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Whatis a JET?

» Journal Entry Transfer
»  Corrects GL (general ledger) entries
»  Corrects A/P (accounts payable) entries

» Used to change an account, fund, department, program, class, or project

Examples of Use

»  Correct errors from the Data Warehouse (GL)
»  Correct errors on ProCard statements
»  Submit Chargeback requests between campus departments:

=  Phone, postage, Facilities Services (FS) work, utilities, fuel,
Conference & Events

@ Channel Islands
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Accounting 101

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

Debit (+) | Credit (-)
Expense X

Revenue X

»  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
406012 174 Orther Deposit 000000 NN 800.00 32,699.40
408012 475 Check Paid 00000 1,179.75 31,519.65

aeM2 475 Check Paid 000000 RN 225,75 N 293.90



Accounting 101

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

» Balance must equal zero!

Debic (+) | Credic ()

Supplies + $100.00

Cash in Bank - $100.00
+ $100.00
- $100.00

GJ Channel Islands $0.00
AAAAAAAAAAAAAAAAAAAAAAAAA
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S JET and is for tracking purposes only =/
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How to fill out the )

Journal Entry Transfer (JET) Request Form

ET Form

Rev. (07/16) LC

4 |the expense with a credit (-) and debit

9
9
g
g

=)

me revenue with a debit (+) and credy

Fill out unlocked cells, highlighted
in 'yellow' for convenience

Macros must be enabled

Enter the date (usually today's date) =

"Transfer From” and "Transfer To"
entity should always be the same =|

Log # wil be issued after you submit)

Enter requestor name in case offf
guestions and additienal contact if JET}
needs to be emailed to another party =/

"Subject” will appear on Data;
Warehouse Reports =

Explan why the JET iz being submitted
- for internal use only =/

If correcting an expense error = offset

(+) the correct expense

If correcting a revenue error = offset

[ S

JET Transfer Information

Request Date
Transfer From Entity

Transfer To Entity

CICMP

CICMP

JET Contact Information

JET Requestor/Contact
Additional Contact

JET Subject Detail

Name

Telephone

Log#

“ E-mail/ Submit Form “ Show/Hide Instructions I

Dept » Email

JET Subject Line

JET Detailed Description

JET Journal Entry

E(Enter a short description of 4

Click for

instructions

(Enter a detailed description of the transaction)

L]

Original Transaction Date

Account Fund

Dept Program

Class Project (Grants Only) Amount

Channel Islands
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How to fill out the JET Form

Journal Entry Transfer (JET) Request Form

Rev. (07118) LG

JET Transfer Information

Request Date

Transfer From Entity CICMP
Transfer To Entity CICMP

JET Contact Information \

Name

Log #

| E-mail/ Submit Form

| Show/Hide Instructions

Telephd

JET Requestor/Contact

Additional Contact

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

"Transfer From'" and

"Transfer To" entity

should always be the

same business unit

b b

Original Transaction Date Account Fund Dept

Program

Class Project (Grants Only)

Amount

Line Descriptior

R T el

@ Channel Islands
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How to fill out the JET Form

Journal Entry Transfer (JET) Request Form

Rev. (07118) LG

JET Transfer Information

Request Date
Transfer From Entity

Transfer To Entity

JET Contact Information

CiCMP

CICMP

JET Requestor/Contact
Additional Contact

JET Subject Detail

Name

Telephone

Dept

Log #

E-mail/ Submit Form Show/Hide Instructions

Email

JET Subject Line

JET Detailed Description

JET Journal Entry

E(Enter a short description of the transaction)

E(Enter a detailed description of the transaction)

b

Original Transaction Date

Account

Fund

Dept

Program

Clas

R T el

@ Channel Islands
l CALIFORNIA STATE UNIVERSITY

Enter the subject -
may no longer
appear on Data
Warehouse Reports




How to fill out the JET Form

Journal Entry Transfer (JET) Request Form Rev. (0716) LC

Log #

JET Transfer Information

Request Date

Transfer From Entity CICMP

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

JET Contact Information

Name Telephone Dept Email

JET Requestor/Contact

Additional Contact

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

b b bl bl

Original Transaction Date Account Fund Dept Program Class Project (G s Only) Amount Line Descriptior

For internal use only

Channel Islands
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How to fill out the JET Form

Journal Entry Transfer (JET) Request Form Rev. (07HB)LC
Log #
JET Transfer Information
Request Date
Transfer From Entity CICMP
Transfer To Entity CICMP | E-mail/ Submit Form | STt TP N e

JET Contact Information

Enter your changes here!

JET Requestor/Contact

Additional Contact

Remember Accounting 101?

JET Subject Line E(Enter a short description of the transa

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

JET Journal Entry

b

Original Transaction Date Account Program Project (Grants Only) Amount Line Descriptior

Channel Islands

CALIFORNIA STATE UNIVERSITY




How to fill out the JET Form

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

JET Journal Entry

Fund Dept




How to fill out the JET Form

JET Journal Entry

Original Transaction ¥ Al ~ n
Date Account Fund Dept Program Clazs Project [Grants Ouly)

Amoust

Line Description (Mazimum 30 Characters)

Total must equal zero

Totall

Show/Hide Page 2 | |SImw.l’Hi|i.chgeE| |

Channel Islands

CALIFORNIA STATE UNIVERSITY

Ramaining Charactars S5
Ramaining Charsctors S5
Remaining Sleracters S
Remaining Charactoes 30
Famaining Sharaciors ST
Remaining Slaracters JF
Fnmainieg Charactars JI
Remaining Charactoes 30
Ramaining Charsctors S5
Fnmainieg Charactars JI
Remaining Slaracters JF
Bemaining Sharacters S
Ramaining Charactars S5
Ramaining Charsctors S5
Remaining Sleracters S
Semaining Sharacioes S8
Remaining Charactoes 30
Ramaining Charactars S5
Fnmainieg Charactars JI
Remaining Slaracters JF
Bemaining Sharacters S
Remaining Charactoes 30
Ramaining Charsctors S5
Remaining Sleracters S
Remaining Slaracters JF
Remaining Charactoes 30
Ramaining Charactars S5
Fnmainieg Charactars JI
Remaining Sleracters S
Bemaining Sharacters S
Remaining Charactoes 30
Ramaining Charsctors S5
Fnmainieg Charactars JI
Remaining Slaracters JF
Remaining Charactoes 30
Ramaining Charactars S5
Fnmainieg Charactars JI
Remaining Sleracters S
Bemaining Sharacters S
Remaining Charactoes 30
Ramaining Charsctors S5
Fnmainieg Charactars JI
Remaining Slaracters JF
Remaining Charactoes 30
Ramaining Charactars S5
Fnmainieg Charactars JI
Remaining Sleracters S
Bemaining Sharacters S
Remaining Charactoes 30
Ramaining Charsctors S5



Maximizing the Use of Line
Descriptions

JET Journal Entry

al Tramsaction ™ Al
Date Accoust Fund Dept Program Class Project [Grant= Only]) Amocunt Line Description (Maximum 50 Characters)

Orig

1 Ramaintng Saractors S5
2 Ramaintng Saractors SO
3 Ramaintng Saractors SO
4 Ramaintng Saractors S5
5 Ramadntvg Characters S5
[
T
5

Bomaining Charectors ST

Ramaintng Saractors SO
Ramaintng Saractors S5
Ramaintng Saractors SO
Ramaintng Saractors SO
Ramaintng Saractors SO
Ramaintng Saractors SO
Ramaintng Saractors SO
Ramaintng Saractors SO
: Ramaintng Saractors SO
1% Ramaintng Saractors SO
" Ramaintng Saractors SO
18 Ramaintng Saractors SO
18 Ramaintng Saractors SO
Ramaintng Saractors SO

[

2 Ramaintng Saractors S5
- axXimum o
25 Ramaintng Saractors SO
24 Ramaintng Saractors SO
25 Ramaintng Saractors S5

° Ramaintng Saractors SO
21 Ramaintng Saractors SO
2 characters -- will T
23 Ramaintng Saractors S5
30 Ramaintng Saractors SO
51 Ramaintng Saractors SO
32 Ramaintng Saractors SO
Ramaintng Saractors SO

i: appear on Data =

Bomaining Charectors ST

38 Romaining Slaracters S
33 Romaining Slaracters S
40 Romaining Claracters S
.,1 arehouse Reports e
42 Romaining Slaracters S
43 Romaining Slaracters S
44 Femaining Llaracters S
45 Romaining Slaracters S
16 Romaining Slaracters S

47 Bomaining Charectors ST
45 TR Sty JI

Total

Channel Islands
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Line Description ‘“Best Practice”

Carry up to 30 characters of meaningful information that will assist with:
L Reconciliations

L Questions

d Researching Transactions

Examples of meaningful information:

v

Invoice number/ProCard number
AP Voucher Numbers
Document Line Descriptions

Original JET or RET numbers

PO numbers
Supplier Information

Channel Islands

CALIFORNIA STATE UNIVERSITY

Invoice ID

Supplier Descr

PCO317 10000 U.5. Bancorp Card Services Inc.
Do 1D DeeC Src Fdescr
00129617 WCH - AP Voucher Accounting
Dac Ln Descr |
COAST COPY CENTER |
=
Irnl Ln Ref
|1ET 16-233
|IET 16233 .
S Purchase Order Supplier Descr
————————|

Co00018352 Bob's Hardware & Supply




JET Example with and without
Line Descriptions

JE I lranster intformation C H #

California State

University I § L
Request Date 52017
Transfer From Entity CICMP
Transfer To Entity CICMP ' E-mail/ Submit Form l ‘ Show/Hide Instructions l CEINAMCE LIGE ONI Y-
' FINANCE USE ONL

]
JET Contact Information i Save JETRET

|
Name Telephone Dept Email '
Anna Campbell xB463 :
|

JET RequestoriContact

Additional Contact

JET Subject Detail

JET Subject Line HAMPLE CORRECTION DETAIL - THIS WILL NOT APPEAR IN DATA WAREHOUSE DUE TO BATCHING ’:;’;m "
JET Detailed Description HIS IS FOR ¥0U TO PROVIDE DETAIL TO ASSIST PROCESSING AND FOR YOUR RECORDS
Femaking
Caracters 455
JET Journal Entry
DOriginal Transaction ™ a o a
Date Account Fund Dept FProgram Class Project [Grants Only) Amount Line Desecription [ 30 Characters)
BEOO0T FLIND m 45, T6: WOMI33I33 Smith TEC MarT pmsaining Charaotens 4
Ty BE000T FUND 993 145, 78): COR V00339999 Smith TEC Mar17 prmiaining £ araovers o
BEO00Z FUND m 16.45: STAPLES PCO317100000 i aracrans AT
352017 BE0002 FUNDx 333 (15.48): COR STAPLES PCO317100000 g Characrens &
BEO001 FUND 111 45.78 bt haraciens i
3MSiZ01T B0 FUNDX 339 145, 78] bimaining Charaovers i
BEO00Z FUMD> M 16,45 e sindng Eharsoians T
3Malz01T BRO0L; FUND 333 [15.43) fmaining Characvens G

Channel Islands
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Combinations

v" Procard Reconciliation Numbers

Doc ID Doc Src Fdescr Account Fdescr Fund Fdescr Dept Fdescr |Amount |Doc Ln Descr Invoice ID Supplier Descr Jrnl Ln Ref
00199999 VCH - AP Voucher Accounting [660002 - Printing  |FUND - SAMPLE [999 - SAMPLE 16.48|STAPLES00113621 PC0317100000 |U.S. Bancorp Card Services Inc. |- ORIGINAL
ENTRY
009999999 |MIE-ManuallJournal Entry [660002 -Printing  |FUND - SAMPLE (999 - SAMPLE (16.48)| COR STAPLES PC0317100000 - - JET17-001 |JET
009999999 |MIE-Manuallournal Entry [660002 -Printing  |FUND - SAMPLE (111 - SAMPLE 16.48|STAPLES PC0317100000 - - JET17-001 |JET
Dept 999 s -
JET Entry s -
Dept111  $16.48
Doc ID Doc Src Fdescr Account Fdescr Fund Fdescr Dept Fdescr |Amount |Doc Ln Descr Invoice ID Supplier Descr Jrnl Ln Ref
00199999 | VCH - AP Voucher Accounting |660001-Travel In- |FUND - SAMPLE |999 - SAMPLE 45.78| Monthly Mileage March 2017 TEC Mar 17 SMITH, JOHN - ORIGINAL
State ENTRY
009999999 |MIE-ManualJournal Entry |660001-Travel In- |FUND - SAMPLE |999 - SAMPLE (45.78)|COR V00199999 Smith TEC Marl7 |- - JET17-002 |JET
State
009999999 |MIE-ManualJournal Entry  |660001-Travel In- |FUND - SAMPLE |111 - SAMPLE 45.78|V00199999 Smith TEC Mar17 - - JET17-002 |JET
State
Dept 999 s -
JET Entry S -
Dept 111 $45.78

Channel Islands
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Data Warehouse Output

Doc Src Fdescr Account Fdescr Fund Fdescr Dept Fdescr |Amount | Doc Ln Descr Invoice ID Supplier Descr Jrnl Ln Ref
VCH - AP Voucher Accounting |660001-Travel In-State |FUND - SAMPLE [999 -SAMPLE | 45.78|Monthly Mileage March 2017 TEC Mar 17 SMITH, JOHN -

MIJE-Manual Journal Entry  |660001-Travel In-State |FUND - SAMPLE |999 - SAMPLE | (45.78)[COR V00199999 Smith TEC Marl7 |- - JET17-002
VCH - AP Voucher Accounting |660002 - Printing FUND - SAMPLE |999 - SAMPLE 16.48|STAPLES00113621 PC0317100000 JU.S. Bancorp Card Services Inc. |-
MJE-ManualJournal Entry 660002 - Printing FUND -SAMPLE |999 - SAMPLE | (16.48)[COR STAPLES PC0317100000 - - JET17-001
Doc Src Fdescr Account Fdescr Fund Fdescr Dept Fdescr |Amount |Doc Ln Descr Invoice ID Supplier Descr Jrnl Ln Ref
MJE-ManualJournal Entry 660001-Travel In-State [FUND -SAMPLE (111 -SAMPLE 45.78[V00199999 Smith TEC Marl7 - - JET17-002
MJE - Manual Journal Entry 660002 - Printing FUND -SAMPLE |111 - SAMPLE 16.48 [STAPLES PC0317100000 - - JET17-001
Doc Src Fdescr Account Fdescr Fund Fdescr Dept Fdescr |Amount |Doc Ln Descr Invoice ID Supplier Descr Jrnl Ln Ref
VCH - AP Voucher Accounting |660001-Travel In-State [FUND - SAMPLE |999 - SAMPLE 45.78|Monthly Mileage March 2017 TEC Mar 17 SMITH, JOHN -
MJE-Manual Journal Entry  |660001-Travel In-State |FUND -SAMPLE |999 - SAMPLE | (45.78)]- - - JET17-002
VCH - AP Voucher Accounting |660002 - Printing FUND - SAMPLE [999 - SAMPLE 16.48|STAPLES00113621 PC0317100000 [U.S. Bancorp Card Services Inc. |-
MJE-Manual Journal Entry  |660002 - Printing FUND - SAMPLE [999 -SAMPLE | (16.48)|- - - JET17-001
Doc Src Fdescr Account Fdescr Fund Fdescr Dept Fdescr |Amount |Doc Ln Descr Invoice ID Supplier Descr Jrnl Ln Ref
MIJE-Manual Journal Entry 660001-Travel In-State |FUND -SAMPLE |111 -SAMPLE 45.78]- B - JET17-002
MJE - Manual Journal Entry 660002 - Printing FUND - SAMPLE [111 - SAMPLE 16.48]- - - JET17-001

Channel Islands
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‘“Best Practice within 30 characters”

INSTEAD OF -

4,573.25

(4,573.25)

credit

19.58

move to 606001

(19.58)

move off

14.45

30.55

(45.00)

fix dept

679,687.25

fix jet

(679,687.25)

fix jet

1,687.25

fix account

(1,687.25)

'660003

Using meaningful detail in the Line
Description ensures transactions are clear no

HOW IT APPEARS

credit

move to 606001
move off

fix dept

fix jet
fix jet

fix account
660003

4,573.25

TRY -
V124678 Yummy Restaurant

(4,573.25)

V124678 Yummy Restaurant

19.58

V123457 TEC May15 Smith J

(19.58)

COR V123457 TEC Mayl15 Smith J

14.45

PC07201700001 STAPLES

30.55

PC07201700001 STAPLES

(45.00)

PC07201700001 STAPLES

679,687.25

V100157 JET15-456 RTS Furniture

(679,687.25)

COR V100157 JET15-456 RTS Furniture

1,687.25

V100157 PO15785 Bobs Hardware Supply

(1,687.25)

V100157 PO15785 Bobs Hardware Supply

matter who looks at the data.

Channel Islands

CALIFORNIA STATE UNIVERSITY

HOW IT APPEARS
V124678 Yummy Restaurant
V124678 Yummy Restaurant

V123457 TEC May15 Smith J
COR V123457 TEC May15 Smith J

PC07201700001 STAPLES
PC07201700001 STAPLES
PC07201700001 STAPLES

V100157 JET15-456 RTS Furnitur
COR V100157 JET15-456 RTS Furn

V100157 PO15785 Bobs Hardware
V100157 PO15785 Bobs Hardware




Benefits

% Examples of meaningful information:

v

Procard Reconciliation Numbers

O Users can identify the procard reconciliations instantly

O  Users can zero out the transaction out instantly

O  Users are provided transaction detail on the new accounting string

AP Voucher Numbers

O Users can identify the AP Voucher instantly

O  Users can zero out the transaction out instantly

O  Users are provided transaction detail on the new accounting string

Document Line Descriptions
O Provides the purchase detail for easy reference

Original JET or RET numbers
O  Users can trace transactions with multiple JET entries easily

Channel Islands

CALIFORNIA STATE UNIVERSITY



How to fill out the JET Form

d B —i— MR :
A HT0 a & JET Form_4/16/2012 - Message (HTML) =akE i
File | Message Insert Options Format Text Review Adobe PDF & 9
Fl = = = = =
i . : ; [ Follow Up = )
' B = Calibri P12 v A AT EeiEL| & aﬁiﬁ @ @ U | £ ¥ toliowUp '»15
o 53 Cop g — ¥ High Importance
Paste §|§ =1 =y -g'_g Address Check | Attach Attach Signature Zoom
i — : Book MNames File Item~ - § LowImportance
p Clipbg, Fl Mames Include Tags | Zoom |

iCI Journal Entry

L& |

Subject: | JET Form_4/16/2012

=
Attached: “-zl‘_jl:omr of JET Form Test (2].xlsm (425 KE]

> Email “To” is

Hello,

Attached is a JET Form. Please don't forget to attach your
supporting documentation.

Business Unit: CICMP; CICMP

Description: (Enter a short description of the transaction

Cljet@csuci.edu
> JET is attached

» Don’t forget to
attach backup!

ﬂ See more about: CIJournal Entry.

> Hit‘“Send”




RET Form

Channel Islands
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What is a RET?

> An “internal”’ transactions between two of
the below entities:

= Associated Students, Inc.

= CSUCI - Campus

" Foundation

" Financing Authority

= Site Authority

= University Glen Corporation




RET vs. Invoice /| Check Request

> The RET is an “internal”’ transaction

» An “external” transaction is between one of
the previously mentioned six (6) entities and
an outside customer
= [f“external,” the originally established

business process will continue (i.e. the
issuance of an invoice or check request)




Examples of Use

» The RET is used to process:

= Banquet Event Orders

= Monthly Administrative Charges

" Photocopying/Photocopying/Postage
Charges

* Grant and Contract Transactions

* Student Fee Reimbursements

* Reimbursed Activities (ZZ Funds)




Why Create the RET?

» Created as a tracking form that will be sent
to each entity whereas the transaction can
be recorded on the financial ledger of each
entity

> Will ensure that all entities have the
transactions recorded at the same time,
during the same month, and for the same
amount




How to fill out the RET Form

» Open the JET Form

B jet-form-v3-effective-july-2016 xlsm

Journal Entry Transfer (JET) Request Form Rev. (07118) LT
Log #

JET Transfer Information
Request Date
Transfer From Entity CICMP
Transfer To Entity CICMP “ E-mail/ Submit Form I || Show/Hide Instructions I
JET Contact Information

Hame Telephone Dept Email
JET Requestor/Contact
Additional Contact
JET Subject Detail
JET Subject Line ?(Emer a short description of the transaction)
JET Detailed Description nter a detailed description of the transaction)
JET Journal Entry
Original Transaction Date Account Fund Dept Program Class Project (Grants Only) Amount Line Des

1
2
3;

Channel Islands
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How to fill out the RET Form

H Q o ) I o o X & o= jet-form-v3-effective-july-2016.xlsm - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT POWERPIVOT
.y 13 AutoS -
E?;" cut Arial |14 - Nrap Text m utasum
R Copy ~ Fill =
Paste B " . - Conditional Format as Insert Delete Format Sort
- ¥ Format Painter Farmatting - - - £ Clear~ Filte
Clipboard [ Font Alignment Number Styles Cells Editing
| SECURITY WARNING Macros have been disabled Enable Content
RequestD... ™ e
=l
B C D H | J K L M N o
1+ __JET Instructions Journal Ent t Form R 7118 ¢
~ Must “E » | oo
? us napie Macros
Fill out unlocked cells, highlighted
3 in ‘yellow’ for convenience JET Transfer Infohrmeroor
4 Macros must be enabled
3 Enter the date (usualy today's date) = Request Date
[ "Transfer From" and "Transfer To" Transfer From Entity L
|| CHMUSIOUCANEmSEERESAE o neter To Entity CICMP “ E-mail/ Submit Form I “ Show/Hide Instructions I P
i
L L | | !
Log # will be issued after you submit ) !
9 | JET and iz for tracking purposes only = JET Contact Information :
10 Name Telephone Dept Email : '
Enter requestor name in case of JET Requestor/Contact i
questions and additional contact if JET :
1z needs to be emailed to another party = Additional Contact .
13
4 JET Subject Detail
15
"Subject” will appear on Data o . A .
16 = b JET Subject Line E(Emer a short description of the transaction)
17
BRI 2 AT S IR, JET Detailed Description (Enter a detailed description of the transaction)
- for internal use only =
18
k)
u
22 JET Journal Entry
& - - - -
a7 Original Transaction Date Account Fund Dept Program Class Project (Grants Only) Amount Line Description |

28 |If correcting an expense error = offset
29 the expense with a credit (-) and debit
0 | (+) the correct expense

1

2 |If correcting a revenue error = offset
3 the revenue with a debit (+) and credit

MoEn Bowa R

wow @




How to fill out the RET Form

Journal Entry Transfer (JET) Request Form Rev. (07/16) LC

Log#

JET Transfer Information I .\

Request Dt Defaults to JET form

Transfer From Entity CICMP

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

JET Contact Information

) Name Telephone Dept Email

JET Requestor/Contact E
Additional Contact
JET Subject Detail
JET Subject Line %(Enter a short description of the transaction)
JET Detailed Description %(Enter a detailed description of the transaction)
JET Journal Entry

b bl bl bl
Original Transaction Date Account Fund Dept Program Class Project (Grants Only) Amount Line Desc

Mo e L0 R




Mo e L0 R

How to fill out the RET Form

Journal Entry Transfer (JET) Request Form Rev. (07/16) LC

JET Transfer Information

Request Date
Transfer From Entity

Transfer To Entity

JET Contact Information

JET Requestor/Contact
Additional Contact

JET Subject Detail

_.Hame

Log#

“ E-mail/ Submit Form

“ Show/Hide Instructions

JET Subject Line

JET Detailed Description

JET Journal Entry

%(Enter a short description of the {

%(Enter a detailed description of t

Change either the
"Transfer From' or

"Transfer To" entity to

enable the RET

b

Original Transaction Date

Account

Fund

Dept Program Class Project (Grants Only)

Amount

Line Desc




How to fill out the RET Form

RET Instruction RET Request Form

Log # will be obtain auromatically when
mailtSubmit Farm is clicked. Aecessto Log #
Public 24 and RET Log is required.

Fill out unlocked cells

Fev. [114]LC

RET Transfer Information

Enter the date [usually today's date) > quest Date
Select "Transker From" or "D::ti'lt';:\;' T sfer From Entity CICMP
Selest "Transker Ta" or "DueeFr:tc‘itT: Tralsfer To Entity CIFDN ‘ E-mail/ Submit Form I ‘ Show/Hide Instructions I

RE} Contact Information

MName Telephone Dept Email
Enter requestor name in case of RET RRquestoriContact /
questions and additional contact it RET i
needs to be emailed to another party » Additinal Contact o

RETBubject Detail Click for
B R ez ‘“’;;“D':r':':f RET sdbject Line é(Enter a short description of the transaction) I ns t ru Ct | ons

Enter the detailed description or purpose

of the transfer » RET iled Description (Enter a detailed description of the transaction}

REJ Amount Detail RET Transfer Accounts

Cha¥ge Detail Transfer From/ Due To (Credit Transfer Tol/ Due From (Debit

Description Account
Charge Detail will auto-populate once the A}ocialed Students | CIASI n.oo Due Ta A3 201813 Dhue From A5
RET Journal Entry is completed = _
§jl - Campus CicMP 0.00 Due Ta CSUCI - Campus 201823 Due From CSUCI - Campus
VGRS e Ehetlk ) oundation CIFDR 8.00 Due to Foundation 201820 Due From Foundation
R V@ EEE e : Site Authority CIESA 0.00 Due to SitelFinance Autharity 201522 Oue From SitedFinance Authority
University Glen EIUGC 8.00 Due To UGE 20821 Duie From UIGC
Tatal should be zer Total 0.00
RET Journal Entry
Transfer From Entity - CICMP Transfer To Entity - CIFDN
bl bl hl

Line Deseription [Mazimum 30

Account Fund Dept Program Class Project Amount Characters) Account Fund D

Enter two [2] Journal Entries > OR DFE

CR

cRi




How to fill out the RET Form

RET Request Form Rev. (11H4)LC

Log #

RET Transfer Information

Request Date

Transfer From Entity CICMP

Enter date — does not ..] ‘ Show/Hide Instructions
default

Transfer To Entity CIFDN

RET Contact Information

Name Telephone Dept Email

RET Requestor/Contact

Additional Contact

RET Subject Detail

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

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

RET Amount Detail RET Transfer Accounts

Charge Detail Transfer From/ Due To (Credit Transfer Tol Due From (Debit

Description Account Description

‘Associated Students ClAs! 0.00 Due To AS| 201819 Due EromAS




How to fill out the RET Form

RET Request Form Rev. (11/14)LC

Log #

RET Transfer Information

Request Date

Transfer From Entity _~" CICMP

Transfer To Entity Ny 1 C|FDM' ’ E-mail/ Submit Form ‘ Show/Hide Instmctions
\ Verify that “ Transfer From”

RET Contact Information

Name & “Transfer To” are correct
RET Requestor/Contact [ '
Additional Contact
RET Subject Detail
RET Subject Line (Enter a short description of the transaction)

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

RET Amount Detail RET Transfer Accounts

Mharaa Natail Tramafar Craml Mua Ta (MeaAdidl Tramafar Tal Muia Craw



RET Form

e RET Transfer Accounts the correct accounts will be
highlighted when you fill out the RET Transfer
Information

RET Transfer Information

Request Date 111972016

Transfer From Entity CICMP

Transfer To Entity CIFDH

RET Transfer Accounts

Transfer From/! Due To (Credit

Transfer Tol Due From (Debit

Description Account Description Account
Due Tao A5 201819 Due From 851 103819
Oue To E5UCI - Campus 201323 Due From C5UCI - Campus 103823
Due to Foundation 201820 Ciue From Foundation 03820
Ciue to SitedFinance Autharity 201822 Ciue From SitelFinance Authority gz
Due To UGCE 201821 Due From UGE 103821




How to fill out the RET Form

RET Request Form Rev. (11114)LC
Log #
RET Transfer Information
Request Date
Transfer From Entity CICMP
Transfer To Entity CIFDN E-mail/ Submit Form Show/Hide Instructions
RET Contact Information
~Na Telephone Dept Email
RET Requestor/Contact
Additional Contact
RET Subject Detail
— —————
RET Subject Line (Enter a short description of the transaction)
RET Detailed Description (Enter a detailed description of the transaction)
) .
RET Amount Detail RET Transfer Accounts En ter yO ur con taCt
Charge Detail Transfer From/ Due To (Credit N fO 'm atl on 'om (Debi
Description Account Description
Associated Students ClasI 0.00 Due To AS 201819 Diue From ASI

Ci-Campus cicke 0.00 Due To CSUCI - Campus 201823 Due From CSUCI - Campus




How to fill out the RET Form

RET Request Form

Fiew. 1114 L

RET Transfer Information

Log #

Enter the subject —

Califarnia &
Universi

R t Dat . .

e this will no longer
Transfer From Entity CICMP
L—— PN w{ APpear on data o U o
RET Contact Information Wareh O u S e rep O rtS ETIRET

Name Telephone De;

RET Requestor/Contact .

Additional Contact :_ ..............................
RET Subject Detall __—""

RET Subject Line nter a short description of the transaction) i

RET Detailed Description

RET Amount Detail

{Enter a detailzd description of the transaction)

RET Transfer Accounts

Charge Detail

Transfer From/ Due To (Credit

Description

Transfer Tol Due From (Debit

Description

Account

Account




How to fill out the RET Form

RET Request Form Rev. (14]LC

Log #

RET Transfer Information California §

Universit

Request Date

Transfer From Entity CICMP

: - | e -
Transfer To Entity CIFDN E-mail/ Submit Form I L E ONL

RET Contact Information FO r I n ter n a
Name Telephone Dept Emaifl
RET Requestor/Contact u S e O n | y

Additional Contact

RET Subject Detail /

K-

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

RET Detailed Description E(Enter a detailed dezcription of the transaction)

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

Description Account Description Account
Associated Students | ClAS| - Due To ASH 20819 Due From A1 103819
Cl- Campus EICMP 0.00 Dl To C5UCI - Campus 2023 Due From CSUCI - Campus 103823
Foundation CIFOH — Due to Foundation 201820 D Fram Faundation 103520
Site Authority LicsA 0.00 Dug to SitelFinance Authority 201822 D From SitelFinance Authority 103522
University Glen CIUGE 0.00 Due TolIGC 20821 Due From UGC 103821




How to fill out the RET Form

RET Amount Detail RET Transfer Accounts
Eharge Detail Transfer From/ Due To (Credit
I3 Transfer Fromn entlty, be I:_l Description Account
. . | Oue To &5] 201813
Sure tO Use hlghllghted I:_l Oue To CSUCT - Campus 201823
account as a Credit — Total [~ >|DuetcFoundation 201820
o Oue bo SitefFinance Sutharity 201822
should be zero ':'1 Due To UGC 20121
T HI

RET Journal Entry
Transfer From Entits CICHP

] [ [
Project S0 Characters])




How to fill out the RET Form

Transfer Tol Due From (Debit Tran Sfer To — Ent|ty,
Dl . make sure to use the

Clue From &5 103519 . .

Due From CSUCI - Campus wzezz | € hlghllghted account

Cue From Foundation 103220 aS a d eb It — Total

Oue From SitefFinance Suthority 1o03gze

Clue From UGEE 103821 / ShOU|d equal Zero

Transfer Tao Entitw — CIFON

Lime Description [Maximem
Account J0 Characters)




How to fill out the RET Form

RET Amount Detail RET Transfer Accounts
Charge Detail Transfer Fromd Due To (Credit
Description Account
Ascociated
Students ClAz b.00 Diue To ASI 201218
Cl - Campus ClCrP u.oa Diue To CSUCI - Campus soiges
Foundation CIFDN u.0o Due to Foundation 201820
Site Authority ClCE u.oa Diue to SitedFinance Authaority zoigs s
University Glen CIUGC 0.0 Oue To UGC 2o1az1
Tatal 0.00
RET Journal Entry
Transfer From Entity CICHMP
| | |

Lint Description [Mazimum ™
Account Fund Dept Program Cla=s= Project Amount 30 Characters)

DR

CR

Need more lines — click
“Show/Hide Page 2”

V4

Tokal o.an




RET Form

RET Amount Detail will auto-complete once

the RET Journal Entry is completed

RET Amount Detail
Charge Detail
Aszociated Students Clas 100,00
Cl - Campus CICHP [100.00)
Foundation CIFOR
Site Authority CICSA 0.0a
University Glen CIUGC 0.00
Total 0.0a
RET Journal Entry
Transfer From Entity - CICMP
h h Line Description [Mazimum 20
Account Fund Dept Program Class Froject Amount Characters)
3 BE0001 GO3m 220 age due ta CIAS]
3 201813 GO3m = dus to CIAS]
Transfer To Entity - CIASI
A A Line Description [Mazimum 30
Account Fund Dept Program Class Project ) N Characters)
103525 ASI03 100.00 EPD age due fram CICMP
EEO001 ASI03 155 000 ; Postage due from CICMP




RET Form

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

BEO001 03801 220 astage due o eie
201513 =OE01 0700 Pastage due to CIASI

-

-




How to fill out the RET Form

RET Request Form Fiew. [1if14] LC:

Log #

RET Transfer Information

Request Date
Transfer From Entity CICMP
Transfer To Entity CIEDN ‘ E-mail/ Submit Form I | )h{xwfﬂide Instructions
RET Contact Information
Name Tele| ne Dept Email
RET Requestor/Contact

Additional Contact

RET SubjectBetall 1 Click “Email/Submit Form”

RET Subject Line

Does not submit RET yet, the
macro needs to grab a Log #,
RETAmountDetail | SAVE fOrm and create an

Charge Detail OU t I O O k em al | Transfer To!/ Due From (Debit
Des=zcription Account

RET Detailed Description

Associated Students ; Clasl .00 Due To ASI 201519 Dhie From A5
Cl - Campus CICMP 0.0 Due Ta CSUCH - Campus 201823 Due From CSUCI - Campus
Foundation CIFDM 0.00 Due to Foundation 201820 O Fram Foundation
Jite Authority CIESA 0.0a Oue to SitelFinance Autharity 201522 Oue From SitelFinance Autharity
University Glen CIUGC 0.00 Due To UGC 201821 Due From UGC

Tatal 0.00




How to fill out the RET Form

U : r u " | ) " L u "
RET Request Form
Log#
RET Transfer IFE T =
Ragquast Date @ /"Il Desitep » w | by

Transfer From Enti | Oegamae « Mew folder

Transfar To Entity ] Microscht Excel S i
RETContact I g e Save a copy for your

RET Requestor/Corl: B Dovenlzgds

Program Conmengl| 1 RecentPaces files and for submission

RET Subject Dy - “&one

+ Docurments Hetwotk
RET Subject Line o' Music

! Pictunes
.n.uulllir:.- Cogarzations - Shomout
B videcs |
F r 055 ties

RET Detailed Descy 1% Computer

;E

File manme C-:!p:.' Gf JET Foirm_I5 edd i
£ . 15
RET Amount D
Authors: Jennifer Schweisinges; | Tags Add » tag Tithe: JET Form
Change Detail
Save Thumbne

Associated snunu-nn1 o ks Folderm Tock = | Save
Cl. Campus =

.,

Emannd wtioue s I e ¥at ] o i e e M ff



How to fill out the RET Form

RET Request Form

= = m™m |=

T @™ |=.

Log#| RET #11-483
When Macros are enabled,

the RET # will

automatically be assigned
next to the Log#

Must have access to the
Z:\ drive

_—7

C-mailf Submit Form Show/Hide Instructions

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




How to fill out the RET Form

% | Click on the email

5 Cherge Deall | on the Taskbar

e |[hssociated Students
2 C1-Campus

| Creates an email,
addressed to

e Cljet@csum edu

rocess Guide.d_ _—




How to fill out the RET Form

PR T T TP

Trarador From Er|

Translor To Ent

RET Amount

Chasge Detall

¥ 0 E F L} H FL
RET Request Form
Log#| RET:
RET Transfer 0 * i RET Form /1872012 - Mescage BTMLY
Filg L Ineeri CHpfign Foarmpd Tk 4 Agtabe FOF
Roinqurinal Dhata =
1 Calibes O A A = - = = ¥ -4

|

Email “To” is
Cljet@csuci.edu

RET is attached

Assoriatind Soadests

Cl - Campus

Patte e ek ARach AHsh Sponabors
= t Hama Fin Erm - -
= Don’t forget to
attach backup!
Hallo,
Hit “Send”
artpched is an RET Form, Fleage don't for Bt 8o aitach your
supparting documentation
Lig #: AET #11-483
Burdinaess Lnit: CIOMP;: CILAS) T
LR BN 4
Descripthon: (Enter a short description of the transaction)
-
1
— o— — —— s —
&% 00 Lo i] 000 0040 Lili ]
0 000 Lo i] Li] IZIIZII 0040 Lilli ]




Acceptable Types of Back-Up

» Copy of report from the Data Warehouse

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

Dept Fdescr iz equal to INNG—_———)
and Fiscal Year is equal to 2011
and Acct Fdescr is egual to 660003 - Supplies and Services - Other
and Fund Fdescr iz egual to GD901 - Cl ~ Operating
and Period Abbr is between 0 and &
and Bus Unit Fdescr iz egual to CICMP - C5U Channel Islands
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| Acct Jrnl Ln (Ln |Jrnl| tem |Acct Fund Dept Prog Class | Proj Actuals
BU Doc Src Doc 1D Date | # # Descr Year |Abbr |Date|JrnlID Date | Jrnl Descr # Ref | Src | Key |Fdescr | Fdescr | Fdescr| Fdescr| Fdescr| Fdescr| Amt
WIE 650003 -
f“SI'ILTEI 2011 ORO714114 201 2011 Denosit Trane Supplies GDS01 - oo
CICMP J.uurnal 0000053865 -07- 3% 0 Arrowhead 2011 1-07- 0000053868 -07- #020?141”\ 35 - UpL - and Cl~ i --- --- --- (6.00}|-
14 Refund 14 14 Services Operating
Entry
- Other
WIE 650003 -
r.'lanljal 2011 ORO7T2811L 201 2011 Denosit Trans Supplies GDS01 - .
CICKP J.DLII'I'IEI 0000058291 -07- 22 0 ——— 2011 1 -07- 0000058291 -07- #02.0723'11 22 - UPL - and L= - -—— oo
28 —— 28 28 Services Operating
Entry
- Other
660003 -
::JaflJaI 2011 oPCWO 2011 2011 Eg’;_‘i%is Supplies GD901 -
clcmP 0000061740 -08- & 31 0 o 2011 2 -03- 0000081740 -08- 3 - UpL - and Cl~ --- --- --- 121.16 -
Journal 031151 ROUTINE . .
Ertry 04 04 04 LALTEUANCE Services Operating
Lo,
WIE 650003 -
T 2011 2011 2011 August 2011 Supplies GD901 -
cIcHp L'Lau"rfa'l 0000074908 -08- | 10 ’;‘:{g L:afs”e‘“ 2011 2 -08- 00DOOT4908 -08- TPS 10- WPL - and  CI~ ‘l R . 30.00 -
31 g 31 3 Chargebacks Services Operating
Entry
- Other
MJE il
o 2011 201 2011 August 2011 Supplies GDS01 -
CICMP L‘Lﬂu"rflﬂall 0000074808 08 15 0 ’;‘r':f Llfs”“t 2011 2 08- 0000074808 08— TPS 15- UPL - and cli~ - 300.00 -
| 9 M &Y Chargebacks Services Operating
Entry
- Other
OPC COST
650003 -
MJE - RECOVERIES X
Manual 2y OPCWO- ) SR 201 e csU Supples GOSN - | oy
CICKP 0000074939 -08- 5 0 2011 2 -08- 0000074539 -08- 5- UPL - and L= ) -—- - - 5774 -
Journal 031182 FUND 948} ; -
25 25 25 Services Operating
Entry FORB34.11TO ~ Other

8.25



Acceptable Types of Back-Up

» Copy of ProCard Statement

CSU Channel Islands
ProCard Statement

Tusiness Unit: CICME
Account Nane:
Origine_USH

Tvoice Munsher: PCOZL2MITT
Inwoice Dale;  Februsry 11,2002
Total Amound: § 152086

Tran It Vendor A1

Line Ami Disscriplion Pur Cal Lipd By Upd DM Dizp
[vistribh Lo Aect Fumnd Dept Prgm Clusx Proj Amoumt

ozoez §iC TS00 1149 GOVEREMENT SERVICES-OTHER 114% THNOSTHIIE 0312
| e Gool 17500

oz 50 TS0 LE49 GOVERMMENT SERVICES-OTHER 1149 THHHISTHISE 024112
| 660003 opwl 37500
Total Drsribution 00

o T T T T —
O&E1B8 62000 IVERY 0000

| 66003 Gowl 7433
Teeal Desmribution 7423

oi1ez A 100 081AAAE0OOIVERY?OO0002 2696GROCERY STORES, SUPENMARE THHNSTHRIE 02

O&1HEA 000 IVERYTOOOD

| aeod couwl 100
Toal Dbl i LR

Nk 0000 0 ] 5C ITS500 LE49 GOVERMMENT SERVICES-OTHER 1149 THHHISTHISE 00112
e ool 17500
Taial Destribuiion 17500

mianz CA 12953 | ERTING PEACES AMD RESTAURANTE 1 THHMS TS 0112
| aeond gDl 13563
Tetal Dasribulion 13963

Murchuse Caleparies;

I-  Sales Tax Charged on lnvoice for this liem
2 - Conference & Training Reglsimuban Fees
=~ [T Periphgraks

bave revieved the cand stavenent med have approved s tansactions. | cenify duat all the purchises lsted an the staement, unless Noted s "Disputed kem® column, are tnse and conrect and sere made for official CEU
winposss, Al ponds oF services e besn received ond pasmend 18 auihonsad, Thee cand saucs Bas been soliled of all caputed fems, (A copy of the condieolders siaement of Gsmied dems |5 minched,)

sigrature of Card Hebder (I

Date Sagnature of Approving Oificks|, NG Dt



Important Information

» 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 Leo Cervantes(x3175) for a work-around



Submission Information

» Form is due the 25 of each month

* Changes will appear in financial statements (Data
Warehouse) if received by the 25th

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

» Form and back-up must be submitted to the

following email address:
» ClHET@csuci.edu

@ Channel Islands
CALIFORNIA STATE UNIVER SITY




Questions?

> JET
= | eo Cervantes

* |eo.cervantes@csuci.edu
= X 3175

> RET

= Michelle Hense

* michelle.hense@csuci.edu
= X 3143

Channel Islands
0 CALIFORNIA STATE UNIVERSITY



RET - Cheat Sheet

Set up the transaction as a single debit/credit with entity detail

Account Fund Dept Program Class Project (Grants Only) Amount Line Description (
GE0003 40020 2A0109 G00.00:DEBIT to FDIN
103811 Q0273 G0273 (600.00):CREDIT TO CMP

The debit = “Transfer From Entity” — The credit = “Transfer To Entity”

Transfer From Entity CIFDN

Transfer To Entity CiCMP

Once the “to” & “from” are setup, the form will highlight the offset (other side of
the transaction in the RET) needed to complete the transfer

RET Transfer Accounts

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

Due To ASI 201819 Due From ASI 103819
Due To CSUCI - Campus 201823 Due From CSUCI - Campus 103823
Due to Foundation 201820 Due From Foundation 103820
Due to Site/Finance Authority 201822 Due From Site/Finance Authority 103822
Due To UGC 201821 Due From UGC 103821
RET Journal Entry
Transfer From Entity - CIFDN Transfer To Entity - CICMP
A A A Line Description (Maximum 307 Al A Al Line Description (Maximum 307
Accoun t Fund Dept Program Class Project Amount Characters) Account Fund Dept  Program  Class Project Amount Characters)
DR 660003 40020 : 2A0109 600.00 'G0272 RET |deas Alcoa Fdn DR 103820 Q0272 Go273 600.00 :G0272 RET Ideas Alcoa Fdn
CR: 201823 40020 (600.00):G0273 RET Ideas Alcoa Fdn CR; 103811 Qo273 G0273 (600.00):G0273 RET Ideas Alcoa Fdn

@ Channel Islands _ .
CALIFORNIA STATE UNIVERSITY Don’t forget meaningful Line
Descriptions!



JET — Cheat Sheet

The total of credits and debits must always Total must equal zero

equal zero. E=== \ |

Carry up to 30 characters of meaningful information in the Line Description
= Examples
= PC0720171111 STAPLES
= COR V123456 TEC May 15

Backup documentation for the transfer is ALWAY'S required
Data warehouse transactions showing the items
Procard reconciliations

q Channel Islands

e

CALIFORNIA STATE UNIVERSITY



