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EX Journal Expense Reports – Creating, Correcting

Statewide Management, Accounting and Reporting Tool






	
Date 
	
11/08/2024 – The last update of this job aid was 03/13/2024.

If you find errors or omissions or have other suggestions for this job aid, log a Kansas Service Desk ticket with Expense as the Category.
	

	
Purpose

	
This job aid discusses:

· Creating a journal expense report.

· Correcting an incorrect journal expense report.
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Overview

	
Create a journal expense report (J-ER) to correct chartfields on an expense report (ER) in Paid status.  

· To correct an incorrect J-ER, do not create another J-ER.  Creating another J-ER may result in incorrect accounting entries automatically generated by SMART.  See instructions for correcting an incorrect J-ER at the end of this job aid.

· A J-ER cannot be used to correct the total amount paid on an ER.  However, the total amount paid on an ER can be redistributed on a J-ER.  The total of all distribution lines must equal $0.00. 

· A J-ER does not require approvals.  

· A J-ER has only EXACCRUAL accounting entries, no payment is generated as a result of a J-ER.  


	

Creating a J-ER

A J-ER can be created when the ER to be corrected is in Paid status.


	
1

	
Navigate to create a J-ER  

	
Navigation:  Expenses > Expense Reports > Create Journal Expense Report or Expenses > EX Accounting> Create Journal Expense Report


	
2

	
Enter the Empl ID.

Click Add.
  
	
[image: Journal Expense Report page with Empl ID field and the Add button called out with a red box.]

The Empl ID entered should be the SHaRP employee ID for the employee associated to the ER to be corrected.
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Click the Journal Report ID lookup. 
	
[image: Journal Expense Report-Modify Journal Entries for An Expense Report page with Journal Report ID lookup icon called out with a red box.]
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Click the row for the ER to be corrected.
	
[image: Journal Expense Report page with Empl ID field and the Add button called out with a red box.]

Only ERs in Paid status show.

Click anywhere on the row to select the ER to be corrected.


	
5

	
Enter a Report Description. 

For each distribution line to be corrected:

Check the Select box. 

Click the Expense Type.  

	
[image: Journal Expense Report-Modify Journal Entries for An Expense Report page with Report Description, field, Select box, and Expense Type field called out with red boxes.]

The Report Description should include the Report ID for the ER to be corrected.


	

	
Correct the chartfield values.

Click OK.


Repeat step 5 for each distribution line to be corrected before proceeding.

	
[image: Journal Expense Report-Accounting Detail page with Dept, Fund, Bud Unit, Program, and Account fields and Add button called out with a red box.]

Corrections can only be made on the editable line.

The non-editable line is automatically generated by SMART and reverses the original distribution line for the ER to be corrected.

Do not add cash lines to a J-ER as it may result in incorrect accounting entries automatically generated by SMART.  If cash lines are required, OAR will create them for you.  

To redistribute the total amount paid on an ER, click Add additional adjusting entries.  The total of all distribution lines must equal $0.00. 
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Enter Notes (optional).

Click Submit for Posting.



 
	 
[image: Notes field called out with a red box and Submit for Posting button called out with a red box.]

Click Submit For Posting only once.  Clicking multiple times will create multiple J-ERs. If multiple J-ERs are entered, log a Kansas Service Desk ticket with Expense as the Category, for assistance.
  
Clicking Submit for Posting assigns the J-ER a Report ID just like a regular ER Report ID.
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View the J-ER to confirm it is correct.

	
Navigation:  Expenses > Expense Reports > View.


	
8

	
Enter the J-ER Report ID.

Click Search.

	
[image: Expense Report-Find an Existing Value page with Report ID field called out with a red box and Search button called out with a red box.]

The J-ER Summary will show a status of Paid, the Description, and any Notes entered.  The Summary will not show any Approval History.

The J-ER Expense Details will include all lines for the ER that was corrected even those not corrected.  The lines that were not corrected will show the same chartfields on the distribution lines.  

If the J-ER is incorrect, do not create another J-ER.  Creating another J-ER may result in incorrect accounting entries automatically generated by SMART.  See instructions for correcting an incorrect J-ER at the end of this job aid.





	
Correcting an Incorrect J-ER

*** Do not create another J-ER

Creating another J-ER to correct an incorrect J-ER may result in incorrect accounting entries automatically generated by SMART.


	
· If the J-ER does show the same number of distribution lines and the same chartfields for each distribution line as the ER being corrected (if not, see next bullet point), the J-ER did not have an accounting impact.  

This may happen if the Select box was not checked for a corrected distribution line or the corrections were not made prior to clicking Submit For Posting.

To correct the incorrect J-ER, create a journal entry in the GL module to make the corrections that you intended to make with the J-ER.  

If correcting the fund and/or budget unit on a distribution line, add lines to the GL journal entry to correct the cash.

Navigation to create a GL journal entry:  General Ledger/KK > General Ledger > Journal Transactions > Journal Entries. 

Example of a completed GL journal entry to correct an incorrect J-ER where the budget unit was changed from 0303 to 0600 and the program was changed from 01031 to 01032: 

[image: Screenshot of a GL journal entry-Header tab.]


	

[image: Screenshot of a GL journal entry-Lines tab, left edge of screen.]

[image: Screenshot of a GL journal entry-Lines tab, right edge of screen.]

The first two rows are to correct the chartfields for the expense.  The last two rows (the cash lines) were added to correct the cash because the budget unit was corrected.  If the fund and/or budget unit are not corrected, do not added the cash lines. 


· If the J-ER does not show the same number of distribution lines and the same chartfields for each distribution line as the ER being corrected, the J-ER did have an accounting impact.  

If corrections made were not as intended or additional corrections are needed, navigate to Expenses > Expense Reports > Mark Expense Report for Close.  Enter the Report ID, then click Search.  Confirm the information is correct, click Close. 

Log a Kansas Service Desk ticket with Expense as the Category requesting that the ER be closed.  Once the process to effect the close has been completed, EXCLOSE 
accounting entries which reverse the EXACCRUAL accounting entries are automatically generated by SMART.  


To correct the incorrect J-ER, create a journal entry in the GL module to make the corrections that you intended to make with the J-ER.  

If correcting the fund and/or budget unit on a distribution line, add lines to the GL journal entry to correct the cash.

Navigation to create a GL journal entry:  General Ledger/KK > General Ledger > Journal Transactions > Journal Entries.

The GL journal entry screenshots in the previous section would apply 

Example of a completed GL journal entry to correct an incorrect J-ER where the budget unit was changed from 0303 to 0600 and the program was changed from 01031 to 01032: 

[image: Screenshot of a GL journal entry-Header tab.]


	
[image: Screenshot of a GL journal entry-Lines tab, left edge of screen.]

[image: Screenshot of a GL journal entry-Lines tab, right edge of screen.]

The first two rows are to correct the chartfields for the expense.  The last two rows (the cash lines) were added to correct the cash because the budget unit was corrected.  If the fund and/or budget unit are not corrected, do not add the cash lines. 
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