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Creating a Journal Expense Report
Statewide Management, Accounting, & Reporting Tool

In the Travel & Expense module, create a journal expense report to change the ChartField accounting distribution for an expense report line(s) after the expense report has been paid.

   Only create a journal expense report to correct an original expense report.

	1
	Navigate to Travel and Expenses > Manage Accounting > View/Adjust Accounting Entries > Adjust Paid Expenses.

The “Journal Expense Report” page displays.  

Enter the employee ID from the original expense report that is to be corrected and click ‘Add’.
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    To correct an existing journal expense report, first close the incorrect journal expense report.  This will create and post accounting entries to reverse the incorrect journal expense report, making it as though the incorrect journal expense report never happened.  The general ledger journal can then be entered to reflect what you were trying to correct with the incorrect journal expense report.
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	2
	The “Modify Journal Entries for An Expense Report” page displays.  

Enter the original expense report ID.  Enter a report description—include the original expense report ID.   Enter comments detailing the basis the for journal expense report. Click the 'Expense Type' link for the expense that you want to correct.
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	3
	The “Accounting Detail” page displays.

· Line 1 – Defaults into the page and reverses the incorrect expense using a negative amount and the original Chartfield values, including PC Chartfield values.  

You must enter the remaining lines.  You must have a minimum of two lines—that net to $0.00—for each Expense Type being corrected.

· Line 2 – Defaults into the page and is used to correct Line 1.  The default amount is the same as the amount in Line 1 but is a positive amount.  Enter the correct Chartfields, including PC Chartfield values and click ‘OK’.
  
Do not enter cash lines on a journal expense report.  This change is effective 05/19/2014. 
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	4
	The “Modify Journal Entries for An Expense Report” page displays (it may be several seconds before this message displays).  

Select the check box for the lines you want to post and click ‘Submit for Posting’.
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	5
	Once submitted, the system automatically assigns a Report ID to the journal expense report and budget checks the journal expense report.  No approvals are necessary for the journal expense report.  The accounting entries will be posted to the general ledger during nightly batch processing.
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