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Procedure: Submitting Manual Journal Entries  

Who Processes: 
Department designated journal entry creators; Finance and 
Accounting (F&A) personnel  

Date: 7/08/2011  

Author: UCF Controller 

 

 

Scope: 
Communicate the Controller’s Office requirements for journal entry attachments within UCF 
Financials with a source of IDI, IDI-C&G, IDS, and TRF. 
 
 
General guidelines for JE’s and attachments:  
 

 Effective with the UCF Financials upgrade to version 9.1, the “General Ledger” 
journal entry online attachment feature was enabled and users are required to 
electronically attach supporting documentation to their journal entries. UCF 
Financials allows attachments to be accessed and reviewed by anyone with 
security to review a journal entry. Because of this security limitation, certain 
types of information and documents should not be attached: 

 un-redacted banking information 

 Personal employee data (id’s, SS#, etc.).  

 The generally accepted approach to attaching supporting documentation to a 
journal is to assume that if an external person (someone in another department, 
an external auditor, etc) were to review the journal, the journal itself and 
supporting documentation supports the rationale for creating the journal.  

 Supporting documentation should be relevant, concise and informative. Do not 
attach a copy of the journal template unless it contains a signature to show 
evidence of approval for the transaction. 

 Accepted format for attachments is:  .txt, .xls, xlsx., .pdf, .doc., docx. NOTE –
Excel files must be attached without links or macros. Please copy and 
paste the data as values before attaching the Excel spreadsheet to the 
journal. Please test that the attachment will open prior to submitting the 
journal to F&A.  
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 The Controller’s Office has developed these general guidelines regarding supporting documentation. In instances 
where documentation is REQUIRED, this has been noted. For all types of journals, the understanding is that in 
addition to required documentation, other documents may be attached if it is appropriate to support the 
transaction. 

 Once a journal has been posted, no additional attachments can be added to that journal within UCF Financials. In 
rare instances, the Associate Controller or Assistant Controller can add an attachment after posting. 

 Department journals must be approved by an appropriate designee at the department level prior to submitting the 
journal to F&A for final review and posting. The journal entry creator and approver cannot be the same person. 

 F&A will generally approve and post journals within two business days of notification. 
 
 

 

Journal Source Purpose Journal Naming Convention Attachments 

IDI (Non-C&G) Journal entries created by the 
UCF community for posting to 
the ACTUALS ledger.  
 
 
For Examples see Appendix A 

1. Expense charged to 
incorrect dept. 

2. Incorrect expense 
code. 

3. AUX Revenue charged 
to incorrect dept. 

4. Incorrect revenue 
code. 

5. Cash Transfer 
6. Tagable item charged 

to incorrect dept. 
 

XXXXMMDDNN: XXXX are the 
first four digits of the 
department or project, MM is 
the month, DD is the day, and 
NN is the sequence number. 
 
 

 Depending on the type of transaction, 
documentation to support the rationale 
of the journal  may include: 

 DataMart 

 Budget position 

 Third party source documents (invoices, 
etc.) 

 Other schedules, queries, and/or analysis 

 Do not attach a copy of the journal 
template unless it contains a signature to 
show evidence of approval for the 
transaction. 
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Journal Source Purpose Journal Naming Convention Attachments 

IDI: C&G 
Sponsored Research 
projects for funds: 
21028 
20029 & 21029 
21030 
21088 
 
 
 
 
 
 
 
 
 
Other C&G 
departments or 
projects for funds: 
20020 
20031 
 

 
Journal entries created by the 
UCF community for posting 
to the ACTUALS ledger. 
  
ORC Compliance reviews for 
compliance with contractual 
and federal guidelines.  
Additional payroll 
information is collected for 
effort reporting in the ECRT 
system. 
 
 
 
 
ORC approval not required 

 
XXXXMMDDNN: XXXX are the 
first four digits of the 
department or project, MM is 
the month, DD is the day, and 
NN is the sequence number. 

 
 
 
 
 
 
 
 
 
 

XXXXMMDDNN: XXXX are the 
first four digits of the 
department or project, MM is 
the month, DD is the day, and 
NN is the sequence number. 

 

 
Required: 

1) UCF Cost Transfer Explanation Form 
2) Non-payroll related transfer: DataMart; 

Budget Position; Third party sources 
(invoices, etc.); and other schedules, 
queries, and/or analysis 

3) Payroll related transfer: PARIS payroll 
information (if transfer between projects) 
or a Cost Center Report (if transfer from 
department to project), showing name, 
gross payroll and deductions (benefits & 
fringes) 
 
 
 

Required: 
1) UCF Cost Transfer Explanation Form 
2) Non-payroll related transfer: DataMart; 

Budget Position; Third party sources 
(invoices, etc.); and other schedules, 
queries, and/or analysis 

3) Payroll related transfer: PARIS payroll 
information (if transfer between projects) 
or a Cost Center Report (if transfer from 
department to project), showing name, 
gross payroll and deductions (benefits & 
fringes) 
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Journal Source Purpose Journal Naming Convention Attachments 

IDS Interdepartmental sales 
between University 
departments: 
 
For Examples see Appendix B 
Business Services 
Physical Plant 
 

XXXXMMDDNN:  
XXXX are the first four digits of 
the initiating department or 
project, MM is the month, DD is 
the day, and NN is the sequence 
number. 

 

Invoices/Reports/Etc. 

 

 

Journal Source Purpose Journal Naming Convention Attachments 

TRF 
 
 
 
 
 
 
 
 
 
 

Payment by DSOs, to various 
departments in the university 
for goods/services provided.  
 
90904 - UCF GOLDEN 
KNIGHTS CORP 
90905 - UCF CONVOCATION 
CTR CORP 
90906 - UCF FINANCE 
CORPORATION 
 
For Example see Appendix C 

XXXXMMDDNN: XXXX are the 
first four digits of the 
department, MM = month, DD = 
day, and NN = sequence number. 

 

Invoices/Reports/Etc. 
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Appendix A 

 
1) Office supplies expense was charged to the wrong department. This entry reclassifies the 

expense from the incorrect department to the correct department (i.e. different 
department - same account code). Acceptable support for this journal would be a screen 
shot from DataMart or Budget Position report showing the original incorrect dept/expense 
entry.  
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2) The wrong expense account was charged. This journal reclassifies the account from 739101 
to 754208 (i.e. same department – different account code). Acceptable support for this 
journal would be a screen shot from DataMart or Budget Position report showing the 
original incorrect expense entry. 
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3) Non-Taxable Auxiliary Sales revenue was charged to the wrong department. This entry 
reclassifies the revenue from the incorrect department to the correct department (i.e. 
different department - same account code). Acceptable support for this journal would be a 
screen shot from DataMart or Budget Position report showing the original incorrect 
dept/revenue entry and/or  Departmental Receipt. 
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4) The wrong revenue account was credited. This journal reclassifies the account from 604305 
to 604005 (i.e. same department – different account code). Acceptable support for this 
journal would be a screen shot from DataMart or Budget Position report showing the 
original incorrect revenue entry.  
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5) Transfer cash from one department to another department within the same Fund (i.e. a 
non-exchange transaction). Acceptable support for this transaction would be an 
email/memo/schedule that describes the purpose of the transfer and evidences the 
appropriate level approval of the charged department.  
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6) The wrong department was charged on a voucher payment for a tagable asset (chartfield 
begins with “75XXXX”, alternate account = 721000). Correcting this type of error must be 
coordinated through Vendor Payables. Do not submit an off-line journal for this correction 
because the correcting transaction must flow through the Accounts Payable/Asset 
Management system so the tagable item can be associated with the correct department 
within the UCF Asset Management system. Contact the appropriate vendor payables 
personnel (see Who to Contact Guide on F&A website 

http://www.fa.ucf.edu/Vendor_Payables/VP_Who_To_Contact.pdf). You will need to 
supply them with support for the correction. Acceptable support for this transaction would 
be a screen shot from DataMart showing the original voucher number, date, amount, 
vendor, etc. 
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Appendix B 
 
 

1. IDS journals are used when a department provides goods and/or services to another UCF 
department(s). Acceptable support for this journal would be an invoice describing the 
goods/services, dollar amounts, charged department(s), etc.  
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2. IDS journals where Facilities Operations (Physical Plant) receives funds for providing 
goods/services.  Facilities Operations do not record revenue because they are an E&G 
department (Fund = 10001) therefore they receive the funds as a credit to an expense 
account. Acceptable support for this journal would be an invoice describing the 
goods/services, dollar amounts, charged department(s), etc.  
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Appendix C 
 
 
1. Office Plus charges UCF Convocation corp. for office supplies. Acceptable support for this 

journal would be an invoice describing the goods/services, dollar amounts, charged 
department(s), etc. 

 
 


