workday. |
Journal Entry Tools (JET):

Accounting Journal Requests (Manual Journal Entry Request)
https://finweb.app.vumc.org/Apps/DOFAppJET/AccountinglournalRequestForm

Accounting Journals are manual journals interfaced from other source systems (e.g. Workorders, iLab, eStar) and
manually entered into Workday. This Accounting Journal Request Form is used by Departments to initiate a request for
an Accounting Journal to be made in Workday by Central Finance when a change to the accounting on a transaction is
needed. These requests go through the approval workflow in Workday. If only a change to a worktag on a transaction is

needed on an operational transaction (i.e. a transaction that originates from Workday), an Accounting Adjustment
should be initiated within Workday instead of this form.

VY Accounting Journal Request Form
@ Forms~ Tools ~

[ Sign out

Accounting Journals A+ create Journal

Show records

B Acctpate C Company D Memo F  NewNotes (c] Last Updated & H @

2/28/2023 VBCH Workorder charges A\ incomplete - Errors Found 2/27/2023 30533 PM BEB
2/24/2023 VUMC Epic Professional Revenue. 1 Ready for Submission 2/24/2023 3:51:19 PM (S C) ]
2/16/2023 VUMC iLab charges <d Submitted for Finance Review 2/27/2023 3:07:17 PM E

1-3 of 3records

Landing Page

After logging into the tool, a landing page will display details of all journals you have initiated within the tool. This
page will be blank if no journals have been submitted. Select individual column headers to sort and/or apply
filters. View additional details about each column below.

o Create Journal - create a new Accounting Journal Request ° Status - indication of where the journal

. . ] is in workflow within this tool (not an
e Acct. Date - accounting date from the journal as filled

. o indicator of Workday workflow status)
in by the initiator

o New Notes - notes added by

G Company - worktag that represents each legal entity )
Journal Reviewers

with a separate Tax ID. Companies are organized into
hierarchies based on VUMC's legal entity a Last Updated - time stamp indication of
ownership structure. when journal was last updated

Q Memo - memo from the journal as filled in by the initiator m - m

u Edit Selected Record.
View Selected Record.
Clone Selected Record.

B3 Remove Selected Record.
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Accounting Journal Requests - Page 2

After selecting Create Journal from the landing page, a new Accounting Journal Request will open. For fields with a
magnifying glass @, you can search for a worktag or type % as a wildcard to pull up all available options.

¥ Accounting Journal Request Form

@ A ms~  Tools ~ B C D E F
4 Go Back A View Errors & Alerts & Refresh Journal «d Submit for Finance Review ¢ Clone Journal il Remove Journal
Journal Details
Gl Journal Status: 'i 1l Ready for Submission
4 .
H Journal Source: 60. Accounting Journal Requests Memma: mTransactiuns
\ Epic Professional Revenue. 5
| company: VUMC Qx Debit Total: $ 1,200.00
X AT
§ ) Accounting Date: 2/24/2023 | ¥ Credit Total: $ 1,200.00
= _ < 0.00
K Create Reversal: [] Reversal Date: Balance: $ Ly
%
m Save Changes

Journal Details (Header)

Q Go back - takes you back to the landing page m Journal Source - how the transaction’s journal source will
display in Workday (cannot be edited)
o Company - worktag that represents each legal entity

with a separate Tax ID (see note on C on Page 1)

GView Errors & Alerts - displays any errors or
other warnings preventing the journal from being submitted

Refresh - refreshes the journal with any changes
G o Accounting Date - the date the journal is initiated
Submit for Finance Review - sends to journal reviewer
Q G Create Reversal - check box to indicate reversing entry

GCIone Journal - copies the information into a new journal
GRemove Journal - deletes the journal

@Journal Status - indicates where journal is in workflow

(once checked, Reversal Date automatically populates)
o Memo - overview of the journal

@ Transactions - debit totals must equal credit totals

m Save Changes - manually save your changes

A = Journal Line! B Journal Attachme c Journal Notes & Feedback D + Create Joumal Line

Debit Amount Credit Amount Line Memo i ji Program

1,200.00

Cost Center

1,200.00 0.00

Journal Lines, Attachments, Notes & Feedback (Bottom section)

Required fields on an Accounting Journal Request include Company, Ledger Account, Cost Center, Fund, Operating
Entity, and Journal Attachments. Debit and credit amounts cannot be on the same journal line.

G Ledger Account (required) - ledger account for
the line

Q Journal Lines - tab to show lines of the journal

G Journal Attachments (required) - support for the journal

Debit Amount - dollar amount to debit
G Journal Notes & Feedback - notes can be added by journal

requestors and reviewers 0 Credit Amount dollar amount to credit

9 Create Journal Line - adds another line (row) to the journal o Line Memo - description of the transaction
E ) - options to rearrange, clone, or remove a line

0 Company - defaults based on driver worktag (K) chosen

G Funding Sources (Driver Worktags) - choose a
driver worktag first to automatically populate

other related worktags
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Accounting Journal Requests - Page 3

The Tools drop-down enables you to select the Funding Source Worktags feature. This feature allows you to choose a funding
type (Gift, Grant, Project, Program, or Cost Center) and view the related worktags associated with the funding source. You also
have the option to export this information. Start by searching for a worktag or type % as a wildcard to pull up all worktags.

JET: Funding Source Worktags
@ Fe(f | Tools~ B [# sign out

Q, Funding Source Type: All ~ Worktag Filter: % Contains v Display Inactive: () Yes ® No X F Bepot

Legend: B inactive Worktag

Funding @ Related Worktags «
Source Cost o Operating & Function &  Service &

Type D Worktag & Worktag Description & ./ Center ID Fund 1D & / Entity ID CARTs ID % / Code D Line ID LocationID &
v v v v v

Cost Center CCoo001 Unassigned CCoooo1 FDOO1 QEMCA CTZZZ S5L999

Cost Center CCo0002 MCA 100 Oaks CCooo02 FDOO1 QEMCA CTZZZ FC36036 51999

Cost Center CCoo003 AQD Primary Care Internal Medicine 100 Oaks South CCo0003 FDOO1 QEAOD CTZZZ FC44044 SL052

Cost Center CCo0004 AOQD Dietary 100 OAKS Cafeteria CCo0004 FDOD1 QOEAOD CTZZZ FC44044 SL014

Cost Center CCOo0006 WVUH 100 Oaks Clinical Engineering CCo0008 FDOD1 OEVUH C1ZZZ FC43043 SL063

Cost Center CCoo007 AQD Dermatology 100 QAKS Cosmetic Dermatology CCo0007 FDOO1 QEAOD C1ZZZ FC44044 SL012
e L o s e P e e ST R e e P P

Funding Source Worktags Details

Q Tools - use the drop down to access the Funding Source Q Funding Source Type drop down - select a specific

Worktags tab funding source type to filter results
G Funding Source Type - type ‘All’ to see all funding G Filters - ability to type specific data in each header
types (Gift, Grant, Project, Program, or Cost Center) 0 Export - export data to Excel

G Worktag Filter - type % wildcard to view all worktags

The Tools drop-down enables you to select the Ledger Account Mappings: Non-Payroll Expenses feature. This feature displays
the various spend categories and the ledger account associated. This information is ONLY for non-payroll expenses.

JET: Ledger Account Mappings: Non-Payroll Expenses
@ F(A )| Tools~ B [ Sign out

Q, Spend Category Filter: Spend Cateqory Filter Contains v D Export

General & Administrative Expenses, exduding Salanes, Wages, & Benefits

Spend o Ledger
Category ID Spend Category Description © Spend Category Hierarchy @ Account ID Ledger Account Description & Footnote »
k4 4

5C031 Med Sup: Blood Manufacturing And Hematology
SC031 ) Medical supplies (SCH) 5000 Medical Supplies @
Systems, Components And Supplies

SC046 Med Sup: Serological And Specimen Preparation

SC046 X Medical supplies (SCH) 6000 Medical Supplies (2)
Test Systems, Components And Supplies

SC050 SC050 Med Sup: Surgical Products Medical supplies (SCH) 5000 Medical Supplies @

B i aaanie EE L T e T e ¥
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Ledger Account Mappings: Non-Payroll Expenses Details

QTools - use the drop-down to access the Ledger Account G Filters - ability to type specific data in each header

Mappings: Non-Payroll Expenses tab 0 Export - export data to Excel

QSpend Category Filter - type the spend category you

would like to see or type % wildcard to view all

QUESTIONS?
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