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How to Enter an Expense Journal for an Expense Report
****When entering an Expense Journal for anything other than the Original Expense Report (Journal for a Journal) please contact the SMART Help Desk for detailed instructions****
Navigate to Travel and Expenses>Manage Accounting Entries>View/Adjust Accounting Entries>Adjust Paid Expenses

Enter the EmplID (Employee ID) from the Expense Report that is to be corrected and click the ‘Add’ button.
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Enter the Journal Report ID (original Expense Report ID) and Report Description.  Click the ‘Expense Type’ link for the expense that needs journalled.
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Modify Journal Entries for An Expense Report
ReportD: NEXT

To create a Journal Expense Report, select an Expense Report to copy from.
“Journal Report 0: joooootesso
“Report Description: (Change Funding

1) Use the Check Boxto select lines for posting. Lines that are not selected will not be posted.
2) Click on Expense Type to modiy the accounting.
3)When itis ready for posting, press Submitfor Posting.

O ueas-is 111082010 8825USD  Reimburseable

Comments:





Line 1: Defaults into the page with a negative amount and the original ChartFields that were used on the Expense Report (2765000900-4100-0403-99170-525180).  You must input the remaining lines.

Line 2: Enter the ChartFields in which you want the funding to be charged to (2765000900-1000-0300-99170-525180).  The Positive Amount populates by default.

 Click the ‘Add’ button twice (you will now have two blank rows).  For every one expense line (account begins with a ‘5’) on the Journal there must be a corresponding cash line entered.  You will have, at a minimum four lines for each ‘Expense Type’ being corrected. 
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Line 3: Enter a positive ‘Amount’ with the exact ChartFields (with the exception of account) from the incorrect line (in this case, line 1; 2765000900-4100-0403-99170-110100).  The account MUST BE 110100.

Line 4: Enter a negative ‘Amount’ with exact ChartFields (with the exception of account) from the corrected line (in this case, line 2; 2765000900-1000-0300-99170-110100).  The account MUST BE 110100.  Click ‘OK’.
NOTE:  For every one expense line (account begins with a ‘5’) on the Journal there must be a cash line entered (account 110100).  The positive cash line coincides with the incorrect funding.  The negative cash line coincides with the corrected funding.  
DO NOT enter cash lines (account 110100) for Pre-Paid lines (account 140300).
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Click the ‘Select’ checkbox for all Expense Types in which you wish to post/correct.  Click the ‘Submit for Posting’ button.[image: image5.png]Journal Expense Report
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To create a Journal Expense Report, select an Expense Report to copy from.
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“Report Description: (Change Funding

1) Use the Check Boxto select lines for posting. Lines that are not selected will not be posted.
2) Click on Expense Type to modiy the accounting.
3)When itis ready for posting, press Submitfor Posting.
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The Journal has been submitted and now has a Report ID.  

NOTE: Budget Check runs at the time of submission and approvals are not necessary on this transaction.
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1) Use the Check Boxto select lines for posting. Lines that are not selected will not be posted.
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