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Journal Entry Transfer (JET) - History

The JET form will be used to correct GL (general ledger) and A/P (accounts payable) errors in regard to:

e Account

e Fund

e Department

e Program

e (Class

e Project (Grants only)

The JET form replaces the “JET” form, shown below. The “07/16” form should not be used after May 15,
2020 and will be returned to the originator for revision.
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The JET form should only be used to correct errors within the same entity (CSUCI > CSUCI transactions),
and not to correct errors between entities (CSUCI > UGC transactions). Such transactions should be
completed using the Related Entity Transaction (RET) form. The process guide for the RET form can be
found on the Cl shared drive at Z:\RET Log\RET Process Guide.docx.

Journal Entry Transfer (JET) - When to Use the JET

The JET form should be used to correct GL (general ledger) and A/P (accounts payable) errors from the
following:

e To correct errors from the Data Warehouse
e To correct errors on ProCard Statements



file://///crate.csuci.edu/public$/RET%20Log/RET%20Process%20Guide.docx

The JET form should also use used to submit Chargeback requests between campus departments, such
as:

e Phone

e Postage

e TPS Events

e OPC Work Orders
e OPC Utilities

e Fuel

e Pharos

Journal Entry Transfer (JET) - How to Fill Out the JET

Step #1 — Enable Macros Button
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Step #2 — Show/Hide Instructions Button

Journal Entry Transfer (JET) Request Form
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Step #3 — Enter Date

Journal Entry Transfer (JET) Request Form
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Step #4 — Enter Transfer From and Transfer To Entities
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FINANCE &

JET Transfer Information @ ADMIMNISTRATION

Request Date [ California State CHAMNMBMNEL
Univarity I S L A MNDS

Transfer Frem Entity

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

JET Centact Information

.“--:m"‘:"""'zr "T f F " d
KT NequesioriContecs  |@oeryowrcorteatimbe) | [ ranster rromm ahn
Pragram Contact [Dptionall | |

SETSubjecrDeml "Transfer To" entity
FE— should always be the [ |
e—[goemmmmemm | same business unit .,

T W R




Step #5 — Enter Contact Information
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Step #6 — Enter Subject
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Step #7 — Enter Detailed Description
(Explan why the form is being submitted --

Include the following in with the Back Up:

. Data Warehouse Report confirming original coding
° Original source document
o Ensure proper Signature Delegation of Authority if transferring
funds/departments)
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Step #8 — Enter Changes to Account, Fund, Department, etc...

Journal Entry Transfer (JET) Request Form
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Step #9 — Verify Total Equals Zero
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Step #10 — 30 Characters Maximum per Line Description
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Step #11 — Additional Lines Available
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Step #12 - Click Email/Submit Form
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Step #13 — Save a Copy of the JET in .xIsm Format
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Step #14 — Open Email on Taskbar

.. e

\ Click on the

email on the
Taskbar

Creates an email,
addressed to
Cljet@csuci.edu
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Step #15 — Email and Attach Backup

Include/Attach the following with the Back Up:

e Data Warehouse Report confirming original coding
. Original source document
. Ensure proper Signature Delegation of Authority if transferring
funds/departments)
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Journal Entry Transfer (JET) - Acceptable Types of Backup

Backup must accompany each JET form. JETs without backup will be returned to the originator for
revision. Acceptable types are backup are as follows:

e Copy of report from the Data Warehouse with the transaction circled or highlighted (see below)
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Journal Entry Transfer (JET) - Submission Information

Please note these important submission guidelines:

e The JET form and back-up must be submitted to the following email address
=  Clet@csuci.edu

e Include/Attach the following with the Back Up:
e Data Warehouse Report confirming original coding
e Original source document
e Ensure proper Signature Delegation of Authority if transferring
funds/departments)

Journal Entry Transfer (JET) - Questions

Questions regarding the JET form, acceptable backup, or accounting transactions should be directed to:

e Leslie Brotcke
= Accounting Manager
= Leslie.Brotcke@csuci.edu
= X1631

e Leo Cervantes
e Senior Lead Accountant
= Leopoldo.cervantes@csuci.edu
= X3175

e Marina Moreno
= Accountant |
=  Marina.moreno@csuci.edu
= X8578

e Jennifer Conkwright
=  Accountant|
= Jennifer.conkwright@csuci.edu
= X3280
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Journal Entry Transfer (JET) - Accounting 101

For individuals not familiar with accounting procedures or transactions, please refer to the below
information.

Lesson #1 — Normal Ending Balances

» Normal ending balances:
" Expense accounts = debits (+)
» Revenue accounts = credits (-)

Debit (+) | Credit (-)
Expense X

Revenue X

Lesson #2 — Equate this to your Bank Statement

» Equate this to your own ‘bank statement’
* Money spent shown as a debit (+)
* i.e.your ‘debit card’
* Deposits shown as a credit (-)

Trans Date Type Code Description Bank Ref Credit Debit  Running Balance
4612 174 Other Deposit 000000 NRERREEN 800.00 32,699.40
46112 475 Check Paid 000000 TN 1,179.75 31,51985
462 475 Check Paid 000000 NN 225.75 31,293.90
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Lesson #3 — Debits and Credits

~ If there is a debit (+), there must be an
offsetting credit (-)

» Balance must equal zero!

Debit (+) | Credit ()

Supplies + $100.00
Cash in Bank -$100.00
+ $100.00
- $100.00
$0.00
Lesson #4 — An Example from the Data Warehouse (Part 1)
Debit (+)
G50003 - \
VICH - AP 2012 Safe 2012 2012 Supphes GD01 -
CICMP Voucher 00080022 -02- 1 1 combination ~

8 -02- APAD134901 -02- and c f:_i.'_‘_e
Accounting 02 change requir 03 03 Services Operating

= Other

Debit (+) = Expense
Original Entry

660003 GD90| 220 + $175.00
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Lesson #4 — An Example from the Data Warehouse (Part 2)

Original Entry

660003 GD901 220 + $175.00 < Debit (+)

Correcting Entry

660003 GD901 220 - $175.00 < Credit (-)

+ $175.00

-$175.00
$0.00

Lesson #4 — An Example from the Data Warehouse (Part 3)

Final Entry
660003 GD901 220 -$175.00

660003 GD901 @ + $175.00

/

Move expense to correct Dept

+ $175.00

-$175.00
$0.00
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Lesson #5 — An Example from a ProCard Statement (Part 1)

Debit (+)

011312 USC COLLEGE OF EDUC/SEMI sC 37500 1149 GOVERNMENT SERVICES-OTHER 1149 \
G003 CDE) .@
Total Disteibution

Debit (+) = Expense
Original Entry

660003 GD901 745 + $375.00

Lesson #5 — An Example from a ProCard Statement (Part 2)

Original Entry

660003 GD90| 745 + $375.00 < Debit (+)

Correcting Entry

660003 GD90| 745 - $375.00 < Credit (-)

+ $375.00

- $375.00
$0.00
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Lesson #5 — An Example from a ProCard Statement (Part 3)

Final Entry

660003 GD90l1 745

GD90| 745
[

Move expense to correct Account

- $375.00
+ $375.00

+ $375.00
- $375.00
$0.00
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