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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
» Correct errors on ProCard statements

» Submit Chargeback requests between
campus departments:
* Phone, postage, Facilities Services (FS)
work orders, FS utilities, fuel,
Conference & Events




Accounting 101

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

Debit (+) | Credit (-)
Expense X

Revenue X

Channel Islands
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Accounting 101

» 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
sz 174 Other Deposit 000000 200.00 3265940
408112 475 Check Paid 00000 1,179.75 31,519.65
4612 475 Check Paid 000000 RN 2575 3N 29390

@ Channel Islands
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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

OJ Channel Islands $0.00
AAAAAAAAAAAAAAAAAAAAAAAAA




Accounting 101

» Example from the Data Warehouse
Debit (+)

Irnl 1D Accounting Do 1D Account Fdescr Fund Fdescr | Dept Fdescr Prog | Class | Project | Amount Mpler4 Doc Ln Descr lournal Date | Irnl Descr
Date Fdescr | Fdescr | Fdescr
APADS52928 |09/13/2016 foo129651 |eE0003 -Supplies GD901-Cl~ |920101 - Fiscal |--- - .- BANCORPC-001 | AMAZON MKTPLACE PMTS |09/13/2016 |-
and Services - Other |Operating |Services

Debit (+) = Expense
Original Entry

660003 GD90| 920101 + $175.00

@ Channel Islands
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Accounting 101

» Example from the Data Warehouse

Original Entry

660003 GD90| 220101  + $175.00 < Debit (+)

To Correct Original Entry

660003 GD90| 220101 - $175.00 < Credit (-)

+ $175.00

Channel Islands -$175.00
||||||||||||||||||||||||| $0.00




Accounting 101

» Example from the Data Warehouse

Final Entry

660003 GD901 920101 - $175.00

660003  GDOI +§175.00

Move expense to correct Dept + $175.00

- $175.00
$0.00

@ Channel Islands
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Accounting 101

» Example from a ProCard Statement
Debit (+)

011312 USC COLLEGE QF EDUC/SEMI BC 37500 1149% GOVERNMENT SERVICES-OTHER 1149 \
: 1 660003 GDYDI T45 @
Todal Dastribution et

Debit (+) = Expense

Original Entry

660003 GD90| + $375.00

Channel Islands
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Accounting 101

» Example from a ProCard Statement

Original Entry

660003 GD90| + $375.00 < Debit (+)

To Correct Original Entry

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

+ $375.00

Channel Islands - $375.00
||||||||||||||||||||||||| $0.00




Accounting 101

» Example from a ProCard Statement

Final Entry
660003 GD901 745 - $375.00
GD90I 745  +$375.00
T
Move expense to correct Account + $375.00
- $375.00
$0.00

@ Channel Islands
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Where can we find the JET form?

'E Forms and Tutorials - Fir X W NN b 1 2 —a -

& c 0 @ www.csuci.edu/financial-services/forms-tutorials.htm
Accounting - Journal Entry Transfer Issued Instructions Policy
NEW CI Journal Entry Transfer (JET)}'(RETD 07/2016 JET Process -
(2IP, 266KB) Guide
For campus use to transfer charges from one accounting (PDF, 2.4MB)
string to another, or to transfer between entities through RET Process

Guide
(PDF, 1.2MB)

» Cl Financial Services
Forms and Tutorials e e
Website

» Under ‘“Accounting - e
Journal Entry Transfer”

= 7

Current Custodian List (PDF, 59KB) 10/2016 PettyCash Procedures -
(PDF, 195KB)

Instructions Policy

New Custodian Form (PDF, 99KB) 10/2015 PettyCash Procedures =
(PDF, 195KB)

Custody Transter Request Form 10/2015 PettyCash Procedures -

fMMT 11NT7DY fMMT 1057 DY

Channel Islands
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Where can we find the JET form?

AW

B

ChUsersi\Leo.Cervantes\Downloadshjet-form-v3-effective-july-2016.ziph

File Edit Wiew Favorites Tools Help
=]
h m v o o= X i
Add  Extract Test Copy Move Delete Info
¥ @'::\USEFS\LED.CENEﬂtES"I.LDDWH|CIEdSl'll_iEt-fl:lrr‘ﬂ-‘.f3-E‘FFECti‘.fE-lehf-zﬂlﬁ.Zip'\
Mame Size Packed Size Muodified Created Accessed Attrib
373 208 272021 2016-06-2715:35  2016-04-20 08:57  2016-06-27 15:35

ﬂfjéjet-fu:urm-ﬂ‘-EFfective-quy-Eﬂlﬁ.xlsm
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JET Form

Journal Entry Transfer (JET) Request Form Rev (07118)LC
Log # FINANCIAL
SERVICES
JET Transfer Information CaliforniaState | C H A N N E L
University I S L A NUDS
Request Date
Transfer From Entity CICMP
Transfer To Entity CICMP “ E-mail/ Submit Form I “ Show/Hide Instructions l
S— _— FINANCE USE ONLY:
JET Contact Information Save JETIRET
Name Telephone Dept Email
JET Requestor/Contact
Additional Contact
JET Subject Detail
JET Subject Line E(Enter a short description of the transaction) gz;:fgfs 54
JET Detailed Description (Enter a detailed description of the transaction)
Remaining
Characters 451
JET Journal Entry
" b " b b
Original Transaction Date Account Fund Dept Program Class Project (Grants Only) Amount Line Description (Maximum 30 Characters)
1 Remaining Characters 30
Fd Remaining Characters 30
3! Remaining Characters 30
4! Remaining Characters 30
3 Remaining Characters 30
6 Remaining Characters 30




How to fill out the JET Form

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT POWERPIVOT
11 -
Ex cut Avial e - Mrap Test - futasum
ER Copy - Fill =
Paste Py R - Conditional Format as Insert Delete Format Sort
- ¥ Format Painter Formatting = Table - - - £ Clear~ Filte
Clipboard [F] Font Rlignment MNumber Styles Cells Editing
1 SECURITY WARNING Macros have been disableq Enable Content
RequestD... * f\
=
B c D E F H J K L M N o
. JET Instructions Journal Entry Transfer (JET) est Form Rev. @716) LC
A Log#
2

el = Must ‘‘Enable Macros”’

Enter the date (usualy today's date) = Request Date

5
& “Transfer Fron” and Transfer To» | Tansfer From Entity cicmp
entity should always be the same = . . . .
, Y = Transfer To Entity CICMP || E-mail/ Submit Form l “ Show/Hide Instructions I

Log # will be issued after you submit i
9 | JET and is for tracking purposes only JET Contact Information

10 Name Telephone Dept Email
1 Enter reguestor name in case of JET Requestor/Contact
questions and additional contact if JET

needs to be emailed to another party > Additional Contact

4 JET Subject Detail

“Subject” will appear on Data JET Subjecl Line

16 Warehouse Reports > (Enter a short description of the transaction)

Explan why the JET is being submitted -

JET Detailed Description (Enter a detailed description of the transaction)
- for internal use only >

32 JET Journal Entry

~ ~ ) ~
87 Original Transaction Date Account Fund Dept Program Class Project (Grants Only) Amount Line Description (
22 If correcting an expense error = offset
39 |the expense with a credit (-) and debit
on |(+)the correct expense

@ ot g ha o

91
<2 |If correcting a revenue error = offset
53 |the revenue with a debit (+) and credit

Channel Islands
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How to fill out the JET Form

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

Log#

Fill out unlocked cells, highlighted
in 'yellow' for convenience JET Transfer Information

Macros must be enabled

Enter the date (usually today's date) = Request Date

"Transfer From” and "Transfer To" Transfer From Entity ol

entity should always be the same =|

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

Log # wil be issued after you submit) .
o) | JET and is for tracking purposes only = JET Contact Information

1 Name Telephone Dept . ’ Email

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

13
13 [
: JET Subject Detail C I IC k fO o
1
"Subject” will appear on Data) . . .
14 Wi Terrims JET Subject Line ;(Enter a short description of {

1 instructions

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

JET Detailed Description Enter a detailed description of the transaction)

1
I
P
32 JET Journal Entry
24
bl bl bl bl
g Original Tr: tion Date A unt Fund Dept Program Class Project (Grants Only) Amount
24 If correcting an expense error = offset
24 |the expense with a credit (-) and debit

(+) the correct expense

If correcting a revenue error = offset
me revenue with a debit (+) and credy

[ S

wowmowm W

=)

Channel Islands
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How to fill out the JET Form
Journal Entry Transfer (JET) Request Form Rev. (07/16) LC
JET Transfer Information / Begin With the
Request Date D ate

Transfer From Entity

Log #

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

JET Contact Information

Name Telephone Dept Email

JET Requestor/Contact

Additional Contact

JET Subject Detail

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

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

JET Journal Entry

bl bl b ] b ]

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

LI dm =

Channel Islands
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How to fill out the JET Form

Journal Entry Transfer (JET) Request Form Rev. (0T/16) LC
Log #
JET Transfer Information
Request Date
Transfer From Entity CICMP I
Transfer To Entity CICMP ‘ E-mail/ Submit Form ‘ R T

JET Contact Information \

Name Teleph

JET Requestor/Contact ' Tran Sfe Y F rom " an d

JET Subject Detail _ "Tran Sfer To" entity S
JET Subject Line E(Enter a short description of the transaction)
' should always be the

same business unit

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

JET Journal Entry

bl bl b ] b ]

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

LI dm =

Channel Islands

CALIFORNIA STATE UNIVERSITY




How to fill out the JET Form

Journal Entry Transfer (JET) Request Form Rev. (0T/16) LC
Log #
JET Transfer Information
Request Date
Transfer From Entity CICMP
Transfer To Entity CICMP E-mail/ Submit Form Show/Hide Instructions

JET Contact Informatio

Telephone

JET Requestor/Contact

Additional Contact

JET Subject Detail

JET Subject Line E[Emer a short description of the transaction)

JET Detailed Description E[Emer a detailed description of the transaction)

Enter your contact
JET Journal Entry
Original Transaction Da'te‘ Account Fund Dept ) Program Class I n fo rm at I O n

LI dm =

Channel Islands

CALIFORNIA STATE UNIVERSITY




How to fill out the JET Form

Journal Entry Transfer (JET) Request Form Rev. (07/16) 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 Enter the Su bjeCt —
Original Transaction Da'te‘ Account Fund Dept ’ Program Clas m ay n o IO n ge r
appear on Data

Warehouse Reports

LI dm =

Channel Islands

CALIFORNIA STATE UNIVERSITY




LI dm =

How to fill out the JET Form

Journal Entry Transfer (JET) Request Form Rev. (07/16) 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(Emer a short description of the transaction)

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

JET Journal Entry

bl bl b ] b ]

Original Transaction Date Account Fund Dept Program Class Project (Graggts 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. (0T/16) LC
Log #
JET Transfer Information
Request Date
Transfer From Entity CICMP
Transfer To Entity CICMP ‘ E-mail/ Submit Form ‘ R T

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

bl

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




How to fill out the JET Form

Expenditure Transfer Justification
= Refer to second tab on the Excel
WO rl(boo I( JET Journal Entn:

Original Transaction Date Account Fund Dept
1
2
3
4
8
Expense Transfer Justification Form 7
2
This form is to be used to justify transfers of both payrall and operating expenses g
10
when the expenses being transferred are greater than 90-days old. 11

[ Payroll Expens= [ Paid thru Accounts Payable

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:




How to fill out the JET Form

JET Journal Entry

Original Tramzaction ™ hl hl bl L]
Date Accoust Fund Dept Program Class Project [Grantz Only] Amount Lime Descri

" Bemaintng Sharactars SO
Ramaining Charactars S0
Hamairing Sharectars S
Remaiing Sharactors 57

Femaining Sharoetoes S
Hamairing Sharectars S
Bmaining Charscters S0

Hemainteg Sharacters S5
Remaining Characters 50
Bmaining Charscters S0
Hamairing Sharectars S
Femaining Sharsetoes S
Remaintng Characters 50
Bamaiing Characters S0
Hamairing Sharectars S
Fomaining Charactoes ST
Hemainteg Sharacters S5
Remaining Characters S0
Bmaining Charscters S0
Hamairing Sharectars S
Femaining Sharsetoes S
Remaintng Characters 50
Bamaiing Characters S0
Hamairing Sharectars S
Fomaining Charactoes ST
Hemainteg Sharacters S5
Remaining Characters S0
Bmaining Charscters S0
Fomaining Charactoes ST
Femaining Sharsetoes S

Remaintng Characters 50

Bamaiing Characters S0

Hamairing Sharectars S

Femaining Sharsetoes S
Hemainteg Sharacters S5
Remaining Characters S0
Bmaining Charscters S0
Fomaining Charactoes ST
Remainteg Sharactors S5
Remaining Characters 50
Bamaiing Characters S0
Hamairing Sharectars S
Femaining Sharsetoes S
Hemainteg Sharacters S5
Bamaiing Characters S0
Bmaining Charscters S0
Fomaining Charactoes ST
Remainteg Sharactors S5
Remaining Characters 50
Bmaining Charscters S0

Totall

Show,/Hide Page 2 | |5hnw.l'ni|i.c?qgt3 |

Channel Islands

CALIFORNIA STATE UNIVERSITY




How to fill out the JET Form

JET Journal Entry

Original Tramzaction ™
Date Account Fund Dept Program Class Project [Grantz Only] Amoust Y, Lime Diescri

" Bemainteg Sharactars S5
Ramaining Charactars S0
Hamairing Sharectars S
Remaiing Sharactors 57

Hamairing Sharectars S

Hamainieg Charactors 55

Hemainteg Sharacters S5
Remaining Characters 50
10 Hamaining Charsctars ST
1 Hamairing Sharectars S
12 Hamaiig Sharactors S&
Remaintng Characters 50
Bamaiing Characters S0
Hamairing Sharectars S
Fomaining Charactoes ST
Hemainteg Sharacters S5
Remaining Characters S0
Bmaining Charscters S0
B Hamairing Sharectars S
21 Hamaiig Sharactors S&
22 - Fomaining Charactors S0
23 Hemaieieg Charsctors ST
[ ] Femaining Chaesotees SO0

a2z Famaiig Sharactors S8
: aximum S
Remaining Characters S0

28 Hamaining Charsctars ST
23 Famaiig Sharactors S8
° Femaining Sharsetoes S

: characters -- wi =
J2 Hemaieieg Charsctors ST
33 Hamairing Sharectars S
34 Hamaiig Sharactors S&
Hemainteg Sharacters S5

appear on Data R

Remaiing Sharactors S
40 Ramaining Charactars S0
Ramaining Charactars S0

: Warehouse Reports e

1
2
3
4
5 Reomaiing Sharactors S
[
T
8
a

Romaining Shargetoes S
45 Hamaiing Characters ST
46 Bamaining Charactars ST
47 Famaiig Sharactors S8
43 Hamaitig Sharactors S&
43 Fomaining Charactors S0
50 Bamaiing Charactors

Tatal

Show,/Hide Page 2 | |5|u1w.|'nii.c]’uat3 |

Channel Islands

CALIFORNIA STATE UNIVERSITY




How to fill out the JET Form

JET Journal Entry

Original Tramzaction ™ bl
Date Account Fund Dept Program Class Project [Grantz Only] Amoust Lime Descri

i " Bemaintng Sharactars SO
F Ramaining Charactars S0
3 Hamairing Sharectars S
4 Remaiing Sharactors 57
5 Reomaiing Sharactors S
[
7
8
a

Hamairing Sharectars S
Bmaining Charscters S0
Hemainteg Sharacters S5
Remaining Characters 50
10 Hamaining Charsctars ST

1 Hamairing Sharectars S
12 Hamaiig Sharactors S&
13 Fomaining Charactors S0
i) Hemaieieg Charsctors ST
15 Hamairing Sharectars S
1€ Famaiig Sharactors S8
i Hamaitig Sharactors Jo
15 Fomaining Charactors S0
13 Hamaining Charsctars ST
20 Hamairing Sharectars S
21 Hamaiig Sharactors S&
22 Fomaining Charactors S0
23 Hemaieieg Charsctors ST
24 Hamairing Sharectars S
a2z Famaiig Sharactors S8
26 Hamaitig Sharactors Jo
° Remaining Characters S0
28 Hamaining Charsctars ST
: eea more an ines -- s e
30 Hamaiig Sharactors S&
| Fomaining Charactors S0
J2 Hemaieieg Charsctors ST

click “Show/Hide Page 2” R

Remaining Characters S0
3 Hamaining Charsctars ST
Fomaining Charactoes ST
Remainteg Sharactors S5
Remaining Characters 50
Bamaiing Characters S0
Hamairing Sharectars S
Femaining Sharsetoes S
Hemainteg Sharacters S5
Bamaiing Characters S0
Bmaining Charscters S0
Fomaining Charactoes ST
Remainteg Sharactors S5
Remaining Characters 50
Bmaining Charscters S0

Tatal -

Channel Islands
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How to fill out the JET Form

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

Log #

JET Transfer Information

Request Date

Transfer From Entity CICMP

Transfer To Entity CICMP ‘ Show/Hide Instructions

‘ B-mail/ Submit Form

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) ‘ I I C k ¢¢ E m al IIS u b m It
'}
JET Detailed Description E(Enter a detailed description of the transaction) FO rm

JET Journal Entry

Original Transaction Date Accoun t Fund Dept P Does nOt Smeit JET
i yet, must save and then

create an Outlook email |-

Channel Islands
CALIFORNIA STATE UNIVERSITY



How to fill out the JET Form

Journal Entry Transfer (JET) Request Form Per (1418)1C
Log #
JET Transfer Information.
Save As M
‘ Reque; M-

Transk @'\_}-‘|- b=izp b o = | "‘l | Search Deskion
Transf Organize « Mew folder S f

g — ave a copy for
JETC 1 Libraries
- 1 Downloads

.& _IJ System Folder
JET Re | Recent Places [ a—

@ your files and for
s (T B submission

JET Su & Music
| Pictures

B videos

1 Save as .xIsm

1M Computer
JETJ| & Local Disk ()
5# groupshares (\

1
i File name: CICMP_JET 110315

: Save as type: ’Excel Macro—Enaliéd Warkbook (*.xlsm)

i hors: Jennifer Schweisinger; |... % Add atag Title: JET Form

8

] .

o [[] Save Thumbnail

1

12

13 “ Hide Folders Toaols - [ Save ] [ Cancel
1

15

1

1

Channel Islands
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How to fill out the JET Form

1 =2 = JET Form_11/10/2015 - Message (HTML) 7T EH - O X
Forl MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW ADOBE PDF
o C C e i [ 2l el o ?. | -
Cut Calibri iz - & A EeiE- 4 é\.@) @ U]  / Q |™ Follow Up Q "
Copy . . ! HighImportance
Paste » X B I U ¥-A-E== &= Address Check  Attach Attach Signature Attach File via Zoom  Apps for
- Format Painter - Book Mames File lem- - Adobe Send & Track ¥ LowImportance Office
Clipboard [F] Basic Text [F] Mames Include Adobe Send & Track Tags o Zoom Apps ~
r IJi To... CI Journal Entry |
=1
Coon
Send
Subject JET Form_11/10,/2015

1161,
Cich

CiCH

sctaty

Attached @5 cICMP JET 110315 xdsm 5366 KBI

Hello,

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

Business Unit: CICMP; CICMP

Description: Correct Department

| @ see more about Clioumnal Entry.

Click on the
email on the
Taskbar

Creates an email,
addressed to
Cljet@csuci.edu

|:|A

} Remaining Ohsractirs &0

CALIFORNIA STATE UNIVERSITY

| Romaining Olaroctons 50

q



How to fill out the JET Form

_— — — "
A HS0 2 &= JET Form_4/16/2012 - Message (HTML) == =

File Message Insert Options Format Text Review Adobe PDF & 9
4 = =

— o - i
1R = o Calibi  ~[12 <A A7 [ IS - i=- | & 335 @ @ ] % dakolzals '\_{;

- =3 Copy — ? High Importance

Paste ' ) = = | £¢E £5 Address Check | Attach Attach Signature Zoom

- E ’ Book Mames File IHem~ - 4 LowImportance
p Clipbg P Mames Include Tags fa| Zoom

|CI Journal Entry

Ceo, |

Subject: |JEr Form_4/16/2012

» Email “To” is
Cljet@csuci.edu

> JET is attached

Attached: ||z|_jConv of JET Form Test (2].xlsm (425 KE)

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

» Don’t forget to
attach backup!

> Hit“Send”

o See more about: CIJournal Entry.

I——r——Ttr— |||




RET Form




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

ﬂfj-jet—fu:urm—vﬂ—Eﬁective—jul}r—lﬂlﬂ.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

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 %(Enter 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

= Q o 2E X & = jet-farm-v3-effective-july-2016.xlsm - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT POWERPIVOT
Oa fray) .
b Cut Arial M T EI
E@ Copy ~ Fill =
Paste P . Insert Delete Format m
- % Format Painter - - - £ Clear~

Clipboard ] Font
| SECURITY WARNING Macros have been disabled

Alignment Number Styles Cells Editing
Enable Content

RequestD... ™ f\
=

B C D H | J K L M N o
1 JETInstructions Journal Ent t Form Bew e

%)

Must ‘“Enable Macros”’ roo#

Fill out unlocked cells, highlighted

3 in ‘yellow" for convenience JET Transfer Infotrmeaon
4 Macros must be enabled
3 Enter the date (usualy today's date) = Request Date
6 "Transfer From" and "Transfer To" Transfer From Entity ElCME
entity should always be the same = a a S g
. ty o Transfer To Entity CICMP “ E-mail/ Submit Form I “ Show/Hide Instructions I

Log # will be issued after you submit )
2 | JET and is for tracking purposes onby > JET Contact Information

10 Name Telephone Dept Email

1 Enter reguestor name in case of JET Requestor/Contact
questions and additional contact if JET
1z Needs to be emailed to another party = Additional Contact

14 JET Subject Detail

"Subject” will appear on Data - .
18 Warehouse Reports > 01 Subject Line

{(Enter a shart description of the transaction)

Explan why the JET iz being submitted -

T iR T JET Detailed Description

Enter a detailed description of the transaction)

22 JET Journal Entry

~ ~ ~ ~
a7 Original Tr: tion Date t Fund Dept Program Class Project (Grants Only) Amount Line Description |
&8 |If correcting an expense error = offset
29 the expense with a credit (-) and debit
0 | (+) the correct expense

Botn oL R

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




How to fill out the RET Form

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

Log #

JET Transfer Information \

Request Dt Defaults to JET form

Transfer From Entity CICMP

Transfer To Entity CICMP H 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

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

Mo e L0 R




How to fill out the RET Form

Journal Entry Transfer (JET) Request Form Rev. QFNE)LE
Log #
JET Transfer Information
Request Date
Transfer From Entity
Transfer To Entity H E-mail/ Submit Form “ Show/Hide Instructions

JET Contact Information

Hame

JET Requestor/Contact Change either the

Additional Contact " T

JET Subject Detail TranSfer From or

JET Subject Line é(Enter a short description of the { ' 'Tran Sfe r To " e ntity to
| enable the RET

JET Detailed Description %(Enter a detailed description of t

JET Journal Entry

hl bl bl bl

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

Mo e L0 R




How to fill out the RET Form

RET Instruction RET Req uest Form Fiew, (1141 LC

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

out unlocked cells,

ghlighted in “grey” For

convenience 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 "D”’?::t"-‘it:‘: 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 -
needs to be emailed to another party » Additi@nal Contact

RETHubject Detail Click for
"3””9“"'”"'"""9"'°”D“‘a“;$;°r:':f RET Subject Line é(Enter a short description of the transaction) I N St ru Ct | ons

Enter the detailed description or purpose

of the transfer » RET D@tailed Description (Enter a detailed description of the transaction}
REJ Amount Detail RET Transfer Accounts
Cha¥fge Detail Transfer From/ Due To (Credit Transfer To/ 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 = _
§fl - 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
Total should be zer Tatal 0.0o
RET Journal Entry
Transfer From Entity - CICMP Transfer To Entity - CIFDN
A 3 h Line Deseription [Mazimum 30
Account Fund Dept Program Class Project Amount Characters) Account Fund D
Enter two [2] Journal Entries > OR DFE

R CR




How to fill out the RET Form

RET Request Form Rev. (11H4)LC

Log #

RET Transfer Information

Request Date

Transfer From Entity CICMP

Transfer To Entity CIFDN

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

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 CIFDN ‘ 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
_______ Namg, Telephone Dept Email e —
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 co ntaCt
Charge Detail Transfer From/ Due To (Credit) In fo 'm at IoNn ‘'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 RE(IUESt Form Fiew. (114]LC

Log #

RET Transfer Information E n t er t h e S u bJ ect — callijf:i:r:!i:ﬂs
feauest e this will no longer

Transfer From Entity CICMP
crol wf appear on data [ -
NCE USE ONI
RET Contact Information Wareh O u S e rep O rtS ETIRET
Name Telephone De;
RET Requestor/Contact .
Additional Contact S S S :_ ..............................

RET Subject Detall __—

RET Subject Line

nter a short description of the transaction)

RET Detailed Description {Enter a detailzd description 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




How to fill

RET Request Form

out the RET Form

Few. 1114 LC

RET Transfer Information

Request Date

CICMP
CIFDN

Transfer From Entity

Transfer To Entity

RET Contact Infermation

Name

Log #

California S

Universit

| e .

" E-mail/ Submit Form I

C

Emaill

Telephone Dept

RET Requestor/Contact

Additional Contact

For interna
use only

RET Subject Detail

iy

Y4

RET Subject Line nter a short description

n)

of the transactio

~

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

RET Amount Detail

Charge Detail

Associated Students | CIAS) 0.0
Cl - Campus CICMP 0.00
Foundation CIFDN 0.00
Site Authority ClCsa 0.00
University Glen CIUGE 0.00

RET Transfer Accounts

Transfer From/ Due To (Credit

Transfer To/ Due From (Debit

Description Account Description Account
COue Ta A5 201513 DO From ASI 103513
Oue To CSUCI - Campus 201823 Due From CSUCI - Campus 103823
Due to Foundation 201820 O Fram Foundation 105520
Dug to SitelFinance Authority 201822 D From SitelFinance Authority 103522
Oue To UGC 201821 Due From UGC 103521




How to fill out the RET Form

RET Amount Detail RET Transfer Accounts
Eharge Detail Transfer Fromd Due To (Credit
I3 Transfer FrO mn entlty, be I:_l Description Account
. . ol Due To &S] 201813
sure to use hlghllghted o Diue To CSUCH - Campus 201823
account as a Credit — Total [j—>|DuetcFoundation 201820
o Oue bo SitefFinance Sutharity 201822
should be zero ':'1 Due To UGC 2mz21
T -!I 1

RET Journal Entry
Tran = i

| ] [ [
Project S0 Characters])




How to fill out the RET Form

Transfer Tol/ Due From (Debit TranSfer To — Entlty,

Description Account m ake su re tO u Se th e
DOue From &.5l1 103513 i i
Due From CSUCI - Campus w3szz | € hi g hli g hted account
Dlue From Foundation 02820 as a d eb It _ Total
Oue From SitefFinance Suthority 1o03gze

Oue From UG5 103221 / ShOU|d equal Zero

Transfer To Entitw — CIFON

Lime Description [Maximum
J0 Characters])




How to fill out the RET Form

RET Amount Detail RET Transfer Accounts
Charge Detail Transfer From/ Due To (Credit
Description Account
Associated
Stadents Sl o.oo Due To ASI 201819
Cl - Campus ClErap o.oo Due To CSUCH - Campus 201323
Foundation CIFDN 0.0o Due to Foundation 201220
Site Authority cless o.oo Due to SitedFinance Suthority 201822
University Glen CIUGC 0.0 Due To UG 2011
Tokal o.an
RET Journal Entry
Transfer From Entity CICHMP
= = - Line Description [Mazimum ™
Account Fund Dept Program Claz=s Project Amount 30 Characters)
OFR
CFR

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

V4

Tatal 000




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 CICMP (100,00
Foundation CIFOM
Site Authority CICSA 0.00
University Glen CIUGE 0.00
Total 0.00
RET Journal Entry
Transfer From Entity - CICMP
a a a Line Description [Mazimum 20
Account Fund Dept Program Class Project Amount Characters]
3 EE0001 G040t 220 ; tage due ta CIAS]
3 201519 G040t = dus ba CIAS]
Transfer To Entity - CIASI
A A A Line Description [Mazimum 30
Account Fund Dept Program Class Project ) ) Characters)
03823 ASI03 100,00 EPD age due from CICMP
EEO001 ASI03 155 o000 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 FProject Amount

BEO001 03801 220 S (B[ cagmr:
201513 =OE01 00700 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

‘. E-mail/ Submit Form I

|.)hnwfﬂide Instructions

Transfer To Entity CIFDN

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 tl 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
Site Authority Cicsa, 0.0a Oue to SitelFinance Autharity 201522 Oue From SitelFinance Autharity
University Glen CIUGC .00 Due To UGC 201821 DOie From UGC

Tatal 0.00




How to fill out the RET Form

k] E F i H | ] N L "] 5 i} ]
RET Request Form Di
Fl
Log# A
RET Transfer If7eo; e i ) §
RET Transfer If
Request Date @ (. J._'- Deskton  » =) rch Dkt 5
Transfar From EI'H%I {iganze = Bew ffdes - (7]
Transfer To Entiry i &] Microsoft Excel : e T
RET Contact 1I"I'|| - Favormes
T Save a copy for your
RET Regqueston'Con| & Dewnleads - -
rogram Comoct (| B HecentPces files and for submission
|

RET Subject Dy - bbeeres : |

+ Dodurnents . Mk
1 + pern [ &
RET Subject Line o Mhusic Cysterm Fodd
Pichares
— g Bamiligny Cegaruzations - Shetout
E Vidcs L f el L 1

RET Desiled Desey| ™ Computer

File namsez  Copy of JET Fodm IS edtsadim |
- -l

i 31

RET Amount '
Authore Jennider Schweisinges; | Tage Add & tag Trthe: JET Form k-
Charnge Detail
| Save Thumbne
: r .
Associaled Stl.lﬂenl!_ = Hide Foidem Toolks = Gae : Cancel
€l Campus ! - |

(RrarmdAwdinm e I N e i e i e e fif




How to fill out the RET Form

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

1 the RET # will /

| automatically be assigned

i next to the Lo g H# b mail/ Submit Form | | Show/Hide Instructions
Must have access to the i fras

T = |=m

Z:\ drive .................. ........................................................




How to fill out the RET Form

RET Amount Detail

Charge Detall

Aasociated Students
€l - Campus
Foundation

Click on the email

| on the Taskbar

Creates an email,
addressed to

Cljet@csuci.edu




How to fill out the RET Form

r ™ FUREC T TP

o £ F i B WL
RET Reguest Form
Log#| RET3
RET Transfer 3 " I - BT Formn AR 002 - Message B4TNLY
.,:'-_ Elepinage e g et Foamat T Bsipm dgahe POE
Reiviporival Dt -
" % Calibe 1A A == I= .-F}

Translur From Ex

ARsch AP Lionatonr

Email “To” is
Cljet@csuci.edu

RET is attached

Harman LEL] Erm -
=" Don’t forget to
, attach backup!

P‘m-g {-ﬂ' Foim a5 E
R Halla,
Hit “Send”
REEE Artachad is an RET Form, Please don't forget 1o smach your

supgarting dotumentation.

Lig 8: AET #11-3B3
RET | . . .

Business Lnit: CHOMP: ClAS Risssibn

LRI 4

Dascription: (Enter a short description of the transsction)
RET Amowunt =
Charge Detakl

-
i
- e e c — e — J

Asseiating Judeats =) L] =2 00 (] LiRii]
Cl - Campus s o0 L] ooo 0 e} L]




Acceptable Types of Back-Up

» Copy of report from the Data Warehouse

Manage My Budget Welcome, Schweisinger, Jennifer!  Daszhboards - 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| 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.1an|IaI 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.'lanljal 2011 ORO7T2811L 201 2011 Denosit Trans Supplies GD201 - ey
CICKP J.IJLII'I'IE| 0000058291 -07- prard 0 . 2011 1/-07- 0000058281 -07- #02072811 22 - UPL - and L= -—- - - (6.
28 i—_— 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 1 e Services Operating
Sl g
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 il
e 2011 2011 2011 August 2011 Supplies GDIO -
cichp L‘Lﬂu"rfa'l 0000074308 -08- 15 ';*r':(g L;fs”“t 2011 2/-08- 0000074308 -03- TPS 5. UPL - and  Cl~ - | 300.00 -
k| g k3] Y| Chargebacks Services Operating
Entry
- Other
OPC COST
660003 -
::JaflJaI 2011 ETENT 2011 2011 Rﬁﬁi‘;fggg Supplies GD901 - -
clcMP 0000074935 -03- 5 0 - 2011 2/-03- 000007493% -08- 5- UpL - and i~ y --- --- --- 57.74 -
Journal 031182 FUND 948} } -
25 25 25 Services Operating
Entry FOR84.11TO _ Other

B8.25




Acceptable Types of Back-Up
» Copy of ProCard Statement

CSU Channel Islands

ProCard Statement
Business Unit: CICMP Invoice Nunsher: FUIZL2MITT
Account Nanae: ' Unwoice Dale;  Februsmry 11,2002
Origin:  USH JrnL:u Allmum.‘_$ 1,;20_45
Tran I Vendor &1 Line Ami Desscriplion Pur Cal Upd By Upd D Dizp
[vistribh Lo Acct Fund Dept Prgm Clusx Froj Amoumt
ozoe'iz (I SC TS 1149 GOVERRMEHT SERVICES-OTHER 1149 THRKSTRIIR 03802
| oo Gowl 7500
o1z B TS0 LEA9 GOVERMMENT SERVICES-OTHER 1149 TIHSTHISH D112
| 660003 opwl 3754
Total Desrdbuiion R T ]
Lo T T T -
O&1808 62000 IVERY MO0
| 6003 Gowl 7423
Tuotal Disributian 7423
oienz CA L O61AAGEQROIVPRYTO000Z 2696GROCERY STORES, SUFERMARE THHOSTHIIH IR 2
OE1HEAOO0TVERY OO0
| a0 Gowl il 100
Tial Thesar 10
ik 00 0 ] 5C TS0 LEAY GOVERMMENT SERVICES-OTHER 1149 THARISTHIFEORA1/12
| REEHR G| - 1T5.00
Teial Dastribuiion ATin0
mnanz CA 12943 | ERTING PLACES AND RESTAURANTE 1 THHMIS TR 0112
| a0nd GDwl 13963
Total Disribulion 17963

Murchuse Caleparies;
r- Sakes Tax Cha
4 - Confersnce & Tra
== [T Periphgrals

| on lewvoice bor this luem

i Reglsimik

bave revievwed e cand stavcnen e have approved de tansoctions. | cenify dat all the purchises lsted an the staement, unless Noted i "Disputed em® columm, are fns and conrect and sere made for official CEU

winposes, Al ponds oF services e Besn recgived ond payme

1 im anhceead, T cand s e been sonlesd of all caputed jgivs, A copy of the cordialders simenent of dspuicd lems |5 minched.)

signature of Card Holder, | 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:
» CIET@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
CALIFORNIA STATE UNIVERSITY
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