Processing SPUD Journal Entries

The purpose of this document is to outline how SPUD journal entries are processed at Dartmouth College, and
then within those Process categories, to outline the instructions for preparing and/or processing these entries.
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Processing SPUD Journal Entries

Process 1: OnBase “Corrections, Journals and Cost Transfers” form: An adjustment is needed and staff enter the strings and dollar amounts into OnBase.

] No SPUD classroom training required
] No Oracle SPUD responsibility is needed
] No SPUD template is used; please refer to OnBase training materials for instructions

Process 2: Preparing a CTX001 Cost Transfer entry: A cost transfer is needed to move costs onto, off or between grants, per Office of Sponsored Projects (OSP) policy. This entry is prepared by staff
and uploaded into OnBase for OSP to process and upload directly into Oracle (see Process 4).

] No SPUD classroom training required
] No Oracle SPUD responsibility is needed
] SPUD template is downloaded from the web, completed, and uploaded into OnBase
= SPUD template CTX001, Source COSTTRANSFER_DC
(o] See PAGES 3-8 for instructions

Process 3: Preparing a CJE0O01 non-Cost-Transfer SPUD Entry - Department Reclass:
a. A Departmental Reclass entry is needed to move costs onto, off or between grants, in accordance with OSP policy. This entry is prepared by staff using Source DEPTRECLASSRECHG_DC, and
uploaded into OnBase for the Office of Sponsored Projects (OSP) to process and upload directly into Oracle (see Process 4).

. No SPUD classroom training required
] No Oracle SPUD responsibility is needed
] SPUD template CJEOO1

O  See PAGES 9-14 for instructions

Process 4: Preparing a CJE001 non-Cost-Transfer SPUD Entry - Other:
b. Other non-Cost-Transfer examples include: service center billings, internal services billings, central expense allocations, host department entries (Controller’s Office, OSP). This is for any
manual journal entry that includes grants and/or uses a special Source other than “Manual” (see Appendix 2). These are uploaded directly into Oracle by the department (see Process 4).

. No SPUD classroom training required
] No Oracle SPUD responsibility is needed
] SPUD template CJEOO1
O  See PAGES 15-23 for instructions

Process 5: Uploading SPUD entries directly into Oracle: This step is performed by host departments like OSP, Controller’s and Payroll, or by selected departments processing service center billings,
internal billings and internal re-allocations.

] SPUD Classroom training is required
] Oracle SPUD responsibility is required
O  See PAGES 24-32 for instructions



Processing SPUD Journal Entries

Process 2: Preparing a CTX001 Cost Transfer entry

In order to have all Oracle functions available, please confirm system settings for journal processing: please refer to
https://www.dartmouth.edu/finance/financial-management/accounting/journal entries/journal forms guides.php for instructions on updating
Excel and Internet Security Settings.

Navigate to https://www.dartmouth.edu/finance/documents/financial management tab documents/journal entry documents/ctx001.xIsm and
download the CTX001 Cost Transfer template.

Open the file and Enable Macros. (1) SECURITY WARNING Macros have been disabled

N13 - L

A B C D E F G
1

(=]
2
3 Template Name CTX001
4 Source Name COSTTRANSFER_DC

[<] s
6 Debit Total Number 0
7 Credit Total Number 0
8 Net Total Number 0
9 Line Counter Number 0

[-] 10
11 Upl Batch Name Accounting Date Transaction Date Orig GL Date COA String/PTAEO Debi
12 * Text * Date Date Date Text Numbe
13|
14
15
16
17
18
19

File name; | CTAD0
Save the template as a Macro-Enabled Excel Workbook (extension .xlsm). Save as type: | Excel Macro-Enabled Workbook



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/ctx001.xlsm

Template Name
Source Name

Debit Total
Credit Total
Net Total
Line Counter

Upl Batch Name
" Teut

Processing SPUD Journal Entries

Process 2: Preparing a CTX001 Cost Transfer entry

=T /J Template Name and Source Name are hard-coded and cannot be changed |

COSTTRANSFER_DC

b 0 Debit Total and Credit Total will calculate

Mumber 0 as dollar amounts are entered in the

Mumbet E lines below. Net Total should be zero.

Plumber 0
Accounting Date Transaction Date Orig GL Date COA String /PTAEO Debit Amount Credit Amount Description Reference 1 Line/# Messages
" Diate Diate Dlate Teut Fumbeer Fumber " Text Texst

Journal entry line detail is input in columns Batch Name through Reference 1.

“Upl” column may populate with flag
symbol or may be blank. Either way, this
does not affect the upload of the entry.

“Messages” column is
used by Oracle to return
system messages. Do
not enter data here or it
will be overwritten at
upload.

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Additional tabs can be created and
will not affect the upload process.

WebADI @ /

Notes can be left in any of the areas
outside the labelled lines and will not
affect the upload process.
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Template Name CTX001

Source Name COSTTRAMSFER_DC
Debit Total Mumber
Credit Total Mumber
Net Total Mumber
Line Counter Mumber

Processing SPUD Journal Entries

Process 2: Preparing a CTX001 Cost Transfer entry

1000
1000

Upl Batch Name Accounting Date Transaction Date Orig GL Date COA String /PTAED

® Teut " Date Diate
[ DEMOCTX 5/15/2021
= DEMOCTX 5/15/2021
= DEMOCTX 5/15/2021
= DEMOCTX 5/15/2021
[ DEMOCTX 5/15/2021
= DEMOCTX 5/15/2021
[ DEMOCTX 5/15/2021
[ D\EMOCTX 5,."15,."2[!21}

|

4/1/2021
4/1/2021
4/1/2021
4/1/2021

4/1/2021
4/1/2021
4/1/2021
4/1/2021

Teut

4/8/2021 515123.5000.5L0123.74724.999
4/6/2021 515456.5000.B12345.74734.999
4/8/2021 517000.5000.B67890.7472A.999
4/6/2021 516000.5000.B12345.74724.998

4/8/2021 20.500.368000.100001.0000.7511
4/6/2021 20.500.368000.100001.0000.7511
4/8/2021 20.500.368000.100001.0000.7511
4/6/2021 20.500.368000.100001.0000.7511

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

A\

Lines with the same Batch Name
and Accounting Date are
considered one batch.

Full chart string
or PTAEO in one
cell.

Debit Amount Credit Amount

Mumbeer

100
200
300
400

100

200

300

400

Description
"Teut

Lab Supplies 1
Lab Supplies 2
Lab Supplies 3
Lab Supplies 4

Lab Supplies 1
Lab Supplies 2
Lab Supplies 3
Lab Supplies 4

AN

Each line should have a

debit or a credit, not

both, not zero and not a

negative number

Reference 1
Teut

NN

Description is required;
Reference 1 is optional.

Line # Messages
* Murmb:



Processing SPUD Journal Entries

Process 2: Preparing a CTX001 Cost Transfer entry

E::ed PTAQ Calc Award Mumber |Expenditure Type Description IEhxepr:rE)dE:Ere Transaction Source GL Transferred Date |Expenditure Ttem Comment rI‘Jann?II:-fr ;E]mber ﬁz;ber Vendor/Employee Mame | Actuals
A B C D E F G H | il K L M

1
2
3 Template Name CTX001
4 Source Name COSTTRANSFER_DC
]
7] Debit Total Mumber 1000
7 Credit Total Mumber 1000
] Het Total Mumber
9 Line Counter Rlurmber
10
11 Upl Batch Name Accounting Date Transaction Date Orig GL Date COA String/PTAEQ Debit Amount Credit Amount Description Reference 1 Line # Messages
12 *Teut " Date Diate Diate Tent Mumber Mumber " Teut Tent * Mumbn
13 2 1
14 = DEMOCTX 5/15/2021 4/1/2021 4/6/2021 515123.5000.5L0123.74724.999 100 Lab Supplies 1 2
15 = DEMOCTX 5/15/2021 4/1/2021 4/6/2021 515456.5000.B12345.7473A.99% 200 Lab Supplies 2 3
16 = DEMOCTX 5/15/2021 4/1/2021 4/6/2021 517000.5000.B67890.7472A.999 300 Lab Supplies 3 4
17 = DEMOCTX 5/15/2021 4/1/2021 4/6/2021 516000.5000.B12345.7472A.998 400 Lab Supplies 4 5
18 6
19 = DEMOCTX 5/15/2021 4/1/2021 4/8/2021 20.500.368000.100001.0000.7511 100 Lab Supplies 1 7
20 = DEMOCTX 5/15/2021 4/1/2021 4/6/2021 20.500.368000.100001.0000.7511 200 Lab Supplies 2 8
21 = DEMOCTX 5/15/2021 4/1/2021 4/8/2021 20.500.368000.100001.0000.7511 300 Lab Supplies 3 9
22 = DEMOCTX 5/15/2021 4/1/2021 4/6/2021 20.500.368000.100001.0000.7511 400 Lab Supplies 4 10
23 11
24 12
25 13

26 Tip: This is not theym%e Template. Wthe sheeat and insert a
27
79

period that is

Accounting Date is generally
today’s date. At month- or
year-end, backdate to the

closing.

Transaction Date should match
Expenditure Item Date in OGA

Expenditures or Effective Date in GL

Transactions.

Orig GL Date
should match GL
Transferred Date in

OGA Expenditures.




Processing SPUD Journal Entries

Process 2: Preparing a CTX001 Cost Transfer entry

Internal Natural Classes/Expenditure Types

There are a set of internal natural classes/expenditure types that represent goods and services being sold within Dartmouth College.
These must net to zero, so when internal costs are moved, the new string must also use an internal natural class/expenditure type.

Period " A~ Expenditure .
T Expenditure Type Description ltem Date Transaction Source GL Transferred Date
APR-21  T819A SERV CTR Lab Analysis 03/31/2021 GMSA_SRVCTR_DMSNCCCSHARSVC_DC  4/30/2021

04/21/2021 GMSA_SRVCTR_DMSNCCCSHARSVC_DC 4/30/2021

DIRECT Total

A B C D E F G H J K L M
1
2
3 Template Name CTX001
4 Source Name COSTTRAMSFER_DC
5
6 Debit Total Mumber 100
7 Credit Total Tumber 100
3 Net Total Tumber 0
9 Line Counter Mumiber 2
10
11 Upl Batch Name Accounting Date Transaction Date Orig GL Date COA string/PTAEQ Debit Amount Credit Amount Description Reference 1 Line # Messages
12 " Teat *Date Text Tumber Turmber " Teur Teut * MUk
13 & DEMOCTX 8/15/2021 4/30/2021 515123.5000.5L0123.7819A.999 100 Service Center lab analysis 1
14 = DEMOCTX 8/15/2021 4/30/2021 20.500.368000.100001.0000.7819 100 Service Center lab analysis 2

15 Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

For a list of Internal natural classes, please see page 36.



Processing SPUD Journal Entries

Process 2: Preparing a CTX001 Cost Transfer entry

Remove any blank lines within the numbered lines area.

2
3 Template Name CTH001
4 Source Hame COSTTRANSFER_DC
5
6 Dbt Total Hasmiber 1000
7 Credit Total hlumetr 1000
8 Met Total o 1]
§ Lime Counter Mgt B
10
11 Upl Batch Name Accounting Date Transaction Date Orig GL Date COA String [PTAED Debit Amount  Credit Amount Description Reference 1 Line # Messages
12 *Tem *Date Diate st Tomt Kumber Tarrbied et Taat Pt
13 % DEMOCTH 5/15/2021 4112021 4f5{2021 515123.5000.50L0123.74724.999 100 Lab Supphes 1 1
14 R DEMOCTX 5/15/2021 4112021 4/6/2021 515456.5000.812345.7473A.999 200 Lab Suppbas 2 2
15 = DEMOCTX 5/15/2021 41,2021 4/6/2021 517000.5000.B679%0.747 24,999 300 Lab Supphes 3 3
16 = DEMOCTX 5/15/2021 4f1/2021 4/6f2021 516000.5000,812345.7472A.998 400 Lab Suppbes 4 &
17 % DEMOCTX 5/15/2021 412021 4/6/2021 20.500.368000.100001.0000.7511 100 Lab Supphes 1 5
18 = DEMOCTX 5/15/2021 4172021 4f6{2021 20.500.368000.100001.0000.7511 200 Lab Supphes 2 6
19 = DEMOCTX S/15/2021 4172021 4/6f2021 20.500.368000.100001.0000.7511 300 Lab Supphes 3 7
20 v DEMOCTX 5/15/2021 4112021 4762021 20.500.368000.100001.0000.7511 400 Lab Suppbes 4 B
21 Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.
22

E

Review View Developer Help Smart View OnBase

If Insert Rows or Delete Rows is not available or is

grayed out, Review > Unprotect Sheet. L':I H:I L:I E B Eél ’E[-él

Show Motes Unprotect Protect
Comments v Sheet Workbook
Comments Motes Protec

When the entry is ready for processing, please refer to instructions for uploading in OnBase.




Processing SPUD Journal Entries

Process 3: Preparing a CJEOO1 non-Cost-Transfer SPUD Entry - Department Reclass

In order to have all Oracle functions available, please confirm system settings for journal processing: please refer to
https://www.dartmouth.edu/finance/financial-management/accounting/journal entries/journal forms guides.php for instructions on updating Excel
and Internet Security Settings.

Navigate to https://www.dartmouth.edu/finance/documents/financial management tab documents/journal entry documents/cje001.xIsm and
download the CJEOO1 template.

File name: | m

Save as type: | Excel Macro-Enabled Workbook

Save the template as a Macro-Enabled Excel Workbook (extension .xlsm).

In the white cell to the right of “Source Name”, enter DEPTRECLASSRECHG_DC

A B C D E F G H | J K L
1
2
3 Template Name CIE0OL
a4
5 Source Name *“List - Text DEPTRECLASSRECHG_DC
6 Debit Total Mumber 0
7 Credit Total Purmibser 0
8 Net Total Rumber ]
9 Line Counter Mumiber 0
10
11 Upl Batch Name Accounting Date Transaction Date COA String/PTAEQ Debit Amount Credit Amount Description Reference 1 Line # Mes
12 " Tent " Dlate Diate Tett Mlumber Mumiber " Tent Tent Murmkbn
13 1
14 2
15 3
16 4
17 5
13 6
15 7
20 8
21 9
22 10
23 11
24 12
25 13
26 | 14


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/cje001.xlsm

Template Name

Source Name
Debit Total
Credit Total
Net Total
Line Counter

Upl Batch Name
" Tent

Processing SPUD Journal Entries

Process 3: Preparing a CJEOO1 non-Cost-Transfer SPUD Entry - Department Reclass

CIEOD1

*List - Test DEPTRECLASSRECHG_DC
Furmber
furmber
furmber
furmber

Accounting Date Transaction Date COA String/PTAEQ
" Date Dlate Teut

oo o o

Debit Amount Credit Amount Description

Murmber

Debit Total and Credit Total will calculate
as dollar amounts are entered in the
lines below. Net Total should be zero.

Mumber

" Tent

Reference 1 Ling # Messages
Teut

Journal entry line detail is input in columns Batch Name through Reference 1.

“Upl” column may populate with flag
symbol or may be blank. Either way, this
does not affect the upload of the entry.

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

WebADI

\ Additional tabs can be created and
will not affect the upload process.

“Messages” column is
used by Oracle to return
10 | system messages. Do
not enter data here or it
13 | will be overwritten at

14 | upload.

\DWH‘JG\LI'I-er.JI\JI—‘g-

Notes can be left in any of the lines area
and will not affect the upload process.

10



Process 3: Preparing a CJEOO1 non-Cost-Transfer SPUD Entry - Department Reclass

S~

Lines with the same Batch Name
and Accounting Date are
considered one batch.

Processing SPUD Journal Entries

Full chart string
or PTAEOQ in one
cell.

Debit Amount Credit Amount

Mumber

100

B C D E F
1
2
3 Template Name CIEOD1
a
5 Source Name *“List - Test DEPTRECLASSRECHG_DC
6 Debit Total Mumber 1000
7 Credit Total Mumber 1000
B Net Total FJumbeer 0
9 Line Counter lumber 8
10
11 Upl Batch Name Accounting Date Transaction Date COA String/PTAEQ
12 " Teut ® Date Date Text
13
14 & DEMOCTX 5/15/2021 4/1/2021 515123.5000.5L0123.7472A.999
15 & DEMOCTX 5/15/2021 4/1/2021 515456.5000.812345.7473A.999 200
16 & DEMOCTX 5/15/2021 4/1/2021 5317000.5000.B678%0.74724.999 300
17 & DEMOCTX 5/15/2021 4/1/2021 5316000.5000.B12345.7472A.998 400
15 =2
19 & DEMOCTX 5/15/2021 4/1/2021 20.500.368000.100001.0000.7511 100
20 & DEMOCTX 5/15/2021 4/1/2021 20.500.368000.100001.0000.7511 200
21 & DEMOCTX 5/15/2021 4/1/2021 20.500.368000.100001.0000.7511 300
22 & DEMOCTX 5/15/2021 4/1/2021 20.500.368000.100001.0000.7511 400
23
\24 l
25 Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.
26

AN

Description
"Teut

Lab Supplies 1
Lab Supplies 2
Lab Supplies 3
Lab Supplies 4

Lab Supplies 1
Lab Supplies 2
Lab Supplies 3
Lab Supplies 4

N

Each line should have a
debit or a credit, not
both, not zero and not a
negative number

Description is required;
Reference 1 is optional.

Reference 1
Teut

Line # Messages
* Murmbs

11
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12
13
14

16
17
13
13
20
21
22
23
24

26

Processing SPUD Journal Entries

Process 3: Preparing a CJEOO1 non-Cost-Transfer SPUD Entry - Department Reclass

Template Name CIEOD1

Source Name

Debit Total Flumber
Credit Total Flumber
Net Total Murmiber
Line Counter Mumiber

*List - Tewt DEP TRECLASSRECHG_DC

1000
1000

Upl Batch Name Accounting Date Transaction Date COA String/PTAEQ

" Tent “Date
&= DEMOCTX 5/15/2021
&= DEMOCTX 5/15/2021
&= DEMOCTX 5/15/2021
&= DEMOCTX 5/15/2021
&= DEMOCTX 5/15/2021
&= DEMOCTX 5/15/2021
&= DEMOCTX 5/15/2021
&= DEMOCTX 5/15/2021

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Accounting Date is generally
today’s date. At month- or
year-end, backdate to the
period that is closing.

Dlate

Tent

4/1/2021 515123.5000.5L0123.74724.999
4/1/2021 515456.5000.B12345.7473A.999
4/1/2021 517000.5000.B67890.74724.999
4/1/2021 516000.5000.B12345.74724.998

4/1/2021 20.500.368000.100001.0000.7511
4/1/2021 20.500.368000.100001.0000.7511
4/1/2021 20.500.368000.100001.0000.7511
4/1/2021 20.500.368000.100001.0000.7511

Transaction Date should match
Expenditure Item Date in OGA
Expenditures or Effective Date
in GL Transactions.

Debit Amount Credit Amount

Mumbeer

100
200
300
400

Mumber

100
200
300
400

Description

" Tent

Lab Supplies 1
Lab Supplies 2
Lab Supplies 3
Lab Supplies 4

Lab Supplies 1
Lab Supplies 2
Lab Supplies 3
Lab Supplies 4

Reference 1
Tent

Line # Messages
* Murmbw

12



Processing SPUD Journal Entries

Process 3: Preparing a CJEOO1 non-Cost-Transfer SPUD Entry - Department Reclass
Internal Natural Classes/Expenditure Types

There are a set of internal natural classes/expenditure types that represent goods and services being sold within Dartmouth College.
These must net to zero, so when internal costs are moved, the new string must also use an internal natural class/expenditure type.

Template Name CIEDD1

Source Name *“List- Text DEPTRECLASSRECHG_DC

Debit Total Mumber 100

Credit Total Mumber 100

Net Total Mumber 0

Line Counter hurmber 2

Upl Batch Hame Accounting Date Transaction Date COA String/ PTAEQ Debit Amount  Credit Amount Description Reference 1 Line # Mess

" Text ® Dlate Date Teut Mumber Mumber " Texst Text ® MWurmbe

1

& DEMOCTX 5/15/2021 4/1/2021 515123.5000.5L0123.78564.999 100 Hanover Inn Rooms, Dr. Jones 2

I 3

& DEMOCTX 5/15/2021 4/1/2021 20.500.368000.100001.0000.7856 100 Hanover Inn Rooms, Dr. Jones 4
5
b

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

For a list of Internal natural classes, please see page 36.

13



Processing SPUD Journal Entries

Process 3: Preparing a CJEOO1 non-Cost-Transfer SPUD Entry - Department Reclass

Remove any blank lines within the numbered lines area.

A B C D E F G H I J K L N

Template Hame CIE0O1

Sounce Hame “*Lige- Tewt DEPTRECLASSRECHG_D{C
Debit Total b 1000
Credit Total baamser LODD
Net Total Hhamien ]
Line Counter Hhumb B
Upl Batch Hame Accounting Date Transaction Dal:smﬂ. String [ PTAED Debit Amount  Credit Amount Description Reference 1 Lime & Messages

WL “Dake Date [ Pt Furmbar “Tem Taar © Baat=
. DEMOLTY 3f13/2021 4/1/2021 5 S123.5000.500133.74724.999 100 Lab Suppes 1
R: DEMOCTX 5/18/2021 41172021 515456.5000.812345. 74734900 200 Lab Supples 2 2
. DEMOCTX 5/15/2021 4/1/2021 517000.5000.B67890.7472A.999 300 Lab Supples 3 3
= DEMOCTX 315/2021 4/1/2021 S516000.5000.812345. 74724, 998 400 Lab Supphes 4 4
R DEMOCTX 5f15/2021 4/1/20621 20.500.368000.100001.0000.7511 104 Lab Supphes 1 5
v DEMOCTX 3f13/2021 412021 20.500.368000.100001.0000,7511 200 Lab Supples 2 4]
R DEMOCTX 5/15/2021 4/1/2021 20.500,368000,100001.0000.7511 300 Lab Supplas 3 7
R DEMOCTX 5/15/2021 4/1/2021 20.500.368000.100001.0000.7511 400 Lab Supgphes 4 B
1ip. This & not the end of the Template. Unprotect the sheet and insert as many rows a5 needed.

E
Review View Developer Help Smart View OnBase

If Insert Rows or Delete Rows is not available or is
. U I e A e U P =5 ’E@

grayed out, Review > Unprotect Sheet.

Show Motes Unprotect Protect
Comments v Sheet Workbook
Comments Motes Protec

When the entry is ready for processing, please refer to instructions for uploading in OnBase.

14



Processing SPUD Journal Entries
Process 4: Preparing a CJEO01 non-Cost-Transfer SPUD Entry - Other
In order to have all Oracle functions available, please confirm system settings for journal processing: please refer to

https://www.dartmouth.edu/finance/financial-management/accounting/journal entries/journal forms guides.php for instructions on updating Excel
and Internet Security Settings.

Navigate to https://www.dartmouth.edu/finance/documents/financial management tab documents/journal entry documents/cje001.xIsm and
download the CJEOO1 template.

File name: | E
Save the template as a Macro-Enabled Excel Workbook (extension .xlsm). Save as type: | Excel Macro-Enabled Workbook
A B C D E F G H 1 J K L, N
1
2
3 Template Name CIE0O1
g Source Name *"List - Teat
6 Debit Total Humber 0
7 Credit Total Mumber 0
8 Net Total humber 0
9 Line Counter Fumber 0
12 Upl Batch Name Accounting Date Transaction Date COA String/PTAEQ Debit Amount Credit Amount Description Reference 1 Line # Messages

12 " Text *Date Date Teit Fumber Rlumber “Test Teit
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38 Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

aa 15

=
ORI R R R R e b e e e e e 5
MEWUN R, OB@E -GN RWMNEOO®-OUDEWNET


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/cje001.xlsm

Process 4: Preparing a CJEO01 non-Cost-Transfer SPUD Entry - Other

Processing SPUD Journal Entries

Note: If you do not have a SPUD responsibility, consult Appendix 2, page 35, and type Source Name directly into the white cell.

Double-click in the white cell
to the right of “Source Name”
to pick the appropriate
Source for the journal.

You may be
prompted to sign in
to Oracle using your
NetID and password:

A B & 5] E E
2
3 Template Hame CIEODL /
4
5 | Source Name “List - Ten L4
B Debit Total Murmber 0
7 Credit Total Murmber 0
8 Net Total Murmber 0
9 Line Counter Murmber 0
10
11 Upl Batch Name Accounting Date Transaction Date COA String/PTAEO

12 " Text "Date Date Test

NetlD:

Password:

] Remember Me for 30 days

LOGIN

[2} Lookup my NetID
® Forgot your password?

Debit Am

Mumber

16



Processing SPUD Journal Entries

Process 4: Preparing a CJEO01 non-Cost-Transfer SPUD Entry — Other

Highlight the applicable DC GL SPUD... responsibility (DC GL SPUD, DC GL SPUD Central or DC GL SPUD Comp Only)
and click Select:

D =] A picklist of available Sources will show:
—/ Oracle Applications Responsibilities
1]

g Choose a responsibil% and press Select. Oracle Web ADI: Search and Select Journal Sources .
0 o Search and Select Journal Sources "
0 DC GL Journal Cashiering

DC GL Journal Unrestricted ~ S h

- DC GL Reports earc
ﬁm'ﬂ: Amo DC GL SPUD Central

DC GL SPUD Comp Only Select a filter item in the Search By list and enter reduction criteria in the text field,

DC General Ledger Super User then press the Go button. To see a list of all items, clear the text field and press the

DC HEMS Job Supervisor Maintenance Go button.

DC Payables Inguiry

Search by % Go
Select
Results

Results table contains 36 items.

Select tem  Select Cancel Previous 1-10 of 36 Next 10 B
Select Source Name Description .

(O CASHIERING_DC CASHIERING - DC

) CBORD_DC CBORD - DC ¥

— e - GMSA - CONTROILIFRS & ACCOLINTIMG

Note: If you do not see a SPUD responsibility, consult Appendix 2, page 35, and type in Source Name.



Processing SPUD Journal Entries

Process 4: Preparing a CJEO01 non-Cost-Transfer SPUD Entry - Other

If needed, click “Next 10” until the
appropriate Source is available:

Oracle Web ADI: Search and Select Journal Sources
Results table contains 36 items.

Select ltem @ Select Cancel

Select Source Name 4 Description -

(O SRVCTR_ASBIOMICROS_DC MICROSCOPY FACILITY

GMSA - SERVICE CTR A&S

SRVCTR_ASCRYS DC CRYSTALLOGRAPHY

SRVCTR_ASELECSHOP_DC ELECTRONIC SHOP

SRVCTR_ASEM_DC MICROSCOPE

SRVCTR_ASMRI_DC
SRVCTR_ASNMR_DC

SRVCTR_CCMR_DC 4 RES

GMSA - SERVICE CTR DMS BIOMT

GMSA - SERVICE CTR DM5 CECS
COMPUTING

SRVCTR_DMSBIOMT_DC

o 00000 0 0

SRVCTR_DMSCECSCOMP_DC

i

Note: If you do not have a SPUD responsibility, consult Appendix 2, page 35, and type Source Name directly into the white cell.

Click its Select radio button, and then click “Select”:

~

4 Previous 10 21 - 30 of 36[] Next6 b

GMSA - SERVICE CTR A&S BIOLOGY DEPT

GMSA - SERVICE CTR A&S SCIENCE DIVISION

GMSA - SERVICE CTR A&S ELECTRON

GMSA - SERVICE CTR A&S MRI FACILITY

GMSA - SERVICE CTR A&S NMR FACILITY
GMSA - SERVICE CTR PROV CTR COMP MED

Oracle Web ADI: Search and Select Journal Sources .

aelecCt >OUrce Name 4.

(O SRVCTR_ASBIOMICROS_DC

vescripuon —

GMSA - SERVICE CTR A&S BIOLOGY DEPT
MICROSCOPY FACILITY

GMSA - SERVICE CTR A&S
CRYSTALLOGRAPHY

GMSA - SERVICE CTR A&S SCIENCE DIVISION
ELECTRONIC SHOP

GMSA - SERVICE CTR A&S ELECTRON
MICROSCOPE

GMSA - SERVICE CTR A&S MRI FACILITY

SRVCTR_ASCRYS_DC
SRVCTR_ASELECSHOP_DC

SRVCTR_ASEM_DC
SRVCTR_ASMRI_DC

SRVCTR_ASNMR_DC GMSA - SERVICE CTR A&S NMR FACILITY

GMSA - SERVICE CTR PROV CTR COMP MED
& RES

GMSA - SERVICE CTR DMS BIOMT

GMSA - SERVICE CTR DMS CECS
COMPUTING

GMSA - SERVICE CTR DMS CPDE

SRVCTR_CCMR_DC

SRVCTR_DMSBIOMT_DC

C 0O® OO0 0 O O

SRVCTR_DMSCECSCOMP_DC
) SRVCTR_DMSCPDE_DC

Select ltem | Select  Cancel

~

4 Previous 10 21-30 0f 36[%] Next6 I o

The Source will populate in the template:

Template Name CIEDD1

Source Name

“List - Tem| SRVCTR CCMR DC ]

Debit Total Murmber 1]
Credit Total Mumber 0
Net Total Murmber 1]
Line Counter Mumiber 0
Upl Batch Name Accounting Date Transaction Date COA String/PTAED Debit 2

" Teut

"Date Date Text

Mumber

18



Processing SPUD Journal Entries

Process 4: Preparing a CJEO01 non-Cost-Transfer SPUD Entry - Other

“Messages” column is
used by Oracle to return
system messages. Do
not enter data here or it
will be overwritten at
upload.

B C D E = G J K L
Debit Total and Credit Total will calculate
as dollar amounts are entered in the
Template Name CIEDD1 A
lines below. Net Total should be zero.
Source Name "List-TextISRVCTR CCMR_DC |
Debit Total Murmber 0
Credit Total Tumber 0
Net Total Murmber 0
Line Counter Turmber 0
Upl Batch Name Accounting Date Transaction Date COA String/PTAED Debit Amount Credit Amount Description Reference 1 Line# M ges
" Teut " Date Diate Text Mumber Mumber " Teut Teut ® [umis
1
2
3
. e . . 4
Journal entry line detail is input in columns Batch Name through Reference 1. | :
6
7
8
9
10
11
12
“Upl” column may populate with flag ﬁ
symbol or may be blank. Either way, this 15
does not affect the upload of the entry. 16
17
18
19
20
21
22
23
24
25

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

WebADI

Additional tabs can be created and
will not affect the upload process.

Notes can be left in the areas outside
the journal lines and will not affect the
upload process.
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Template Name

Source Name

Debit Total Mlumber
Credit Total Murmber
Net Total Mumber
Line Counter Rlumiber

Upl Batch Hame

Tip: This is not the gnd of the Template. Unprotect the sheet and i

CIEDDL

" Teut " Date

SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
SwcCtrBiling 5/15/2021
Ew:CtrBiIIing 5}15;’2021}

Lines with the same Batch Name
and Accounting Date are
considered one batch.

Processing SPUD Journal Entries

Process 4: Preparing a CJEO01 non-Cost-Transfer SPUD Entry - Other

E

““List- Test SRVCTR_CCMR_DC

4/30/2021
4/30/2021
4/30/2021
4/30/2021
4/30/2021
4/30/2021
4/30/2021
4/30/2021
4/30/2021
4/30/2021
4/30/2021
4/30/2021

4/30/2021
4/30/2021

2350
2350

14

Accounting Date Transaction Date COA String/PTAEOQ

Tent

20.736.286050.659
20.736.286050.659
20.736.286050.659
20.736.286050.659
20.736.286050.659 1.4824
20.736.286050.659 .0 D.4824
512 .5000.5L0 7824A.843

514 .5000.5L0 7824A.108

514 .5000.5L0 7824A.108

30.058.177 .673500. 7824
30.058.177 .673500. 7824
30.058.1771  .673500. 7824

1.4824
1.4824
1.4824
1.4824

oo ooo

20.736.286050.659550.0000.4663
92.048.360050.960019.0000.7789

Full chart string
or PTAEO in
one cell.

G H

Debit Amount  Credit Amount

Mumber Mumber

100
200
300
400
500
600

250

100
200
200
400
500
600

250

Each line should have a
debit or a credit, not
both, not zero and not a
negative number

Description
" Text

April Services 1
April Services 2
April Services 3
April Services 4
April Services 5
April Services 6
April Services 1
April Services 2
April Services 3
April Services 4
April Services 5
April Services 6

Jun DMS PD (Hitchcock Fdn)
Jun CCMR

Reference 1 Line # Messages
Tent * Mumb

Description is required;
Reference 1 is optional.
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Template Name CIEDD1

Source Name

Debit Total Mumber
Credit Total Mumber
Net Total Mumber
Line Counter Mumber

Upl Batch Name

Tip: This is not the end of th

" Text " Date

SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021
SwcCtrBilling 5/15/2021

Processing SPUD Journal Entries

Process 4: Preparing a CJEO01 non-Cost-Transfer SPUD Entry - Other

Accounting Date Transaction Date COA String/PTAED

Diate

emplate. Unprot

Accounting Date is generally
today’s date. At month- or
year-end, backdate to the
period that is closing.

*“List- Test SRVCTR_CCMR_DC

2350
2350

14

Debit Amount Credit Amount Description

Texut Murmber Mumber " Text

4/30/2021 20.736.286050.659 .0 1.4824 100 April Services 1
4/30/2021 20.736.286050.659 .0 1.4824 200 April Services 2
4/30/2021 20.736.286050.659 .0 1.4824 300 April Services 3
4/30/2021 20.736.286050.659 .0 1.4824 400 April Services 4
4/30/2021 20.736.286050.659 .0 1.4824 500 April Services 5
4/30/2021 20.736.286050.659 .0 1.4824 600 April Services &
4/30/2021 512 .5000.5L0 78244.843 100 April Services 1
4/30/2021 514 .5000.5L0 78244.108 200 April Services 2
4/30/2021 514  .5000.5L0 78244.108 300 April Services 3
4/30/2021 30.058.177  .673500. 7824 400 April Services 4
4/30/2021 30.058.177  .673500. 7824 500 April Services 5
4/30/2021 30.058.177  .673500. 7824 600 April Services &

4/30/2021 20.736.286050.659550.0000.4663 250 Jun DMS PD (Hitchcock Fdn)
4/30/2021 92.048.360050.960019.0000.7789 250 Jun CCMR

et and insert as many rows as needed.

Transaction Date represents the date when costs were incurred or goods and services
provided. For example, a service center may provided services throughout the month;
Transaction Date should be the last day of that month. If a single sale or service is
provided, use that date of service as the Transaction Date.

Reference 1
Text

Line # Messages
* Mumbn
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Processing SPUD Journal Entries

Process 4: Preparing a CJEO01 non-Cost-Transfer SPUD Entry - Other
Internal Natural Classes/Expenditure Types

There are a set of internal natural classes/expenditure types that represent goods and services being sold within Dartmouth College.
These must net to zero, so when internal costs are charged or allocated, revenue or credit to expense must also be on an internal value.

A B C D E F G H | J K L M
1
2 Internal natural
3 Template Name CIE0D1 nternal natura
a .
5 Source Name *"List - Tewt SRVCTR_CCMR_DC classes/expendlture
6 Debit Total Rlumber 2350 types net to zero
7 Credit Total Furmber 2350
3 Net Total Furmber 0
9 Line Counter Mumber 14
10
11 Upl Batch Name Accounting Date Transaction Date COA String/PTAEQ Debit Amount Credit Amou ription Reference 1 Line # Messages
12 " Text " Date Diate Teut Murmber Mumber ® Teut Teut ® Mumkbn
13 1
14 & SvecCtrBiling 5/15/2021 4/30/2021 20.736.286050.659 .0 ].482‘“ 100 April Services 1 2
15 & SvcCtrBiling 5/15/2021 4/30/2021 20.736.286050.659 .0 1.4824 200 April Services 2 3
16 | SvcCtrBiling 5/15/2021 4/30/2021 20.736.286050.659 .0 J.4824 300 April Services 3 4
17 = SvecCtrBiling 5/15/2021 4/30/2021 20.736.286050.659 .00 14824 400 April Services 4 5
18 = SvcCtrBiling 5/15/2021 4/30/2021 20.736.286050.659 .0 1.4824 500 April Services 5 6
19 & SvcCtrBiling 5/15/2021 43042021 20.736.286050.659 .00 04824 600 April Services & 7
20 & SvcCtrBiling 5/15/2021 4/30/2021 512 .5000.5L0 7824A.843 100 April Services 1 8
21 = SvcCtrBiling 5/15/2021 4/30/2021 514 .3000.5L0 78244.108 200 April Services 2 9
22 & SvcCtrBiling 5/15/2021 4/30/2021 514 .o000.5L0 78244.108 300 April Servicas 3 10
23 & SvcCtrBiling 5/15/2021 4/30/2021 30.058.177 673500, 7824 400 April Services 4 11
24 | SvcCtrBiling 5/15/2021 4/30/2021 30.058.177 .673500. 7824 500 April Servicas 5 12
25 = SvecCtrBiling 5/15/2021 4/30/2021 30.058.177 673500, .?SEy 600 April Services & 13
26 R 14
27 | SvcCtrBiling 5/15/2021 4/30/2021 20.736.286050.659550.0000.4663 250 Jun DMS PD (Hitchcock Fdn) 15
28 = SvecCtrBiling 5/15/2021 4/30/2021 92.048.360050.960019.0000.7789 250 Jun CCMR 16
25 17
30 Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.
31
39 External natural

classes/expenditure
types net to zero

For a list of Internal natural classes, please see page 36.




Processing SPUD Journal Entries

Process 4: Preparing a CJEO01 non-Cost-Transfer SPUD Entry - Other

Remove any blank lines within the numbered lines area.

Template Name

Source Name
Debit Total
Credit Total
Net Total
Line Counter

Upl Batch Name
" Teat
= SwvcCtrBiling
= SwvcCtrBiling
= SwvcCtrBiling
= SvcCtrBiling
= SvcCtrBiling
= SvcCtrBiling
= SvcCtrBiling
= SwvcCtrBiling
= SwvcCtrBiling
= SvcCtrBiling
= SvcCtrBiling
= SvcCtrBiling
= SvcCtrBiling
+ SvcCtrBiling

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

CQEDOL

““List- Test SRVCTR_CCMR_DC

Mumber
Pumber
Mumber
Mumber

Accounting Date Transaction Date COA String/PTAEQ

" Date
5/15/2021
5/15/2021
5/15/2021
5/15/2021
5/15/2021
5/15/2021
5/15/2021
5/15/2021
5/15/2021
5/15/2021
5/15/2021
5/15/2021
5/15/2021
5/15/2021

2350

2350

0

14

Teit

4/30/2021 20.736.286050.¢ 1110.4824
4/30/2021 20.736.286050.¢ 1110.4824
4/30/2021 20.736.286050.¢ 1120.4824
4/30/2021 20.736.286050.¢ 1120.4824
4/30/2021 20.736.286050.¢ 1120.4824
4/30/2021 20.736.286050.¢ 1120.4824

4/30/2021 512611.5000.5L0232.7824A.843
4/30/2021 514392.5000.5L0329.7824A.108
4/30/2021 514118.5000.5L0323.7824A.108

4/30/2021 30.058.17 3500.1002.7824
4/30/2021 30.058.17 3500.1005.7824
4/30/2021 30.058.17 3500.1005.7824
4/30/2021 20.736.28 9550.0000.4663
4/30/2021 92.048.36 0019.0000.7789

If Insert Rows or Delete Rows is not available or is
grayed out, Review > Unprotect Sheet.

Debit Amount  Credit Amount Description

Mumber Mumber

100
200
300
400
300
600

250

Review Wiew

Comments

" Teat
100 April Services 1
200 April Services 2
300 April Services 3
400 April Services 4
500 April Services 5
600 April Services 6
April Services 1
April Services 2
April Services 3
April Services 4
April Services 5
April Services 6

250 Jun DMS PD (Hitchcock Fdn)

Jun CCMR

Developer

[

Show
Comments

Help

[/

Motes

w

Maotes

When the entry is ready for processing, depending on your access:
- Upload to OnBase for finance center to process, or
- Continue to Process 5: Uploading SPUD entries directly into Oracle, pages 24-32

Reference 1 Line # Messages

Teit

° Mumb:

(== B = (R T S E R

Smart View OnBase

Unprotect
Sheet

Protect
Workbook

Protec

23



Processing SPUD Journal Entries
Process 5: Uploading SPUD entries directly into Oracle
In order to have all Oracle functions available, please confirm system settings for journal processing: please refer to

https://www.dartmouth.edu/finance/financial-management/accounting/journal entries/journal forms guides.php for
instructions on updating Excel and Internet Security Settings.

Open Excel and the workbook to be uploaded. When prompted, Enable Macros:

Home Insert Page Layout Formulas Data Review Wiew Developer He

|:| & Cut Tahoma “a ATA === @ ab, Wrap Text
Paste E@CDPF L " A
I U o~ bdd o - - = = = ¥z 3= [ -
v ¥ Format Painter = = — = = = = = Merge&Center
Clipboard T Font I Alignment
S-C- N e BB RRB-M®Y9 « B I 9% 9 ¢ ¢ 0 x
P
$ SECURITY WARMING Macros have been disabled. Enable Content
A A Je
|A B C D E F
1
=
2
3 Template Name CIEOD1
=1 a

24
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Processing SPUD Journal Entries

Process 5: Uploading SPUD entries directly into Oracle

3. Once the journal has been reviewed for content, begin the upload by clicking Oracle > Upload:

cjellll - Head-Unly -

Monitor

Request

6

Home Oracle Insert Page Layout Formulas Data Review
s 11 Y h .4 L\
il ) | ‘0] (%) \v) |
List of Show Upload D Switch
Values Filters Responsibility
Data And Graphs Editing Upload &nd Download Raoles
O-C-DeHEHPRBRBI-E-9 B I % 9§
M13 - Ik
A B C D E
1
=
2
3 Template Name CIEDD1
=] a
3 Source Name *List - Teut
& Debit Total Mumber
7 Credit Total Mumber
3 Net Total Mumber
9 Line Counter humiber
= 10
11 Upl Batch Name Accounting Date Transaction Date COA String/PTAED
12 " Tent * Date Dlate Tent
13|
14

WView

M Search
Developer Help Smart View OnBase ACRL
Setting
L J L J b | b | 3
dll;o E@ ﬁj Bl @ 123 = = O &
G H |
]
]
]
]
Debit Amount Credit Amount Description
Mumber Mumber " Tent
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Processing SPUD Journal Entries

Process 5: Uploading SPUD entries directly into Oracle

4. If you are not already signed in, you will be prompted to enter your NetID and password:

B

NetlD:

Password:

] Remember Me for 30 days

LOGIN

[z} Lookup my NetID
(® Forgot your password?

And then you will see a list of your responsibilities:

Oracle Applications Login

Oracle Applications Responsibilities

Choose a responsibility and press Select.

DC FA Super User

DC GL Journal Cashiering A
DC GL Journal Unrestricted

DC GL Reports

DC GL SPUD Comp Only

DC General Ledger Super User W
DC HRMS Job Supervisor Maintenance

Example only — security will vary by person

Select
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Processing SPUD Journal Entries

Process 5: Uploading SPUD entries directly into Oracle

5. Highlight the appropriate responsibility* and click Select:

Oracle Applications Login .

Oracle Applications Responsibilities

Choose a responsibility and press Select.

DC FA Super User
DC GL Journal Cashiering e
DC GL Journal Unrestricted
n o

<=l DC GL SPUD Central

L oD
DC General Ledger Super User W
DC HRMS Job Supervisor Maintenance

Select

Example only — security will vary by person

* The CJEOO1 template can only be uploaded using the following responsibilities:
< DCGLSPUD
< DCGLSPUD Central
% DCGL SPUD Comp Only

The CTX001 template can only be uploaded using the following responsibility:
+» DC GL SPUD Unrestricted



Processing SPUD Journal Entries

Process 5: Uploading SPUD entries directly into Oracle

6. Click the Upload button.

Upload Page
Information

You are about to upload data from the deskiop to Oracle Applications.

Closel Upload

The system will check off each of its steps as it works through them
and may show a percent complete also:

D E F G H I ] K
"o 94% complete - =] -
Upload Page X
Copying 50 items from cje001bnerad79FE1 to bne N
94% complete T x Processing: Upload

@ More details

ting Date Transaction Date COA String/PTAEOQ
Date Text

Uploading the document

Your document is being upleaded to the server. Press Cancel to stop this process.

+ Data on desktop sent
+  100% of records processed
Import program started




Processing SPUD Journal Entries

Process 5: Uploading SPUD entries directly into Oracle

7. If the upload is successful, “Confirmation” will show in the Upload Page box and green smilie faces will be stamped on all

uploaded rows.
e Highlight the GL Journal Import Request ID(s) unique number(s), and click CtI-C.

e Confirm that the number of rows stated as uploaded agrees with the total number of rows in the entry.

e Close the Upload Page box and Ctl-V in your workbook to paste the confirmation number(s).

PTAEO Debit Amount Credit Amount Description Reference 1 Line # Messages
Mumber Mumber " Text Text * humbn
1[&
Upload Page . i -

._':,‘ Confirmation

The upload process has completed with the following status:(Note that this upload involved two steps:
upleoad of rows to intermediate staging tables, followed by upload to the final application tables. Upload
validation errors can occur in either step)

+ Batchies) created with group 1D{g) of 530680; GL Journal Import Reguest ID(s) 27717630

« 2 row(s) successfully uploaded.
Please select Close to return to the spreadsheet.

Close
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Processing SPUD Journal Entries

Process 5: Uploading SPUD entries directly into Oracle

8. If the Upload box is closed before the Request Number(s) have been recorded, click Oracle > Monitor and the latest requests will show:

CIEEESIS1L -

Home Insert Page Layout Formulas Data Review Wiew Developer Help
_I: | ’1\. -| " - “.' =T i ‘- F ..:;: X

h 4

List of Show Upload Switch Manitor

Values Filters Responsibility
Data And Graphs Editing Upload And Download Roles

OG- e EPBBEBZ-H2-9% BT % 9% 7% A M@MOE

Monitor Requests .

Monitor Requests

Request ID + User Name -~ Phase .~ Status .~. Program .- Request Date .
27717630 D37436G Completed Mormal Journal Import 2021-May-08 09:37-00 PM
27717180 D37436G Completed Mormal Journal Import 2021-May-09 06:41:59 PM
2717177 D37436G Completed Mormal Journal Import 2021-May-098 06:40:51 PM
27717111 D37436G Completed Mormal Journal Import 2021-May-09 06:12:40 PM
. Highlight the Request ID. 27716871 D374366 Completed Normal  Journal Import 2021-May-08 04:50:10 PM
n CI |Ck CtI‘C 27716797 D37436G Completed Mormal Journal Import 2021-May-09 04:32:44 PM
27716796 D37436G Completed Mormal Program - Import Journals 2021-May-09 04:32-44 PM
L Click Close to close Monitor. 27716795 D37426G Completed Normal  DC Journal Impert 2021-May-09 04:32:42 PM
n CI|Ck CtI_V tO COpy the Request |D into 27716779 D37436G Completed Mormal Journal Import 2021-May-09 04:29:48 PM
27716772 D37436G Completed Mormal Journal Import 2021-May-09 04:28:38 PM
your workbook. e

Close




9. If there is an error in the Header section of the template, the system will include the error message in the Upload Page box:

Processing SPUD Journal Entries

Process 5: Uploading SPUD entries directly into Oracle

A B C D E

Template Name CIEOOL

Source Name “List - Text
Debit Total Fumber
Credit Total Fumber
Net Total Fumber
Line Counter Tumber

Upl Batch Name Accounting Date Transacti

" Teut " Date Date
SveCtrBiling 5/15/2021 4
SveCtrBiling 5/15/2021 4

Tip: This is not the end of the Template. Unpr

F G H I

s

100
100

Upload Page .

) Error

The upload process has completed with the following status:
= Upload validation aborted

= 2 row(z) failed validation, and 0 row(z) succeszsfully uploaded.

= Enter value for Source Name.. Column "Source Name' is required to contain a value when uploading

Please select Close to return to the spreadsheet, fix the failed rows and reupload, or contact your system
administrator for assistance.

Close

Click “Close” to close the Upload Page box, fix the error, and click on Oracle > Upload again.

Refer

Teut
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Processing SPUD Journal Entries

Process 5: Uploading SPUD entries directly into Oracle

9. If there is an error in the Lines section of the template, the system will not include the error message in the Upload Page box:

Upload Page .

@ Error L .

The upload process has completed with the following status:(Note that this upload involved two steps: & It is |mportant to note that while the Error message

:g\iozdig; ;t)r\;.:)sr;ocgl‘:eomi?iz}t:?mgr;getames. followed by upload to the final application tables. Upload " .
'2‘“() o e says the “row(s) successfully uploaded to the staging
. rowis) successiully uploaded o the siaging lables.

+ Qut of the 2 row(s) successfully uploaded 1o the staging tables, 1 row(s) failed validation. tableS”, thIS dOes NOT mean that any rows have been

:‘I:Ien:is;:;::a;:?;?Zes;?s::;ﬂlnlhespreadsheet:ﬂxlhefailedrﬂwsandreupload.nrcnntactynursyslem uploaded to Oracle' |f ANY Error has been returned

Close during the upload process, NO LINES have made it
into Oracle.

The rows were staged and evaluated for upload into
Oracle and when an error was found, no lines made it
into Oracle GL or OGA.

But it will indicate the error with a red unhappy face and text explanation of the error in the Messages column:

Batch Name Accounting Date Transaction Date COA String/PTAEO Debit Amount Credit Amount Description Reference 1 Line # Messages

" Text ® Dlake Crate Teut Mumber Flumibeer " Teut Teut * Mumbr

SwcCtrBilling 5/15/2021 4/30/2021 20.736.286050. 4824 100 April Services 1 1 8l OrRA-20000: Total Credits of 100 do not equal total Debits of 200
SwcCtrBiling 5/15/2021 4/30/2021 30.058 .673500.1005.7824 200 April Services 5 22

: This is not the end of the Template. Unprotect the sheet and insert as manv rows as needed.

Click “Close” to close the Upload Page box, fix the error, and click Oracle > Upload again.
(Please see Appendix 4: Troubleshooting/Error Messages (pages 37-53) for assistance in interpreting the error messages.)
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Processing SPUD Journal Entries

Appendix 1: Matrix of SPUD entry types

Template |Purpose Source Category Who Prepares Whe Uploads Notes
Department Reclassifications:
To reclass posted grant transactions (non-payroll} within one month
from GL Transfer Date as follows: ( - i .
CJE001 - Transactions for any dollar amount that is being moved to or from a|[DEPTRECLASSRECHG_DG SPUD_ADJUSTMENT Dc  |PeparimentFinance | o see OSP Policles sfte for furtner
Center process details
PTA Account.
= A re-class among multi project/task combo within the annual
budget period on a PTA Account.
= A re-class within a PTA Account to correct an expenditure type.
Department Reclassifications:
To reclass posted grant transactions (non-payroll) within 90 days from Depariment'Finance See OSP Policies site for further
cJEOOD1 GL Trancier Date if- DEPTRECLASSRECHG_DC SPUD_ADJUSTMENT_DG Center OsP process details*
= the individual transaction is UNDER $500.
= The transaction is moving from a PTA Account to a GL Account.
Cost Transfer:
Depariment’Finance See OSP Policies site for further
CTXo01 To move posted grant transactions (non-payroll) that do not meet the COSTTRANSFER_DG SPUD_ADJUSTMENT_DC Center ospP process detalls*
criteria above for Department Reclassifications
CJEOQ01 |Office of Sponsored Projects adjustments OSPADJUST_DC SPUD ADJUSTMENT DC  |OSP QsP
- ) ; Department/Finance Department/Finance
CJEOQ01 |Service Center billings involving grants SRVCTR_.... SERVICECENTER_DC
Center Center
includes HANOVERINN_DC,
- . PROCUREMENT_DG, Depariment'Finance Department/Finance
CJE001 |Internal Charges billings involving grants THAYERSTUDENT DG, SPUD_ADJUSTMENT_DC Center Center
DMSFISCAL DC
CJEO01 |Central office reclasses, corrections, rebillings o e LER.DC, PAYROLLDC. I5pip, ADJUSTMENT_ DG |Gentral finance offices ~|Gentral finance offices

" http//www.dartmouth.edwosp/award-closeout_process/

http://www.dartmouth.edu/osp/award-closeout/closeout process/
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Process 2 — Cost Transfers

View Context | View Header View Line
Template Name CTHXO01
Source Name COSTTRANSFER_DC

Debit Total

Process 3a — Department Reclasses

View Context | View Header | View Line |
Template Name CIEDDL

Source Name #ist - Text DEPTRECLASSRECHG_DC

Debit Total
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Appendix 2: Templates and Sources

Process 3b: Department creation and upload

Template Name CIEDD1

Source Name

SRVCTR_ASBIOMICROS_DC

Source Name “*List - Teut|

[ BT, N . | - .
Source Name 4. Description -~
CASHIERING_DC CASHIERING - DC
CBEORD_DC CBORD -DC

GMSA - CONTROLLERS & ACCOUNTING

CONTROLLER_DC SERVICES
CTPAYER_DC CTPAYER -DC

DAILYDARTMOUTH_DC DAILY DARTMOUTH -DC

DINING_DC DINING SERVICES - DC
DMSFISCAL_DC GMSA - DMS FISCAL OFFICE TUITION & FEES

DPMS_DC GMSA - DPMS

SRVCTR_ASELECSHOP_DC

Source Name 4 SRVCTR_ASEM_DC

ESG_DC ENDOWMENT SECURITY GIFTS

Description 2

GRANTS_INVENTORY_DC GMSA - INVENTORY MISCELLANEQUS ISSUES

GSMSHAREDSVC_DC GMSA - GSMSHAREDSVC_DC

HANOVERINN_DC HANOVER INN - DC

GMSA - HINMAN MAIL METER READING

SRVCTR_DMSEBIOMT_DC

HINMAN_DC

LIBRARY_DC GMSA - LIBRARY - DC

OSPADJUST_DC GMSA - OSP MANUAL ADJUSTMENTS

GMSA - PAYROLL MANUAL LABOR JOURNAL
ADJUSTMENTS

GMSA - PROCUREMENT SHARED SERVICE
ALLOCATIONS

SRVCTR_ASAPFARATUS_DC GMSA - SERVICE CTR A&S APPARATUS SHOF

PAYROLL_DC Source Name a

PROCUREMENT_DC

SRVCTR_INFORMATICS_DC

SRVCTR_ITSERVICES_DC

THAYERSTUDENT_DC

TRAVEL_DC

SRVCTR_ASCRYS_DC

SRVCTR_ASMRI_DC

SRVCTR_ASNMR_DC

SRVCTR_CCMR_DC

SYSTEM SRVCTR_DMSCECSCOMP_DC

SRVCTR_DMSCPDE_DC

SRVCTR_DMSDBSF_DC

SRVCTR_DMSNCCCSHARSVC_DC

Description <~

GMSA - SERVICE CTR A&S BIOLOGY DEPT
MICROSCOPY FACILITY

GMSA - SERVICE CTR A&S
CRYSTALLOGRAPHY

GMSA - SERVICE CTR A&S SCIENCE DIVISION
ELECTRONIC SHOP

GMSA - SERVICE CTR A&S ELECTRON
MICROSCOPE

GMSA - SERVICE CTR A&S MRI FACILITY

GMSA - SERVICE CTR A&S NMR FACILITY

GMSA - SERVICE CTR PROV CTR COMF MED
& RES

GMSA - SERVICE CTR DMS BIOMT

GMSA - SERVICE CTR DMS CECS
COMPUTING

GMSA - SERVICE CTR DMS CPDE

Description 2

GMSA - SERVICE CTR GEISEL FREEZER
FARM

GMSA - SERVICE CTR DMS NORRIS
COTTOMN CANCER CENTER

GMSA - SERVICE CTR INFORMATICS

GMSA - SERVICE CTR IT SERVICES

GMSA - THAYER STUDENT TUITION &
FEES

TRAVEL_DC
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Appendix 3: Internal Natural Classes

THREE INTERNAL REVENUE AND EXPENSE BUCKETS

Service and Recharge Centers.

Revenue

4511-SERVICE CTR Animal Operating Room
4512-5ERVICE CTR Audio Visusl Serves
4513-SERVICE CTR Backup Metwork Srvcs
4514-SERVICE CTR Computing Assist Srves
4515-SERVICE CTR Copying
4518-SERVICE CTR Design and Construction
4517-SERVICE CTR Glassware Washing
4518-SERVICE CTR Laboratory Analysis
4521-SERVICE CTR Mailing Services
4522-SERVIGE CTR Printing

4523-SERVICE CTR Repair Shops
4524-SERVICE CTR Research Animals Fee
4525-SERVIGE CTR Use of Equipment

For Consinuction in Progress, these can be
used with any of the revenue 4500 above

—

Expense

7511-SERVICE CTR Animal Operating Room
7E12-SERVICE CTR Audio Visual Serves
TE13-SERVICE CTR Backup Metwork Srves
TE14-SERVICE CTR Computing Assist Srvcs
TE15-SERVICE CTR Copying
TE18-SERVICE CTR Design and Construction
TE1T-SERVICE CTR Glassware Washing
TE1B-SERVICE CTR Labaratory Analysis
TE21-SERVICE CTR Mailing Services
7E22-SERVICE CTR Printing

7523-SERVICE CTR Repair Shops
TE24-SERVICE CTR Research Animals Fee
TE2E-SERVICE CTR Use of Equiprent

1785-CIP A E Internal Project Mgt

ATEZ-CIP ADMIM Internal Fess

1204-CIP OTHR Other Internal Charges
54T4-NONCP NONCAP Intnl Equip under 5000
54583-NONCP NONCAP Intermal Charges

454 NONOP NOMCAP Intnl Equip 5000-24000
5486-NONCP NONCAF Intermal Admin Fees

All Other Departments
4200-INTERMAL DEPART REY Budget Only

4351-INT DEPT Catering

4352-IMT DEPT Alcoholic Beverages
4253-IMT DEPT Copying and Frinting
4354-INT DEPT Educsational Programs
4355-IMT DEPT Fees

4358-INT DEFT Rooms.

4357-IMT DEPT Meals and Beverages
4358-INT DEPT Security Services

7851-INT DEPT Catering

T352-IMT DEPT Alcoholic Beverages
T853-IMT DEPT Copying and Printing
7854-INT DEPT Educstionsl Programs
TB55-INT DEPT Fees

7858-INT DEPT Rooms

T257-IMT DEPT Meals and Beversges
T858-INT DEPT Security Services

T850-IMT DEPT Moving and Delivery
TE81-INT DEPT Museum Paster Program
T882-INT DEPT Rentals

T863-INT DEPT Sales

T864-INT DEPT CaM

T865-INT DEPT Calling Card Charges
7866-INT DEPT Communication Monthly Fes
TEA7-INT DEPT Imternat! Long Distance
7888-INT DEPT Toll Free Charges
T280-IMT DEFT Senices

T871-INT DEPT Instifutnl Review Board Fee
T872-INT DEPT Cinc! Cnor Rsrch Cmmit Fee
TE873-INT DEPT Clinical Rsrch Admin Fees
T874-INT DEFT Books and Publications
TETE-IMT DEPT Computer Equip less 4889
TETE-INT DEPT Computer Equip more 5000
TETT-INT DEPT Computer Software
TE78-INT DEPT Postage Freight Shipping
TETEB-INT DEFT Maintenance Contracts
T881-INT DEPT Telephone Equipment
T882-INT DEPT Promotionsl Costs

42381-INT DEPT Museuwmn Poster Program
4282-INT DEPT Rentals

4283-IMT DEPT Sales

43584-INT DEPT CAM

42385-INT DEPT Calling Card Charges
4366-IMT DEPT Communication Monthly Fes
43687-IMT DEPT Internat! Long Distance
4388-INT DEPT Toll Free Charges

4388-IMT DEFT Senvices

4371-INT DEPT Institutnl Review Board Fee
43872-INT DEPT Cinc! Cnor Rsrch Cmmit Fee
4373-INT DEPT Clinical Rsrch Admin Fees
4374-INT DEFT Books and Publications
4375-IMT DEPT Computer Equip less 4889
4237E8-INT DEFT Computer Equip more 5000
4377-INT DEPT Computer Software
4378-INT DEPT Postage Freight Shipping
4378-INT DEFT Maintenance Contracts
4381-INT DEPT Telephone Equipment
4382-INT DEPT Promotionsal Costs

4283-INT DEPT Repayment TEB3-INT DEPT Repsyment
4385-INT DEPT Occupancy Cther TERE-INT DEPT Occupancy Cther
4336-INT DEPT Shared Services T888-INT DEPT Shared Services

1785-CIP A E Internal Project Mgrnt

ATEZ-CIP ADMIM Internal Feas

1204-CIP OTHR Other Internal Charges
B4T74-NONCP NONCAP Intnl Equip under 5000
5453-NONCP NONCAP Intermal Charges
F4B4- NONCP NOMCAP Intnl Equip 5000-24000
5456-NONOF NONCAP Intermal Admin Fees

For Construcfion in Progress, these can be
used with any of the revenue 43:x: above

7200-INTERNAL DEPART CHARGES Budget Only

FO&M (Manual Journals not allowed)

4700-INTERMAL FOM REV Budget Only

4TIH-INTERNAL FOM REV Chiller
4702-INTERNAL FOM REV Electricity
4T03-INTERNAL FOM REV Energy Mgmé Systm
4704-INTERMAL FOM REV Water
4705-INTERNAL FOM REV Steam
4T0E-INTERNAL FOM REV Sewer
4708-INTERNAL FOM REV Custodisl Labaor

4712-INTERMAL FOM REV Engineering Labor

4715-INTERNAL FOM REV Trades Labor
4T1E-INTERMNAL FOM REV Trade Materials
4717-INTERNAL FOM REV Compaosting
4712-INTERMAL FOM REV Recycling
4718-INTERMAL FOM REVY Trash Removal
4T21-INTERNAL FOM REV Equip Rental
4722-INTERMAL FOM REV Trucking

4722 INTERMAL FOM REV Grounds Maint

For Consinuction in Progress, these can be
used with any of the revenue 470 sbove

Z000-INTERMNAL FOM DIST Budget Only

S001-INTERMAL FOM DIST Chiller
S002-INTERMAL FOM DIST Slectricity
S003-INTERMAL FOM DIST Energy Mgt Systm
S004-INTERNAL FOM DIST Water
S005-INTERMAL FOM DIST Stzam
S006-INTERMAL FOM DIST Sewer
S002-INTERMAL FOM DIST Custodial Labor
S009-INTERMAL FOM DIST Custodial Materd
S011-INTERMAL FOM DIST Engineering Crrt
S012-INTERMAL FOM DIST Engineering Labor
S014-INTERMAL FOM DIST Trade Confracts
S015-INTERMAL FOM DIST Trades Labor
S016-INTERMAL FOM DIST Trade Materials
S017-INTERMAL FOM DIST Composting
S012-INTERMAL FOM DIST Recyeling
S012-INTERMAL FOM DIST Trash Removal
2021-INTERMAL FOM DIST Equip Rentsl
S022-INTERMAL FOM DIST Trucking
S023-INTERMAL FOM DIST Grounds Maint

1721-CIP CONST FO&M Charges
1732-CIP CONST FOEM Labor
1722-CIP CONST FOEM Materials
1787-CIP A E FOEM Engineering
1786-CIP ADMIN Internal LHtilities
5483-NONOP NOMCAP FOM Labar
S420-NOMNOP NOMCAP FOM Materials
S5480-NONOP NOMCAPR FOM Utilities
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Appendix 4: Troubleshooting/Error Messages

Problem: There is no Oracle toolbar option available.

1. Save your workbook as a Macro-Enabled workbook (Excel .xlsm) and then close out of Excel. Reopen the workbook and be sure to click Enable

Macros. Confirm that the Oracle toolbar command is now available.

2. If not, confirm that the Excel Macro settings are correct on your computer. Please refer to https://www.dartmouth.edu/finance/financial-
management/accounting/journal entries/journal forms guides.php for instructions on updating Excel.

n Home Insert Page Layout Formulas Data Review View Developer Help Sir
Elrj "E};Ut Tahoma Y AN === @ ab, wWrap Text Text
[lxcopy ~
Paste ’ I U~ v D A | === &= 3= ~ v
»  <¥ Format Painter - - — - - — = — MEFQE&CEMEF $
Clipboard [} Font [P Alignment B

oo

e P RBEBI-HE-9 ~B I %9 3% $-% % X [@r
:!:; SECURITY WARNING Macros have been disabled. Enable Content P,

MN13 - I

Home Insert Page Layout Formulas
|| Y ]
al E Q ® «Q

Show Upload
Filters
Data And Graphs Editing Upload &And Download

e P RBRBRB>- -9 -~

Data Review View Developer Help Smart
3
Switch Manitor
Responsibility
Roles Request Setting
- Ay dMmE D
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Appendix 4: Troubleshooting/Error Messages

Problem: My upload just hangs and never completes.

+* Click “Cancel” to exit the Upload Page box. Save your workbook as an Excel Macro-Enabled workbook (.xIsm) and exit Excel.
+» Confirm that the Internet Security Settings are correct on your computer. Please refer to https://www.dartmouth.edu/finance/financial-
management/accounting/journal _entries/journal forms guides.php for instructions. Retry the upload.

G H I ] K | L M o}

Upload Page .

Processing: Upload

Uploading the document
Your document is being uploaded to the server. Press Cancel to stop this process.

Data on desktop sent
Records processed
Import program started

bit Amount Credit Amg

ber [Mumber

tot
200

eeded.
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Processing SPUD Journal Entries

Appendix 4: Troubleshooting/Error Messages

Problem: | get a Microsoft Visual Basic message when trying to sign in and upload.

+»* Save your workbook as an Excel Macro-Enabled workbook (.xIsm) and exit Excel. Confirm that the Excel settings are correct on your computer.
Please refer to https://www.dartmouth.edu/finance/financial-management/accounting/journal entries/journal forms guides.php for instructions
on updating Excel. Retry the upload.

x|

Microsoft Visual Baskc

Run-time error ‘a1

Cbject variable or With block vaniable not set

Cantinue end | Debug I pep |
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Appendix 4: Troubleshooting/Error Messages

Error message: CJE0OO1 template must be uploaded under the respective responsibility

W

Oracle Web ADI

(i) Information

You do not have access to the upload process.

Contact your system administrator to grant access to the responsibility you are using. COA String/PTAEO Debit Amount Credit Amount Description
Teut Flumber Rlumber " Teut
1 20.500.368000.100001.0000.7511 200 Lab Supplies 2
1 20.500.368000.100001.0000.7511 300 Lab Supplies 2
] ; :
2 ‘
*¢ The CJE001 template can only be uploaded using the following responsibilities:
+» DCGLSPUD
+* DC GL SPUD Central
+» DC GL SPUD Comp Only
¢ Click Oracle > Switch Responsibility and choose the correct responsibility for your upload
Home Qracle Insert Page Layout Formulas Data Review Oracle Applications Login
Oracle Applications Responsibilities
> Y @ L-l E Choose a responsibility and press Select.
Show Upload Switch Moni
Filters Responsibility Bg Egrtsr[l]g:trhuﬁﬁr Registration ~
Data And Graphs Editing Upload And Download Roles Requ Bg gtjﬂﬂ:ﬂg:ﬁﬁf:s'?ﬁﬂﬂd

DC GL Reporis
DC GL SPUD Comp Only
DC General Ledger Super User

W

Select

Reference 1
Teut

Line # Messages

* Murmbe
1 Bl cTX001 template must be uploaded under the respective responsiility
2- CTX001 template must be uploaded under the respective responsibilioy

. Try Oracle > Upload again.

Switch Responsibility
Confirmation

The responsibility has been changed successfully. Press Close to return to the document.

Close
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Appendix 4: Troubleshooting/Error Messages

Error message: CTX001 template must be uploaded under the respective responsibility

* The CTX001 template can only be uploaded using the following responsibility:
+* DC GL SPUD Unrestricted
View Context | View Header | View Line | -

Template Name CTX001
Source Name COSTTRANSFER_DC

Debit Total
Credit Total
Net Total

100
100
1]

Upl Batch NanwAccounting Date Transaction Date Orig GL Date COA String/PTAEQ Debit Amount  Credit Amount Description Reference 1

Messages
B |test 11/30/2016 11/30/2016 11/30/2016 20.546.368000.100001.0000.7511 100 test CTX001 template must be uploaded under the respective responsibility
R |test 11/30/2016 11/30/2016 11/30/2016 20.546.368000.100001.0000.7512 100 test CTX001 template must be uploaded under the respective responsibilicy

0’0

% Click Oracle > Switch Responsibility and choose the DC GL SPUD Unrestricted responsibility for your upload. Try Oracle >
Upload again.

Home Oracle Insert Page Layout Formulas Data Review
Y @® O =
Show Upload Switch Moni
Filters Responsibility
Data And Graphs Editing Upload And Download Roles Requ
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Appendix 4: Troubleshooting/Error Messages

Error message: Enter a valid Source Name. Upload Page .
@ Error
The upload process has completed with the following status:
* Upload validation aborted
» 2 row(s) failed validation, and 0 row(s) successiully uploaded.

* Enter a valid Source Name.

Please select Close to return to the spreadsheet, fix the failed rows and reupload, or contact your system
administrator for assistance.

Close
1. Close the Upload Page, double-click directly in the Source 2. Then scroll down and click Select. The Source will then automatically be
cell, and click the radio button next to the intended Source: updated in the template:
Oracle Web ADI: Search and Select Journal Sources .
Select H0Urce Name 4. vescripuon
QOracle Web ADI: Search and Select Journal Sources . GMSA - SERVICE CTR A&S BIOLOGY DEPT ~
@ SRVCTR ASBIOMICROS DG OMh SERVICE TTR A
Search and Select Journal Sources GMSA - SERVICE CTR ASS
" 200I A O  SRVCTR_ASCRYS_DC CMSA- SERVICE CTF
o
GMSA - SERVICE CTR A&S SCIENGE DIVISION
" igg Search O sRVCTR aselecshoP D CE-oimCE O
GMSA - SERVICE CTR A&S ELECTRON
e 2 Select a filter tem in the Search By list and enter reduction criteria in the text field, O SRVCTR_ASEM_DC MICROSCOPE
e Tz o g:r:)l?trlzsﬂs. the Go button. To see a list of all items, clear the text field and press the O SRVCTR_ASMRIDC GMSA- SERVICE CTR ASS MR EACILITY
; Date Mumber O SRVCTR_ASNMR_DC GMSA - SERVICE CTR ASS NMR FACILITY
Search by Source Name % Go
1 O SRVCTR_CCMR_DC GMSA - SERVICE CTR PROV CTR COMP MED
late. U as needed. - = & RES
Results O SRVCTR_DMSBIOMT DG GMSA - SERVICE CTR DMS BIOMT
GMSA - SERVICE CTR DMS CECS
Results table contains 36 items. O SRVCTR DMSCECSCOMP_DC ;:oypyTinG
O  SRVCTR_DMSCFDE_DC GMSA - SERVICE CTR DMS CPDE
Select Item  Select  Cancel 4 Previous 10 21-30 of 36 Next 6 B
e Description - Select ltem | Select Cancel 4 Previous 10 21 - 30 of 36 Next6 B v
GMSA - SERVICE CTR A&S BIOLOGY DEPT
@ SRVCTR ASBIOMICROS DG PR = AHCE C TR A
GMSA - SERVICE CTR A&S v
O SRVCTR_ASCRYS_DC CRYSTALLOGRAPHY

Template Name CJEDDL

Source Name "List-TemISR\.-’CTR ASBIOMICROS DC |
Nehit Total Rnmber 200
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Appendix 4: Troubleshooting/Error Messages

Error message: ORA-20000: Invalid period specified (or) period status is neither (open/future) for : DD-MMM-YYYY

Accounting Date must be within an open or future period in the General Ledger (G/L). This includes:
- the current calendar month

- during the first two business days of a new month, the prior calendar month

- the next twelve calendar months after the current month

—

Template Name CIEnO1

Source Name *List - Test SRVCTR_ASBIOMICROS_DC
Debit Total Mumber 200
Credit Total Mumber 100
Net Total Mumber 100

Line Counter lurber 2

Upl Batch Name Accounting Date Transaction Date COA St Debit Am Credit Amount Description Reference 1 Line # Messages
" Text " Date Date Text Rlumher Flumber * Text Text * Mumbs

R SvcChrBilling 5/15/2020 5/15/2020 ; 100 April Services 1 1 B ORA-20000: Invalid period specified (or) period status is neither (open/future) for : 15-MAY-2020
SvcCtrBiling 5/15/2020 ! April Services 5 28

5/15/2020
he Temjilate. Unprotect the sheet and insert as many rows as needed.

Tip: This is not the enti~a

If the entry includes PTAEOs (grant accounts), the next twelve months after the current
month will not be available for upload.
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Appendix 4: Troubleshooting/Error Messages

Error message: Source Transaction date CANNOT be a Future date. Please specify a valid Source Transaction date

Transaction Date represents when a cost was incurred or when goods and services were provided. It must
be today’s date or earlier.

In the case of a Cost Transfer or Department Reclass, Transaction Date should match the Expenditure Item
Date in the OGA Expenditures IRA report.

Template Name CIEDO

Source Name **List- Test SRVCTR_ASBIOMICROS_DC
Debit Total Flurmber 200
Credit Total Fdurmiber 100
Net Total Furmber 100
Line Counter Plurmiber 2

Upl Batch Name Accounting Datg

" Teut ® Date
= SweCtrBiling 5/15/204
R SwcCtrBiling 5/15/202
Tip: This is not the end of the Templaté:

ransaction Date'@0A St Debit Am Credit Amount Description Reference 1

Date Tekt Mumber Fumber " Teut

5/31/2021 2(.7326.286050.65 100 April Services 1

5/31/2021 F0.058. 200 April Services 5
P e sheet and insert as many rows as needed.

Line # Messages

Tent * Mumbe

1-50urce Transaction date CANNOT be a Future date. Please specify a valid Source Transaction date
2 8 5ource Transaction date CAMNOT be a Future date. Please specify a valid Source Transaction date
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Appendix 4: Troubleshooting/Error Messages

Error message: PA_EX_PROJECT_DATE, Expenditure item date doesn't fall between award start date and award end date.

Transaction Date represents when a cost was incurred or when goods and services were provided. It
must fall within the start and end dates of the Award, Project and Task on a PTAEO.

Template Name CIEOD1

Source Name
Debit Total
Credit Total
Net Total
Line Counter

Upl Batch Name

Mumber
Pumber
Mumber
Mumber

Accounting Date Transaction Date COA String/PTAEQ

" Test “Date
R SwvcCtrBiling 5/15/2021
B SweCtrBilling 5/15/2021

Award Disp Name

B01832 -

4/30/2021 3u

Tip: This is not the end of the Template. Ufpro

*List- Text SRVCTR_ASBIOMICROS_DC

200
100
100

2

Debit Am Credit Amount Description

Text Mumber Mumber " Teut
021 20.736.286C 2.0110.4824 100 April Services 1
0009.5001 7824A.111 200 April Services 5

e sheet and insert as many rows as needed.

Project Disp Name

Reference 1 Line # Messages
Text * Mumibe

1 [l ORA-20000: 1 Line errors occurred, batch cannot be created.

2 Bl PA_EX_PROJECT_DATE, Expenditure item date doesn't fall between award start date and award end date.

Project Start Date Project Completion Daté™Rroject Status Code
510009- 8M/2014 713142015 OSED

Task Name

5000-Externally Funded 8/1/2014

Dept Grt Mgr Name Award Pl Name Award Manager Name Sponsor Hame

Task Start Date Task End Date

Task Org
TI31/2015 12:00:00 AM  111-Pharm Tox

Sponsor Award Number Award Start Date Active Award End Date Active Award Close Date Award Status Code

812014 71312015 9/28/2015 CLOSED
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Appendix 4: Troubleshooting/Error Messages

Error message: PA_NEW_TXNS_NOT_ALLOWED, The close date for this award has passed. Expenses cannot be charged to an award after its close date.

Even with a valid Transaction Date, a PTAEO charge will not upload if the status on the Award or Project
is CLOSED or ON HOLD. Consult OSP or the grant manager for assistance.

Source Name
Debit Total
Credit Total
Net Total
Line Counter

Upl Batch Name
" Texnt

w SvcCtrBiling

= SvcCtrBiling

o whioio o oal

**List- Text SRVCTR_ASBIOMICROS_DC

Mumber
Mumbser
Mumber
Mumbeer

Accounting Date Transaction Date COA String/PTAEQ

"Date
5/15/2021
5/15/2021

Award Disp Name

BO1832 -

200
100
100

Debit Am Credit Amount Description ReferenLine # Messages

Text Mumber Mumber " Texnt Tent ® Murmbs

.0110.4824 100 April Services 1 1 Bl 0rRA-20000: 1 Line errors occurred, batch cannot be created.

g244.111 200 April Services 5 2 B PA_NEW_TXNS_NOT_ALLOWED, The close date for this award has passed. Expenses cannot be charged to an award after its close date.

R

Project Disp Name Project Start Date Project Completion Date Project Status Code

BHI2014

Task Org

510009- 713112015

Task Name Task Start Date Task End Date

5000-Externally Funded 8/1/2014 713112015 12:00:00 AM  111-Pharm Tox

Dept Grt Mgr Name Award Pl Name  Award Manager Name Sponsor Name Sponsor Award Number Award Start Date Active Award End Date Active Award Close Date Award Status Code

8172014 713112015 9/28/2015 CLOSED
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Appendix 4: Troubleshooting/Error Messages

Error message: < > segment is not the correct length. [concatenated coa string contains too many characters.]

The tool expects a standard syntax for a GL string, and will error out if a segment is too short or too long.

Upl Batch Name Accounting Date Transaction Date COA String/PTAEQ Debit Amount Credit Amount Description Reference 1 Line # Messages
" Teut " Date Date Teut Mumber Mumbeer " Teut Test * Mumiks

= SwcCtrBiling2 5/15/2021 4{30/2021 20.736.2861 1.0110.482 100 April Services 1 1 - natural class segment is not the correct length.
SwcCtrBiling2 5/15/2021 4/30/2021 30.058.177! 1.1005.7824 100 April Services 5 2|8

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

| Date COA String/PTAEO Debit Amount Credit Amount Description Reference 1 Line # Messages

Teut Fumber Fumber " Tent Teut ® Mumibn
/2021 20.7: 0.6595500.0110.4824 100 April Services 1 il - activity segment is not the correct length, concatenated coa string contains too many characters.
/2021 30.0¢ 2.673500.1005.7824 100 April Services 5 21 &

ect the sheet and insert as many rows as needed.
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Processing SPUD Journal Entries

Appendix 4: Troubleshooting/Error Messages

Error message: entity segment is not the correct length, org segment is not the correct length, funding segment is not...

This error will appear when there is an incorrect number of digits in a PTAEO segment.

Template Name CIEOD1

Source Name **List- Tet SRVCTR_CCMR_DC
Debit Total Mumber 100
Credit Total Mumber 100
Net Total Mumber 0
Line Counter Purmber 2
Upl Batch Name Accounting Date Transaction Date COA String/PTAEQ Debit Amount Credit Amount Description
" Teut " Date Date Teut Mumber Fumber " Teut
R SwcCtrBiling2 5/15/2021 4/30/2021 20.736.2¢ 50.0110.4824 100 April Services 1
R SwcCtrBiling2 5/15/2021 4/30/2021 516000.5000.B1234.78244.998 100 April Services 5

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Reference 1 Line # Messages
Teut * Mumin
1 [l ORA-20000: 1 Line errors occurred, batch cannot be created.

entity segment is not the correct length, org segment is not

the correct length, funding segment is not the correct length,

activity segment is not the correct length, subactivity segment
2 is not the correct length, natural class segment is null.
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Processing SPUD Journal Entries
Appendix 4: Troubleshooting/Error Messages

Error message: ORA-20000: Total Credits of $$$ do not equal total Debits of $$$

This could be a case where a data entry issue caused an unbalanced entry:

Template Name CIEOD1

Source Name **Lizt - Tewt SRVCTR_CCMR_DC

Debit Total Plumber 200

Credit Total Plumber 300

Net Total Mumber -100

Line Counter Turmber 4

Upl Batch Name Accounting Date Transaction Date COA String/PTAEQ Debit Amount Credit Amount Description Reference 1 Line # Messages
® Text * Dlate Diate Teut Mumber Mumber ® Teut Teut * Mumbe

& SwcCtrBiling 5/15/2021 4/30/2021 20.736. i9550.0110.4824 200 April Services 1 1 [l ORA-20000: Total Credits of 300 do not equal total Debits of 200
SveCtrBilling 5/15/2021 4/30/2021 30.058. '3500.1005.7824 100 April Services 2 2|8
SvcCtrBilling 5/15/2021 4/30/2021 20.736. 19550.0110.4824 100 April Services 3 3
SvcCtrBilling 5/15/2021 4/30/2021 30.058. '3500.1005.7824 100 April Services 4 4 1S

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Or it could be that the workbook as a whole balances, but differences in Batch Name or Accounting Date make the system think there are two
separate batches in the entry, and each one is unbalanced:

Template Name CIEDO

Source Hame = Lizt- Tewr SRVCTR_CCMR_DC

Debit Total Plurmber 200

Credit Total Mumber 200

Net Total Plurmber ]

Line Counter Mumber 4

Upl Batch Name Accounting Date Transaction Date COA Strina/PTAEQ Debit Amount  Credit Amount Description Reference 1 Line # Messages
" Teut " Date Date Teut Plurmbeer Mlurmiber " Tent Teut * Murmkbn

& SvcCtrBiling 5/15/2021 4/30/2021 20.736. i50.0110.4824 100 April Services 1 1 - ORA-20000: Total Credits of 200 do not equal total Debits of 100
SvcCtrBiling 5152021 4/30/2021 30.058. 00.1005.7824 100 April Services 2 2=
SvcCtrBiling 5/15/2021 4/30/2021 20.736. i50.0110.4824 100 April Services 3 IS

& SwcCtrBiling 5/16/2021 4/30/2021 30.058. i00.1005.7824 100 April Services 4 4 - ORA-20000: Total Credit Amount must be = 0

Tip: This is not the end of the Template. Unprotect the sheet ana insart as many rows as needed.

The combination of Batch Name and Accounting Date must be consistent within a given balanced batch.
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Processing SPUD Journal Entries

Appendix 4: Troubleshooting/Error Messages

Error message: ORA-20000: Total internal revenue of .00 does not match total internal expense of -100.00.

This error will appear when the total Internal natural class or expenditure type debits and
credits do not net to zero.

Template Name CJEDO1

Source HName **Lizt - Tewr SRVCTR_CCMR_DC

Debit Total Humber 200

Credit Total Mumber 200

Net Total Humber 0

Line Counter Mumber 4

Upl Batch Name Accounting Date Transaction Date COA String/PTAEQ Debit Amount Credit Amount Description Reference 1 Line # Messages
" Tent ® Dlate Date Text Mumber Mumber " Tent Text * Mumib

& SweCtrBiling 5/15/2021 4/30/2021 20.736.28¢ 50.0110.4824 100 April Services 1 1 Bl ORA-20000: Internal debits and credits do not net to zero.
SwcCtrBiling 5/15/2021 4/30/2021 30.058.177 10.1005.7824 100 April Services 2 2E
SvcCtrBiling 5/15/2021 4/30/2021 20.736.28¢ 50.0110.4824 100 Apri Services 3 el -
SwcCtrBiling 5/15/2021 4/30/2021 30.058.17; 10.1005.7789 100 April Services 4 4 &

Tip: This is not the end of the Template. Unprotect the sheet ana insert as many rows as needed.

For a list of Internal natural classes, please see page 36.
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Processing SPUD Journal Entries

Appendix 4: Troubleshooting/Error Messages

Error message: Value ###### for the flexfield segment < > does not exist in the value set < >

Example: Value 8068 for the flexfield segment NATURAL_CLASS does not exist in the value set NATURAL_CLASS.

This means that one of the values in a chart string does not exist in the chart of accounts. Verify the string
and update as needed.

100
100
0
2
£ COA String/PTAEOQ Debit Amount Credit Amount Description Reference 1 Line # Messages
Teut Tumbeer Tumbeer " Tent Text ® Murmib
20.736.286( 50.0110.8068 100 April Services 1 1 Bl value 8068 for the flexfield segment NATURAL_CLASS does not exist in the value set NATURAL_CLASS.
30.058.177¢ 10.1005.8068 100 April Services 2 2 - Value 8068 for the flexfield segment NATURAL _CLASS does not exist in the value set NATURAL CLASS.

he sheet and insert as many rows as needed.



Processing SPUD Journal Entries

Appendix 4: Troubleshooting/Error Messages

Error message: [Specific segment value] is not allowed.

The value is not allowed under the security rules attached to the responsibility used to upload.
Verify the value and if it is correct, this may need to be uploaded by a central office.

Template Name

Source Name
Debit Total
Credit Total
Met Total
Line Counter

Upl Batch Name
" Text
SwcCtrBiling4

[z SwcCtrBiling4

CIEOD]

**List - Text SRVCTR_CCMR_DC

Mumber 100
Mumber 100
Mumber 0
Mumber 2
Accounting Date Transaction Date COA String/PTAEO Debit Amount Credit Amount Description
"Date Diate Text Mumber Fumber " Teut
5/15/2021 4/30/2021 20.736.28€ 50.0110.8068 100 April Services 1
5/15/2021 4/30/2021 30.058.177 00.1005.6012 100 April Services 2

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Reference 1
Text

Line # Messages
* Mumb:
1/&
2 [l vatural Class 6012 is not allowed
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Appendix 4: Troubleshooting/Error Messages

Error message: Expenditure Type is not allowed (Natural Class limitations)

The expenditure type value is not included in the allowability schedule or not defined in Oracle

Grants Accounting (OGA). Revise as needed.

Template Name CIEDO

Source Namaﬂ} “List- Text SRVCTR_CCMR_DC

Debit Total Mumber 100
Credit Total Humber 100
Net Total Humber 0
Line Counter Mumiber 2

Upl Batch Name Accounting Date Transaction Date COA String/PTAED

" Text " Date Diate Text Murmber Mumber " Text
SvcChrBiling4 5/15/2021 4/30/2021 20.736.2 .0110.8068 100 April Services 1
> R SveCtrBiling4 5/15f2021 4/30/2021 515123.5000.5L0123.8701A.999 100 April Services 2

Tip: This is not the end of the Template. Unprotect the sheet and insert as many rows as needed.

Debit Amount Credit Amount Description

Reference 1
Teut

Line # Messages
* Mumbw
1]&

2 @ Expenditure Type is not allowed (Natural Class limitiations)
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