natural classes that have been reserved for
specific institutional needs.

Some examples of these institutional natural class values to which cannot post include those
reserved for:

Capital Projects

Endowment Principal

Institutional Investments

Student Billings

Loans

Compensation (Salaries and Fringe)*

*If you feel you need to make an adjustment to a charge that has been posted to one of these
natural classes, you must contact Employee Information Services (EIS) and have the change
made through the payroll process.
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Reference Information

Transfer Natural Classes

There are specific natural class values that must be used when transferring balances between
different types of funding values. These values are defined based on the funding values and/or
activity values of the affected strings. (Note: Not all users will have access to Transfer natural
classes; this is at the discretion of the divisional fiscal officer.)

Transfer NC Matrix:
TRANFSERS INICREDIT

UNRESTRICTED | UNDESIGNATED | RESTRICTED | RESTRICTED

TRANFSERS OUT/DEBIT DESIGNATED RESERVES ENDOWMENT | OPERATING GIFTS ENDOWMENT

Funding Range | 160000192499 [194600-304999 | 305000-319999 | 350000-379999 | 535000-534098 | 545000-784609

DESIGNATED RESERVES 160000-192499 4932/(4932) 4913((4911) 4912/(4911) 4975/(4967) | 49TTI4967)

194600-304999

UNRESTRICTED ENDOWHENT |305000-319999 49071/49714) 40341(4934) 1912/(4914) 4975/(4969) | 4977/(4969)
UNDESIGNATED OPERATING |360000-279999 4901/(4902) 4913((4902) 4921/(4921) 4975/(4965) | 4977/(4965)
RESTRICTED GIFTS £535000-634990 4066/((4976) 4068((4976) 4064/(4976) 4979/(4979) | 4977/(4976)
RESTRICTED ENDOWMENT _ |645000-784699 4066((4978) 4068((4978) 4964/(4978) 4975/(4978) | 4980/(4980)

Transfers into restricted Fundings are only allowed with prior approval by the Controller's Office.

Please contact your Controller’s Office Analyst if you are transferring between fundings not
included in this matrix. These would be special cases that require approval.
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Reference Information

Internal Revenue and Expense Natural Classes

There are specific natural class values that have been created for ‘internal’ revenues and
expenses. These ‘Internal’ values must be used when one department charges another
department for providing goods or services.

Internal charges may not be moved to an ‘external” natural class value. For example, if you
receive a charge from a service center (internal), you must not move the charge to an external
natural class. If you need to see internal and external charges of the same type grouped together,
you will be able to do that through natural class parameters in reports.

Natural class values for internal revenues and expenses have a one-to-one relationship, i.e., for
every internal revenue natural class value, there is a corresponding internal expense natural class
value. For example, service center billings must use an internal revenue natural class to
recognize their revenue; they must also use an internal expense natural class to record the charge
to the department (or grant). This ‘offsetting’ is necessary so that internal revenue and internal
expenses always net to $0 on the institution’s financial statements.

Internal Natural Classes must net to zero. In addition, charges must be within the same
“bucket” (INT DEPT, SVC CTR, FO&M). (CIP expense natural classes may be used with more
than one revenue bucket.) If a transaction originated in a Source the department is allowed to
move, and is being reallocated to a different string, the natural class must stay the same or be in
the same bucket. In most cases, the FO&M bucket will only be used by the FAMIS system and
will not be reallocated through Manual entries.

Internal Revenue Internal Expense

1731-CIP CONST FO&M Charges

1732-CIP CONST FO&M Labor

1733-CIP CONST FO&M Materials

1765-CIP A E Internal Project Mgmt

1767-CIP A E FO&M Engineering

1782-CIP ADMIN Internal Fees

1786-CIP ADMIN Internal Utilities

1804-CIP OTHR Other Internal Charges

5474-NONOP NONCAP Intnl Equip under 5000

5483-NONOP NONCAP Internal Charges

5484-NONOP NONCAP Intnl Equip 5000-24999

5486-NONOP NONCAP Internal Admin Fees

Revenue Expense
4811-SERVICE CTR Animal Operating Room 7811-SERVICE CTR Animal Operating Room
4812-SERVICE CTR Audio Visual Servcs 7812-SERVICE CTR Audio Visual Servces
4813-SERVICE CTR Backup Network Srvcs 7813-SERVICE CTR Backup Network Srvcs
4814-SERVICE CTR Computing Assist Srvcs 7814-SERVICE CTR Computing Assist Srvcs
4815-SERVICE CTR Copying 7815-SERVICE CTR Copying
4816-SERVICE CTR Design and Construction 7816-SERVICE CTR Design and Construction
4817-SERVICE CTR Glassware Washing 7817-SERVICE CTR Glassware Washing
4818-SERVICE CTR Hazardous Waste Dispose 7818-SERVICE CTR Hazardous Waste Dispose
4819-SERVICE CTR Laboratory Analysis 7819-SERVICE CTR Laboratory Analysis
4821-SERVICE CTR Mailing Services 7821-SERVICE CTR Mailing Services
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4822-SERVICE CTR Printing

7822-SERVICE CTR Printing

4823-SERVICE CTR Repair Shops

7823-SERVICE CTR Repair Shops

4824-SERVICE CTR Research Animals Fee

7824-SERVICE CTR Research Animals Fee

4825-SERVICE CTR Use of Equipment

7825-SERVICE CTR Use of Equipment

Revenue

Expense

4851-INT DEPT Catering

7851-INT DEPT Catering

4852-INT DEPT Alcoholic Beverages

7852-INT DEPT Alcoholic Beverages

4853-INT DEPT Copying and Printing

7853-INT DEPT Copying and Printing

4854-INT DEPT Educational Programs

7854-INT DEPT Educational Programs

4855-INT DEPT Fees

7855-INT DEPT Fees

4856-INT DEPT Rooms

7856-INT DEPT Rooms

4857-INT DEPT Meals and Beverages

7857-INT DEPT Meals and Beverages

4858-INT DEPT Security Services

7858-INT DEPT Security Services

4861-INT DEPT Museum Poster Program

7861-INT DEPT Museum Poster Program

4862-INT DEPT Rentals

7862-INT DEPT Rentals

4863-INT DEPT Sales

7863-INT DEPT Sales

4865-INT DEPT Calling Card Charges

7865-INT DEPT Calling Card Charges

4866-INT DEPT Communication Monthly Fee

7866-INT DEPT Communication Monthly Fee

4867-INT DEPT Internatl Long Distance

7867-INT DEPT Internatl Long Distance

4868-INT DEPT Toll Free Charges

7868-INT DEPT Toll Free Charges

4869-INT DEPT Services

7869-INT DEPT Services

4871-INT DEPT Institutnl Review Board Fee

7871-INT DEPT Institutnl Review Board Fee

4872-INT DEPT Clncl Cncr Rsrch Cmmtt Fee

7872-INT DEPT Clncl Cncr Rsrch Cmmtt Fee

4873-INT DEPT Clinical Rsrch Admin Fees

7873-INT DEPT Clinical Rsrch Admin Fees

4874-INT DEPT Books and Publications

7874-INT DEPT Books and Publications

4875-INT DEPT Computer Equip less 4999

7875-INT DEPT Computer Equip less 4999

4876-INT DEPT Computer Equip more 5000

7876-INT DEPT Computer Equip more 5000

4877-INT DEPT Computer Software

7877-INT DEPT Computer Software

4878-INT DEPT Postage Freight Shipping

7878-INT DEPT Postage Freight Shipping

4879-INT DEPT Maintenance Contracts

7879-INT DEPT Maintenance Contracts

4881-INT DEPT Telephone Equipment

7881-INT DEPT Telephone Equipment

4882-INT DEPT Promotional Costs

7882-INT DEPT Promotional Costs

4883-INT DEPT Repayment

7883-INT DEPT Repayment

Revenue

Expense

4701-INTERNAL FOM REV Chiller

8001-INTERNAL FOM DIST Chiller

4702-INTERNAL FOM REV Electricity

8002-INTERNAL FOM DIST Electricity

4703-INTERNAL FOM REV Energy Mgmt Systm

8003-INTERNAL FOM DIST Energy Mgmt Systm

4704-INTERNAL FOM REV Water

8004-INTERNAL FOM DIST Water

4705-INTERNAL FOM REV Steam

8005-INTERNAL FOM DIST Steam

4706-INTERNAL FOM REV Sewer

8006-INTERNAL FOM DIST Sewer

4707-INTERNAL FOM REV Custodial Contract

8007-INTERNAL FOM DIST Custodial Contrct

4708-INTERNAL FOM REV Custodial Labor

8008-INTERNAL FOM DIST Custodial Labor

4709-INTERNAL FOM REV Custodial Materl

8009-INTERNAL FOM DIST Custodial Materl

4711-INTERNAL FOM REV Engineering Contrt

8011-INTERNAL FOM DIST Engineering Cntrt

4712-INTERNAL FOM REV Engineering Labor

8012-INTERNAL FOM DIST Engineering Labor

4713-INTERNAL FOM REV Engineering Matrl

8013-INTERNAL FOM DIST Engineering Matrl

4714-INTERNAL FOM REV Trade Contracts

8014-INTERNAL FOM DIST Trade Contracts

4715-INTERNAL FOM REV Trades Labor

8015-INTERNAL FOM DIST Trades Labor

4716-INTERNAL FOM REV Trade Materials

8016-INTERNAL FOM DIST Trade Materials

4717-INTERNAL FOM REV Composting

8017-INTERNAL FOM DIST Composting

4718-INTERNAL FOM REV Recycling

8018-INTERNAL FOM DIST Recycling

4719-INTERNAL FOM REV Trash Removal

8019-INTERNAL FOM DIST Trash Removal

4721-INTERNAL FOM REV Equip Rental

8021-INTERNAL FOM DIST Equip Rental

4722-INTERNAL FOM REV Trucking

8022-INTERNAL FOM DIST Trucking

4723-INTERNAL FOM REV Grounds Maint

8023-INTERNAL FOM DIST Grounds Maint
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Reference Information

Budget-Only Natural Classes

Operating revenue and non-compensation expense

Certain natural class values are available for high-level forecasting during the budgeting process.
For example, there are natural class values for both restricted and unrestricted gift bequests that
are used only for high-level budgeting. These values are NOT used when recording actual
transactions. A security rule will prevent use of these NCs for manual transactions.

4000-TUITION AND FEES Budget Only
4162-SPONSORED Indirect Rev Budget Only
4220-GIFTS BEQ UNRESTR Budget Only
4240-GIFTS BEQ RESTR Budget Only
4300-ENDOW DIST Budget Only

4400-INV INC Investment Inc Budget Only
4430-SALES AND OTHER REV External Budget
4440-OTHR INC STUDENT RB Room Board Bdgt
4530-PATIENT LAB Services Budget Only
4570-HOSPITAL PUR SRV REV Budget Only
4580-OTHER PUR SRV REV Budget Only
4640-OTHR INC Budget Only

4700-INTERNAL FOM REV Budget Only
4800-INTERNAL DEPART REV Budget Only
7000-SCHOLARSHIP AWRDS Budget Only
7020-EQUIP FURN FIX UNDER 5000 Budget
7100-EQUIP FURN FIX 5000 to 24999 Budget
7200-OPERATING LEASE RENTALS Budget Only
7240-MAINT AND REPAIRS Budget Only
7300-MAINT CONTRACTS Budget Only
7340-COGS Budget Only

7400-MATERIAL AND SUPPLIES Budget Only
7530-BOOKS MEDIA Budget Only

7550-CAP Items over 25000 Budget Only
7600-PURCHASED SERVICES External Budget
7650-INSURANCE Budget Only

7680-POSTAGE FRGHT SHIP Budget Only
7700-PROF FEES Budget Only

7800-INTERNAL DEPART CHARGES Budget Only
7930-PROF SRVCS CLINIC Budget Only
8000-INTERNAL FOM DIST Budget Only
8040-UTIL COMMUNICATION Budget Only
8070-WASTE REMOVAL Budget Only
8110-TRAVEL FOREIGN Budget Only
8200-ENTERTAINMENT Budget Only
8400-OTHER OPERATING EXPENSE Budget Only
8480-TAXES Budget Only

8620-DEBT SERV INT PRIN Budget Only
8700-DEP Depreciation Budget Only
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