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· General Ledger – The main accounting record of a business which uses double-entry bookkeeping
· Journal Date – The date of the journal transaction, resolves the accounting period and fiscal year a transaction posts.
· Journal Entry – Summarized accounting entries from SMART Feeder systems, which are posted to the General Ledger.  Also high-level reclassification accounting corrections.
· Journal Generator -- Creates journals from SMART subsystem applications, i.e.,Accounts Payable, Accounts Receivable, etc.
· Journal Header – The first page entered to create journal entries in the General Ledger.  The Header includes the overall journal information such as the ledger, the journal source, long and short descriptions, and more. 
· Journal Lines – Refers to each accounting line entered in General Ledger  Creates Journal Entries consisting of appropriate ChartField and accounting values. 
· Combination Edits – Defines rules about which ChartField values are required in combination for accounting entries that are posted to the system.  
· Budget Checking – Checks all journals against the applicable budgets, including Appropriation, Cash, and Agency Operating Budgets. 
· Posting – Refers to the final step in the journal entry process.  When a journal is free of errors and approved by all parties it can be posted to the ledger. 
· Spreadsheet Journal Import – Enables you to enter journals offline using Microsoft Excel and then import the journals into SMART.  This tool allows for quick entry and upload capability for journal entries. 
[bookmark: _Toc256503401]
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· The General Ledger contains multiple ledgers.  Each ledger captures a different type of financial data for a different purpose.
· Kansas has a centrally maintained GL system.  The Department of Administration controls the official General Ledger for the State.
· SMART uses modified-accrual accounting.which combines accrual-basis accounting with cash-basis accounting. Modified accrual accounting recognizes revenues when they become available and measurable and, with a few exceptions, recognizes expenditures when liabilities are incurred. This system divides available funds into separate entities within the organization to ensure that the money is being spent where it was intended.
· The ACTUALS ledger serves as the primary ledger and reports the cash balance in each fund, summarized subsystem journal entries, and journal entries directly posted to the ACTUALS ledger.
· A separate ledger is used for Statewide CAFR reporting and year-end adjustments to comply with the GASB, Governmental Accounting Standards Board.  Both the ACTUALS and CAFR ledgers can be combined to satisfy reporting requirements.
· Coding corrections for agency transactions are typically entered in the applicable subsystem and journal generated into the GL.  Certain journals, e.g. agency-wide, Payroll, and reclassification journals, will take place in the GL.
· Statistical codes are captured at the agency level and used to record statistical information.  Stat codes are used mainly for Allocation processes.  They are entered via the GL Journal Entry screen or within a voucher transaction.  Some examples include floor space, full-time equivalent workdays, shipment size, or generic units.  The table of valid statistics codes is centrally maintained. 
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· The General Ledger in SMART is the module that contains the accounting transactions that make up the accounting system of record.

· There are four ways that journals can be created in General Ledger:

· Journals are created through the Journal Generator process
· Journals are entered online 
· Journals are uploaded using spreadsheet journal upload
· Journals are uploaded using the INF06 interface
· At a minimum, a journal in General Ledger consists of a header and entry lines. 
· The header contains the information that uniquely identifies the journal (business unit, journal ID, and journal date).
·  Journal entry lines record the monetary and statistical amounts and the ChartField values associated with each transaction. 
· Journal entries must balance debits and credits by Fund and Budget Unit.
· Control totals can be used to ensure accuracy and are particularly helpful when you enter a large number of lines. 
· In SMART, the journal process is defined by workflow, which is agency specific.  Once the GL Processor saves and submits a journal, an email is automatically sent to the agency assigned GL approver.  The GL approver ensures the journal has no errors and approves the journal. After Agency level approval(s), journals route to Central approvers for approval and posting.
· When you create a new journal, the system prompts you with the three keys that uniquely identify that journal: business unit, journal ID, and date. You can enter your own ID or let the system assign one. 
· Feeder System Journals are journals generated from/within other SMART modules. Generated journal ID’s will start with a mask (prefix) which denotes the source of the journal entry.
	[bookmark: #ICSortCol1]Jrnl ID Mask
	Description
	Feeder System

	ADB
	Average Daily Balance 
	GL ADB

	ADD
	Asset Additions
	Asset Management

	ADJ
	Asset Adjustments and Transfers
	Asset Management 

	AP
	Accounts Payable
	Accounts Payable

	AR
	Accounts Receivable
	Accounts Receivable

	BI
	Billing
	Billing

	CADFR
	CA Deferred
	Project Costing

	CAGM
	CA Grants
	Project Costing

	CAPC
	CA Projects
	Project Costing

	CAREV
	CA Revenue
	Project Costing

	CONV
	Ledger Conversion 
	STARS Conversion

	DEPR
	Depreciation Expense
	Asset Management

	EXACC
	Expense Accrual
	Travel and Expense

	EXCLS
	Expense Sheet Closure
	Travel and Expense

	EXCNCL
	Expense Canceled Payment 
	Travel and Expense

	EXPMT
	Expense Payment
	Travel and Expense

	EXT
	Generic Journal Template
	External Journals

	GM
	F&A Calculation
	Grants

	LSEPY
	Capital Lease Payable
	Asset Management

	PAY
	HR Payroll Journals
	Payroll

	PC
	PC Costs
	Project Costing

	PCA
	Project Adjustments
	Project Costing

	RECAT
	Asset Recatergorizations
	Asset Management

	REG
	Regent Journals
	Regents Interface

	RET
	Asset Retirements
	Asset Management

	STC
	Encumbrance Conversion
	STARS

	YEC
	Year End Close 
	GL Close
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Figure 1. GL Journal Entry End-to-End Process
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· The following roles are involved in Processing Journal Entries:
	Role
	Description

	Kansas GL Processor
	This role is responsible for entering and maintaining journals

	Kansas GL Approver
	This role is responsible for approving journals in the workflow process before they go to Central Accounting for approval

	Kansas GL Viewer
	This role is responsible for viewing the general ledger data entered by other employees


Workflow is an automated process that takes a SMART transaction and routes it to the next approver level. GL workflow governs the journal entry approval (and denial) process. The approval options include:
Approve -- Transactions can be approved at the header level, line level, or a combination of the two. All required approvers must approve the transaction to make the status approved. 
Deny -- A denied transaction sends the transaction back to the user who submitted it into workflow. For example, if a requisition is denied, it will be sent back to the requester. 
Hold -- Putting a transaction on hold gives the approver time to gather additional information before making the choice to approve or deny and gives others visibility into why a transaction is taking longer than anticipated to flow through workflow. 
Push back --The push back functionality allows the approver to send the transaction back to the prior approver for additional review. For example, if the approver learned of additional information that they believe the first approver was unaware of, they could send the transaction back.
· GL WorkFlow Job Aids and Training Guide are available on the SMARTWeb. 
· Workflow for interfacing agencies will not use the “normal” WorkFlow processes..  Interfaced journals are loaded in SMART with a generic interface operator ID of UC4.  As a result, if an interface journal is denied, the denial email will not reach any agency users.  
· The Level 1 approver should not Push Back or Deny the journal.  If changes must be made to the journal, the approver has two choices: 
· Send an email to a GL processor informing him/her of the changes that must be made to the interfaced journal
· Make the necessary changes to the journal prior to approving it.
· Level 2 and Level 3 approvers should not Deny interfaced journals.  They should either Push Back the journal, which sends the journal back to the previous approver’s worklist, or update the journal prior to approving it.
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