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Related Entities — History

Below is a listing dhe most common related entity transactions that occur at Géase note that this
is not an all inclusive list:

= =4 =4 =4 =4

Banquet Event Order

Monthly Administrative Charges
Photocopying/Photocoying/PostageCharges
Grant and Contractrénsactions

Student Fee Reimbursements

Related entity tansactions include any A y (i &ra&hyattibns between theelow six(6) entities:

= =4 =4 =4 =4 =4

Associatedxudents, Inc.
CSUGICampus

Foundation
FinancinAuthority

Site Authority

University Glen Corporation

If a transaction does not include at least t§&) of the entitieslisted above,it is considered an
GSEGSNY I f ¢ dhNbrigidally @siablidhgdbusings&kprocess will continuettiesissuance of
an invoiceor check request).

The RET forrhas been created as a tracking fotinat will be sent to each entitwhereas the
transaction can be recorded on the financial ledgf each entityThis will ensure that all entities have
the transactions recorded at the same time, during the same mamtfor the same amount




Related Entities Transaction (RET) —How to Fill Out the RET

Step #1¢ Enable Macro®utton
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Journal Entry Transfer (JET) aat Farm

Fill ot all eells highlighted in

NNy 5T Trensfer Information Must “Enable Macros”

|, Eeetessspuosdyodmsdus:  RequestDate AMB2012
f . ] — Transfer From Entity CICMP
) B — cIcMP | Brmity submit Form | | ShowHide tastructions |
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Step #2 ¢ Default is to JET Form

L T

Journal Entry Transfer (JET) Request Form

JET Transte

Request Date

[ E-mail/ Submit Form ] | Show/Hide Instructions I

Transfer From Entity CICMP
Transfer To Entity CICMP
JET Contact Information

reenene| Defaults to JET form

JET Requestor/Contact (Enter your contact info)

Program Contact (Optional)

JET Subject Detail

JET Subject Line E(Enter a short description of the transaction)

JET Detailed Description E(Enter a detailed description of the transaction)

JET Journal Entry

[ Gomstnaction Func?

h 7 Project [Grants
Account Fund Dept Program Class Only)

Amount

Line Description [Mazimum 30
Characters)




Step 88 ¢ How to Enable the RET

Journal Entry Transfer (JET) Request Form

JET Transfer Information

L

Request Date

Transfer From Entity

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

JET Contact Information

) Name Telephty ) Dept Email
JET Requestor/Contact E(Enter your contact info)

Program Contact (Optional) Change elther the
JET Subject Detail oTransfer F

JET Subject Line E(Enterashurtdescriptiunufthetransacﬁun} (\) Tr a n S f e r T c
to enable the RET

JET Detailed Description E(Enter a detailed description of the transaction)

JET Journal Entry

[ Gomstnaction Func?

b 7 Project [Grants Line Description [Mazimum 30
Account Fund Dept Program Class Only) Amount Characters)




Step # ¢ The RET form

OR

CR

RET Request Form

RET Transfer Information

Request Date

Transfer From Entit

Transfer To Entity

RET Contact Information

RET RequestorfContact

(Enter your contact info)

Program Contact [Optiona

2 @

California State

University

Division Of
FINANCE &
ADMINISTRATION

CHAMNMMNEL
s L A

E-mail/ Submit F|

RET Subject Detail

RET Subject Line

i [Enter a short description of the ransaction]

RET Detailed Description

(Enter a detailed description of the transaction)

The RET form is now

being used

Triggered by changing
oOTranstft ¢
oTransf el

t h
or

e

Fomaining
| Saracters 54

i Remading
§ Charactors 451
RET Amount Detail
Charge Detail
o w o o
#1 - Enter #2 - Enter #3 - Enter #4 - Enter
Assasiated ] 0.00 0.00 . 0.00 0.00
Cl - Campus cl 0.0 o.on .00 o.oo 0.00
Foundation FON 0.0 0.0 0.00 oon 0.00
Site Authority B4 0.00 0.00 0.on 000 0.00
University Glen UG 0.00 0.00 0.00 000 0.00
Total .o .00 .o o0 0.00
RET Journal Entry
Transfer From Entity CICMP Transfer To Entity - CIAS]
Al ~ ~
Accoust Fund Program Class Project Amoust Accoust Fusd Dept  Program  Class  Project Amoust
DR
CR




Step #% ¢ Show/Hide Instructions

RET Request Form

blic 24 and RET Log is required.

Fill our all cells highlighted i
-grey”

Enter the date [usually today's date] »)

Select "Transfer From” or "Due To"
entity >

Select "Transfer To™ or "Due From™
entity >

Enter requestor name in case of
questions >

“Subject” will appear on Diata
Warehouse Reports »

Enter the detailed deseription or purpose
of the transfer »

Enter the "Transfer From” entity as a)

Enter the “Transfer To" entity &

RET Transfer Information

Log #

Request Date A18/2012
Transfer From Entity CICMP
Transfer To Entity CIASI E-mail/ Submit Form Show/Hide Instructions ]
RET Contact Information
Name Telephone
RET Requestor/Contact (Enter your contact info)
Program Contact (Optional)

ET Subject Detail

Click for

ET Subject Line

instructions

(Enter a detailed description of the transaction)

RET Detailed Description

RET Amount Detail

Charge Detail
Description ¥ - Description 32 | Description 53 | Description 54
Enter Here - Enter Here - Enter Here - Enter Here

Associated Students Asl 0.00 0.00 0.00 0.00 0.00
Cl - Campus cl 0.00 0.00 0.00 0.00 Q.00
Foundation FOM n.o0 0.00 0.00 oo 0.00
Site Authority =L n.o0 0.00 0.00 oo 0.00
University Glen UG 0.00 0.00 0.00 0.00 0.00
Tatal n.o0 0.0 n0.oo noo 0.00




Step # ¢ Show/Hide Instructions

RET Request Form

Division Of
FINANCE &
Log # ADMINISTRATION
CHANNEL
i California State
RET Transfer Information University 'S LAND S

Request Date

Transfer From Entity

CIASI

RET Contact Information | D ate d efau |tS

Name Telephone Dept
RET Requestor/Contact (Enter your contact info)

Program Contact (Optional) t O t O d a

Transfer To Entity de Instructions

RET Subject Detail d ate

RET Subject Line E(Enter a short description of the transaction)

Bemaining
| Ebaracrens £

RET Detailed Description (Enter a detailed description of the transaction) C h a n g e I f
necessary

Bemaining
Eharscters 45

RET Amount Detail
Charge Detail
D iption #1 - Oy iption #2 ; D iption #3 : D iption #4
Enter Here - Enter Here | -EnterHere : - Enter Here
Associated Students A5 0.00] 0.00: 0.00: 0.00 ooo
Cl - Campus (=] 0.00] 0.00 0.00 0.00 0.00
Foundation FOM 0.00] 0.00: 0.00: 0.00 ooo
Site Authority A 0.00] 0.00 0.00 0.00 0.00
University Glen uGC 0.00] 0.00: 0.00: 0.00 n.oo
Tatal 0.00] 0.00 0.00 0.00 ooo




Step # ¢ Transfer From and Transfer To

RET Request Form Division Of
FINANCE &
Log # | ADMINISTRATION
i California State CHANNEL
RET Transfer Information acivabs el AN b e

Request Date

Transfer From Entity

Transfer To Entity / Submit Form l | Show/Hide Instructions ]

RET Centact Information

Name Telephone Dept Email

RET Requestor/Contact (Enter your contact info)

Verify that "Transfer
RET Subject Detail From" and "TranSfer

RET Subject Line E(Enter a short description of the transaction)
' 0" entity are correct
RET Detailed Description (Enter a detailed description of the transaction) i
i Bemaking
§ Charscrers 45
RET Amount Detail
Charge Detail
D iption #1 - Oy iption #2 ; D iption #3 : D, iption #4
Enter Here - Enter Here | -EnterHere : - Enter Here
Associated Students A5 0.00] 0.00: 0.00: 0.00 ooo
Cl - Campus (=] 0.00] 0.00 0.00 0.00 0.00
Foundation FOM 0.00] 0.00: 0.00: 0.00 ooo
Site Authority A 0.00] 0.00 0.00 0.00 0.00
University Glen uGC 0.00] 0.00: 0.00: 0.00 n.oo
Tatal 0.00] 0.00 0.00 0.00 ooo




Step #8 ¢ Enter Contact Information

RET Request Fo

rm

Division Of

RET Transfer Information

Request Date
Transfer From Entity

Transfer To Entity

RET Centact Infermatiol

41182012

CICMP

CIASI

n

RET Requestor/Contact

Program Contact (Optional

RET Subject Detail

Name

Telephone

Log # |

FINANCE &
ADMINISTRATION

California State | © H A N N E L
University I S L ANDS

E-mail/ Submit Form

Show/Hide Instructions

Enter your contact info)

RET Subject Line

RET Detailed Description

(Enter a short description of the transaction)

| Bemaining
| Ebaracrens £

(Enter a detailed description of the transaction)

Aemaining
§ Sharacters 45/

Enter your contact
information

RET Amount Detail
Charge Detail
D iption #1 - Oy #2 : D iption #3 : D iption #4
Enter Here - Enter Here | -EnterHere : - Enter Here
Associated Students A5 0.00] 0.00: 0.00: 0.00 ooo
Cl - Campus (=] 0.00] 0.00 0.00 0.00 0.00
Foundation FOM 0.00] 0.00: 0.00: 0.00 ooo
Site Authority A 0.00] 0.00 0.00 0.00 0.00
University Glen uGC 0.00] 0.00: 0.00: 0.00 n.oo
Tatal 0.00] 0.00 0.00 0.00 ooo
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Step 0 ¢ Enter Subject

RET Request Form Division Of

FINANCE &
Log # ADMINISTRATION

California State | © H A N N E L

RET Transfer Information

University I SLANUDS
Request Date 41812012
Transfer From Entity CICMP
Transfer To Entity CIASI E-mail/ Submit Form l | Show/Hide Instructions ]

RET Centact Information

Name Telephone Dept Email
RET Requestor/Contact (Enter your contact info) i : H

Program Contact (Optional)

RET Subject Detail

. . . . i Semaining
RET Subject Line ;(Enter a short description of the transaction) § aractens 5
RET Detailed Description i(Enter a detailed description of the transaction)
i Beimaining
| Charsoters 45!
RET Amount Detail
Charge Detail
D iption #1 - Dy iption #2 : D iption #3 : D, iption #4
Enter Here - Enter Here - Enter Here | - Enter Here
Associated Students | As| 000 0.00 0.00 0.00 0.00 I n te r th e S u b e Ct
Cl - Campus (=] 0.00] 0.00 0.00 0.00 0.00 J
Foundation FOM 0.00] 0.00: 0.00: 0.00 ooo =
Swe by - o i i o e will appear on the
University Glen uGC 0.00] 0.00: 0.00: 0.00 n.oo
Data Warehouse

Reports

11



Step #.0 ¢ Enter Detailed Bscription

RET Request Form Division Of

FINANCE &
Log # ADMINISTRATION
CHANNE.L
i California State

RET Transfer Information Univarsity [ SLANDS

Request Date 41812012

Transfer From Entity CICMP

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

RET Centact Information

Name Telephone Dept Email
RET Requestor/Contact (Enter your contact info)

Program Contact (Optional)

RET Subject Detail

| Bemaining

RET Subject Line E(Enter a short description of the tra : i

RET Detailed Descriptig  (Enter a detailed description of the transaction)

Aemaining
§ Sharacters 45/

RET Amount Detail
Charge Detail

D iption #1 - Oy iption #2 ; D iption #3 : D iption #4

Enter Here - Enter Here | -EnterHere : - Enter Here
Associated Students A5 0.00] 0.00: 0.00: 0.00 ooo
Cl - Campus (=] 0.00] 0.00 0.00 0.00 0.00
Foundation FOM 0.00] 0.00: 0.00: 0.00 ooo
Site Authority A 0.00] 0.00 0.00 0.00 0.00
University Glen uGC 0.00] 0.00: 0.00: 0.00 n.oo FO r i n te r n al u S e O n |
Tatal 0.00] 0.00 0.00 0.00 ooo y
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Step #11 ¢ Enter RET Amounts
P26 Enter RET amounts

RET Request Form

| oTransfer Fromo
S S should be a debit (+)

Transfer From Entity CICMP
Transfer To Entity CIASI E-mail/ Subn \ 7

| oTransfer Todo e
RET Centact Information

Name Telephone Dept d 't
RET Requestor/Contact (Enter your contact info) a C re I -

Program Contact (Optional)

RET Subject Detail

RET Subject Line E(Enter a short description of the transaction) TOtaI S h O u I d e q u al Z e ro

RET Detailed Description ;(Enter a detailed description of the transacti

Aemaining
§ Sharacters 45/

D ion #1

Enter Here

0.00:
0.00:
0.00:
0.00;
0.00:

1] ion #2
= Enter Here

0.00:
0.00:
0.00:
0.00;
0.00:

1] ion #3
= Enter Here

0.00
0.00
0.00
0.00
0.00

D ion #4
= Enter Here

ooo
0.00
ooo
0.00
n.oo

Associated Students

Cl - Campus

Foundation

Site Authority

University Glen

0.00 0.00 0.00 ooo




Step #.2 ¢ Enter Amount Details

RET Request Form

Enter RET amounts

RET Transfer Information

OTransfer
should be a debit (+)

Fr oméd

e

Request Date 41812012
Transfer From Entity CICMP
=S oTransfer Tob
RET Contact Information
Name Telephone Dept M
RET Requestor/Contact (Enter your contact info) a C re d It ( -)
Program Contact (Optional)
RET Subject Detail
RET Subject Line E(Enter a short description of the transaction) TOtaI S h O u I d e q u al Z e ro
RET Detailed Description ;(Enter a detailed description of the transacti

Aemaining
§ Sharacters 45/

D

ion ¥1

1] ion #2

1]

ion #3

D ion #4

Enter Here

= Enter Here

= Enter Here

= Enter Here

Associated Students

0.00:

0.00:

0.00 ooo

Cl - Campus

0.00:

0.00:

0.00 0.00

Foundation

0.00:

0.00:

0.00 ooo

Site Authority

0.00;

0.00;

0.00 0.00

University Glen

0.00:

0.00:

0.00 n.oo

0.00

0.00

0.00

ooo

14



Step #.3 ¢ EnterJournal Entry

RET Amount Detail

Charge Detail

D iption #1 - Dy iption #2 - ; D« iption #3 - iption #4 -

Enter Here Enter Here Enter Here Enter Here

Associal ted Students AS| 0.00 0.00 0.00 0.00 0.00
Cl - Campus cl 0.00 0.00 0.00 000 0.00
Foundation FDN 0.00 0.00 0.00 000 0.00
Site Authority SA 0.00 0.00 000 000 0.00
University Glen ugc 0.00 0.00 0.00 0.00 0.00

Transfer From Entity - CICMP Transfer To Entity - CIASI

Class Proje: Amount Account Fund Dept  Program  Class  Project Amount

Complete two sections:
first,the 0 Tr ansf e
Fromo Entity

Total should equal zero

Be sure to utilize the
correct accounts:
DueTo 0 201XXX
Due From 98 103XXX




Step #4 ¢ EnterJournal Entry

RET Amount Detail

Charge Detail

D iption #1 - Dy iption #2 - ; D« iption #3 - iption #4 -
Enter Here Enter Here Enter Here Enter Here
Associal ted Students AS| 0.00 0.00 0.00 0.00 0.00
Cl - Campus cl 0.00 0.00 0.00 000 0.00
Foundation FDN 0.00 0.00 0.00 000 0.00
Site Authority SA 0.00 0.00 000 000 0.00
University Glen ugc 0.00 0.00 0.00 0.00 0.00
Total 0.00 0.00 000 000

RET Journal Entry

Transfer From Entity - CICMP Transfer To Entity - CIASI

B
Account Fund Dept Program Class Project Dept  Program  Class

Account Fund

DR

Complete two sections:
second, the
Too Entity

Total should equal zero

Be sure to utilize the
correct accounts:
DueTo 0 201XXX
Due From 0 103XXX

16



Step #5 ¢ Additional Lines Available

DR

CR

RET Amount Detail
Charge Detail
D iption #1 - #2- ;D #3- #4 -
Enter Here Enter Here Enter Here Enter Here
Associated Students Agl 0.00 0.00 0.00 0.00 0.00
Cl - Campus cl 0.00 0.00 0.00 000 0.00
Foundation FDN 0.00 0.00 0.00 000 0.00
Site Authority SA 0.00 0.00 000 000 0.00
University Glen ugc 0.00 0.00 0.00 0.00 0.00
Total 0.00 0.00 000 000 0.00
RET Journal Entry
Transfer From Entity - CICMP Transfer To Entity - CIASI
~ . . 1
Account Fund Dept Program Class Project Amount Account Fund Dept  Program  Class Project Amount
DR
CcR
Total 0.00 Total 0.00

Need more lines 0 click
O Show/ Hi

de F




Step #.6 ¢ Click Email/Submit Form

RET Request Form Division Of

FINANCE &
Log # ADMINISTRATION
CHANNE.L
i California State

RET Transfer Information Univarsity [ SLANDS

Request Date 41812012

Transfer From Entity CICMP

Transfer To Entity CIASI E-mail/ Submit Form I Show/ Instructions ]

RET Centact Information

Name Telephone Dept Email

RET Requestor/Contact (Enter your contact info)

Program Contact (Optional)

RET Subject Detail

RET Subject Line E(Enter a short description of the transaction) Semainig e

Click oOEmai l

RET Detailed Description (Enter a detailed description of the transaction) ,
For mo
RET Amount Detail
Charge Detail
D iption #1 - Oy iption #2 ; D iption #3 : D iption #4
Enter Here - Enter Here | -EnterHere : - Enter Here
Associated Students A5 0.00] 0.00: 0.00: 0.00 ooo
Cl - Campus (=] 0.00] 0.00 0.00 0.00 0.00
Foundation FOM 0.00] 0.00: 0.00: 0.00 ooo
Site Authority A 0.00] 0.00 0.00 0.00 0.00
University Glen uGC 0.00] 0.00: 0.00: 0.00 n.oo
Tatal 0.00] 0.00 0.00 0.00 ooo




Step #17 ¢ Save a Copy of the RET in .xIsm Format

u E F G H 1 Jd KL M N Q [
RET Request Form
Log #
RET Transfer | T— - -l ]
Request Date @U‘|- Desktop » - | ¢,| | Search Desktop )
Transfer From Enti Organize » Mew folder e @

Transfer To Entity

RET Contact In

RET Requestor/Coi)|

Program Contact (|
RET Subject D{

RET Subject Line

RET Detailed Desc

RET Amount Dj

Charge Detail

-

@ Microsoft Excel |—‘

" Libraries
1| System Folder

8| & Favorites
Bl Desktop
& Downloads

=l Recent Places

Save a copy for your
files and for submission

f 4 Libraries
@ Documents

| ‘ i

Y
J’ Music (Lv:
[&=] Pictures )
E Videos 13
@

18 Computer

Metwork
Systern Folder

Augiliary Organizations - Shortcut
Shortcut
955 bytes

&
File name: Copy of JET Form_J5 editsxlsm

av dsm)

Authors: Jennifer Schweisinger; |... Tags: Add a tag

Title: JET Form

[ Save Thumbnail
Associated Students| =) Hide Folders Tools = Save ] [ Cancel
Cl-Campus
Cnnndatinn Do | nnn n nni nnni nani nnn

-

-0 |

19



Step #8 ¢ Open Email on Taskbar

......
3 Forms_Li
> [ Foundaf

RET Amount Detail

L]

Charge Detail
D ion #1 - : D ion #2 - ¢ D fion #3 - : D iption #4 -
Enter Here Enter Here Enter Here Enter Here
Associated Students ASI 0.00 0.00; 0.00 0.00 0.00
Cl-Campus cl 0.00 0.00 0.00 0.00 0.00
Foundation FON 0.00 0.00 0.00 0.00 0.00
Sife Authority 4 0on 000 0nnn non 0naon

Boequest Form

¥

. oI
FeY————————

e i D Va1 P M) =t R S 5L A il N, s Ve, A 5 N ' . i 15 MO

| (W] !E} rocess Guide.d... | [0 !l Process Guide.do... | V= £ ] - 2 ’EII' Training_4-25-12... |

Click on the email
on the Taskbar

Creates an emall,

addressed to
ClJet@csuci.edu

20



Step #9 ¢ Email and Attach Backup

ra - x| 4y LofeuLe

c D E F G H

RET Request Form

Log#| RET

RET Transferj 23/ =00 =+ &1+

Message Insert Options Format Text Review Adobe PDF

Request Date = g8

Calibri 112 v A AT

Transfer From Er| 52 Copy

Transfer To Entit]

Basic Text

RET Form_4/18/2012 - Message (HTML)

dress Check
ok Names File  Hem~ -

5 MNames

=

Attach Attach Signature

| Include

| 1 30urnel Entry.

Emali

OTo o

ClJet@csuci.edu

RET is attached

Donodt

forg

ce. ||

RET Regfestor/C| Subject: | RET Form_4/18/2012

attach backup !

Attached: | B copy of JET Form JS edits.xism (412 KB

Hello,

Attached is an RET Form. Please don't forget to attach your
supporting documentation.

Log #: RET #11-483

Business Unit: CICMP; CIASI

Description: (Enter a short description of the transaction)

RET Amount

Hi

t

0Sendd

Remaining
Charscters 4

-
Charge Detail
@ Secmorcat® s
Associated Students Asl 0.00 0.00 0.00 0.00 0.00
Cl - Campus cl 0.00 000 0.00 000 000

21



Related Entities Transaction (RET) —Accounting Procedures

All ransactions should totalera Typicallythe Transfer Frorjournal entrywill consist of an expense
(debit) and dpayable t@Xcredit); whereas the TransfeoJournal entry will consist of eevenue ¢redit)
and a‘teceivable fron6ldebit). Due To/Due Froraccounts have beeaddedto eachentities Chart of

Accounts. The6-digit accountnumbeirsfor all Due T@201xxx)and DueFrom(103xxy transactionsare

shown below:

Description | Account |
Due To ASI 201819
Due To CSUECCampus 201823
Due To Foundation 201820
Due To Site/Finance Authority 201822
Due To UGC 201821
Due From ASI 103819
Due From CSUQCampus 103823
Due From Foundation 103820
Due From Site/Finance Authoril 103822
Due From UGC 103821

Due To Sransfer From Payable
Due From Transfer To Receivable

Payable= Liability = Credit (CR)
Receivable = Asset = Debit (DR)

22



Related Entity Transaction (RET) —Submission Information

Please note these important submission guidelines:

I TheRETorm and backup mustbe submittedto the following email address
A Cllet@csuci.edu

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

funds/departments)

Related Entity Transactions (RET) —Questions

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

i Leslie Brotcke
A Accounting Manager
A Leslie.Brotck@csuci.edu
A X1631

1 Leo Cervantes
9 Senior Lead Accountant
A Leopoldo.cervante®csuci.edu
A X375

M Marina Moreno
A Accountant |
A Marina.morena@@csuci.edu
A X8578

1 Jennifer Conkwright
A Accountant |
A Jennifer.conkwrigh@®csuci.edu
A X3280

23
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Related Entity Transaction (RET) —Accounting Examples

Example #1 Banquet Event Order (BEO)

BEOs are sent to tHeGC Officeia the UGC Catering Manager. Electronically signed copies are kept on

file with UGC

1. Transfer From CSUGTampus
DR:660820¢c TM955¢ 210 245.00

CR: 20182& TM922 (245.00)
2. Transfer To UGC
DR:103823¢c UGC01 245.00
CR504818cUGC0% 690 (245.00)

Example #Z Reimbursement for Miscellaneous Expenses

Foundationto reimburse CSUGICampus for nscellaneous expenses.

1. Transfer FronfFoundation
DR:660003- 10002 100.00
CR201823-10002 (100.00)

2. Transfer T&CSUG Campus
DR: 10382@ GD901- 110 100.00
CR: 660829 GD901- 110 (100.00)

24



Related Entities Transaction (RET)—Accounting 101

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

Lesson #X 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 MR 800.00 32,699.40
4612 475 Check Paid 000000 NN 1,179.75 31,51965
462 475 Check Paid 000000 ENRREEN 2575 31,293.90

25



Lesson #& Debitsand 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 (+)

GE0003 - \
VICH - AP 2012 Safe 2012

2012 Suppbes GD301 - 220
CICMP Voucher 00080022 -02. 1 1 combination 2011 8 -02- APAD134901 -02- and Cl~ :‘ ) @
. Finance
Accounting 02 change requir 03 03 Services Operating

= Other

Debit (+) = Expense
Original Entry

660003 GD90| 220 + $175.00

26



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 #% An Example from a ProCafstatement (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 #% 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 #% 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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