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GL Journal Transfers

1. GL Transfers

GL transfers are used to transfer funds between one or more nominal accounts, cost centres or
projects. In its simplest form, a GL transfer would consist of 2 lines, debiting one code and

crediting another. More complex GL transfers may consist of many debits and /or many credits
but the total of all the lines must equal zero. When entering a transfer, the usual convention is
to enter the debit line(s) first and then the credit line(s). Credits are entered as a minus figure.

All amounts are entered as the net value (i.e. excluding VAT). If an amount posted to the VAT
account is to be transferred, enter a separate line on the journal for account 2999 (purchase
VAT) or 8999 (sales VAT).

When the details for a transfer are entered on to U4ERP and saved, the workflow sends details
to all respective budget holders for approval. When all the journal lines have been approved, it
goes to the Accounting Technicians to check and approve before moving on to the Accountants
to check and approve. When fully approved the journal posts to the ledger, updating the
relevant accounts. No additional documentation is required by the Finance Team as the
workflow provides a sufficient audit trail of the approvals.

1.1. Important notes:

1. A budget holder has 5 days to action a journal transfer request, otherwise U4ERP will
assume auto approval of the line(s).

2. If one or more lines are rejected by the budget holder, they will be returned to the
requisitioner, who must action them in one of 2 ways:

a) Amend and Resubmit the rejected lines, which will then return to the budget
holder(s) for approval.

b) REJECT the lines to remove them from the transfer altogether.
a. HOWEVER, if this results in the approved lines no longer totalling zero, the
lines will be rejected by the Accounting Technicians in the next step of the
process, and will therefore not be processed.

2. How to Enter a GL Transfer

Menu Route: Accounting > General Ledger > Registration of GL Transactions

2.1. Transaction Details

On entering the screen, the Period and Date will automatically be populated, the Registration
number will be generated automatically when saved.
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i= Registration of GL transactions x Registration of GL transactions x

Registration of GL transactions
Transaction

Period Transaction date Registration number

August 2021 - 8/20/202 = 0
202101
Transaction details
|:| Account Description Valuedate Currency Tax code Debit/Credit Posted amou... Gross amount  Workflow sta...
*|8/20/2021 = - 0.00 E

The Transaction details default to these basic columns
But when entering data more columns may become visible

= Registration of GL transactions x | Registration of GL transactions x

B
N
3

Registration of GL transactions
Transaction

Period Transaction date Registration number
August 2021 - 8/20/2021 -} 0

Transaction details

O Account Costc Project Asset Cat4 = Cats  Cat6 | Cat7 | Description Currency Tax cox ue Number | Debit/C: jorkfidw
2011 ACFI GENODOO1 Test DEBIT [e=2) PE 0.00 [
8000 ADHU GENOD0O1 Test CREDIT [==2] PE 0.00 0
2009 ACFI GENODOO1 Test2DEBIT  §/20/2021 =] PE 0.00 0
*| 2009 vo. | *{ADHU wes| *¥|GENOOOOI ... = Test2 CREDI *(8/20/2021 |f5| *|GBP  |...| =/PE v 0.00 o
SubSGpHoRs Schoolof Humanioes Genersl Universiy Act Stering Pound (G- Puichase Exam

2.2. Columns to be competed for each line:

Field / Description
column
Account For the first part of the transfer.

(nominal code) | Conventionally, the debits are entered first.

Cost Centre To which the account entered above relates

Project To which the account entered above relates

Asset Can be left blank except for account codes that relate to Fixed Assets
(cost centre PRCW)

Description Enter a meaningful description. (also see Copy Description below)
This will appear on reports and should detail the purpose of the transaction

Value date

Currency Leave as GBP

Tax Code Leave as PE

Posted This is the net amount in GBP to be transferred.

Amount Enter Debit amounts as a positive number and credit amounts as a negative number.

2.3. Workflow Log (row X)

In the workflow log (row X) the (Enter a comment) box can be used to add internal notes
against each line. The comments are not included in the posted description, but are visible to
the budget holder, and can be used to explain the reason for the transaction.
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The number in (row x) indicates the row the comment is attached to; however, the copy
button can be used to copy the workflow comment onto ALL the existing lines. So, if the same
comment applies to all lines, add it to the last line entered, and copy it to all the other lines.

(NB The comment may ‘disappear’ when you select copy, but it will still show in the Workflow log of the approval task)

F
[ Add l De E'.EI Copy description ]

2 Workflow log (row 1)

|[Enter a comment)

Copy

2.4. Editing lines

e Addaline
o Click onfor the next line, and repeat the process described above.
e Delete aline
o Tick the box to the left of the line(s) to be deleted and click onthe
selected lines.
e Copy line description
o Select the line containing the description and tick[Copy Description]to populate
all lines with the detail.

2.5. Parking, and Retrieving a GL Transfer

Transfers must be balanced, to be saved and sent into workflow for Export
approval. However, the ‘park’ option can be used to keep a transfer Park transaction
journal before it is completed. Get parked
Start from template
e Select More actions > Park transaction (from the bottom of the Save as template
screen). Window settings
More actions —

e Enter a description for the transfer, for later retrieval, and click on OK. The registration
screen will clear.

Unit4 ERP
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e Select More actions > Get parked. A Value lookup screen will appear. Enter the
description in the ‘Free Text’ box, or leave blank to view all parked transfers, and click
search. Select the item to be retrieved.

Value lookup

Search criteria

¥ Advanced
TC TransNe Updated User Description
&
P 129 9/30/2011 CCHADW Erasmus DRS Expenses
P 127 1/31/2008 ET dhl
P 130 5/15/2013 IROPER Hot Salaries

3. Budget Holder Approval

When a transfer has been saved, a task will be sent to each of the budget holders involved for
them to approve lines of the transfer which relate to them. The tasks are listed on the home
screen. Click on Jnl Transfer BH Approval TransNo: XXXXX to go into the GL transaction
approval screen:

i= Inl Transfer BH Approval TransNo: 29006 x

GL transaction approval

GL transaction information 2« Workflow log (row 1)
Transaction type Registered GL Transactions 8/23/2021 12:08 PM Karen Dalby {KD) - "TEST WORKFLOW COMMENT
Transaction number 29006 Debit amount 15.00 8/23/2021 12:08 PM Karen Dalby (KD) - Distributed
Period 202011  Creditamount 0.00
Transaction date 8/23/2021 Tax amount 0.00
Enter a comment)
Copy
GL transaction details
|__| Map Tax Status Currency Posted amount Tax amount Account Costc Project Asset Description Value MNumber
IE . Approve  GBP 15.00 000 2011 ACFI GENOD0O1L test BH task 0.00 0
[N GBP -15.00 000 2011 ADHU test BH Task 0.00 0
Reject Aporove Undo
Click here to select all lines Alternatively, click on
for acceptance or rejection. each line in turn and
A comment must be added then click on Reject or

on each rejected line.

Although the full transfer journal will be displayed, the budget holder will only be able to
accept or reject the lines for which they have approval rights, ‘greyed out’ lines cannot be
approved in this task.

To select all available lines, to be approved or rejected, tick the box in the top left corner of the
header row. Alternatively, click on each line separately and select approve or reject. A
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comment must be entered, in the workflow log, for all rejected lines. Highlight the line to enter
a comment, or enter a comment on one line and use Copy to copy this to all lines.

NB: If GL transfer is not actioned within 5 days (accepted or rejected) U4ERP will approve it
automatically.

4. Rejections

If any lines of a GL transfer are rejected, at any stage of the workflow process, the requisitioner
will receive a Rejected by ... task. Click on the task to open the GL Transaction Approval screen,
where rejected lines can be amended and re-submitted for approval. Alternatively, if the
journal is to be cancelled in full, the line(s) can be rejected. Approved lines will not progress
through the workflow until all lines are approved and balance to 0.00. The task will not clear
until the transfer is resubmitted or rejected.

= Rejected by Finance - GL Trans TransNo: 29007 %

GL transaction approval
GL transaction information # Workflow log (row 1)

Transaction type Registered GL Transactions {ADOUGL) - Rejec

Transaction number 28007 Debitamount 23.00 OLL3) - Appror t acctech reject”
Period 202011  Creditamount 0.00 Sl
Transaction date 872572021 Tax amount 0.00
‘}_E':er a comment)
Copy
GL transaction details
|:| Map Tax Status Currency Posted amount = Tax amount Account Costc Project Asset Description
E = |GBP 23.00 0.00 2008 wee | *ACFI wes | *|GENDOOO1L = | |test multi line with reject E‘
Hospirality Finance General University Activity

Reject Resubmit Undo

Save

NB: A GL transfer will not progress to completion with any rejected or cancelled lines.

Workflow in progress has no Task owner for the approved lines

Workflow enquiry - GL transactions

# Selection criteria

Company like LH

TransNo like 29007
TTinlist GL GRS

Results

Detail level  All levels Copy to clipboard

B T — an Task Workflow . I

# Process Step owner (T) status (T) TT TransMo ES Trans.d

1 A General Ledger Jour... Wi ow in progr.. GR 29007 Q0 8/2b720

2 A General Ledger Jour... winprogr.. GR 29007 1 38/25/20

3 A General Ledger Jour... Rejected by Finance - GLT... Karen Dalby  Rejected GR 29007 2 8/25/20

4 A General Ledger Jour... Workflow in progr.. GR 29007 3 8725720
Vsn 1.0
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5. Managing Tasks

5.1. Task List

All tasks appear in a user’s task list in the top right corner of the home page. Click on the
number ¥ & to expand the list, and click on a task to be taken into the correct screen for that
task.

5.2. Managing Tasks

The tasks can be grouped by various criteria over three levels, as required. See example in 5.3
below.

5.3. Update Task List

Click on this © button to refresh the task list to see the latest tasks sent, and to remove any
complete tasks.

University % houghta L @ Search (Alt+g)

X
Your tasks(? ¢, Groupby &
Level 1 Process -
Level 2 | Siep -
Level 3 -
Expand =l | | Caollzpse =l

= General Ledger Journals
= Rejected by BEH -GL Transfer
Rejected by BH -GL Transfer TransMo: 28932
~ Rejected by Finance - GL Trans
Rejected by Finance - GL Trans TransMNo: 27642

Rejected by Finance - GL Trans TransMNo: 25957

= Purchase Requisitions
~ Rejected Requisition
Rejected Requisition OrderMNo: 106889
Rejected Requisition OrderMo: 115044
Rejected Requisition OrderMo: 117794
Rejected Requisition OrderMo: 118512
Rejected Requisition OrderiNo: 119856
Rejected Requisition OrderMNo: 122387
Rejected Requisition OrderMo: 122422
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5.4. Home page: Favourites
Click the heart /& button in the top right of any screen to add it to the Favourites panel.

Favourites (7
Ll Goods receipt
Kl Requisition Entry

] Mew Supplier Request

Recently used screens will also appear in the Recently used panel.

Recently used

I

L Worldflow enguiry - Missing goods rece.)

E

Requisition Entry

Y]

Waorkdflow enguiry - Requisitions

E

Goods receipt

E

Registration of GL transactions

%

Customer

bl

A peoElmra gty o Salme meelaee

Vsn 1.0
Page 9



