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1. DOCUMENT CONTROL

1.1 Change Record
Date Author Version Change Reference:

30 Aug 2019 Kimberly Micah L. Magtibay 1.0 Initial
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2. Description
Manual 1D
Manual Name Transfer Budget via Journal Entry Wizard
Information System  Financial Management Information System
Functional Domain General Ledger Module
Responsibility General Ledger Budget Analyst/Manager
Purpose Transfer amount from one account to another within one Budget
Data Requirement e Source Account

o Destination Account
o Budget Name
Dependencies e Budget and Budget Organization are defined
e Internet Options and Excel Options are configured to
properly open Macro-enabled workbooks (see Journal Entry
Wizard Uploader manual)
Scenario
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| University of the Philippines

University Information System Home Page

4 Bm General Ledger Budget Analyst, UPS "
4 Em Journals
@ Enter

Worklist

& Encumbrance

| B Launch Journal wizara |
» BB Define
b Em Generate

SYSADMIN HR
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0 I

Logged In As KLMAGTIBAY

Full List (1)

HeE v @
From <~ Type < Subject <~

Sent ¥

Travel Order for Magtibay, Kimberly Micah has been

22-Mar-2019
approved.

o O

Step 1. From UIS Home Page
proceed to Main Menu and
choose the General Ledger
Budget Analyst or General
Ledger Manager
responsibility.

Click on Journals > Launch
Journal Wizard
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Step 2. Select Budgets - Single

® K £F | Loggedinaskmacmeay (D) for Layout.

| | Journal Wizard

Click Create Document

Document Parameters

* Indicates required field

Viewer: Excel 2007
* Layout Budgets - Single W

The Layout determines the arangement of fields in your document.

x
Content MNone |w
Select a Content to import data into your document. Create an empty document by selecting Mone.

Reset to Default Create Document
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General Ledger Budget Analyst, UPS ) ® * 0 | tﬁaﬁ'%%i\} Step 3. A download confirmation
prompt will appear. Save the file

Information as a Macro-enabled Workbook.

Afile will be downloaded to your desktop.
When prompted, choose to open the file and to enable macros. If no prompt appears, ensure your browser security settings allow files to be downloaded.

Opening WebADI.xls H

Return
You have chosen to open:

Copyright (c) 1998, 2016, Oracle andfor ] WebADLxds

which is: Microsoft Office Excel 97-2003 Worksheet (391 KB)
from: http://uistest.up.edu.ph:8030

What should Firefox do with this file?

O Open with | Microsoft Office Excel (default) b

(@) Save File

[[] Do this automatically for files like this from now on.
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“} R bnerad88FCO - Microsoft Excel - = Step 4. Open the file. Wait until
Home i Insert Page Layout Formulas Data Review View Add-Ins @ - 7 x the "Your document has been
General - rﬁ Conditional Formatting ~ || 5*= Insert ~ ¥ - % [ﬁ Created" message appears and
E_.E ~ % 9 ||| & Format as Table - I Delete ~ m" ] then Cllck Close
e Sort & Find &
%8 5% =) Cell Styles - ) Format - * Filter~ Select~

Mumber

Styles Cells Editing

= |2
- | 3 | Balance Type
- | 4 | Database
| 5 | Data Acces
L - | 6 | Chartof
= [7] Confirmation
* | 8| Ledger
- | 9| category Your document has been created.
* [ 10| Source
- [ 11| Organizati
| 12| Currency
| - | 13| Budget
= [14]
= |15 Upl Period
- | 16 List - Te!
- 117
—— L]
- [ 18]
© 13
- [20]
- [21]
|22
- [23]
- [24]
r-i
- [26]
+ [ 27| Totals:
- | 28| Tip: Thisis
23
30
31
32
[33]
34
35
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IE)Al B C D S ; © b | [ Step 5. Fill out Ledger,
;; Balance T . Category, Source, Organization,
alance Type .
4 Database TAPATEST.UP.EDU.PH.TEST Currency, and Budget with the
5 Data Access Set UP System necessary information.
6 Chart Of Accounts Accounting Flexfield
7
8 Ledger * List - Text UP System Source here must be set to
2 Category = List - Text Budaqet
10 | Source * List - Text Transfer | Transfer.
11 Organization List - Text UPS General Fund
12| Currency ™ Lt - Teut B Note: You may type or select
13 Budget List - Text UPS GF 2019 ..
o values by double-clicking the
cell.
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o
—-/ Home Oracle Insert Page Layout Formulas Data Review View
o cut = _ ] et 5 Autosum = A
j % Cu Tahoma -9 ~||A = Wrap Text 34;:: { { s "] s :’}‘ [ﬁ
1 23 copy = @] Fill - -
Paste . 8 : BEF i el e -2 Merge & Center | -~ ep e || %8 598 (|| Conditional Format Cell Insert Delete Format Sort & Find &
- J Format Painter — — = 2 Formatting = as Table = Styles - - - 2 Clear ~ Filter ~ Select~
Clipboard F] Font Alignment Mumber Styles Cells Editing
c17 - £ |
1121 Al B C D | E F G H 1 I K L M N 0 P Q 5
3 |2
= |LE Balance Type B
4 Database TAPATEST.UP.EOU.PH.TEST
5 Data Access Set UP System
| - | & Charnt Of Accounts Bccounting Flexfield
- [ 7
- | B Ledger " Lizt - Text P Sustem
9 Category " List - Text Budget
10 Source “List - Text Transfer
11 Organization List - Text UPS General Fund
12 Currency " List - Text PHP
| - |13 Budget List - Text LIPS GF 2013
=] [14
- |15 Upl Period Unit Fund Responsibility Centel Budget Segment General Ledger General Ledger. Object Codel Object Codez Special Cod Cash Flow Future Debit Credit Messages
16 Lizt - Taxt " Lizt - Tt ® Mumbzr * Mumbzr
17 &) :
18
19
20
21
22
23
24
25
26
27 Tatals: u] ]
| 28 Tip: Thiz iz not the end of the Template, Unprotect the sheet and insert as many rows as needed.
29
30
|
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Step 5. Amount due for transfer is placed in Credit side of the Source Account and in Debit if it's the

Destination Account.

See illustration below:
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* Number

Source Source Account Destination | Destination Account Amount
Period Period
JAN-19 01.101.SA02004001.-.50101010.- FEB-19 01.101.SA02004001..- 200,000.00
.50101010.-.-.-.- .50102050.-. 50102050.-.-.-.-
MAR-19 01.101.SA02004001.-.50101020.- APR-19 01.101.SA02004001.- 100,000.00
.50101020.-.-.-.- .50102040.-.50102040.-.-.-.-
Upl Period Unit Fund Responsibility Center Budget Segment General Ledgerl General Ledger2 Object Codel Object Code2 Special Code Cash Flow Future Debit
List - Text * List - Text
= JAN-19 01 101 SA02004001 50101010 50101010
R FEB-19 D1 101 S5A02004001 50102050 50102050
= MAR-19 01 101 SA02004001 50101020 50101020
= APR-19 D1 101 SA02004001 "50102040 "50102040
Totals:

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

* Nurnber

200000

100000

300000"

Messages
200000
100000
300000
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Step 6.

Qe by by ¥ E|® O B %

List of Graph Graph Graph Show Reset Upload fownload Switch Monitor || Settings
Values  All  Selection Variation Filters Filters Responsibility
Upload And Download Roles Request || Setting

Data And Graphs Editing

In the Oracle tab, click Upload.

Upload Parameters

() All Rows
Rows to Upload
® [Flagged Rows

[ | Validate Eefore Upload

[ | Automatically Submit Journal Import
Journal Import will be automatically submitted on successful completion of the upload
I:‘ Create Summary Journals

Journal Import will summarize all ransactions that share the same account, period and
currency

[J Upload Unbalanced Journals

To import unbalanced journals. you must define a suspense account for actual journals and a
reserve for encumbrance account for encumbrance joumals.

() Do Not Import

Descriptive Flexfields """"” With Validation

() Import Without Validation
Specify how Jounal Import will handle descriptive flexfields

Transfer Budget via Journal Entry Wizard
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To complete the upload process,
the '‘Journals Upload' window
will ask for the Upload
Parameters. Take note of the
options that must be ticked.

Click Upload.
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[ Confirmation

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

« 4 row(s) successiully uplo)
« Journal Import Request |0

staging tables.
5454961

Please select Close to return to the spreadsheet.

File Edit View Folder Tools Window Help

Close

HY0 I 0 EBaP R DER LD )% 7

O Requests

( Refresh Data ‘ [ Find Requests

‘ [ Submit a New Request... ‘ [ Submit New Request Set... J

W Auto Refresh (K)

( Copy Single Request

‘ [ Copy Reguest Set__ J

Request ID Parent
[ame | Phase Status Parameters
I 5454961 Web ADI - Journal Import (. Completed Mormal 133082, 1002, M, 2019/01/01, . i
|5454956 Posting: Single Ledger Completed Mormal 2027, 1002, 101, 496895
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Step 7. The Confirmation must
present that all rows have been
successfully uploaded.

Note the Request ID given as

this will represent the journal
batch created.

14
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Mavigator - General Ledger Budget Analyst, UPS - Step 8. Go to Journals > Enter

e

Journals:Enter

Enter journals

- Journals =2 Top Ten List

@ Encumbrance

Defi [_
B : GZnZTate ﬂ
Schedul
@ : AEtUBAILIJU?:atinn P [:

[;LTH Launch Journal Wizard

Transfer Budget via Journal Entry Wizard 15
File Ref: ITDC — FMIS — UM Transfer Budget via Journal Entry Wizard



Doc Ref: FMIS User Manual — Transfer Budget via Journal Entry Wizard

File Edit View Folder Tools Window Help ORACLE =S
Av0 Hr0eP € D@L LOO) G2 7 Stepo.
= -0
= Search for the
|Batch Status ||Source ||Category ||Peri0-d ||Batch Mame ||Journa| Mame ||Currency” Journal Dehit” Journal Credit| journa| batch by
© using the
'‘YREQUESTID%'
O Find Journals ' keyword.
Batch |%5454961% -
UL i
Ledger | Example:
Source | Perind |
Category | Currency | '%5454961%'
Status Control Total
Pasting | Batch |
Funds | Journal |
Maore
( Clear J ( MNew Batch | [ Mew Journal ‘ l Find ) -
1 ’
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Dter-.lclurnals (UP System) | Step 10. Imported Transfer
Batch Status |Source ||Categ0ry ||Peri0d ||Batch Name ||J0uma| MName ||Currency” Journal Dehit” Journal Credit Journals are Inltla"y UnPOSted :
| Transfer |Budget |APR-19  [Transfer B 5454961  |[Budget PHP 23040 |PHP | 100,000.00 | 000 =
" [Unposted [Transfer [Budget [FEB19  [Transfer B 5454961 |Budget PHP 23040 [PHP | 200,000.00 | 0.00 Once finalized, post each
" |Unposted Transfer |Budget WAN-9  [Transfer B 6464961  |Budget PHP 23040 |PHP | 0.00 | 200,000.00 journal.
" [Unposted Transfer [Budget IMAR19  [Transfer B 5454961  [Budget PHP 23040 [PHP | 0.00 | 100,000.00
M | | | | | | | |

O Enter Journals (UP System)

E
|Batch Status ||Source ||Category ||Peri0d ||Batch MName ||J0urna| MName ||Currency” Journal Dehit” Journal Credit|

B Fosted Transfer [Budget [APR19  [Transfer B 5454961  [Budget PHP 23040 PHP | 100,000.00 | 000 = Expected Results

" [Posted Transfer |Budget [FEB-19  [Transfer B 5454961  |[Budget PHP 23040 [PHP | 200,000.00 | 0.00
[Posted Transfer |Budget WAN-19  [Transfer B 5454961  [Budget PHP 23040 [PHP | 0.00 | 200,000.00
[Posted [Transfer Budgst [MAR-19  [Transfer B 5454961  [Budget PHP 23040  PHP | 0.00 | 100,000 00 .
| | | | | | | | | e All Transfer journals are
[ | | | | | | | | posted successfully
| | | | | | | | | e Funds Inquiry reflects the
I I I I I I I I I changes made for all the
| | | | | | | | | accounts involved
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | | <
] 2 e e e e A | »

( Review Journal | [ Review Batch /I ( Post [ Reverse Batch /I Reguery

( MNew Joumal | [ MNew Batch /I ( Tax Batch [ Approve AutoCopy...
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