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Campus Journals

• Overview of Journal Entries

• Create a Billing Journal Entry

• Find, Edit & Delete a JE

• Create a Correcting JE

• Discuss Errors

• Other Journal Types 

Presenter
Presentation Notes
This class will go over the basics but will not give you everything you need. Some things are department and somethings you will need to go over yourself. We have some job aids, resources, and your student guide available for you to help you later. Hopefully you have watch the two videos prior to class. If not that is ok but make sure to watch those they contain several good pieces of information pertaining to budgets and chartfields. 

The system we use for finances at UNC is called ConnectCarolina which is our customized version of Peoplesoft. All the skills you learn today will transfer to any other university or fortune 500 company that uses this software. This is a very popular software for finance management. 
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What is a 
Campus Journal?

STUDENT GUIDE PAGE 3

Presenter
Presentation Notes
You can follow along with the Student Guide on Page 3.

What are Campus Journals? A campus journal is like moving money around in your bank account. You log into your bank account and transfer money from your savings to your checking account. 

In general, you are moving money around internally from one chartfield string to another. A Chartfield string is a series of numbers and letters that represent the various pots of money assigned to your department. 




Campus Budgets

Commitment Control (KK)

GL Actuals

The Two Ledgers of UNC

Presenter
Presentation Notes
Here at UNC there are 2 main ledgers you need to understand to get a full understanding of your departments’ financial situation. This is important to understand. 

Everyone is trying to get a handle on their finances. One month I decided to sit down with an excel spreadsheet and plan where each penny of my monthly check goes. That plan is the Commitment Control or KK Legder – this is the budget ledger, where budget journals and transfers are made. 

At the end of the month I receive my bank statement and look to see if I stuck to my plan. That bank statement is a reflection of what actually happened to my money. This is the GL Actuals Ledger this shows campus journals and when transactions are finalized and posted. 

Campus Budget Journals and Transfers moves money around on the KK Legder. 
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Campus Journals

4. EXPENSE

5. GL ACTUALS

CREATE

EDIT

BUDGET CHECK
APPROVE

POST
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Create Edit Budget 
Check Approve Post

Commitment 
Control 
Ledger

GL Actuals 
Ledger

Presenter
Presentation Notes
The Life of a Campus Journal 
Pick and create the Campus Journal and enter in your chartfields. There are 12 journal types at UNC. 
Journal Edit Check, this is where CC will look at your chartfield strings to make sure they are following the rulesets. 
Budget Check – it is going to check the KK Ledger to make sure you have the available budget and the money will become encumbered.  
Goes through the approval process.
Once approved it is posted and is reflected on the GL Actuals. 
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There are 12 Journal Types 

Journal Types Control Two Things 
1. Chartfields
2. Attachments

Journals Go Through an Approval Process
1. Department
2. OSR (Conditional)
3. Accounting Services (Conditional)

Presenter
Presentation Notes
There are currently 12 types of journals. Most people only use 3-4 journals. 

He Journal Type controls two things: 
The Chartfield Available for Selection
The Attachement Requirements – All JE have to have attachments

The is the Approval Process and it has 3 main stops, Department, OSR, Accounting Services

For all journal types, it doesn’t matter who enters the journal, it can be the person sending the funds or the one receiving the funds. Usually there will be an understanding between the two parties on who is responsible for entering the journal. 

All Journal Entries need Departmental Approval before the Month End Close date or they will be deleted. 
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Campus Journal Transaction Type Description

1 Billing Used for a department to bill another department for 
collection of receipts for goods or services. 
Note: When the credit line of the journal is a State fund (the State is 
the one billing), use the Billing State Receipts JE type.

2 Billing State Receipts Used for billing when the credit line of the journal is a 
State fund (the State is the one billing a campus 
department.)

3 Cash Advance Settlement Used to settle cash advances. Original cash advance is 
entered using a campus voucher in AP.

4 Correcting JE Used to make adjustments to journal entries already 
posted to the general ledger. 

Presenter
Presentation Notes
BILLING – Second most common Journal Type
Moving money internally, payments between departments for goods or services. 

2. BILLING STATE RECEIPTS– anytime you have a chartfield string that is associated with the Stat fund number they start with 201 you will use the Billing State Receipts. If you try to enter the State Fund number in a regular Billing Journal Entry ConnectCarolina will throw and error. 

3. CASH ADVANCE SETTLEMENT -  Advance cash to employees or students for travel, we will discuss this more later. 

4. CORRECTING JE – most common journal type, this is to correct a journal already posted. 
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Campus Journal Transaction Type Description

5 Residual Transfer Transfer remaining funds from an OSR account to a 
residual account per the terms and conditions of 
the agreement. 

6 Other Campus JE - Intraunit Used for journals that do not fit the description of 
any of the other Campus JE types. The lines of the 
journal have the same business unit, typically 
UNCCH.  

7 Other Campus JE - Interunit Used for journals that do not fit the description of 
any of the other Campus JE types. The lines of the 
journal have different business units.  

Presenter
Presentation Notes
5. RESIDUAL TRANSFER – For some grants, when you get to expiration date of a grand and you have remaining funds, depending on its rules you can move the money onto a new project. Need to check with OSR on the stipulations for the grant.

6&7 OTHER – Intraunit and Interunit are both in the other category. If the transfer you are doing does not match the descriptions of any of the other journal entries then you will use one of these. There is one big difference and its in reference to the Business Unit. The Intraunit transfers funds between the SAME business until UNCCH – UNCCH. Interunits transfers funds between different business units UNCCH – CHOSR. 
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Campus Journal Transaction Type Description

8 University Endowment Income to 
Principal

Transfers endowment income, not required for 
obligations for the current fiscal year, for 
investment in the long term investment pool. 

9 University Endowment Income to 
University Endowment Income

Transfers University endowment income to an 
account classified as University endowment 
income. 

10 Agency Endowment Income to Agency 
Endowment Principal Transfers  foundation endowment income, not 

required for obligations for the current fiscal year, 
for investment in the long term investment pool.

11 Foundation Allocation to University 
Restricted/Unrestricted Gift

Transfers funds from a University foundation to a 
University (uncch) gift account. 

12 Gift to Gift Transfers spending authority of a gift. Additional 
rules apply. 

Presenter
Presentation Notes
These five journals deal with Endowments, Gifts and Trust Fund. They are extremely rare and are not used without a ton of departmental planning. These transfers are made either quarterly or yearly. 

8. UNIVERSITY ENDOWMENT INCOME TO PRINCIPAL – transfers endowment growth back into the principal to allow for more fiscal growth. 

9. UNIVERSITY ENDOWMENT INCOME TO UNIVERSITY ENDOWMENT INCOME – transfers from one endowment to another, and example would be transferring from other endowments to refill one to keep expected growth. 

10. AGENCY ENDOWMNET INCOME TO AGENCY ENDOWMENT PRINCIPAL – The agency term is a catch-all for a group of trust or endowments for example a Endowment for the Department of Orthodontics  would be under the Endowments for the School of Dentistry. We are transferring funds at the level of the School of Dentistry. 

11. FOUNDATION ALLOCATION TO UNIVERSITY RESTRICTED /UNRESTRICTED GIFT – Moves from a foundation to the University Gift to spend. This one is a little more common than the rest. 

12. GIFT TO GIFT – transfers spending authority of a gift. 
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• On the Debit Line use a Positive Number

• On the Credit Line use a Negative Number

For Campus Journals, remember:

Presenter
Presentation Notes
Debit Line use a positive number. Spending money positive amount, Account Number starts with a 4.

Credit Line use a negative number. Receiving money negative amount, Account Number starts with a 5. 
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Journal Type Source Code

Billing JBL

Billing State Receipts JBS

Cash Advance Settlement JCA

Correcting JE JCR

Residual Transfer JSR

Other Campus JE – Interunit JOT

Other Campus JE – Intraunit JOT

Univ Endowment Income to Principal JUP

Univ Endowment to Univ Endowment Income JUI

Agency Endowment Income to Agency Endowment Principal JAP

Foundation Allocation to Univ Restricted/ Unrestricted Gift JFA

Gift to Gift JGG

Journal Source Code

Presenter
Presentation Notes
Source codes to tell which Journal type it is on reports. 
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JE Type Attachment Requirement

Billing Memo stating what goods or services the billed dept is being 
charged for, beginning and ending billing date, Invoice # and 
if the Invoice was sent to Dept.

Billing State Receipts Same as above. 

Cash Advance Settlement • Cover Sheet – Cash Advance Settlement Form:
• Screenshot of the original cash advance voucher
• Screenshot of the settlement journal
• Screenshot of the deposit, it applicable
• Scanned receipts (OSR also requires hard copies)
• Reconciliation of Cash Advance for Study Subjects form

Correcting JE Attach justification*

Residual Transfer Attach justification and any approvals required.
Other Campus JE - Intraunit Attach justification*
Other Campus JE - Interunit Attach justification*
Univ Endowment Income to Principal Attach justification*
Univ Endowment to Univ Endowment Income Attach justification*
Agency Endowm Income to Agncy Endowm Principal Attach justification*
Foundation Allocation to Univ Restricted/ Unrestricted Gift Attach justification*
Gift to Gift Attach justification*

Attachment Requirements
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JE Type Dept OSR Accounting Services

Billing Basic Yes If $1,000 or greater

Billing State Receipts Basic Yes Yes

Cash Advance Settlement Basic Yes Yes

Correcting JE Basic Yes No

Residual Transfer Basic Yes No

Other Campus JE – Interunit Complex Yes Yes

Other Campus JE – Intraunit Complex Yes Yes

Univ Endowment Income to Principal Complex No Yes

Univ Endowment to Univ Endowment Income Complex No Yes

Agency Endowment Income to Agency Endowment Principal Complex No Yes

Foundation Allocation to Univ Restricted/ Unrestricted Gift Complex No Yes

Gift to Gift Complex No Yes

Approval Process – QRC Handout

Presenter
Presentation Notes
Approval Requirements for each Journal




Campus Journals 

Deciphering Errors

Journal Edit Errors
- Typos

- Combo Edit Errors

Budget Errors
- 50 messages of Budgets Errors

STUDENT GUIDE PAGE 89

Presenter
Presentation Notes
Most of the time that you get an edit error, JE wont allow you to submit it with an error. 

Most of the time the reason for the errors are
Typos
Combo Edit Errors

Budget Errors 
There are over 50 Budget Errors. 
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N – No Status – Needs to Be Edited
E – Journal or Budget Has Errors
V – Valid Journal
P – Posted to Ledger

CHECK YOUR STATUS
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FUND SOURCE
27190 12110
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FUND SOURCE
27190 12110
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Most Common:
1. Exceeds Budget Tolerance
2. No Budget Exists
3. Budget Date Out of Bounds
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• To do a Correcting JE the Journal must be POSTED.

• Once POSTED you can only change the CHARTFIELD STRINGS not the 

AMOUNT.

• Once you have created a Correcting JE you are unable to Correct that 

Journal again. You will Correct the Correcting Journal.

Correcting Journal Entries

STUDENT GUIDE PAGE 19
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Edit, Find & Delete Your Journals 

Journals can be edited until the 
point they are posted. 

Posted means:
• All Approvers have certified it 

• Is on the GL Actuals Ledger 

STUDENT GUIDE PAGE 69

Presenter
Presentation Notes
Journals can be edited until the point they are posted�
Once you make a change to a journal that has been saved and processed and/or submitted:
The Journal Status and Budget Status are reset to N
You must send the journal back through the journal edit and budget checking processes
You must submit the journal for approval again�
Exception is when you are just adding an attachment. 
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Edit, Find & Delete Your Journals 

Delete all your unused 
Campus Journals at the end of 

each month. 

Presenter
Presentation Notes
Accounting Services have to clean up over 600 incomplete journal entries every month.�
You can delete journals all the way up until they are posted, once posted you cannot delete. �
Unused campus journals get deleted at month end. �
You must have all Department level approvals completed by the closing deadline.
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Journal Inquiry

What does the Journal Inquiry do? 

• Allows you to see posted Journals
• Allows you to see Attachments
• Allows you to export all the lines of a Journal 
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Other Journal Types

• Interunit Journals

• Cash Advance 

• Residual Transfer

Presenter
Presentation Notes
Accounting Services have to clean up over 600 incomplete journal entries every month.�
You can delete journals all the way up until they are posted, once posted you cannot delete. �
Unused campus journals get deleted at month end. �
You must have all Department level approvals completed by the closing deadline.
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Interunit Journals

Interunit Journals move funds between business units. 

Journal types that are or could be interunit:

- Foundation Allocation to Univ Restricted/Unrestricted Gift
- Other Campus JE - Interunit

Presenter
Presentation Notes
Interunit Journals move funds between two chartfields that have different business units. 
UNCCH – UNCGA
UNCCH – CHOSR

Journal Types that are or could be interunit: 
Foundation Allocation to University Restricted/Unrestricted Gift
- Moving gifted moneys to a Restricted or Unrestricted Gift. Donors choose to put limitations on what the funds are to be used for. 
Other Campus JE Interunit

Creating an Interunit journal is exactly the same as any other journal, except:\
 - On each line of the interunit entries, you fill in the affiliate chartfield with the offsetting business unit. 
There is now a rule on the Affiliate Field so when you enter interunit journal you will get an error message if you leave the affiliate field blank. 
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Creating an Interunit Journal is exactly the same as any other journal, except:

- On each line of the interunit entries, you fill in the Affiliate chartfield with the offsetting business 
unit. 

- The opposite of what you’ve entered in the Unit Field 

Example: 

There is now a rule on the Affiliate field so when you enter the interunit journal you will get and error 
message if you leave Affiliate field blank. 

Line Business Unit Field Affiliate Field
Line 1 CHBUS UNCCH
Line 2 UNCCH CHBUS

Presenter
Presentation Notes
Interunit Journals move funds between two chartfields that have different business units. 
UNCCH – UNCGA
UNCCH – CHOSR

Journal Types that are or could be interunit: 
Foundation Allocation to University Restricted/Unrestricted Gift
- Moving gifted moneys to a Restricted or Unrestricted Gift. Donors choose to put limitations on what the funds are to be used for. 
Other Campus JE Interunit

Creating an Interunit journal is exactly the same as any other journal, except:\
 - On each line of the interunit entries, you fill in the affiliate chartfield with the offsetting business unit. 
There is now a rule on the Affiliate Field so when you enter interunit journal you will get an error message if you leave the affiliate field blank. 
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STUDENT 
GUIDE PAGE 43

Presenter
Presentation Notes
Cash advances are used for several purposes. 
 
You must enter a campus voucher first for the cash advance. Then to settle the cash advance, once you know how much was actually spent, you enter a campus journal. 
 
John goes to a conference and is given $1,000.00 for expenses. 
3 scenarios: 
Spend exactly the amount that was given
John goes to a conference and spends exactly $1,000. 
Create a Cash Advance Journal Entry
Expenses less than cash advance 
John goes to the conference and spends $850.00
Campus Deposit
Create a Cash Advance Journal Entry for $850.00
Expenses greater than advance (Another Campus Voucher the a JE Cash Advance)
John goes to the conference and spends $2,000.00
Create another Campus Voucher for $1,000.00
Create a Cash Advance Journal Entry for $2,000.00�
In your student guide on page 41 it walks you through which codes to use for which scenarios. 
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This journal is used to transfer unused funds from a grant/award 
once the end date has been reached

Residual Transfers

CONTACT OSR

Presenter
Presentation Notes
Residual Transfer journal is entered to transfer unused funds from a grant once the end date has been reached
Funds are usually moved to default chartfield string or may roll onto a new project
Multiple OSR policies must be taken into consideration

Typically, someone in your department can help
If not, your OSR contact can assist 

OSR RESIDUAL TRANSFER >>> SLIDE 30
When you have an OSR grant where the end date has passed and you are no longer able to charge things to that project, but the grant is one that allows you to roll residual money (money that is leftover that you haven’t spent) to another grant. 

In this case it is all about knowing which chartfields to enter when you are doing the journal.

You are typically moving that leftover money to a default chartfield string or in some cases you may roll it onto a new project. There are definitely some policies that come into play because not all grants can be rolled to another project.  

Usually there will be someone in your department that can walk you through this and if not your contact person in OSR can help. Most often the OSR Office will do it for you.

In the Journal Header Status you will need to include the Contact info of the OSR person you spoke to. 

Things to note: 
If you have 25% or more of you award left you will need a reasoning as to why you did not spend your budget. 
The deliverables must have been met
All charges for the project must be reconciled
All project payments have been recieved

Policy Stat 700.04
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InfoPorte

• Reporting Tool
• Helps you find Balances, 

Transactions and various 
other information. 

• The InfoPorte Chapter will 
show you how to log in, 
and search for your 
journals transactions. 
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Resources to Help You

• ccinfo.unc.edu

• Help Button in CC

• CC Newsletter

• 962-HELP

• InfoPorte
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