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GL 04: Create an intercompany journal entry

Procedure
This User Guide outlines the steps required how to create an Intercompany journal entry.

IMPORTANT: If you are doing an entry to another department in which you DO NOT
have access to, you must fill out the journal entry template available at
www.uwindsor.ca/uwinsitefinance under Forms & Templates in the General Ledger
section. You then send the entry to postmyje@uwindsor.ca. Further training is also
available under the resource listing for this
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Getting Started

Step Action

1. Click the Navigator button.
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Step

Action

Click the Journals link.

Journals

yorWindsor

P
(1]

™ B @ @ USseR4, TEST Doctor -

General Accounting Journals Period Close
Dashboard
Data Access Set. UW CAD [Change]
Journals EI
4
4 Journals
Requiring Attention (2) | Requiring My Approval (0)  Pending Approval from Others (2)  Incomplete (0)  Impont Errors (0)
view v Formatv B B Freeze  [g| Detach Wrap  Errors Al (2) v~
Accounted Accountin
Source Journal Batch Period 9 Issue
Debit Credit
84170 84170 Receivables Receivables A 33701000001 337 Dec-18 Error - Unapproved journ
521.15 521.15 AutoCopy miguelp GL-005 test 18-DEC-201... Feb-18 Error - Unopened accoun.
< >
Columns Hidden 1
4 Process Monitor
View @ FlatList O Hierarchy
View w Resubmit Status Eror ~| TimeRange Last72hours |v o)
" View
Process Name Process [D  Status Scheduled Time Output Parameters
Mo data to disnla hd

Step

Action

Click the Go to Task menu.
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yaWindsor A

al Accounting Journals Period Cli
Dashboard
Data Access Set UW CAD [Change]
Journals El
4 Joumals
Requiring Attention (2) = Requiring My Approval (0)  Pending Approval from Others (2)  Incomplete (0)  Import E
view w Formaty B Freeze  [y| Detach Wrap  Errors All(2)
Accounted
Source Journal Batch
Debit Credit
84170 84170 Receivables Receivables A 33701000001 337.
521.15 521.15 AutoCopy miguelp GL-005 test 18-DEC-201..
<
Columns Hidden 1
4 Process Monitor
View @ FlatList O Hierarchy
View v Resubmit Status Error | TimeRange Last72hours |v Eiﬁ
" View
Process Name Process ID  Status Scheduled Time Para
Output
ps://efhc-testfincad. ud.c g /FndO

™ B @ © usersTEsTDOCIrY

Journals
* WManage Journals
« Create Journal
« Create Journal in Spreadsheet
« Create Encumbrance Journal in Spreadshest
* Run AutoPost
* Run AutoReverse
Allocations
* Create Allocation Rules
» Generate General Ledger Allocations
« Generate Intercompany Allacations
Journal Import
« Import Journals
« Correct Import Errors
* Delete Import Data
Subledger Accounting
« Create Accounting
* Create Subledger Journal
« Create Subledger Journals in Spreadsheet
* Review Subledger Journals
Taxable Transactions
* Create Taxable Transactions in Spreadsheet

* Correct Taxable Transactions in Spreadsheet

MFDH=7688_afrMFC=88_afrMFCI=08_afMFM=08._afrMFR=968_afrMFG=08&_afrMFS=08 _afMFO=0¢

Step

Action

Click the Create Journal link.

Create Journal

= @ viversityawindsor

Data Access Set: UW CAD

Create Journal save v  Complete v  Post ¥

Journal Batch

Cancel

B © © usersTESTDOCINY

Projected Balances (o]

PTD w Total v

4 Journal Batch | show More Batch Actions v

No lines selected.

Description

* Accounting Period Dec-18
* Balance Type  Actual

Attachments None 4=

4 Journal | Show More
Journal

Description

” Ledger UW CAD
* Accounting Date  31-Dec-2017

* Category Adjustment

4 Journal Lines

)

Source

Approval Status

Funds Status

Batch Status

Completion Status

Manual

Required

Mot attempted

Unposted

Incomplete

| 4 | Joumal Actions w

Currency CAD - Canadian Dollar |~

Conversion Date  31-Dec-2017

Conversion Rate Type User

Conversion Rate

Inverse Conversion
Rate

htps://efhc-test.fin.ca2. ud.c: ger/

/FrdOr d:

MFDH=7688_afrMFC=88_afrMFCI=08&_afrMFM=08&_afrMFR=968:_afrMFG=08&_afrMFS=08& afrMFO=0¢ «

Step

Action

Enter the batch in the Journal Batch field.
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Data Access Set: UW CAD

Create Journal

4 Journal Batch | show More

Description

* Accounting Period Dec-18
* Balance Type  Actual ~

Attachments None 4=

4 Journal | Show More

Journal

Description

” Ledger UW CAD

Save v  Complete

Joumal Batch  Intercompany Journal

Source

Approval Status

= Funds Status
Batch Status

Completion Status

v Post v cancel Projected Balances

PTD w Total v
Batch Aclions v

No lines selected.
Manual
Required
Mot attempted
Unposted

Incomplete

4 | Joumal Actions w

Currency CAD - Canadian Dollar |~

Conversion Date  31-Dec-2017

Conversion Rate Type User »

v Conversion Rate 1
* Accounting Date  31-Dec-2017 Y Inverse Conversion 4
Rate
* Category Adjustment v
4 Journal Lines
https://efhc-test fin.ca2 ud.c: ger/faces/FrdO; d=ifalse;... MFDH=T688 aftMFC=88 afrMFCI=08: afrMFM=08 afrMFR=068 aftMFG=08& afMFS=0& afMFO=0¢

Step Action

6. Enter the description in the Description field.

Accounting Period | Dec-18
* Balance Type Actual ~

Attachments None =

4 Journal | Show More

> TS STan

Batch Status

Completion Status

TTOT SETTE T
Unposted

Incomplete

4 | Journal Actions

4 Journal Lines

Actions w View v Formatw = [F X

Journal Currency
Description Conversion Date
Conversion Rate Type
~ Led, UW CAD

edger M Conversion Rate
* Accounting Date | 31-Dec-2017 [y Inverse Conversion
Rate

* Category Adjustment v

Entered (CAD)

CAD - Canadian Dollar |+

31-Dec-2017

User v

Line * Account Unit of Measure §
Debit Credit
LR ==
> |2
Total
< >
Columns Hidden 5
hittps://efhe-testfin.cal. ud.c ger/faces/FndOvenview?fnd=: false; . MFDH=T688: ofMFC=86: ofMFCI=0& afFM=08 afrMFR=088 aftMFG=08L aftMFS=08, afiMFO=02

Step Action

7. Click the Operating Unit list of values button.

=1
EC,
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Account
A Hide Segments.

Aiias |

FUND
DEPARTMENT
PROGRAM
PROJECT

NATURAL ACCOUNT

CLASSIFICATION 000 w  NA-Default

INTERFUND

00 v NA

FUTUREUSE 000 w  NA-Default

Step Action

Search Reset | OK Cancel

-

8. Enter the appropriate information into the following fields:

FUND
DEPARTMENT
PROGRAM
PROJECT
NATURAL ACCOUNT
INTERFUND

Account

4 Hide Segments

Alias

FUND

DEPARTMENT

PROGRAM

PROJECT

NATURAL ACCOUNT

CLASSIFICATION

INTERFUND

FUTURE USE

Step Action

v

o7 w  Endowed Trust Fund

Associate Vice-President,
2170 w  Enrolment Management,
Offi

70158 | w | Bemard M. Lyons Bursary
endable)

(Exps
000000 | w | NA-Default
67900 | w Intemal Funding Revenue
000w  NA-Default
06 | w Endowments

000w | NA-Default

Search Reset | OK Cancel

9. Click the OK button.
OK
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[E Create Joumal - Joumnals - Ora- X [l -
&« c @ @ @ nhttpsy/efhc-test fin.ca2.oracledoud.comy/ledger faces/FndOverview - QY @ =
™ Accounting Period Dec-18 v FUnaS Staws - Mot anemplea ~
Balance Type  Actual Batch Status  Unposted
Attachments None = Completion Status  Incomplete
4 Journal | Show More ~ + Journal Actions w
Journal Currency CAD - Canadian Dollar v
Description Conversion Date  31-Dec-2017
Conversion Rate Type User >
Ledger UW GAD Conversion Rate 1
* Accounting Date ' 31-Dec-2017 fe Inverse Conversion 1
* Category  Adjustment v
4 Journal Lines
Actions w View v Formatw 4 [F ¥ F etach

Entered (CAD) Example format:

#20.00;# 240,00 y Description

|
Debit Credit

Entered Credit

67900.000.06.000 Eq 5,000.00

Step Action

10. Enter the appropriate information into the following fields:
CREDIT
DESCRIPTION

= CreateJoumal - Journals- Ors: X

& c @ https://efhc-test.fin.ca2.oraclecloud.com/ledger faces/FndOverview - @ 1 o =
-
4 Journal | show Wore 7 + Journal Actions
Journal Currency CAD -CanadianDollar |+
Description Conversion Date  31-Dec-2017
Conversion Rate Type User >
Ledger UW GAD Conversion Rate 1
* Accounting Date  31-Dec-2017 fe Inverse Conversion .
* Category  Adjustment v

4 Journal Lines

Actions w View v Formatw 4 H ¥ F &

Entered (CAD)

Line ™ Account Unit of Measure s
Debit Credit
P 1 07.2170.70158.000000.67900.000.1 5,000.00
Account
P 2 =
Total 5,000.00
< >

Columns Hidden 5

Step Action

11. To add another row, select the next blank row or Click the Add Row icon.

+
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Accounting Period  Dec 16 -
Balance Type  Actual

Attachments None o=

4 Journal | show More
Journal

Description

Ledger UW CAD

Line ~ Account

[ R 07.2170.70158.000000.67900.000.06.00

P 2 | &,
No valid combination
Total Select: Account

<

Columns Hidden 5

Conversion Rate 1
* Accounting Date  31-Dec2017 [y Inverse Conversion |
Rate
* Category Adjustment v
4 Journal Lines
Actions w View v Formatv 4 [E ¥ 7 E [ Detach Wrap

FITOS STatTs — Tor et -
Batch Status  Unposted

Completion Status  Incomplete

| 4 | Journal Actions ¥

Currency CAD - Canadian Dollar
Conversion Date 31-Dec-2017

Conversion Rate Type  User

Entered (CAD)
Unit of Measure
Debit Credit

5,000.00

5,000.00

>

hitpsy//efhc-test fin.cal. ud. g

FDH=10808&_afrMFC=88._afrMFC|=08_afrMFM=08._afrMFR=968_afrMFG=08._afrMF5=08._afrMFO=0¢

Step Action

12. Click the Operating Unit list of values button.

=

Account

4 Hide Segments

Alias | -
FUND v
DEPARTMENT v
PROGRAM -
PROJECT R
NATURAL ACCOUNT -

CLASSIFICATION 000 w  NA-Default

Step Action

INTERFUND 00 w NA

FUTURE USE 000 w  NA-Default

Search Reset | OK Cancel

13. Enter the appropriate information into the following fields:

FUND
DEPARTMENT
PROGRAM
PROJECT

INTERFUND

NATURAL ACCOUNT
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Account

4 Hide Segments

FUND

DEPARTMENT

PROGRAM

PROJECT

NATURAL ACCOUNT

CLASSIFICATION

INTERFUND

FUTURE USE

06 Endowments

Associate Vice-President,
2170 | w | Enrolment Management,
Office of the

60158 v Bemard M. Lyons Bursary
000000  w | NA-Default

77900 v  Internal Funding Expense
000 | w NA-Default

P7 | w Endowed TrustFund

w  NA-Default

Search Reset | OK Cancel

Step Action

14. Click the OK button.
OK

a ﬁ‘

4 Journal | Shew More

| 4 = | Journal Actions ¥

Currency CAD - Canadian Dollar

4 Journal Lines

Line ~ Account

Total
<
Columns Hidden 5

Actions v View v Formaty 4 EH X F F

[ R 07.2170.70158.000000.67900.000.06.00

b 2 06.2170.60158.000000.77900 E

Entered (CAD)

Journal
Description Conversion Date  31-Dec-2017
Conversion Rate Type  User
Ledger UW CAD
et Conversion Rate 1
* Accounting Date  31-Dec2017 [y Inverse Conversion |
Rate
* Category Adjustment v

Unit of Measure

Debit Canetie
Example format:

##40.00;4,4#0.00

Entered Debit

5,000.00

N @

& CresteJournal - Joumals - O X

- ¢ ® ‘@ﬂ https://efhc-test.fin.ca2 oraclecdloud.com/ledger/faces/FndOverview?fi

Step Action

15. Enter the appropriate information into the following fields:

DEBIT
DESCRIPTION
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= @ vversiveminasor

Data Access Set: UW CAD

Journal Batch ~ Create Intercompany .

Edit Journal Save v || Complete v || Post w | Cancel Projected Balances L9}
Last Saved 11-Jan-2018 1:37AM  PTD v Total ¥
4 Journal Batch: Create Intercompany Journal | show Mere Batch Actions w

D © @ usersTESTOOCIY

No lines selected.

Description  Testing

Source

Approval Status

Funds Status

Manual

Required

Mot attempted

* Accounting Period Dec-18 v
Balance Type  Actual

Attachments None 4

4 Journal | Shew More

Journal Manual 130000 11-JAl

Description

Ledger UW CAD

Manual 130000 11-JAN-2018 01:37:C | | 4= | Joumal Actions ¥

Batch Status Unposted

Completion Status  Incomplete

Currency CAD - Canadian Dollar |+
Conversion Date  31-Dec-2017

Conversion Rate Type  User

Conversion Rate 1 f
* Accounting Date  21-Dec-2017 [y Inverse Conversion f
Rate
* Category  Adjustment v
hitps://efhc-testfin.ca2.oraclecloud.c gerffaces/FndO 2...FDH=10808_afMFC=88: _afrMFCl=08._ =08 =068 =08 =08, aftMFO=0¢ v

Step Action

16. Click the Save button.

Save

= @ vversiveminasor

Data Access Set: UW CAD

Journal Batch ~ Create Intercompany .

Description  Testing

* Accounting Period Dec-18 v
Balance Type  Actual

Attachments None 4

4 Journal | Shew More

Journal Manual 130000 11-JAl

Description

Ledger UW CAD

Edit Journal sve v | compiete | v | Post | w |cancer| Prolected Balances o
LastSaved 11-Jan-2018 137 AM  PTD v Total v
4 Journal Batch: Create Intercompany Journal | Show More Batch Actions w

Manual 130000 11-JAN-2018 01:37:C | | 4= | Joumal Actions ¥

D © @ usersTESTOOCIY

No lines selected.
Source Manual
Approval Status  Required
Funds Status Mot attempted
Batch Status  Unposted

Completion Status  Incomplete

Currency CAD - Canadian Dollar |+
Conversion Date  31-Dec-2017

Conversion Rate Type  User

Conversion Rate 1 v
* Accounting Date  31-Dec-2017 [y Inverse Conversion f
Rate
~ Category Adjustment v
hitps://efhc-test fin.ca2.oraclecloud.c gerffaces/FndO 2...FDH=10808_afMFC=88: _afrMFCl=08._ =08 =068 =08 =08, aftMFO=0¢ v

Step Action

17. Click the Complete button.
Complete
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Data Access Set. UW CAD

Edit Journal save | v | [ post | v | [ cancal Projected Balances £o)

LastSaved 11-Jan-2018 1:37 AM PTD w Total v

4 Journal Batch: Create Intercompany Journal | show tiore Batch Actions w
Mo lines selected.
Journal Batch | Create Intercompany .

Source  Manual
Description Testing

Approval Status  Required

* Accounting Period  Dec-18 E Funds Status  Not attempted
Balance Type  Actusl Batch Status  Unpasted
Attachments None Completion Status  Complete
4 Journal | show ore Manual 130000 11-JAN-2018 01 37[ | 4 | Journal Actions w
Journal  Manual 130000 1-J41 Currency  CAD - Canadian Dollar
Description Conversion Date  31-Dec-2017

Conversion Rate Type User

Ledger UW CAD

Conversion Rate 1 >
* Accounting Date  31-Dec-2017 [y Inverse Conversion f
Rate
* Category Adjustment v
ps://efhc-test.fin.ca2 ud. 9 Frd FDH=108081_afrMFC=881_afrMFCI=08L_aftMFM=08L_afMFR=968_sfrMFG=08L afrMF5=08L afMFO=0% w

Step Action

18. Click the Post button.
Post

[Z3 Confirmation

The journal requires approval before it can be posted, and has been forwarded to the approver.

https://efhc-test.fin.ca2. ud. g Fndt FDH=10808¢_afrMFC=88L_afrMFCI=08L_aftMFM=08_afIMFR=968._afrMFG=08L_afrMF5=08 _aftMFO=0#

Step Action

19. Click the OK button.
oK
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© © users TESTDOCtor v

Data Access Set: UW CAD

Edit Journal savallied | Post | + | [lcancal Projected Balances L9}

Last Saved 10-Jan-2018 12:07 AM PTD v Total v

4 Journal Batch: Create Intercompany account | show More Batch Actions v
Nolines selected.
Journal Batch  Create Intercompany ¢

Source Manual
Description Testing

Approval Status  Required

* Accounting Period  Dec-18 v Funds Status  Not attempted
Balance Type Actual Batch Status  Unposted
Attachments None = Completion Status  Camplete
4 Journal | show More Manual 128005 10-JAN-2018 00:07:( | v | | Journal Actions w

Manual 128005 10-

Journal -, h-2018 00:07:08

Currency CAD - Canadian Dollar
Description Conversion Date  31-Dec-2017

Ledger UWGAD Conversion Rate Type  User

Accounting Date  31-Dec-2017 Conversion Rate 1

Category  Agjustment Inverse Conversion Rate 1

4 Journal Lines

i Y Encomat EE EZ I natack e

Step Action

20. End of Procedure.
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