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Changes to JET Form




OLD - JET Form

Journal Entry Transfer (JET) Request Form Division Of
FINANCE &
JET Transfer Infermation ADMINISTRATION
Request Date 41872012 California State | © H A N N E L
University I S L A NDS
Transfer From Entity CICMP
Transfer To Entity CICMP :E—mailf Tt T l ‘:ShuwaideInsﬁuctiam ]

JET Contact Information

Name Telephone Dept Email
JET RequestoriContact {Enter your contact info)
Program Contact [Optional)
JET Subject Detail
) . . - | Rermaining
JET Subject Line E(Enter a =hort dezcription of the transaction) | Ctaractecs 54
JET Detailed Description E(Enter a detailed description of the transaction)
] Ry
Efraracdens S5

JET Journal Entry

[ corstructon Func?

‘ * Project [Grants Line Description [Mazimum 30
Account Fund Dept Program Class Only) Amount Characters)
TR Cfrarschens T
Hevmraining Charaotens ST
AT S sehans T
Hevmraining Charaotens ST

ST Crar Schens T

Hevmraining Charaotens ST
ST Crar Schens T
AT A schens TE
ST Crar Schens T
Heimaining Charaotens ST

R T T L




NEW - JET Form

Journal Entry Transfer (JET) Request Form Few. (111L.C
Log # FINANCIAL
SERVICES
JET Transfer Information CaliforniaState | € H A N N E L
University I S L ANUDS
Request Date
Transfer From Entity CICMP
Transfer To Entity CICMP .Efmilfﬁubmﬂl?nml |.3huw}HideInslnwtinnnl T
i INANCE USE ONLY: i
. ] !
JET Contact Information | save JETIRET !
Name Telephone Dept Email ! !
JET RequestoriContact i :
] N
Additional Contact L :
JET Subject Detail
JET Subject Line E(Enter a short description of the transaction) g:,:a&;sﬁ
JET Detailed Description Enter a detailed description of the transaction)
Hermaiing
Eharscters 45!
JET Journal Entry
Original Transaction ¥ A A M
Date Account Fund Dept Program Class Project [Grants Only) Amount Line Desecription | 30 Ch ]
1 Aeimaining Charsetens JF
H Rermaling Characlers i
2 Besmaining Charsoters A7
4 Fesmaining Characters A7
5 emaining Carscters A7




Changes - JET Form

|) Log # will now be issued for all JETs
" Will assign number after form is

submitted

Journal Entry Transfer (JET) Request Form o (1L

JET Transfer Information

Request Date

Transfer From Entity CICMP

. E-mail/ S8ubmit Form I | Show/Hide Instructions

Transfer To Entity CICMP




Changes to RET Form




OLD - RET Form

RET Request Form Division Of

FINANCE &
Log # ADMINISTRATION

California State CHAMNMNE.L

RET Transfer Information : .
University I 8 L A N D §

Request Date

Transfer From Entity CliCMpP

Transfer To Entity CIASI - || E-mail/ Submit Form I “ Show/Hide Instructions I

RET Contact Information

MName Telephone Dept Email

RET RequestoriContact [Enter your contact infol

Program Contact [Dptiona;

RET Subject Detail

RET Subject Line [Erter a short description of the transaction] m,?-;;;\.;_w

RET Detailed Description : [Enter a detailed description of the transaction)

-
Lharactors 45

RET Amount Detail

Charge Detail

LI SEp oo LFESCrponom LresScniponom LresScniponon
#1 - Enter &2 - Enter #3 - Enter #4 - Enter
Associated * * * *
Cramdents Az 0.00 0.00 000 .00 0.00
Cl - Campus il .00 0.0a 0aa 000 0.aa
Foundation FDON 0.00 .00 0oo 000 0.0o
Site Authority T4 0.00 0.00 0.0n 000 000
University Glen uGC n.oo .00 oo .00 .00
Total 0.00 0.00 0.aa .00 0.00
RET Journal Entry
Transfer From Entits CICMP Transfer To Entity - CIASI
Al bl ] ]
Account Fund Dept Program Clas=z Project Amount ALcount Fund Dept Program Claz=z Project Amount
OR OR

CR CR




NEW - RET Form

RET Request Form Rew. (fH4)LE

Log # FINANCIAL
SERVICES
California State CHANNINEIL
University |l S L A N D §

RET Transfer Information

Request Date

Transfer From Entity CICMP

Transfer To Entity CIASI E-mail/ Submit Form l | Show/Hide Instructions I

RET Contact Information | save JETIRET
Hame Telephone Dept Email ! 4

RET Requestor/Contact

Additional Contact

RET Subject Detail

§ Reamaining

RET Subject Line | Charscters 54

nter a short description of the transaction)

RET Detailed Description (Enter a detailed description of the transaction)
TS
i Charactens #57

RET Amount Detail RET Transfer Accounts
Charge Detail Transfer From/ Due To (Credit Transfer To/ Due From (Debit

Description Account
Associated Students | Cias) 0.00 Due To ASI 201819 Due From AS) 103613
Cl - Campus cicrap 0.00 Due To CSUCI - Campus 201823 Due From CSUCI - Campus 103823
Foundation CIFOM 0.00 Due to Foundation 201520 Due From Foundation 103820
Site Authority ciesa 0.0a Due to SitelFinance Authority 201522 Due From SitelFinance Authority 103822
University Glen CiuGC 0.00 DOue To UGC 201821 Due From UGC 103821

Tatal 0.00
RET Journal Entry
Transfer From Entity - CICMP Transfer To Entity - CIASI
A A M Line Description [Mazimum 30 A A A Line Description (Mazimum 30
Account Fund Dept Program Class Project Amount Characters) Account Fund Dept Program Class Project Amount Characters)
3 DR




Changes - RET Form

|) RET Transfer Accounts is new and the
correct accounts will be highlighted when
you fill out the RET Transfer Information

RET Transfer Information

Request Date 111472014

Transfer From Entity CICMP

Transfer To Entity CIASI

RET Transfer Accounts

Transfer From/ Due To (Credit Transfer To/ Due From (Debit

Deszcription Account Des=cription Account
Due To ASI 201819 Due From ASI 1035139
Oue To CSUCI- Campus 2015323 Due From CSUCI - Campus 1038623
D to Foundation 230 Due From Foundation 103520
Oue to SitelFinance Authority 20522 Due From SitelFinance Autharity 103522
Due To UGCE 201521 Due From UGE 105521




Changes - RET Form

2) RET Amount Detail will auto-complete once
the RET Journal Entry is completed

RET Amount Detail
Charge Detail
Associated Students Clasl 00,00
Cl - Campus CICHP [100.00)
Foundation CIFOR
Site Authority CICSA 0.0a
University Glen CIUGC 0.00
Total 0.00
RET Journal Entry
Transfer From Entity - CICMP
h h h Line Description [Mazimum 20
Account Fund Dept Program Class Froject Amount Characters])
3 BE0001 G030 220 aEcstage dus o CIAS]
3 201813 G030 V= dusta CIAS
Transfer To Entity - CIASI
A A A Line Description [Mazimum 30
Account Fund Dept Program Class Project ) ) Characters)
103525 ASI03 100.00 EPD age due fram CICMP
EEO001 ASI03 155 00 Pestage due from CICMP




Changes - RET Form

3) Line Description is new, please be specific
" Will appear on Data Warehouse reports

RET Journal Entry
Transfer From Entity - CICMP

Accoun t Fund Dept Program Class Project

BE0001 =0a01 220 ostage due e
201873 =00 0T 00); Pastage due ta CIAS]

-

-




Common Changes on JET
& RET Form




Changes - JET & RET Form

|) Request Date does not auto-populate
" Must type in date

Request Date @ N
Transfer From Entity

%

Transfer To Entity CICMP




Changes - JET & RET Form

2) Additional Contact added
* Used to state “Program Contact
(Optional)”
" Please list all persons who need to
receive a copy of the JET

Telephone Dept Email




Changes - JET & RET Form

3) Original Transaction Date added
* Used to determine if transaction is over
90 days old, if such, an “Expenditure
Transfer Justification™ is needed

JET Journal Entry

.................................................................................................

.....................................................................................




Changes - JET & RET Form

4) Expenditure Transfer Justification added
= Refer to second tab on the Excel

JET Journal Entry

workbook e :

Date Account Fund Diept
1
2
3
4
5
&
7
Expense Transfer Justification Form 3
0
This form is to be used to justify transfers of both payrall and operating expenses g ——y——"
w-h il thE‘ EXPENSES he]ng transferred are greater than gD-d ays D‘ld E g ., .....................................

F M | Blank - Request Fo i i

[ Payroll Expens= [ Paid thru Accounts Payable Wy |

1. Date Transaction Posted:

2 VendorEmployee Mame:

Account Fund Dept Program Class Project
3. Current Chartfield:
Account Fund Dept Program Class Project
4, Change Chartfield To:

5. Amount &

6. Please provide details as to why transaction was posted to the current chartfield and
why the transfer is needed:




Changes - JET & RET Form

5) Data Validations added

* Text box will pop-up to show error
= Example: Accounts need 6 digits

JET Journal Entry

Fund Dept Program Class Project (Grants Only)

-
on Date
" :
Valid Account Number O —
.'f.-_-.\'. ...........................
I__e_l Please enter a valid account number in this field. For a list of valid accounts, please check CF5 ChartField Values.
- R

[ Retry l [Cancel ] [ Help l ...........................

Was this information helpfllz e

I S R o v RS T = R | LI =




Acceptable Types of Back-Up

» Copy of report from the Data Warehouse

Manage My Budget Welcome, Schweisinger, Jennifer!  Dashboards — More Products

Dept Fdescr is equal to INNEEG_G—_———
and Fiscal Year is equal to 2011
and Acct Fdescr iz equal to 660003 - Supplies and Services - Other
and Fund Fdescr is egual to GD90 - Cl ~ Operating
and Period Abbr is between 0 and 8
and Bus Unit Fdeser iz equal to CICMP - C5U Channel lslands
and Acct Type Fdescr is egual to 50 - Revenues, 60 - Expenditures

Drill Down: Total Actuals

Doc
Doc | Dst Jrnl| Jrnl Open
GL Doc |Ln |Ln |Docln Fizcal | Period| Acet Jrnl Ln |(Ln |Jrnl| tem |Acct Fund Dept Prog Class | Proj Actuals
BU Doc Src | Doc D Date | # # Descr Year |Abbr |Date|JrnlID Date | Jrnl Descr # Ref | Src | Key | Fdescr | Fdescr | Fdescr| Fdescr| Fdescr| Fdescr| Amit
WIE 650003 -
r.1anLTa| 2011 OROT1411A 2011 2011 Denosit Trans Supplies GD301 - o
CICMP J.EILII'I'Iﬁ| 0000053859 -07- 39 0| Arrowhead 2011 1/-07- 0000053859 -07- #UED?‘MHA 39 - UPL - and Cl~ i -—- - - (6.00} -
14 Refund 14 14 Services Operating
Entry
- Other
WIE 650003 -
r.'lan;m 2011 ORO7T2811L 201 2011 Denosit Trans Supplies GD201 - .
CICKP J.IJLII'I'IE| 0000058291 -07- prard 0 . 2011 1/-07- 0000058281 -07- #02.072811 22 - UPL - and L= -—- - - (6.
28 —— 28 28 Services Operating
Entry
- Other
660003 -
::JaElLTaI 2011 OPCWO 2011 2011 ,ESEF;%ZS Supplies GD901 -
clcmp 0000081740 -08- & 31 0 o 2011 2-03- 0000081740 -08- - upL - and Cl~ --- --- --- 121.15 -
Journal 031151 ROUTINE . .
Entry 04 04 04 " F Services Operating
e Lo
WIE 650003 -
o 2011 2011 2011 August 2011 Supplies GD301 -
cicmp ME0U8 ho00074008 8- | 10 Aug 11 Guest) 5y 2 08 0000074808 03— TPS 10-  UPL - and cl~ - | 30.00 -
Journal Prkg Pass . .
3 31 3 Chargebacks Services Operating
Entry
- Other
MJE e -
el 2011 2011 2011 August 2011 Supplies | GO901 -
cichP L‘Lﬂu"rflﬂall 0000074308 -08- 15 0 ’;‘r':(g Llfs”“t 2011 2 -08- 0000074308 -08- TPS 15-  UPL - and ci~ - 300.00 -
H g H H Chargebacks Services Operating
Entry
- Other
OPC COST
650003 -
MJE - RECOVERIES X
Manual 2m OPCWO- ) 20 2001 e CcsU Supples GDSHT - | gy
CICMP 0000074939 -08- 5 0 2011 2 -08- 0000074539 -08- 5- UPL - and Cl~ ) -— - - 57.74 -
Journal 031182 FUND 948} } -
25 25 25 Services Operating
Entry FOR84.11T0 ~ Other

B8.25




Acceptable Types of Back-Up
» Copy of ProCard Statement

CSU Channel Islands

ProCard Statement
Business Unit: CICMP Invoice Nunsher: FCIZL2MITT
Account Nanae: ' Unwoice Dale;  Februsmry 11,2002
Drigin:  USH J_nLal .tubnunﬂ.'_$_ ) 1,320 85
Tran i Vendor &1 Line Ami Descriplion Pur Cal Upd By Upd DM Dizp
[vistribh Lo Aect Fumnd Dept Prgm Clusx Proj Amoumt
ozoez (I S5C TEO 1149 GOVERMMENT SERVICES-OTHER 114% THERSTHIIE03L/12
| GENHER GO - 37500
OBk ] 50 TS0 1B49 GOVEREMENT SERVICES-OTHER 1149 THHHISTHISE 02112
| 660003 opwl TSN
Total Desrdbuiion R T ]
o T T T T .
O&1H8 6 X000 1VERY 000D
| GEOME GO - 7421
Tiotal [Msributhan 421
oienz CA 1AM OE1ABGEQQOIVPRY? 00002 2696GROCERY STORES, SUPENMARE THENS TR 02
OB1BAREOOOIVERY?OOOD
| e cowl il .00
Tiwal Thstribil i 10
ik 00 0 ] 5C TS0 LEAY GOVERMMENT SERVICES-OTHER 1149 THARISTHIFEORA1/12
e ool 1T5.00
Teal Dasribution 37500
mnanz CA 12943 | ERTING PLACES AND RESTAURANTE 1 THHMIS TR 0112
| aeond gDl 139 63
Tetal Daarihulion 17963

Murchuse Caleparies;

I-  Sales Tax Charged on lnvoice for this liem
4 - Conference & Trair
=~ [T Periphgraks

i Reglsimiban Fess

b e ieved the card stavcsnem med hve approved dee uransmori

5. | certiy duat all the purchises lsted an the staement, unless Noted i "Disputed kem® columm, are tnee and conrect and sere made for official CEU
winposes, Al ponds oF services e Besn recgived ond payme

aithceeed, T cand s e been sonled of all caputed jgivs, A copy of the cordialders simement of dspuicd lems |5 minched.)

signature of Card Holder, | Date Sagnature of Approving Oificks|, NG Dt




Where can we find the JET form?

Forms and Tutorials

» Cl Financial
Servi
Table of Contents (Ees
. Website
e Budget Forms
® Grants & Contracts Forms > Under “General
S enan Lo Accounting
e Accounts rayable Forms FOI"mS”

® Other Forms

http://lwww.csuci.edu/financial-services/forms-tutorials.htm




Important Information

» New Form (Version 2.0) must be used
beginning December 1,2014

» Approval signature(s) not needed

> If moving expenses that are older than 90-
days, submit an “Expense Transfer
Adjustment Form”

» Form functionality will not work on
= Apple computers
" |f you access email through VWebmail
* Contact Jennifer Moss (x3510) for a work-around



Submission Information

» Form is due the 25 of each month

" Changes will appear in the following months financial
statements (Data VWarehouse)

» Form and back-up must be submitted
electronically...no paper copies

» Form and back-up must be submitted to the

following email address:
» CIET@csuci.edu

Channel Islands
CALIFORNIA STATE UNIVER SITY




Questions?

> |ET
= Phyllis Vicker
= phyllis.vicker@csuci.edu
= X 8578

> RET

= Michelle Hense

* michelle.hense@csuci.edu
= X 3143

Channel Islands
CALIFORNIA STATE UNIVER SITY
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