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Reconciling Sub-Module Accounting Entries to the General Ledger 1.0

Supplemental Job Aid

Date: 07/12/2014 

Target Audience: GL Reporters

Purpose: This Supplemental Job Aid provides instructions for GL Reporters to run queries to reconcile sub-module accounting entries to the General Ledger.

Title: Reconciling Sub-Module Accounting Entries to the General Ledger

Executing the Subsidiary Ledger Query:
In this example, we will execute the ZZ_AP_ACCTENTRIES_NOTSENTTO_GL query which will represent all Accounts Payable accounting entries that have not been journal generated to the General Ledger.
Step 1: Navigate to the Query Viewer page: 
· Navigation: Main Menu  Reporting Tools  Query  Query Viewer	
· Enter the query name in the begins with field
· Click Search
· Disable the Pop-up Blocker in your internet browser and then click Excel in the Run to Excel field
· A new window will open with report specific prompts
 [image: ]
Step 2: A new window opens with prompts that must be populated to run the report. Prompts may differ by report. Enter the accounting date range to verify the accounting entries have been journal-generated. Enter your General Ledger business unit in the GL Unit field and then click View Results. 
[bookmark: _GoBack] [image: ]


Step 3: The report will open in Microsoft Excel. The report displays all AP accounting entries that have not been journal-generated. All subsystem reconciliation queries will be executed in a similar manner. These differing reports are described in the Query Report Matrix on the next page.
[image: ] 
You have successfully run a query to reconcile sub-module accounting entries to the General Ledger.


Query Report Matrix
	PSQuery ID
	Purpose
	Steps to take:

	ZZ_AP_ACCTENTRIES_NOTSENTTO_GL
	Displays all AP accounting entries that have not been journal-generated. Vouchers are required to journal-generate to the General Ledger and post before the amount can be reported on ledger based reports.
	1. Identify vouchers in query. 
2. Validate the vouchers are approved and posted.
3. Report incident to FI$Cal Service Center.
4. FI$Cal Service Center will run the journal generator and ensure the transaction has been generated.

	ZZ_AP_ACCT_ENTRIES_SENT_TO_GL
	Displays AP accounting entries that have been journal-generated. Identifies the voucher and the associated journal.
	Action is not required as this query is used to show journal IDs that were generated from the module.

	ZZ_ARITEM_ENTRIES_NOTSENTTO_GL
	Displays all AR Item accounting entries that have not been journal-generated. Items are required to journal-generate to the General Ledger and post before the amount can be reported on ledger based reports.
	1. Identify items in query. 
2. Validate the items are posted.
3. Report incident to FI$Cal Service Center.
4. FI$Cal Service Center will run the journal generator and ensure the transaction has been generated.

	ZZ_ARMISC_ENTRIES_NOTSENTTO_GL
	Displays all receipt accounting entries that have not been journal-generated. Receipts are required to journal-generate to the General Ledger and post before the amount can be reported on ledger based reports.
	1. Identify receipts in query. 
2. Validate the receipts are posted.
3. Report incident to FI$Cal Service Center.
4. FI$Cal Service Center will run the journal generator and ensure the transaction has been generated.

	ZZ_ARITEM_ENTRIES_SENTTO_GL
	Displays AR Item journals that have been journal-generated. Identifies the item and the associated journal.
	Action is not required as this query is used to show journal IDs that were generated from the module.

	ZZ_ARMISC_ENTRIES_SENTTO_GL
	Displays receipts that have been journal-generated. Identifies the receipt and the associated journal.
	Action is not required as this query is used to show journal IDs that were generated from the module.

	ZZ_BI_ENTRIES_NOTSENTTO_GL
	Displays all Billing accounting entries that have not been journal-generated. Billing accounting entries are required to journal-generate to the General Ledger and post before the amount can be reported on ledger based reports.
	1. Identify Billing accounting entries in query. 
2. Validate the Billing accounting entries are approved and posted.
3. Report incident to FI$Cal Service Center.
4. FI$Cal Service Center will run the journal generator and ensure the transaction has been generated.

	ZZ_BI_ENTRIES_SENTTO_GL 
	Displays Billing journals that have been journal-generated. Identifies the bill and the associated journal.
	Action is not required as this query is used to show journal IDs that were generated from the module.

	ZZ_CM_ENTRIES_NOTSENTTO_GL
	Displays all Cash Management accounting entries that have not been journal-generated. Cash Management accounting entries are required to journal-generate to the General Ledger and post before the amount can be reported on ledger based reports.
	1. Identify Cash Management accounting entries in query. 
2. Validate the Cash Management accounting entries are posted.
3. Report incident to FI$Cal Service Center.
4. FI$Cal Service Center will run the journal generator and ensure the transaction has been generated.

	ZZ_CM_ENTRIES_SENTTO_GL
	Displays Cash Management journals that have been journal-generated. Identifies the accounting entry and the associated journal.
	Action is not required as this query is used to show journal IDs that were generated from the module.

	ZZ_PC_ACCT_ENTIRES_NOT_SENT_TO_GL
	Displays all Project Costing accounting entries that have not been journal-generated. Fund Distribution accounting entries are required to journal-generate to the General Ledger before the amount can be reported on ledger based reports.
	1. Identify Project Costing accounting entries in query. 
2. Validate the Project Costing accounting entries are posted.
3. Report incident to FI$Cal Service Center.
4. FI$Cal Service Center will run the journal generator and ensure the transaction has been generated.

	ZZ_PC_ACCT_ENTIRES_SENT_TO_GL
	Displays Project Costing journals that have been journal-generated. Identifies the accounting entry and the associated journal.
	Action is not required as this query is used to show journal IDs that were generated from the module.

	ZZ_AM_ACCT_ENTRIES_SENT_TO_GL
	Displays Asset Management journals that have been journal-generated. Identifies the accounting entry and the associated journal.
	Action is not required as this query is used to show journal IDs that were generated from the module.

	ZZ_AM_ACCT_ENTRIES_NOT_SENT_TO_GL
	Displays all Asset Management accounting entries that have not been journal-generated. Asset Management accounting entries are required to journal-generate to the General Ledger before the amount can be reported on ledger based reports.
	1. Identify Asset Management accounting entries in query. 
2. Validate the Asset Management accounting entries are posted.
3. Report incident to FI$Cal Service Center.
4. FI$Cal Service Center will run the journal generator and ensure the transaction has been generated.

	ZZ_SUBSYS_JRNL_POSTING_STATUS 
	Displays all journals in the General Ledger by journal ID, journal date and business unit. Fields included are Business Unit, Journal ID, and Journal Date, Total of debits and credits, and suspense indicating fields.
	Error Status: 
1. Identify journals in an error status.
2. Identify the journal edit or budget check error.
3. Fix the journal using job aid (FI$Cal.095)
4. Edit, Budget Check, Approve, and Post.

Post Status: 
1. Identify journals in a posted status.
2. Utilize Ledger Activity Report to confirm journals have been posted to the Modified Accrual Ledger.

Suspense Status:
1. Identify journals in a suspense status.
2. Reclassify the suspense amount using job aid (FI$Cal.033)
3. Post the suspense journal entries.

	ZZ_SUBSYS_JRNL_NOT_POSTED 
	Displays journals that have not been posted in the General Ledger by journal ID, journal date, and business unit. Status fields and ChartFields are included in this query. 
	Error Status: 
1. Identify journals in an error status.
2. Identify the journal edit or budget check error.
3. Fix the journal using job aid (FI$Cal.095)
4. Edit, Budget Check, Approve, and Post.
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