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CREATE/UPDATE JOURNAL ENTRY WITH ID AND DATE  

 
The Business Unit, Journal ID, and Journal Date fields populate automatically. However, 
you may override the default Journal ID and Journal Date when necessary. 
For example, any confirmation-related entry will use a Journal ID beginning with 
CONXXXXXXX. When posting Chase Bank transactions, use the transaction date as the 
Journal Date. For reversals or corrections of prior journal entries, always reference the 
original Journal ID. 
 

 
 
Step 1: To Add Journal ID, remove NEXT and type Journal ID. To change Journal Date, click the calendar 
button or type it in manually, then click Add. 
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HOW TO DELETE A JOURNAL ENTRY 
 

A journal entry can only be deleted by the initiator of the journal. If a journal entry has been pushed 
into the workflow, it must be routed back to the Initiator for deletion. The only journals that can be 
deleted are journals that are not posted or in the workflow. IMPORTANT: DO NOT CHOOSE ANY 
OTHER OPTION IN THIS DROP-DOWN BOX. 
 

Step 1: To delete a journal entry, click the Lines tab. Choose “Delete Journal” from the Process drop- 
down box. Click the Process button. 
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Step 2: Click the Yes button. 

 

Step 3: Another message will be displayed. Click the OK button. The journal is deleted. 
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HOW TO COPY A JOURNAL ENTRY 

 
 A journal entry can be copied from either a posted or an unposted journal. 
 
Step 1: Navigate to Create/Update Journal Entries, enter the Journal ID you want to copy, and select Search.  

 
 
It will take you to the Lines tab of the original journal entry.  
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Step 2: To copy a journal entry, c h o o s e  “Copy Journal” from the Process drop- down box. Click the 

Process button. 
 

 
 
Step 3: On the Journal Entry Copy page, enter your preferred Journal ID and Journal Date. If you need to 
reverse the original journal, select the Reverse Signs. 

IMPORTANT: Use the Reverse Signs checkbox only when reversing an entry; keep it deselected for 
copies. 

 
 

 
 

Step 4: Click OK. The system will navigate to the Lines tab, where only the actual journal lines are 
displayed. Update the account code, cost center, amount, and line description as needed. If the entry is a 
reversal, be sure to include “Reverse” in the line description. 
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Step 4: Go to the Header tab and update the Long Description.  
 
Note: If the entry is a reversal, include the word “Reverse”, the original journal Date, and a brief explanation 
of why the reversal is needed. 
 

 
 
Step 5: Once all updates have been completed, upload the supporting documents and then process the 
journal entry. After the journal has been posted, run 1074.3b to review the transaction. 
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REASON'S JOURNAL ENTRIES WILL BE DENIED BY GENERAL ACCOUNTING 

 
1. Journal ID: A journal entry will be denied if a confirmation‑related entry does not use a Journal ID 

beginning with “CONXXXXXXX.”   
Reversal or correction entries will also be denied if the Journal ID does not reference the original 
Journal ID 
 

2. Journal Date: Journal entry will be denied if date is not consistent with backup documentation. For 
ACH and wire payments, the journal date must match the payment transaction date. 
 

 
 

 
 
 

3. Long Description: A journal entry will  be denied if the Long Description does not include a complete 
and clear explanation of the purpose of the journal. 
The Long Description on the Journal Header can begin with the following prefixes for added clarity: 

• “DEP” for check and cash deposits 
• “REG-ACH PMT/WIRE PMT/CREDIT CARD PMT” for ACH, wire, or credit card payments 
• “REG” for all other journals 
• “ICJ” for inter-campus journals 
• “PCD” or “P-Card” for P-Card liability transactions 
• “Travel” for travel card liability transaction 

 

Bank Name Account Name Transaction Date Description Credit Amount Debit Amount Remarks 1 Remarks 2 Remarks 4

JPMORGAN CHASE 
BANK, N.A. - TEXAS

10861-Clear 
Lake Operating 01/29/2026

EFT 
CREDIT 3,759.71

ORIG CO 
NAME=TX DPT 
CRIML JST

ORIG 
ID=1746000089

ENTRY 
DESCR=INV-
PAYMTS
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EXAMPLES:  

 

 

 

 
 

 
 

4. Reference Number/Reference: A journal entry will be denied if there is no unique ID in 
Reference Number field.  Or the Departmental Log Number in the Header tab does not 
match the Reference field in the Lines tab (Optional). 
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5. Lines: A journal entry will be denied if an incorrect account number or cost center is used. 
6. Documents: A journal entry will be denied if no supporting documentation is attached, or if the 

documentation provided is inadequate, conflicting, or not legible. 
7. Approval2: A journal entry will be denied if the incorrect Approval Path is selected. Use the 

appropriate path based on the type of transaction: 
 

• Check and cash deposit journal entries: Select “Dept/Coll/Div – Stu Fin - Accounting Office.” 
• ACH, wire, credit card payments, other journals, and intercampus journals: Select 

“Dept/Coll/Div - Accounting Office.” 
• Grant-related entries prepared by departments (not ORSP): Select “Dept/Coll/Div - OCG - 

Accounting Office.” 
• P-Card liability transactions: Select “Dept/Coll/Div - AP - Accounting Office.” 
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SUPPORTING DOCUMENTATION REQUIRED FOR JOURNAL ENTRIES 

 

 
 
 
 
 
 

Type of 
Transaction Key Steps Backup Documents Scanned and Uploaded to Journal

CASH OR CHECK 1 Count Cash/Checks 1 Deposit Slip- for Cash
DEPOSITS 2 Prepare  Deposit Coversheet Form 2 Complete Deposit Coversheet Form

3 Prepare Deposit Slip- For Cash 3 Current Copy of 1074 Report if following types of transactions:
Make Copy of Deposit Slip - Reimbursements to an Expense (Section 3b, Detailed Transactions - Revenue/Expense)

4 Prepare Deposit for Transport to SBS -Refunds to a revenue account (Section 3b, Detailed Transactions - Revenue/Expense) 
Include Original Deposit Slip in Deposit Bag - Debit an accounts payable account (Section 6, Summarized Balance Sheet)

5 Prepare Journal - Credit an accounts receivable account (Section 6, Summarized Balance Sheet)
Header Tab: Enter unique ID in Reference Number field 4 Incident Report and Overage/Shortage Report (MAP 03.A.45)

6 Select Path 2, (Dept– Stu Fin - Accounting) Only if account 50015 is used and the amount is over $20.00
7 Print Journal Coversheet (do not need to sign) 5 Copy of invoice or supporting documentation for the journal
8 Submit Cash Deposit Bag to Student Business Services

Inside Bag: Cash/Checks and Original Deposit Slip
Outside Bag: Journal Coversheet and Copy of Deposit Slip

ACH, WIRE, 1 Prepare  Deposit Coversheet Form 1 Settlement Totals Report or Credit Card Receipt.
OR CREDIT CARD 2 Prepare Journal 2 Complete Deposit Coversheet Form
DEPOSITS -Use Transaction Date for ACH/WIRE payment 3 Current Copy of 1074 Report if following types of transactions:

-Credit card payment date for Credit Card -Reimbursements to an Expense (Section 3b, Detailed Transactions - Revenue/Expense)
-Use "CON" in the journal ID if it is a confirmation‑related entry -Refunds/Chargebacks to a revenue account (Section 3b, Detailed Transactions - Revenue/Expense) 

3 Select Path 1, (Dept/Accting) -Debit an accounts payable account (Section 6, Summarized Balance Sheet)
-Credit an accounts receivable account (Section 6, Summarized Balance Sheet)

NON-PAYROLL 1  Prepare Journal 1 All other documentation that supports the journal entry
REALLOCATIONS 2 Select Path 1, (Dept/Accting) 2 Current Copy of 1074 Report depending on account to be reallocated:
and CORRECTIONS A.  Asset or Liability Account  (Section 3a, Detailed Transactions- Assets/Liability/Fund Equity 
(Non-Grant/Project AND Section 6, Summarized Balanced Sheet) 
 Cost Centers) B. Expense or Revenue Account  (Section 3b, Detailed Transactions- Revenue/Expense)
NON-PAYROLL 1 Prepare Journal 1 Current Copy of 1074 Report depending on account to be reallocated:
REALLOCATIONS 2 Select Path 3, (Dept/OCG/Accting) A. Asset or Liability Account  (Section 3a, Detailed Transactions
and CORRECTIONS - Assets/Liability/Fund Equity AND Section 6, Summarized Balanced Sheet-

Run 1074 report from FY2000 Period 1 to Current) 
(Grant/Project Cost B. Expense or Revenue Account (Section 3b, Detailed Transactions- Revenue/Expense-
 Centers) Run 1074 report from FY2000 Period 1 to Current) 

OR
C. Expense or Revenue Account Project to Date  (Section 2, Summary by Budget Node 
and Account) 

2 Complete Cost transfer Justification form
3 Other supporting Documents to support the nal entry

FUND EQUITY 1 Prepare Journal 1 Budget Journal if the fund equity journal is a result of a budget journal
2 Select Path 1, (Dept/Accting) 2 Current Copy of 1074 Report, (Section 6, Summarized Balance Sheet) 

3 Current Copy of 1016 Report, Fund Equity Report
CLEARING P-CARD 1 Prepare Journal P-CARDS
AND TRAVEL Header Screen: Enter "P-Card" or "Travel" in Description 1 Current Copy of 1074 Report, (Section 6, Summarized Balance Sheet)
CARD LIABILITY 2 GCMS Expense Report Signed by the Cardholder

3 Copy of Receipts
2 Select Path 1, (Dept/Accting)  

TRAVEL CARDS
1 Current Copy of 1074 Report, (Section 6, Summarized Balance Sheet)
2 Concur Expense Report Signed by the Cardholder/Responsible 

Person
3 Copy of All Receipts/Itineraries
4 Copy of All Travel Requests

 INTERCAMPUS 
JOURNALS gljournalworkflow-sop-intercampus-journals-final.pdf gljournalworkflow-sop-intercampus-journals-final.pdf
Use the link for guidance
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CASH AND CHECK DEPOSITS, ACH, WIRE, AND CREDIT CARD PMT DOCUMENTATION 
 
Deposit Coversheet Form will be found www.uhcl.edu/about/administrative-offices/general-
accounting/forms 
 

 
 
Cash Receipt: 
 

 
 
 

NOTES:
1. Security Sensitive Information, such as social security numbers, credit card numbers, and bank account numbers should not be scanned 
and attached to journals.

2. Currency (i.e., dollar bills and coins) should never be copied or attached to deposit journals.  The front and back of checks should not be 
copied and used as a source of backup.

3. Journal must be created and copy of cover sheet must be attached to deposit bag when submitting to Student Business Services 

4. State Fund (FUND 1) cannot be used for journals related to non‑payroll reallocations, corrections, or inter‑campus journal entries.

http://www.uhcl.edu/about/administrative-offices/general-accounting/forms
http://www.uhcl.edu/about/administrative-offices/general-accounting/forms
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Credit card receipt: 
 

 
 
 
CHECK STUB: 
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INVOICE: 
 

 
 
 
How to run 1074 
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HOW TO REVIEW THE JOURNAL ENTRY STATUS 
 

The Approval History listed on the Approval2 tab, provides the status of the journal entry along the 
current approval path. A complete list of comments entered in the Comment Log box is also displayed: 

 
Step 1: Click the Approval2 tab. 
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Note the data listed under the Approval History: 
• Step – this refers to each step of the approval process according to the "Route To" path chosen. 
• Status – the status of the journal at each step in the path. The values are: 

o Initiated the journal has been created 
o Approved the journal has been entered into workflow 
o Denied the journal has been denied and routed back to the originator Pending 

the approval action has not been selected for the journal in this step of 
the workflow process (journal is waiting on the worklist) 

o Recycled not used 
o Skipped the journal has skipped a step in the approval process 

• Date/Time Stamp – This is the date and time stamp of the approval action 
• User ID – This is the EMPL ID of the person choosing the approval action along the 

approval path. 
• Name – This is the name of the person choosing the approval action along the approval path. 
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HOW TO FIX A JOURNAL EDIT ERROR 
 

Sometimes when a journal is created and edited, the Journal Status will result in an "E" for Error 
instead of a "V" for Valid. If the journal has an Error Status, it will need to be resolved before it can 
be entered into workflow. 

 

Step 1: Click the "E" hyperlink under Journal Status or click the "Errors" tab. 

The Errors tab will indicate which line the error is on. The message given will say "Combo error for 
fields FUND_CODE/DEPTID/PROGRAM_CODE/in group COSTCTR. This means there is a problem 
such as: 
• The cost center combination of Fund – Department – Program – Project ID is not valid 
• The budget reference is missing or not valid 
• If the cost center is either a grant (fund 5xxx) or project (fund 7xxx) cost center, the grant 

or project end date could be expired. 
• Fund 5xxx should not have a budget reference.
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Step 2: Return to the Lines page and make the necessary corrections. Click the Process button. 
 

Line 2 is in error. In this example, the cost center is invalid. The cost center combination of 
1051-C0129-F0953-NA does not exist. The correct cost center is 1052-C0129-F0953-NA. 
 

The journal now has a Journal Status of "V" and a Budget Status of "V": The journal is ready to 
be entered into workflow. 
NOTE: If the journal fails budget checking (Budget Status = "E"), contact your DBA for resoluti
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