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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: 
 

• Account 

• Fund 

• Department 

• Program 

• Class 

• 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. 

 

 
 
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 CI 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: 
 

• To correct errors from the Data Warehouse 

• To correct errors on ProCard Statements 
 

OLD FORM 
Not to be used 

after May 15, 2020 

file://///crate.csuci.edu/public$/RET%20Log/RET%20Process%20Guide.docx
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The JET form should also use used to submit Chargeback requests between campus departments, such 
as: 
 

• Phone 

• Postage 

• TPS Events 

• OPC Work Orders 

• OPC Utilities 

• Fuel 

• 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 
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Step #3 – Enter Date  
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Step #4 – Enter Transfer From and Transfer To Entities  
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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  
• Ensure proper Signature Delegation of Authority if transferring 
funds/departments) 
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Step #8 – Enter Changes to Account, Fund, Department, etc… 
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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 .xlsm Format 
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Step #14 – Open Email on Taskbar 
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Step #15 – Email and Attach Backup 
 
Include/Attach the following with the Back Up: 
• 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: 
 

• Copy of report from the Data Warehouse with the transaction circled or highlighted (see below) 
 

 
 

• Copy of ProCard Statement with transaction circled or highlighted (see below) 
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Journal Entry Transfer (JET) – Submission Information 

 
Please note these important submission guidelines: 
 

• The JET form and back-up must be submitted to the following email address 
▪ CIJet@csuci.edu 

 

• Include/Attach the following with the Back Up: 
• Data Warehouse Report confirming original coding 
• Original source document  
• 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: 
 

• Leslie Brotcke 
▪ Accounting Manager 
▪ Leslie.Brotcke@csuci.edu 
▪ X 1631 

 

• Leo Cervantes 

• Senior Lead Accountant 

▪ Leopoldo.cervantes@csuci.edu 
▪ X 3175 

 

• Marina Moreno 
▪ Accountant I 
▪ Marina.moreno@csuci.edu 
▪ X 8578 

 
• Jennifer Conkwright 

▪ Accountant I 
▪ Jennifer.conkwright@csuci.edu 
▪ X 3280 

 
 
 
 
 
 
 
 
 

mailto:CIJet@csuci.edu
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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 
 

 
 
 
Lesson #2 – Equate this to your Bank Statement 
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Lesson #3 – Debits and Credits 
 

 
 
Lesson #4 – An Example from the Data Warehouse (Part 1) 
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Lesson #4 – An Example from the Data Warehouse (Part 2) 
 

 
 
 
Lesson #4 – An Example from the Data Warehouse (Part 3) 
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Lesson #5 – An Example from a ProCard Statement (Part 1) 
 

 
 
 
Lesson #5 – An Example from a ProCard Statement (Part 2) 
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Lesson #5 – An Example from a ProCard Statement (Part 3) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


