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Travel & Expenses
Creating Journal Expense Reports

Procedure

A Journal Expense Report created in the Travel & Expenses module will change the ChartField accounting distribution for an expense report line(s) after they have been paid. 

There are some key things to know before starting:

• An agency's Travel and Expenses Maintainer typically creates the Journal Expense Report.

• The journal does not create payments.

• The amount of the expense will not change.

• Use a Journal Expense Report to correct incorrectly entered ChartField values.

• Only create a Journal Expense Report to correct an original Journal Expense Report.  To correct an existing Journal Expense Report, instead of creating a second Journal Expense Report, create a general ledger journal.  To correct a 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 thought 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.

• Creating a Journal Expense Report in the Travel and Expenses module ensures that transaction information stored within the Travel and Expenses module will be correctly reflected in the General Ledger module after the nightly batch process is complete.

	Step
	Action

	1
	Before beginning a Journal Expense Report, you will need:

• The original Expense Report ID (for the expense report you will be correcting).

• The State of Kansas Employee ID (EmplID) number for the employee.

• The correct ChartField values for the line(s) to be journaled.
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	Step
	Action

	2
	From the SMART home page, navigate to the Travel and Expenses module. Click the Travel and Expenses link.
































	Step
	Action

	3
	SMART opens the Travel and Expenses menu. Click the Manage Accounting link.

	4
	SMART opens the Manage Accounting menu. Click the View/Adjust Accounting Entries link.

	5
	SMART opens the View/Adjust Accounting Entries menu. Click the Adjust Paid Expenses link.
































	Step
	Action

	6
	SMART opens the Journal Expense Report page. Click in the EmplID field.

	7
	Enter the desired information into the EmplID field. For this simulation, enter
"K0000220288".

	8
	Click the Add button.
































	Step
	Action

	9
	SMART opens the Modify Journal Entries for an Expense Report page. This is the page you use to create a journal entry.

First, you must look up the original Expense Report ID.

Click the Journal Report ID Look Up button.
































	Step
	Action

	10
	SMART opens the Look Up Journal Report ID page. This page displays a list of the Report IDs for this employee. Scroll through the list until you find the Report ID of the Expense Report or Journal Expense Report that you need to correct.

For this simulation, use the Report ID "0000121653". Click the 0000121653 link.
































	Step
	Action

	11
	SMART returns you to the Modify Journal Entries for an Expense Report page and pre- populates the Journal Report ID number, as well as, the Expense Type lines.

For this simulation, you need to modify the "MEALS - IS" Expense Type line. Click the MEALS - IS link.

	12
	SMART opens the Accounting Detail page for MEALS - IS line. It will include all the
ChartField values assigned to this Expense Line.

Notice that for each distribution, SMART creates a corresponding entry to reverse the original entry.

	13
	Begin by examining the value in the Department field and make sure it is correct.

For the purposes of this simulation, assume that the Dept of 1733010000 is correct.

	14
	Next, examine the Fund value and make sure it is correct.

For this simulation, assume that 6110 is the correct Fund.




	Step
	Action

	15
	Next, check the Bud Unit value.

For this simulation, assume the Bud Unit value was incorrectly entered. Click the Look Up Bud Unit button.

































	Step
	Action

	16
	SMART opens the Look Up Bud Unit page. You may need to scroll down or use the arrows to move through pages.
For this simulation, the correct Bud Unit value is 4031. Click the right scrollbar.

	17
	Click the 4031 link.




	Step
	Action

	18
	SMART takes you back to the Accounting Detail page for this Journal Expense Report. Next, check the Program value.
For this simulation, assume the Program value was incorrectly entered. Click the Look Up Program button.

	19
	SMART opens the Look Up Program page. You may need to scroll down or use the arrows to move through pages.

For this simulation, Change the Program to 97750 - Information Technology OFF.

Click the right scrollbar.

	20
	Click the 97750 link.

	21
	SMART returns you to the Accounting Detail page for this Journal Expense Report. Confirm that the Account code is correct.
For this simulation, assume that the Account code is correct.





	Step
	Action

	22
	Scroll to the right to confirm the remaining optional ChartField values are correct. Click the bottom scrollbar.

	23
	 This simulation demonstrates the five State of Kansas mandatory ChartFields
 (Department, Fund, Budget Unit, Program, and Account).  Your agency may also
 modify any remaining ChartFields that are open on this line.

Do not enter cash lines on a journal expense report.  This change is effective 05/19/2014.

































	Step
	Action

	24
	For the purposes of this simulation, no other ChartFields need to be corrected. Scroll back to the left to see the beginning of the line.
Click the bottom scrollbar.

	25
	Once you have adjusted all the necessary ChartField values, ensure that the sum total of all Amounts is equal to a $0.00 balance.
































	Step
	Action

	26
	Once you have changed your ChartField values and your sum total of Amounts equals a
$0.00 balance, you are ready to save the changes you have made to the Journal
Expense Report.

Clicking the OK button on the Accounting Detail page saves the changes you have made.

Click the OK button.

	27
	Clicking the OK button returns you to the Modify Journal Entries for an Expense Report
page.

Next, you need to add a Report Description. Click in the Report Description field.
































	Step
	Action

	28
	Enter a description for the Journal Expense Report change.

Enter the Journal Report ID number from above (Journal Report ID field) and a brief description.  

Enter the desired information into the Report Description field. For this simulation, enter
"0000121653-Correction".

	29
	Enter comments for the Journal Expense Report change.

Enter comments describing the change in more detail. Please refer to your agency's business process regarding comment entry on a Journal Expense Report change.

Enter the desired information into the Comments field. For this simulation, enter
"Corrected budget unit and program for MEALS - IS".




	Step
	Action

	30
	Next, you need to post the journal expense report.

The posting process transfers the information from the Travel and Expenses module to the General Ledger Module during the overnight batch process.

"1) Use the Check Box to select lines for posting.  Lines that are not selected will not be posted."

Click the Select checkbox.

	31
	You are now ready to submit the line(s) for posting.

Once you submit these line(s) for posting, by clicking the "Submit For Posting" button, SMART "locks" the line data (turning it gray and inactivates the data), thus preventing any further changes to the data. The journal expense report will be "posted" during the next set of overnight batch processes.

Click the Submit For Posting button.

	32
	SMART assigns a Report ID Number in the upper right-hand corner of the screen.

HINT:  You may want to record the Report ID Number in case you need to refer to it in the future.

	33
	If desired:

•  Navigate to Travel and Expense Center > Expense Report > View

•  Search by EmplID

•  Review the Journal Report ID(s) created for that EmplID

For this simulation, you do not need to do this.

	34
	CONGRATULATIONS!

You have created a Journal Expense Report in SMART.
End of Procedure.
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