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User Guide

Description:
Script ID
Script Name Enter Budget
Information System Financial Management Information System
Functional Domain General Ledger Module
Purpose Entering a new Budget Journal
Data Requirement Journal Batch Name
Dependencies
Scenario User wants to create a new Budget Journal.
Author

Revision History:

version Date Author Description of Change
Number
1.0 Sarmient, Jaybee Created initial user guide for Enter Budget.

2.0 05/30/2016 Basinillo, Kevin Revised User Guide and updated screenshots.



STEP 1 On the Main Menu, go to General Ledger Budget Analyst / Manager. (Refer to Fig. 01)
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STEP 2 Then click on Budget. (Refer to Fig. 02)
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STEP 3 Then click on Enter. (Refer to Fig. 03)
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STEP 4 Then click on Journals. (Refer to Fig. 04)
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STEP 5 Click the checkbox then click Run. (Refer to Fig. 05)
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' Lecation:  http: //putotestd1.up.edu.ph:3000
—————— Running this application may be a security risk

Risk: This application will run with unrestricted access which may put your computer and personal
information at risk. The information provided is unreliable or unknown so it is recommended not to
run this application unless you are familiar with its source

Mare Information

Select the box below, then click Run to start the application
| iampt the risk and want ta run this 3pplication; Cancel

STEP 6 Enter Budget Journals window will appear. (Refer to Fig. 06)



O Enter Budget Journals {UP Systern)
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STEP 7 On the Budget field, pick the name of the budget and on the Budget Organization field pick the

Budget Organization from the list of values.. (Refer to Fig. 07)



O Enter Budaet Journals (LUP System)
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STEP 8 Choose the Budget Organization by clicking the ellipses (...). Select the Budget Organization and




click OK. (Refer to Fig. 08)

O Enter Budget Journals (UP Systerm)
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STEP 9 Click on the ellipses (...) for the Accounting periods from field. (Refer to Fig. 09)
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O Enter Budget Journals (LIP Systern)
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Journal Mode

Account

| *

Account Description

1

1

( Budget Rules

( Create Journals. . jl ( Show Total jl

Click on any field under the Account block below worksheed mode. (Refer to Fig. 10)




STEP
11

O Enter Budget Journals (LIP System)
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Find Accounts window should appear. (Refer to Fig. 11)
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Select the lowest and highest possible values for each fields by clicking on ellipses (...) beside each
field. After filling up each field, click OK. (Refer to Fig. 12)

Unit will be constant for low and high.

Fund should be constant depending on the budget organization (e.g. Fund — 101 for UPS
General Fund Budget Organization).

The lowest possible values for the remaining fields is ‘-° (unspecified).

The highest possible values for the remaining fields is ‘ZZ’.



O Find Accounts
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STEP  All existing accounts within the range should appear. (Refer to Fig. 13)
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STEP
14

O Enter Budget Journals (L

Budget (UPS GF 2016 Budget Organization UPS General Fund

Accounting Periods From  [JAN-16 To |ADJ1-16 Currency PHF

Warksheet Mode | Single Row hode Journal Mode
Account JAN-15 FEE-16 MAR-15 APR-16 MA
01,101 SAN3003001 006050101 0.00 000 0.00] 0.00 =
01.101.5A01006001.0060 50101 | 0.00 .00 0.00 0.00
01.101.5A02015001.0060 50101 | 0.00 .00 0.00 0.00
01.101.5A03007001.0060 50101 | 0.00 .00 0.00 0.00
01.101.5A03007001 - 50101010, | 0.00) 0.00 000 20000000 N
01.101.SA01005001.0060.50101 | 0.00) .00 0.00) 0.00)
01.101.5A03013001.0060.50101 | 0.00) .00 0.00) 0.00)
01.101.SA02015001.- 50101010, | 0.00) .00 0.00) 0.00) -
] AT | »
Account Description
|UF' Systern.General Fund UPS University Center for. General Administration an.Salaries and Wages - Regu.Select value. L

( Budget Rules ) ( Create Journals. .. J ( Show Total /I

Select the specific account you want to update. You can enter amounts in 3 different modes.
Worksheet Mode, Single Row Mode and Journal Mode (see screenshots). Enter amounts. (Refer to
Fig. 14)



O Enter Budget Journ:

Budget |UF'S GF 2016 Budget Organization |UF'S General Fund

Accounting Periods From  JAN-16 To ADJI-16 Currency |PHP
_ Single Row Mode Journal Made

Account JAN-16 FEB-1B MAR-16 APR-16 hl,

01.101 .- 50102010 - - - - - - | 1111100 | 25,000.00 | £5231.00| 50000~

| | | | |

| | | | |

| | | | |

| | | | |

| | | | |

| | | | |

| | | | | <
4 | 3

Account Description
|UF' Systern. General Fund.Unspecified. Unspecified Personal Econaomic Relief . Select value Unspecified. Unspecified Unspe

( Budget Rules ) ( Create Joumals. . /I ( Showe Total J

© Enter Budget Journals (L

Budget |UPS GF 2016 Budget Organization UPS General Fund

Accounting Periods Fram  JAN-18 To |ADJ-16 Currency |PHP
Warksheet Maode _ Journal Made

Account |01.101--50102010 - -

JAN-16 FEB-15 MAR-16 APR-15 MAY-16

| 11,111.00 | 123,000.00/ 2500000 5523100 500,000.00
JUN-16 JUL-16 AUG-16 SEP-16 0CT-16

| 000 | 000 | 000 | 000 | 0.00
NOV-16 DEC-16 ADJ1-16

| 000 | 000 | 0.00 Total | 514,342.00

Account Description

|UF' Systern. General Fund. Unspecified. Unspecified. Personal Econamic Relief Select value. Unspecified. Unspecified. Unspe

( Budget Bules ) ( Create Journals. .. ) ( Shiy Total




STEP
15

O Enter Budget Journals (L

Budget UPS GF 2018

Accounting Periods From  |JAN-16
Worksheet Mode  Single Row Mode _

Account |01.101.-- 50102010 - - - -

Budget Organization |UF'S seneral Fund

To  ADJ-16 Currency |PHP

Account Description

Period Dehit Credit Description

JAN-16 | 111,111.00 | 5
[FEB-16 | 123,000.0 |

MAR-16 | 25,000.00 | | ol
APR-16 | 55,231.00 | |

MAY-16 | 500,000.00 |

JUN-1B | | | =

Total | §14,342.00 |

|UF' System.General Fund. Unspecified Unspecified. Personal Economic Relief .Select value. Unspecified. Unspecified. Unspe

( Budget Bules ) (

Create Journals. .. ) (

Show Total

Save your work. (Refer to Fig. 15)



@J Oracle Applications - Goto Test Instance
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O Enter Budoet Journal my

Budget |UF'S GF 2016 Budget Organization |UF'S Zeneral Fund

Accounting Periods From  (JAN-16 To ADJT-16 Currency PHP
_ Single Row hode Journal Mode

Account JAN-16 FEB-16 MAR-16 APR-16 MA,

: | 000 000 £0,000.00 000 150,004
01.101 - | 000 000 10000000 4000000 3000
01.101.- - 50102010~ - - - - - . 11411000 12300000 25,000.00 s523m| &0
01.101.-- 50102020 - - - - - - | 0.00) 0.00) 0.00) 0.00)
01.101.-- 50102030 - - - - - - | 0.00, 000, 0.00, 0.00| B
01.101.-- 50102040 - - - - - | 000, 000, 000, 000,
01.101 - 51102080 - - - - - - | 000, 000 000, 0.00
01.101 .- - 50102100 - - - - - - | 000, 000 000, 0.00 -

4 e | 3
Account Description

|UF' Systern.General Fund. Unspecified. Unspecified. Salaries and Wages - Regu.Select value. Unspecified. Unspecified. Unsp

( Budget Hules ) ( Create Journals. .. J ( Show Total /I

STEP  After Entering Amounts, click on Create Journals. (Refer to Fig. 16)
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O Enter Budget Jaurnals (U

Budget |UF'S GF 2016 Budget Crganization |UF'S General Fund

Accounting Periods From  |JAN-16 To |ADIT-16 Currency  |FHP
Warksheet Mode  Single Row Made _

Account 01.101.--50102010.- - - - -

Period Dehit Credit Description
p

JAN-16 | 111,111.00 | <)
FEB-15 | 123,000.0 |

MAR-16 | 25,000.00 | | L
APR-1E | 55,231.00 | |

MAY-16 | 500,000.00 | |

JUN-16 | | | -

Total | 514,342.00 |

Account Description

|UF' Systermn. General Fund. Unspecified. Unspecified. Personal Economic Relief .Select value Unspecified. Unspecified. Unspe

( Budget Rules ) ( Create Journals. .. ) ( Showe Total

STEP  Create Journals Window should appear. (Refer to Fig. 17)

Journal Batch |

Category | |_
Funds Status |Required

( Check Funds Resere Funds Yiew Hesults l Done )

STEP  Enter a Journal Batch Name and choose Budget as Category. (Refer to Fig. 18)
18



STEP
19

STEP
20

© Create Journals (LIP System)

Journal Batch |Eludget for First Quarter of 2016 - 50102010

Category |Eludget r
Funds Status |Required

( Check Funds Besere Funds [ Yiew Results I Done )

Click on Check Funds to check for fund availability before reserving funds. A notification will show
if the transactions you entered passed/failed funds checking. (Refer to Fig. 19)

O Create Journals (UP Systerm)

Journal Batch |Eludget for First Quarter of 2016 - 50102010
Category |Eludget

Funds Status |Required

( Check Funds | I Resere Funds | I Yiew Results I Done J

| © lote (x|

\'j four transaction(s) passed funds check.

Click on Reserve Funds to reserve funds into the accounts. (Refer to Fig. 20)



STEP
21

STEP
22

STEP
23

Journal Batch |Eludget for First Cluarter of 2016 - 50102010
Categary |Budget

Funds Status |Required

( Check Funds | [ Resemwe Funds ‘ [ Yiew Hesults Done )

Click View Results to view what transactions failed the funds checking and which transactions
passed. (Refer to Fig. 21)

Journal Batch |Budget for First Quarter of 2016 - 50102010
Category |Budget

Funds Status |Required

( Check Funds | [ Eesere Funds ‘ [ Yiew Results ‘ [ Done /I

A window will open in Mozilla Firefox which will contain the details of the accounts that
passed/failed funds checking/reservation. (Refer to Fig. 22)

Budgetary Control Results

Ledger UP System Currency PHP
Order By | Account Combination Funds Result Status | Al .
Templates |Federal Budgetary Control Results Template Report Format | HTML .
View Report Export

Application  General Ledger Budget Level Document
Reference
Supplier Site Document Status ~ Passed funds check
01.101.--50102010.------ JAN-16 Passed This transaction 111u111n00 YTD Year

Check does not reduce
funds available
01.101.--50102010.~-~-~- | FEB-16 Passed | This transaction 1230000000 YTD Year

Check does not reduce
funds available

01.101.--50102010.------ MAR-16 Passed This transaction 25u000n00 YTD Year
Check does not reduce
funds available

01.101.--50102010.~-~--- | APR-16 Passed | This transaction 55u231n00 YTD Year
Check does not reduce
funds available ~

Go back to the Java Application and click Done. (Refer to Fig. 23)




O Create Journals (UP Systerm)

Journal Batch |Eludget for First Quarter of 2016 - 50102010

Category |Eludget

Funds Status |Required

( Check Funds | [ Reserve Funds ‘ l Yiew Results Done J

STEP A notification will appear to indicate that the system will create a journal entry for your transaction.
24 Click OK. (Refer to Fig. 24)

O Mote 3¢

\"j Your Create Journals concurrent request [0 is 1800473,

]

STEP Journals are now created and are read for posting. Please refer to bit.ly/euppostjournal on how to
25 post journals in General Ledger.

Result Information:

Expected Results

e Amounts are entered and saved in the accounts.

DISCLAIMER: The screenshots in this document are for illustration purposes only and may not be the same as the final user interface.


https://drive.google.com/a/up.edu.ph/file/d/0B0pUOiVI1GC9TlM1bFJoUDh5cXc/view

