
GOVS SUITE- GET EXCITED!
Journal Entries



What is GovsSuite?

• GovsSuite is Austin Peay’s new ERP/HCM system

• This is where we will now enter all of our accounting information starting July 1, 2025.



GovsSuite

When you log into your GovsSuite, 
you will have a bar at the top with 
the modules you can access. You will 
navigate to the general accounting 
module, then journals for our 
journal entries. 

*We will no longer have to submit 
the journal via PDF/email! Oracle 
has workflow allows us to create 
and approve the journal within the 
same system! LONG LIVE THE 
EMAILS!*



GovsSuite-Manual 
Journal Entry

Once you have selected the journal, 
you will click the taskbar. This is 
where all our “jobs” can be found. 
To create a journal, you will select 
“create journal”.



GovsSuite-Manual 
Journal Entry
• Within Oracle, there is an option 

to have journal batches. This is 
essentially creating multiple 
entries in one big batch. We will 
continue entering the journals 
individually for now. 

• At the top of the screen, you can 
enter a description, select the 
accounting period and balance 
type(should always be actual), 
and add your attachments.

• In the journal section, you will 
enter the journal description, 
the ledger should always be 
primary, accounting date, and 
category.



GovsSuite-Manual 
Journal Entry

What do I select for the category?

• In Oracle, we can use categories 
for journal entries to help 
identify the transactions easier 
with bank reconciliations. 

• We are currently developing the 
different categories as we work 
through implementation. If you 
have any suggestions, please let 
us know. 

• For now, we will use addition. 



GovsSuite-Manual 
Journal Entry

• The bottom half of the screen is 
the actual journal information. 

• This is where we will enter the 
accounts, FOAPS as we now call 
them. Oracle gives us an easy 
entry. You may have to expand 
the column to see, but there is a 
search bar beside the field. 



GovsSuite-Manual 
Journal Entry

• This opens the search field for 
the FOAPs. 

• There are a few changes with 
the FOAPS moving into Oracle. 

• First you will notice we have an 
Alias field. This is to help 
departments find the correct 
FOAP combination. 

• When you click the drop-down 
arrow, you can search for your 
organization. 

• Our organization accounts will 
change, moving into Oracle. We 
do have a mapping we will 
provide to departments. 

• To search for an Alias, you can 
use the wildcard (%) in the front 
and back of the search.



GovsSuite-Manual 
Journal Entry

• Once you find the organization 
you are searching for click okay.

• This will populate the FOAP.

• You will notice a few changes:

• Entity: This is how we will 
distinguish between the F chart 
and the A chart.

• In your fund, there will be an A 
or F in front of the number. This 
is to ensure the fund and entity 
match.

• If you are entering a line for a 
grant (project), you must also 
enter the PPM segment of the 
FOAP.

• *please note in Oracle, all FOAP 
fields (new segments included) 
MUST have 0’s in the value if 
they are not being used*



GovsSuite-Manual 
Journal Entry

• If you select the drop-down 
menu, you can search for the 
account. You can also key in the 
accounts on the main screen and 
select from the menu at the 
bottom.

• Once all the FOAP information is 
entered, click okay.



GovsSuite-Manual 
Journal Entry

• Your accounting strand is then 
showing. 

• You will enter the amount for 
that line in either the credit or 
debit field.

• Scroll to the right and enter the 
line description.

• We will no longer have journal 
types: ZCD, ZCR, FT01, Z25, 
FUPLOAD. They are all one entry.

• When we move to Oracle, we 
will no longer have a bank fund 
990000. This mean we will use 
the associated offsetting fund. In 
this example, we are using fund 
A333010



GovsSuite-Manual 
Journal Entry

• When you have entered all 
necessary information, you will 
go to the top of the page and 
click save, complete, and post. 



QUESTIONS?
Manual journals



GovsSuite-
Spreadsheet Journal 

• Another way to process journals 
is through a spreadsheet. You 
will need an excel add in for this 
function.

*Users, beware, if you have a 
spreadsheet server, you’ll need to 
enable the add-on before you 
continue.*

• You will click create journal in 
spreadsheet instead of create 
journal. 

• Open the downloaded excel



GovsSuite-
Spreadsheet Journal 

• When you open the spreadsheet 
click enable editing at the top.

• It will then ask if you would like 
to connect, select yes. 

• You will then enter your oracle 
User ID and Password until 
single sign-on is working.



GovsSuite-
Spreadsheet Journal 

• At the top of the spreadsheet, 
fill in the necessary information.

• If you double-click into the field 
with the *, you are able to 
search the field as you could in 
the system.  

• If this entry is an accrual entry 
that requires a reversal entry, 
you can now set it within the 
journal. 



GovsSuite-
Spreadsheet Journal 

• In the journal lines fields, you 
can again double-click into the 
cell, and a search will pop up as 
it did before in the system 
directly. 



GovsSuite-
Spreadsheet Journal 

• You will then enter the currency 
(USD), Debit or Credit amount, 
and Line description. 

• When all the information is 
entered, you click submit at the 
top of the page. 

• A submission option box will 
appear. You will select the 
following: Submit Journal 
Import(this will allow you to add 
your attachments), No, and Send 
Email Notification for Journal 
Import Failures. Then click 
submit.

• It will then tell you that the 
process has been submitted. 



GovsSuite-
Spreadsheet Journal 

• We still need to add 
attachments! 

• To do so, exit excel. Open oracle, 
go back to general accounting, 
journals, task and manage 
journals. 

• From there, you will search for 
your journal. Once you find your 
entry, click the blue hyperlink at 
this point it will say unposted. 



GovsSuite-
Spreadsheet Journal 

• Once you pull your journal up, 
you can review and add your 
attachments. 

• By clicking the plus sign by 
attachments, you will upload 
any backup.

• Once you review, select post and 
the journal will go through the 
approval workflow. 



GovsSuite- New Features- Validation rule codes

• Another change is the addition of validation rule codes. This means that if an 
incorrect FOAP combination exists, Oracle will not allow the entry to proceed. 

• When this happens, the error code will pop up in the top left, instructing you on how 
to correct the error. This will hopefully prevent correction entries in the future. 



QUESTIONS?
Spreadsheet Journals



GovsSuite
• For approvers, you will notice a 

bell at the top right side of your 
screen. This is your notification.

• Once you click the bell, a list will 
appear of everything waiting for 
your approval.  You can click the 
hyperlinks to view the entries.

• From there, you are able to 
view the entry in more detail, 
approve or reject. 



GovsSuite
• To click the view journal, it will 

open the journal screen; you can 
access the attachments from 
this screen. 

• From this screen you are able to 
approve or reject as well. 

• When you go back to the journal 
after approving it, you will see 
the batch status is posted.



QUESTIONS?
Journals/Approvals/Oracle
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