
Journal Entries in Oracle 
General Ledger 
Using WebADI

WebADI is an Oracle product that allows Excel content 
to be uploaded the Oracle General Ledger (GL).

Only GL strings can be used in WebADI journals.
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•Explain how the journal entry process works

•Completing a WebADI Journal Entry
• Perform one-time setup procedures
• Prepare and upload test entry

•WebADI system rules and errors

•Controller’s Office review criteria

Learning Objectives
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Journal Entries and the General Ledger
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• Corrections to existing posted charges, for certain 
Sources only

• Redistribution of central charges, e.g., copier
• Internal rebillings for services, fees, interdepartmental 

charges, e.g., Security services, catering (NC 48xx/78xx)
• Transfers: lump sum being moved with no goods and 

services changing hands, e.g., one department 
supporting another’s conference  (NC 49xx/49xx)

Examples of journal entry adjustments
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Internal Billing Natural Classes
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https://www.dartmouth.edu/finance/financial-management/accounting/journal_entries/internal_revenue_expense.php

https://www.dartmouth.edu/finance/financial-management/accounting/journal_entries/internal_revenue_expense.php


Transfer Natural Classes
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https://www.dartmouth.edu/finance/financial-management/accounting/journal_entries/transfers.php

When processing a journal moving a lump sum, find the debit (“giving”) 
Funding range down the left, and the credit (“receiving”) Funding range 
across the top.  The intersection determines the Dr NC and (Cr) NC.

TRANSFERS OUT/DEBIT
UNRESTRICTED 
ENDOWMENT

UNRESTRICTED
CENTRAL

UNRESTRICTED 
STUDENT LOAN

UNDESIGNATED 
OPERATING 

Funding Range

110500-
110599

160000-
192499

194600-
304999

305000-319999 320000-320299 330000-333999 360000-379999
110500-110599
160000-192499
194600-304999

UNRESTRICTED ENDOWMENT 305000-319999 4934/(4934) N/A 4946/(5643) 4912/(4914)
UNRESTRICTED STUDENT LOANS 330000-333999 5641/(4945) N/A 5632/(5632) 5641/(4945)
UNDESIGNATED OPERATING 360000-379999 4913/(4902) 4949/(5644) 4946/(5644) 4921/(4921)
CAPITAL INVESTMENT 525000-534999 5641/(4947) N/A N/A 5641/(4947)
RESTRICTED GIFTS 535000-634999 4968/(4976) N/A 4946/(5645) 4964/(4976)
RESTRICTED ENDOWMENT 645000-784699 4968/(4978) N/A 4946/(5645) 4964/(4978)
RESTRICTED STUDENT LOANS 845000-854999 5641/(4945) N/A 5632/(5632) 5641/(4945)

4966/(4976)
4966/(4978)
5641/(4945)

4901/(4914)
5641/(4945)
4901/(4902)
5641/(4947)

DESIGNATED RESERVES 4913/(4911)4932/(4932)

TRANSFERS IN/CREDIT

4949/(5643) 4946/(5643) 4912/(4911)

DESIGNATED RESERVES

https://www.dartmouth.edu/finance/financial-management/accounting/journal_entries/transfers.php


Moving Funds
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Type Entry Example

Correction or 
reclass

Use original NC Example: Office Supplies were booked to your Org, external 
natural class 7511.

Supplies were for another department; credit your string and 
NC 7511, debit their string and NC 7511

Internal Billing –
goods and 
services 
provided 
between 
departments

Use internal 
revenue 48xx and 
internal expense 
78xx

Example 1:  Your department charges another for copies:
Debit 7853 INT DEPT Copying; Credit 4853 INT DEPT Copying

Example 2:  Your department is charged DPMS costs under 
7815-SERVICE CTR Copying.  To move these charges to 
another string, credit 7815 and debit 7815 on the new string.  
Internal charges must stay internal.

Transfer – lump 
sum moving 
between 
Fundings

Use Transfer NCs 
49xx/49xx

Example 1: You have committed a lump sum to an event being 
coordinated by another department (debit your string, credit 
theirs).

Example 2:  Surplus funds in subvention are transferred to a 
reserve at the end of the fiscal year (debit subvention, credit 
reserve).



Journal entry daily process
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Approved?

Upload using DC GL Journal… 
responsibility

Journal Entry reviewed 
by Controller’s Office if 
uploaded by 1 PM

MAYBE
YES

Rejected 
transaction 
deleted

Transaction 
posted by 
Controller’s

Controller’s 
works with 
department to 
correct

Posted entry available in IRA reports the following day

Prepare 
Journal 
Entry (JE) 
in Excel 
template

Collect 
approvals 
if 
applicable

Store JE, 
backup and 
approvals 
where 
accessible



Template Overview
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https://www.dartmouth.edu/finance/financial-management/accounting/journal_entries/journal_forms_guides.php

https://www.dartmouth.edu/finance/financial-management/accounting/journal_entries/journal_forms_guides.php


Manual Journal Entries in IRA General Ledger reports
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System Checks BEFORE Upload:
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Cross-Validation Rules:  Rules that govern which segments can 
be used in combination in a chart string

Security Rules:  Rules that govern which chart segment values can 
be used (e.g., Payroll natural classes are not allowed)

Basic syntax check: Accounting Date must be in open or future period, 
debits and credits balance, Chart string segment values must be active 
in the Chart of Accounts



• Accounting Date: two periods may be open; use a date in the month you
want the journal to hit

• Debits and Credits must be positive numbers, and not $0

• Batch Name: Your first initial and full last name, plus a unique phrase

• Only certain Sources can be corrected via manual entry
• https://www.dartmouth.edu/finance/documents/financial_management_tab_documents/journal_entry_documents/correct

_trans_by_source.pdf
• For other Sources, corrections go back to the originating system (e.g., Payroll, Accounts Payable invoices,

Cashiering deposits)

• Corrections Line Description syntax
• Original Source, Original Effective Date, short description

• PCARD_DC 08/01/19 Amazon – books for seminar

• Internal Natural Classes must balance
• https://www.dartmouth.edu/finance/documents/financial_management_tab_documents/journal_entry_documents/interna

l_revenue_expense_natural_classlist.pdf

• Transfers use correct NCs and Offset accounts

Controller’s Office Checks AFTER Upload:
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https://www.dartmouth.edu/finance/documents/financial_management_tab_documents/journal_entry_documents/correct_trans_by_source.pdf
https://www.dartmouth.edu/finance/documents/financial_management_tab_documents/journal_entry_documents/internal_revenue_expense_natural_classlist.pdf


Reference Links
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Download a new template at
https://www.dartmouth.edu/finance/documents/financial_management_tab_documents/journal_e
ntry_documents/webadi_ journal_entry_template.xlsm

or update and reuse an existing file
Save file as Macro-Enabled Workbook (.xlsm) 

Access instructions for one-time settings needed in 
Excel and Internet Explorer:

https://policies.dartmouth.edu/policy/manual-journal-entry-
documentation-and-approval-policy

Journal Entry Policy:

https://www.dartmouth.edu/finance/financial-management/accounting/journal_entries/journal_forms_guides.php

https://www.dartmouth.edu/finance/documents/financial_management_tab_documents/journal_entry_documents/webadi_journal_entry_template.xlsm
https://www.dartmouth.edu/finance/documents/financial_management_tab_documents/journal_entry_documents/journal_entry_policy.pdf
https://www.dartmouth.edu/finance/financial-management/accounting/journal_entries/journal_forms_guides.php
https://policies.dartmouth.edu/policy/manual-journal-entry-documentation-and-approval-policy


DEMO !
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Thank you
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