GT Accounting Basics

Journal Entries



JOURNAL ENTRIES

When it is necessary to move a charge from one PeopleSoft project to another PeopleSoft
project, we make Journal Entries. Journal entries can occur several ways such as
Expense/Encumber Journal Entry Panels, Cost Transfers, Campus Service Units Entries and
Accounting Services Journal Entries.

Expense/Encumber Journal entries are the most basic and the most limited. They allow the user
to move expense charges for Federal Express (source code FDX) and P-Card (PCDj) only. You
may move these charges from one project to another. The panels will also allow the user to
adjust Postage and DOAS Communications encumbrances. These encumbrances are based on
prior year expense. A department may find it necessary to increase or decrease the encumbered
amount. A training class is available on the Training Website.

Electronic Cost Transfers are entries that give the unit a little more flexibility than
Expense/Encumber. There are two levels of ECT’s. Level A allows the Department to move
charges without review when the account code does not change, the account charged is for Non-
Personal Services (but not Tuition), charges transferred are less than $5000 and the move is
occurring within 60 days of the original posting date. If the transfer does not meet these
conditions, then it is classified as a level B and must be reviewed by Grants and Contracts before
posting. A training class is available on the training schedule but there are several pre-requisites
and Department approval must be obtained.

Campus Service Units entries allow units, who provide a service and need to bill other units, the
ability to charge any PeopleSoft projects. An example is the Buzz Card Center. They are allowed
to charge your projects for services rendered. This is not an open class on our training schedule.
Your Department must be approved for CSU entries and individual training is performed.

Paper Cost Transfers are journal entries that are posting to sponsored projects, matching
projects or a combination of the two. The complicated form should have documentation that
supports and justifies all changes made to the sponsored/matching projects. Departments should
include all relevant detail information such as Asset Id when equipment is being moved,
Employee Id when travel moved and a vendor id when any Per Diem and Fee account (751XXX)
account is touched. Send these journal entries to Grants and Contracts for approval.

Accounting Services journal entries are done strictly in the Accounting Services Department.
Accounting services may adjust any Fund, Project or Account code. If you need a journal entry
completed through Accounting Services, you should fill out the ACC Journal Entry form and
submit to mail code 0257. Journal entries that only charge to the following projects can come
directly to Accounting Services: State with no matching funds involved, Departmental Sales,
Agency, Plant, and Loans and Endowments. Journal entries that involve a Sponsored Project or
State Project with matching funds MUST go through Grants and Contracts Accounting using their
Cost Transfer Form.

HINT: How do | know if matching funds are involved? Check the Project Description on your
expense ledger. The description will tell you if it is matching or not!

On the next few pages, you will see the Accounting Services Journal Entry form with explanations
of each column.



‘Juswipeds( 10 |00YoS ‘uewipedaq Jo jooyos

BmL T [ Wq

:Ag paaciddy :Aq peledeld

000 s[Blo|

"1oBpng s 1eak Joud syy ul 1o} pred Ajjess Asuow oy abueyo}—

0l aouejeq 9aJ JeaA Jualno ay} Buisneo Aeuoypy 196png Jeek uaino f—

1084e |IIm Aiue [euinol 8y) ‘0oz Ul Ind 10 yuejq UWNjOD dg 8y} aAes| om ) |—

"Joaloid Jeyjoue 0} panow 8q 0} spesU Jey) ASUoW £00Z dg Ul 006¢$ aney |

em Aes s)o| ‘ejdwexs 104 "1ebpng Buoim sy} esessosp pinod noA ‘uwnjoo| |
Siyi u1 poliad 1obpng 1081100 ay; 1nd Jou op noA J] luepodw siyp st Ay

—

‘Ad loud eyrsidg ey

‘Uodel 90g oY) uo sebieyo Buinow aie NoA | JeoA [BosI4 JUsing 8y} sI

dg @y} bodal gy 10 GZ| ‘gg e uo sebieyo Buirow e1e noA Ji jey; sI quiny)

Jo @ni poob v "pajebpng si Asuow sy} 1eak ey si poliad 186png ey |

—

(W suoeleu0 01}

(e sua0eteyo g)

(xew sieiovIeyD O 1)

(xew susioeRyD )

Oeep s1s)0eIeUO 01)

by swvjoeseys b)

1INNOWY al HOaN3A 434 H3HLO HIgnnN # 103rodd aold3ad 13vang
/H43IHONOA 434 SNdNWvO INNOJOOV 140Sd
uoljejusuinoo( Buinoddng ajejdwon payseny 3y
iSlesn JoYlo 0} asuss seyew pue noA o} Buiyiwios
. suesw uonduossep sy} eins ayep ‘sisjorieyo
uQ 8

Lo}

L1 ®@AeY AJUo NOA "uwnjoo uopdiosep ey} ul

s1oBps| ayi uo dn smoys eiey nd noA uojew.ojul Hv *
8y juepoduwt A1ea si sul| uonduosep sy

(xepw sunoeleUS /1)

(200z 'L AInr 3nno2))3)

ANYHOd AHLN3 TvNHNOr

ADOTONHO3L 40 JLNLILSNI VIDHOTID

:uonduosaq



‘Juswpedaq 10 jooyos

‘Juswiieda(] 10 |oolos

PL

oL

kg peroiddy

:Aq pelredsiq

000 s|ejo|
L1 [
josje aloymawios aq
p|noo ebi1eys InoA - sesuadxs saow 0}
00V ‘v 10} 8|gissod s| }i ‘lequiswiey
‘sl 1 quIyy noA josloud ayy uo s
obieyo ay) AJusA UES NOA Aem Jey) ‘sl
lebpa anusnay o Jebpe esuadxy
ue uni o} s Appoeiioo abieyo ay) Buirow
84e noA ains a)ew o} Aem Ases uy
j9AIlOE S| ) yey) Ajien ‘ableyo
o} 108/oid e noA uanib sey Juswitedeq
Jayjoue JI UsAg "qe] UOBASIUIWPY
[eloueul{ By} Jopun yuil dn
[j1S41) 39842 08 - 00EY 1L WY Al[enioe Ing 002 L2 paisjus -}007 SjUN029Y Jo UeyD oy uo Buyolo
noA quiyy Aew no A ‘sBuysodsiw eq ueo eiey) ‘osyy ‘Bunsod [eiul Aq ebedgem 0gy 1D ey} uo spoeloid
oy} Jo sAep may e uiyum sebieyo Juswdinbe InoA erow o} Qv PlifeA 10} 308D ued noA “Anus [eunof
1o} uowiwoo A1eA st 1| sl il JUIY) NoA 81eym sI snusasl io asuadxe oy} Bupwqns a10jaq pijeA aie sjosfoid
ay} ey} Ajuea pue Jebpe| ayy ey uni abieyo e Buinow ale nok 1noA yeur Aie sle ay) Jelus | ONNYD
J "ureby "spoafoid o) yo8yo NoA Aem swies oy} SJUNOIOE PIjeA 1o} am ‘pejeAnoeul uesq sey josfoid e ||
%9840 ued noA "sibip 9 aq 1snw Junoooe ay] ‘ebieyd o} Juem noA ‘Burypeso 10 Bunigep a9 [jim noA josfoid
19qWINN jUNoodY pljeA 8y} 10} S1 UWINjOD J8quINN JUN023Y 8y | yosajdoad pijeA oy} 10} S| UWN|OD SHY |
M

b s1eioeseUO 01) O si0eeU0 8) e sis1oeseuo oi) (xep sisioetRyD 9) Oy m_zuwzovo: (N s19e1eUO b)

INNONY al HOAN3A 434 43HLO HIFNNN # 103rodd aolyad 139ang
/43HONOA 434 SNdWVD LNNODOV 140sd

uoljejuswnooq Bupuoddns sjejduwion psyseny gy

oN Anjug [euinop

‘a1eq eAloayg

:Ag palejug

AlUO asn 82O ssaulsng 104

-41vdg

Ljo | ebey

(2002 L AInp 3An03Y3)

WHOd AHLN3 TVNHnor

(xew ssoroereqn /)

AD0TONHI3I1 40 ALNLILSNI VIDHOID

:uonduoseq

55



‘Juawpedsq 10 |0oyog

Jusweda( 1o [ooyos

S

BML 8L /b
:Ag poaorddy :Aq poredelq

S[e1ol

"Sjunowe |ejo) Jisy) pue s [enplAlpul

10 yorl] 9S0] @M ‘paAow ale sableyo

Usypa ‘6601 e aAl@oal Alqissod

pIN09 Junoooe XXX 1S5/ e Jo 1no pied

Buteq s1 oym suoAuy 'yoa] Yo e suop

310M 10} S|ENPIAIPUI O] JUBS 660 | WO

Xe] |eiope4 8y} lo} a|qisuodsal os|e

SI dV jpeAow olom asuadxe asoym

yoleasal Isnw dy ‘pl seekojdwe

oy} Suifjddns jnoyjim esuadxe

ue aAoW NoA Uaypn ‘Juswuedaq upny

218]lS 8y} 1o} [enplaipul Aq ‘sesuadxe

[oARI} TV qOe4) 0] palinbal si ajqeiey

SJUN029Yy ¢juepodw siyy st AYypp

“laquinu 8y} o} yoieas o} dnyjoo|

pl 10pUSA 8} 89S "IOPUBA B Se Wo)sAs
d¥ 4no ul eq isnw Aay) ‘weip led
Buial@oal sjenplAlpul 104 "} JOPUSA

ay) se | @a2Aojdw3 ey} asn Aew
noA ‘sisjaAel) 104 ‘sasuadxe (XXX15/)
welqg Jed 10 (XXXXX9) I19Ael] Buinow

ale noA usym paiinbal sI qj lopusp

"'seweu Auedwod pue seweu s Jo[eAel) ‘sojep ale

sUWINj02 8s8U) J0f sesn Jejndod ‘g sty JI9YonoA By} sliym siejoeleyd

0l }epowiodoe ueo joy sndwe) "suwn|os 9sey} Ul UolJBLLIOLUI
[euoilippe apn|joul ued noA ‘uonewlojur ybnous aAB Jou saop

uonduose( ey} J| "Os[e ‘Blep [BUOIHIPPE 10} SP|alj 9S8y} 9Sh UBD NOA

‘POpPN[oUl JouU BJe 18YanoA pue oy sndwes ay) ji peaow Bulag
ale sjunolie Jeym Jo joel} 9s0| 0} ASED AloA 1| "sebieyo sey) jo

juswanow sy yoel} djay o} uonewIoUl SIY} Ul ind 0] 81| SI8sn swog

‘leuondo ele suwn|os Jay Jeyl0/48yonoa pue joy sndwes sy

N7

N

LNNOWY

(W s1aeleyo 04)

QI HOAN3A

e sisoeRYD g)

434 H3aHlo
/H3HONOA

(e si0e1eu0 0 1)

434 SNdWvO

(xeW ssajoRRyD Q)
HIgnNN
INNQIIV

Den sijoereud g1)
#103rodd
140sd

(xely sia1oR1RUD b)

aold3d 13vang

uolejuswnooq bujpoddns ajejdwo) payoelly 3y

"ON Anu3 jeuinor

-9le( AT

:Ag paejug

Alup asn @o1 0 ssauisng 104

‘31va

| Jo | abed

(XeW s1ayoerey L1}

(2002 *L AInp 3Apoay3)

AYHOd AHLNZ TyNdNnor

ADOIONHOHL 40 I1NLILSNI VIDHOID

:uonduoseqg




‘Juswpeda( 1o [ooyos

BML

:Ag paroiddy

000

‘Juswiieda(] 10 |jooyos

|l

:Aq peredely

sjelol

"JUNOD2Y ShusAsy

8y} Higep p|nom NoA ‘paseslosp aq 0} Speau snusaal
1] "PBUpPaIO SI || ‘seseelou] BNUBASI SY "Seoue|eq
11340 oAey senusney “elisoddo sy ale senusney

‘JUNoooe asuadx3 sy) Jpalo pjnom

noA ‘pesesioap aq 0] spesu eoueeq 8y] | palgep

S1 )l ‘sesealoul sesuadxe ay) se ‘suesw Jey| ‘seoue|eq
1/93Q eaery sesuedx3g squewsi o} Bulyjswog

‘lenbe sAem|e }snwi s}ipalo pue slgep InoA - peoueleq
89 LSNIA selue InoA “1ebps) snok o} 1sod jm 1

Aem ay} si paisius si ejep sy} Aem oy jjuepodw Kioa
sI siyL “(-) seanefsu se sjipsio pue (+) seansod se
Jeadde pjnoys sjgeq ‘perow Bujeq swie)l jo sjunowe
Hpal0 pue Jigep a8y} Isjus |IMm NoA aieym S| Junowy

Z

(xew sua10eseu0 g)
434 H3HLO
/H3IHONOA

e simoeieuo o)

INNOWY al HOAN3A

(xep siaoereU0 Q1)

434 Sndivo

{en sus101BLD 1)

aomd3d 13sang

(xep suai0erRUD Q1)
# 103ro4dd
1408d

(xep sua10erRUD 9)
H3IgWNN
1INNODDVY

uopejuawinooq Buluoddnsg sjeidwog payoely 3y

UoN Anju3 [euinop

-8e( 2Anosy3

:Ag peiejug

AluQ asn 8o sseulsng 104

‘31vd

L jo | afed

{2002 ‘L Ainp ann02y3)

WHOL AHLN3 TvYNHNOr

(e s1ajoeseyd /1)

:uonduosag

ADOTONHI3L 40 ALNLILSNI VIDHOTID




‘Juswipeda] 10 |00YdS

BpL

Ag paroiddy

000

‘Juawyreds( 10 j00l0S

BpL

:Aq peredsaid

s[glo]

‘selIjua asay) anosdde Jou saop saoinleg

Bununoooy Juswuedap s Jatedaid ayy uiyum Aluoyine

UHM [enpiAIpul Jsyloue Jo Josiadadns s gaiedaad ayj Aq
panolidde aq os|e 1snw Anue jeuunof ay] *‘meiral Avw oym sosn
Aue o} A1ojeue|dxe jjes s| uonBIUBWINOOP BL) 2INS ) eW OS|B
pinoys Asy] pijeA pue 1021109 aie sjosloud ‘sjunoooe ‘sjunowe
1By} ainsus pinoys Jadedaud ay] wioj Anue ay) paiedaad

pue uonBUSWNoOP 8y} patayleb sey oym jenpiaipul ay; Aq

jjo paubis aq pjnoys Aiyug jewinop ay | “Jeaoiddy pue seiedaiy

(xen sivioeseUD 01)

LNNONV al HOAN3A

Orew s10eseU0 8)

434 H3HLO
/43IHONOA

{(xep s19108.L640 01}

434 sndiivo

(e s19yorIBYD ) {xew siaroRe D 6 1) (Xe W sIaj0eIeuD p)
HIgNNN # 103rodd aoldad 139ang
1INNOJJV 140S8d

uonejuawnooq Bulpoddng sje|dwos pasyoseny 34

TON Aug feunop

91 2AI09Y3

:Ag passyu]

AluQ asn @940 ssauisng 104

‘3iva

1 jo 1 abed

(2002 ‘L AN 2n0a)3)

WYHO4 AHLNZ TvNdnor

{xep s1ajoereud /1)

:uonduosag

ADOTONHO3A1 40 FLNLILSN! VIDHO3ID



Journal Entries through Accounting Services

Accounting Services prepares journal entries for Prior Budget Period/Current
Fiscal Year adjustments to all accounts and Current Budget Period/Current
Fiscal Year adjustments to Revenue (4XXXXX) and Balance Sheet (100000 —
399999) accounts.

For Current Budget Period/Current Fiscal Year Expenditure Account adjustments
(600000 — 899999) please use the Cost Transfer panels. To sign up for training
for these panels, please go to: http://www.trainsweb.gatech.edu/mastcal.asp

Journal Entry Procedures

If your journal entry meets the above requirements, complete a Journal Entry
Form. When filling out the form, please remember:

All accounts and projects should be active. You can check for active
accounts here: hitps://intranet.gatech.edu/cfprod/fin/coalum.cfm

All' entries should have sufficient supporting documentation.

All XXXXX and 751XXX account adjustments should include the proper
vendor and employee id information (not SSN).

Debits should be shown on the form as positive amounts, credits as
negatives.

If the journal entry is moving amounts that have been posted to a ledger,
please attach a copy of the report, with amounts to be moved highlighted.

If you are moving equipment items (843XXX, 743XXX) please include the
GT Campus Ref and Voucher in the appropriate fields and include the
Asset ID in your backup documentation.

All journal entries should have the signature of the preparer and approver.

Send the form and documentation to Accounting Services, mail code 0257,
Atten: Journal Entry

59



Journal Entry Checklist

1. Understand why you are making the aje. This will help you prepare the aje
correctly and write a comprehensible description.

2. What's the budget period? If you are creating expense/revenue, it would
be the current FY. If you are moving charges, look at the report. Report
306 = prior budget period (FY), Report 38, 125, or 46 = current budget
period (FY).

3. Project number valid and correct? Check the web listing for active
projects. If moving expense/revenue, check the project number on the
report.

4. Account number valid and correct? Again, check the web listings and
reports for active and correct accounts.

5. Campus Ref appropriate? If you are moving charges, use the campus ref
on the report. If there is no campus ref, use this field to enter additional
identifying information.

6. Voucher? If you are moving charges, use the voucher number on the
report.

7. Do | need a vendor id or Tag Number? If you are moving Travel or Per
Diem and Fee charges (account 6XXXXX or 751XXX) use the vendor id
lookup to find the correct code.
https://gtwebapps.gatech.edu/cfprod/vendor_info/

If you are moving Equipment (743XXX or 84XXXX), you MUST lookup the
tag number on the online inventory report.

8. Amounts correct? Debits should be put in as (+) and credits as (-). The aje
should be balanced and equal zero.

9. Sign the “prepared by” portion of the form. Have another person sign as
the approver. Audit regulations require DIFFERENT people in these
spaces!

10. Attach Documentation. Documentation should be self explanatory and
clear. If you are moving charges, include a copy of the report showing the
charges posted.
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