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Introduction

The Journal Documentation System (JDS) provides a centralized storage option for journal supporting
documentation. Campus Departments, Accounting, and Financial Planning & Analysis can upload a
related document (PDF format) into the JDS for year-end accruals (ACL), budget establishment and
adjustments (BEAs), federal cost transfers (FCTs), intercampus recharges (IRC), journal entries (JRVs),
non-payroll cost transfers (NCTs), and ProCard transfers (PCTs).

This application will also alleviate interruptions by Accounting should an audit arise that requires
supporting documentation for various entries. Accounting can access the JDS and pull the uploaded
backup for the auditor.

Background

The Accounting Office and Financial Planning and Analysis worked together in developing a central
repository for supporting documentation that could be easily accessed by Central offices and Campus
departments for various journals processed in UCRFS.
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Journal Documentation System Access

The Journal Documentation System (JDS) is available in R’Space under Authorized Applications. Regular
User access is NOT managed via EACS. Rather, it is given to any user who possesses one or more roles in
UCRFSTotals, UCR PAN, or UCRFS.

How to Upload Supporting Documentation for Journals

Regular Users can upload supporting documentation into the Journal Documentation System for BEA,
NCT, FCT, and PCT journals with a journal date within the last year. The journal search process below
has been restricted to display journals having a journal date within the last year.

Scan or convert the supporting documentation for the journal into a PDF format and save it to your
desktop or the C:\Temp folder using the following naming convention: Source Code and Journal ID
Number. For example, NCT 0001159640. More than one attachment can be uploaded and associated
with a journal. When there is more than one attachment, name the document file with Source Code,
Journal ID Number and an alpha character. For example, NCT 0001159640A and NCT 00011596408B.

It is not necessary to scan the backup if it is available as a PDF document from an email or web based
system such as eBuy. Email, Word, and Excel documents can be converted to PDF for uploading into the
Journal Documentation System.

1. Click on “Create/Upload a New Document”.

NIVERSITY OF CALIFORNIE RIVERSIot RWERS'DE

Joumal Documentaton Sstem

Welcome, Pauline Librenjak

1 (reate / Upload a New Document

1 Search

1 Maintain Keywords
o lIser Guide

" it

€ K



Campus User Guide for Journal Documentation System Last saved on: March 11, 2019

v

2. Insert the full “Journal ID” number and then click on the magnifying glass. It is best to enter the v
full journal number so that it returns the exact journal and makes the search process much
quicker.

Journal Documentation System

Create / Upload a New Document

UCR NetID PAULINEL

First Name Pauline

Last Name Librenjak
Phone (951) 827-1955

_ i BALIINEL muce ey
I Journal ID 0001159640 |

Journal Date

Journal Header Description

Accounting Office View Only|N ~

Keyword Selection ~

Keywords
Commenis
Attach Document
status
[ Suomit ] Main Menu ]
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3. Select the journal by clicking the “Select” button. Note: If the search results do not bring up the v
journal and the journal date is within the last year, it possibly means the journal was deleted
before it could post.

@ fids.ucr.edu/fjds/Find_journal_id?p_search_string=00011596408&sRole=CENTRAL OFFICE USER ses Lwg

Please enter a portion of the Journal ID or Journal Header Description:

|poo1159640 | [ Find || cancel |
Journal Journal Journal Operator e
Select 1d b Sog 1d Journal Header Description

To correct cost center on 18/19 Auto insurance IRV 1152358 on 1/31/19.
(&) 0001159640 |[11-MAR-19 NCT VALERIE Moving from NWAE to NWEA. Fleet was notified of error on 2/6/19 but never
send through a correction.

Close |

4. JDS returns the journal’s date and header description.

Journal Documentation System

Create / Upload a New Document

UCR NetID PAULINEL

First Name Pauline

Last Name Librenjak

Phone (951) 827-1955

E-mail PAULINEL@ucr.edu

Journal ID 0001159640 |
Journal Date 03/11/2019

To correct cost center on 18/19 Auto insurance J
RV 1152358 on 1/31/19. Moving from NWAE to NWEA

.. . Fleet was notified of error on 2/6/19 but nev
Journal Header Description fr TEnE ErmETEl § EEETEDILET.

Accounting Office View Only

Keyword Selection

JE

Keywords

Comments

Attach Document

Status
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5. Select the appropriate Keyword from the “Keyword Selection” drop down menu. Selecting a
keyword is optional. If there are no appropriate keywords for the journal, you don’t have to
select one. The keyword allows departments, Accounting, or Financial Planning & Analysis to
search for journals using a keyword.

Additional information can be added to the “Keywords” area after selecting a keyword. If a
keyword is not selected, enter an appropriate description that you think would help you search
for such a journal. The space is limited to 60 characters. The Keyword selected was “CYNCT”.

Journal Documentation System

Create / Upload a New Document

UCR NetID PAULINEL

First Name Pauline

Last Name Librenjak

Phone (951) 827-1955

E-mail PAULINEL@ucr.edu

Journal ID 0001159640 =]

Journal Date |U3,"11,"2I319

To correct cost center on 18/19 Auto insurance J
RV 1152358 on 1/31/19. Moving from NWAE to NWER

.. . Fleet was notified of error on 2/6/19 but nev
Journal Header Description T TETE EIEETEEL T EEEEEEEEm.

Accounting Office View pn!y
I Keyword Selection —M
Keywords CORRECTION

Comments CYFCT
CYNCT

CYPCT
E-OP(119500)
EMF

10C

ITF
M-OP(119501)
PAYROLL
PLANT
Status PYFCT

PYNCT
RELOCATION

STIP
UCB(119510)
UCD(119530)
UCI(119590)
UCLA(119540) .

6. To upload a document, click on “Attach Document”.

7
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Journal Documentation System

Create / Upload a New Document

UCR NetID PAULINEL

First Name Pauline

Last Name Librenjak

Phone (951) 827-1955

E-mail PAULINEL@ucr.edu

Journal ID 01159640 &

Journal Date |D3f11f2019

To correct cost center on 18/19 Auto insurance J
RV 1152358 on 1/31/19. Moving from NWAE to NWERL

... |. Fleet was notified of error on 2/6/19 but nev
Journal Header Description er send through a correction.

Accounting Office View Onfy

Keyword Selection CYNCT v
Keywords ‘kIYNCT
Comments

Attach Document

Status Active v
(Sumit | e enu

7. Click on “Browse” and navigate to the location of where the supporting documentation (in PDF
format using the naming format defined on Page 4) is saved.
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Journal Documentation System

Create / Upload a New Document

UCR NetID PAULTNEL

First Name Pauline

Last Name Librenjak

Phone (951) 827-1955

E-mail PAULINEL@ucr.edu

Journal ID [0o01159840 =]
Journal Date [o3/11/2019

To correct cost center on 18/19 Auto insurance J
RV 1152358 on 1/31/19. Moving from NWAE to NWEA
Fleet was notified of error on 2/6/19 but nev

Journal Header Description |_. _..5 cnrougn 2 correction.

Accounting Office View Onlfy| N~

Keyword Selection CYNCT ~
Keywords CYNCT
Comments

Please sele
File to upload|

agnt ( pdf only) to add to this journal
o file selected.

Upload

Attach Document
Status

[“Submit J Main Menu ]

8. Select the PDF document(s) to be uploaded as supporting documentation for the journal and

click on “Open”.

€ € £

@ file Upioad
4+ W ThaPC » Dektop
Organize = Newloldes
# Cuick aceei
T 00011596408
B Dektep + !_ et
B NCT 00011596400 pat
& Downicsds
@) Documestc @7 Bps Decumentation Templete « Rusineis.. |
& Piesures o B Copy of Audit Repant Spacelsdec
7. dan 2019 B ORIGIAL RIVISED =7 Trl Balince 18W... 7,
PL_Completed | TEAMPLATE_FOR_IMPORT_TEMP_IEA e
Pl enparts B TEMPLATE_FOR_IMPORT_ACTUALS ¢

B Presentaticn Template ppte

& PS5 5CT Reguest Tool Guide-May20 1853
R Oned ivensity B

B PIWRS Analyst Grid specification dotum...
B! PIWRS Analyst Grid mockupds:

I Thi PC B LARN Code Account Transfommation List ..

Submitted 1o Pl 1

& University of Caldom

B Desktcp B business sd Administrative Services BA_
] UCPuth GL Update TMROG Mesting 215... 2
@/ ccounting - Shartat

&) Documents

& Downloads o
& Documents - thorteut
& Muse &l Desitep
& Pretures
B videos
- Windows (C)

= share (ipeodfsl £

i Metwork

Fil marmsa: | NCT 00011556404 pd

v O

9. The file is now ready to be uploaded by clicking on the “Upload” button. Note: At this point,

only one file can be uploaded at a time.
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UNIVERSITY OF CALIFORNIA, RIVERSIDE

Journal Documentation System

Create / Upload a New Document

UCR NetID PAULINEL

First Name Pauline

Last Name Librenjak

Phone (951) 827-1955

E-mail PAULINEL@ucr.edu

Journal ID (0001159640 [=

Journal Date |EI3,’11}2019

To correct cost center on 18/19 Buto insurance J
RV 1152358 on 1/31/18. Moving from NWAE to NWEA
o . Fleet was notified of error om 2/6/19 but nev
Journal Header Description er gend through a correction.

Accounting Office View Om'y

Keyword Selection CYNCT v
Keywords | CYNCT
Comments

Please select the Attachment (pdf only) to add to this journal |
le touoload: NCT 00011596404, pof

. Attach Document |

Status

10
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10. To confirm the correct document was uploaded, click on the PDF file to open and view it. More
than one attachment can be uploaded for a journal ID by going through the same procedure
above for each attachment. At this point, a 2" file can now be uploaded. If the incorrect file was
accidentally uploaded to the journal, delete it before going on to the next step. This is the only
opportunity to delete the attached document. After confirming, click on “Submit”.

UNIVERSITY OF CALIFORNIA, RIVERSIDE

Journal Documentation System

Create / Upload a New Documegnt

UCR NetID PAULINEL
First Name Pauline

Last Name Librenjak

Phone ({951) 827-1955

E-mail PAULINEL@uCT. ed

Journal ID [ooo1159640 \ |
Journal Date [oz/11/2010 \

Tao carrect CcosST encer on 18/19 Auto insurance J

o1 ng from NWAE to NWEA
- = - or on 2/6/19 but new
Journal Header Description |l oooo crecuon 2 \correcccaon .

v 1152358 on 1/31/19.

Accounting Office View Only| N~

Keyword Selection CYNCT Mt
Keywords CYNCT \
Comments

A ]
NCT 0001159640A pdf | Delete

__Attach Document

status
CSubm it Y Main Menu

2" file uploaded:

Journal Documentation System

Create / Upload a New Document

UCR NetID PAULINEL

First Name Pauline

Last Name Librenjak

Phone (951) 827-1955

E-mail PAULINEL@ucr.edu

Journal ID |CI[][]115964CI |

Journal Date |o3/11/2019
To correct cosSt center on 18/19 Auto insurance J
RV 1152358 on 1/31/19. Moving from NWAE to NWEA

. d L . Fleet was notified of error on 2/6/19 but new
Journal Header Description |_. __ 5 through a correction.

Accounting Office View Only [N _~
Keyword Selection CYMCT il

Keywords CYNCT

Comments

NCT 00011596404 pdf Delete
NCT 0001159640B.pdf Delete

Attach Document

status

Submit Main Menu

11
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11. A message will be returned when file submission is successful. v

Journal Documentation System

Create / Upload a New Document

UCR NetID PAULINEL

First Name Pauline

Last Name Librenjak

Phone (951) 827-1955

E-mail PAULINEL@ucr.edu

Journal ID |

Journal Date

Journal Header Description

Accounting Office View Only|N ~

Keyword Selection ~

Keywords

Comments

Attach Document |

Status
[ Submit ] Main Menu |

I === Upload Status: Uploaded successfully.

12
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Journal Documentation System Search Engine

JDS will allow the user to perform a search to view the supporting documentation based upon one or
more fields: UCR Net ID, Journal ID Number, Journal Date, Date Uploaded, Status, and Keywords.
Searching by a specific Journal ID Number is the recommended approach. Note: The UCR Net ID is the
Net ID of the person who uploaded the backup into the JDS, which normally will be the person
processing the journal in UCRFS. However, if the results are not as expected, the backup may have been
uploaded by someone other than the person who processed the journal. When performing searches
using Journal Dates, Dates Uploaded, UCR Net ID and Keywords, it is highly recommended that criteria
be entered in more than one field to limit the search results and improve the response time.

1. On the Main Menu, click “Search”.

UNIVERSITY OF CALIFORNIA, RIVERSIDE

Journal Documentation System

Welcome, Pauline Librenjak

s Create / Upload a New Document
s Search

= Maintain Keywords
s User Guide

n Exit

2. Enter the Journal ID Number and click “Search”. Note: You must limit the search by entering at
least part of the Journal ID or by entering one of the other fields such as a Keyword, UCR Net ID,
or Journal Date. If you leave the Journal ID blank and don’t limit the search by another field, the
search will take a very long time, and the system will bring up all journals.

Journal Documentation System

Search Engine

UCR NetID —

Journal ID
Journal Date From | | To i

Date Uploaded From |E| To | |E|
Status All i

View LAl v]

Keywords |Starts With V|

[Search ] Main ey |

€ <
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3. Search results will return the screenshot below. The supporting documentation can be viewed
by clicking on either link for the Journal ID or the Attachment View. If the journal was deleted
before it could post, a “Yes” is displayed in the Journal Deleted column. This means the
department processed the journal and uploaded backup into the Journal Documentation System
for it, but then decided to delete the journal before it could post.

If applicable, a comment can be viewed as well.

Journal Documentation System

Search Engine

UCR NetID |:|

Journal ID 0001159640
Journal Date From ™ To EH
Date Uploaded From ™ To £
Status All V|
View All ~|
Keywords |Star1:s with V|
[ Search ] Wain Meny ]
Search Results
Accounting Journal
‘I.ICII Heﬂl}‘ Uploaded By ‘ Journal ID I]ournal Date L}ﬂ.m only Keywords ‘Aﬂadllnenl ‘cm‘s‘l}eleled'?
[PAULINEL  [Pauline Librenjadl[ooo1159640 | 03/11/2019 | N [cynet | view (20 [ wone |

4. There are two ways to view the supporting documentation for a Journal. When clicking on the
“Journal ID”, a page displaying the Journal Header Description and a link(s) to view the
supporting documents is returned. Click on file name(s) to view the supporting documentation.

Journal Documentation System

Update Journal Document Status

UCR NetID PAULINEL

First Name Pauline

Last Name Librenjak

Phone {951} 827-1955

E-mail PAULINEL@ucr.edu

Journal ID 0001159640

Journal Date 03/11/2019
To correct cost center on 18/189 Auto insurance
JBEV 1152358 on 1/31/19. Moving from HWAE to

NWER. Fleet was notified of error om 2/6/19 but

Journal Header Description never send through a correction.

Accounting Office View Only N

Keywords CYMNCT
File Name Last Updated
Attachments MCT 00011595640B.pdf 02/12/2019 12:S52:32 AM
MCT 000115956404 pdf 03/12/2019 12:42:07 AM
Status -
G

14
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5. The other way to view the supporting documentation is to click on “View” under Attachment.

Journal Documentation System

Search Engine

—
0001159640

UCR NetID

Journal ID

Journal Date From

Date Uploaded From
Status All ~ |

View All ~]

Keywords | Starts With VI

[Search 1 Wain Menu |

Search Results

Accounting

J ]D‘

‘UCRHeﬂD‘ ploaded By

Date ‘ﬂﬂioe Only Keywords

AtladlmenllConInenls ‘ Lol

Deleted?

[PAULINEL [Pauline Librenjak [0001159640 | 03/11/2019 | N

[evneT

View (2) MNone

Attachment

File Name

Uploaded On

Uploaded By
UCR NetID

[NCT 0001159540B.pdf

02/12/2019 12:532:22 AM

PAULINEL

[NCT 0001159640A.pdf

03/12/2019 12:42:07 AM

PAULINEL

[Cloce
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Summary and Conclusion

The Central offices encourage Campus departments to utilize this application as a repository for
supporting documentation for UCRFS journals with Source Codes ACL, BEA, FCT, IRC, JRV, NCT, and PCT.
It does provide quick access to view a journal’s supporting documentation and does relieve department
interruption during the course of an audit.

Direct all questions and comments regarding this system to ucrfsfeedback@ucr.edu

16



