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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.
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Good morning, Kayla Downey

Receivables Product Management Payables Projects Grants Management General Accounting Intercompany Acco

GovsSuite

When you log into your GovsSuite,
ou will have a bar at the top with B vansoe Jourmas

N “You w = =

the modules you can access. You will —

navigate to the general accounting Acvounting Penod Close

modaule, then journals for our Dashiboard

. . Show More

journal entries.
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E‘ Create Joumnal

*We will no longer have to submit Things to Finish
the journal via PDF/email! Oracle
has workflow allows us to create feek a0  esks 2a et g
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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”.

N
= COVSSUITE

N
Data Acoess Set APSU Fimary Ledger Change]

Journals

Requiring Attention  Incomplete  Impart Emors

Accounted
Debit
5000

Columns Hidden 1

Veww Fomdy OB Feem Dbt W @)

ARccounting
Source  Journal Batch Period

Credit

5000 Spreadshest KD Test? Spreadsheat A 0000000... FEB-25

Issue

The budgetary confrol couldt be completed for the batch. You must review defails on the Enter Joumnals page.

v Creste Joumal
v Creafe Joumal in Spreadznest
v Creste Encumbrance Joumal in Spresdsheet
+ Run AutoPost

+ Reconcle Clearng Accounts Manusly

+ Reverse Reconciiafion

* Allocations

v Create Alocation Rules

v Generse Gener L Alocsions
v (enerate Infercompany Alocatons

Journal Import

+ ImportJoumals

v Coredt lmport Emors

v Delete Import Datz

Subledger Aczounting

v CreteAcauntng

v (reste Subledger Joumal

v Create Subledger Joumals in Spreadshest
v Review Sublecper Joumsls

+ Manage Aceourting Errors

v Adjust Supporting Reference Balances
Taxable Transactions

v Creste Taable Tranzacfions in Spreadshest
v Comert Taxable Transactions in Spreadshest




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.

Data Acoess Set ARSL Primary Ledger

Create Joumal ()

4 Joumal Batch ) | showiere

Source  Manual

Description Approval Status  Required
A
N Funds Status Not atfempted
.

Batch Status  Unposted

S TR
R -

Completion Status  Incomplete

4 Joumal @ | showere

- — ST
- .
A

Conversion Rate Type  User

" Ledy 1) Frimary Ledger v
Conversion Rate 1
.
eEBitg D | 2025 Iry Inverse Conversion Rate 1
L I

4 Joumnal Lines @
Acions ¥ Viewv Fomaty b B X B [ 7 Detach

Conversion Accounted (USD)

Save | ¥ (:mpue|v Post|" Cancel

GovsSuite-Manual
Journal Entry

& Projected Balances
v
FIDvy Totsl v

Bateh Actions ¥

No ines selected.

+ Journal Actions v

Line * Account Currency Unit of Measure Statistical Additional R iliati R i
Debit Credit Date Rate Type Rate Inverse Rate Debit Credit Quantity Information Reference Satus Group
N | I C [ —
P2 USD US Dallar 6112025 User 1 1

Total

Reconci
Date



GovsSuite-Manual
Journal Entry | .
What do | select for the category? i EﬂtEﬂﬂf! \ ‘
- InOracle, we can use categories APSU ACCRUAL &
for journal entries to help
identify the transactions easier '
with bank reconciliations. Acerual
We are currently developing the .
different categories as we work Accrugl Clearing
through implementation. If you + ! x Gl ﬁ. H’i Detach Wrap
have any suggestions, please let ! ' Acquisition Cost
us know.
For now, we will use addition. Enti Adition
Currency M

Debit Credit Date Rate Typ



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.
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o

Data Acoess Set: APSU Primary Ledger

Create Journal &

4 Joumal Batch () | showtore

Journal Batch

Description

* Balance Type | Actual v

il

* Accounting Period | JUN-25
Attachments None
4 Journal @ | srowniore

Journal

Description

!

* Ladpger | APSU Frimary Ledger
* Accounting Date | 172025 iy

* Category | Addtion

I

4 Journal Lines &

Aions ¥ Vieww Fomaty 4 B X T F & Detach Wrap

Enterad {USD) Conversion
Curren
Debit Credit Date Rate Type Rate Inverse Rate
4 P — C
» usDL 8102025 User 1 1

Save | ¥ Cﬂnﬂ*" Pnsl" Cancal

Source  Manual

Approval Status  Resuired
Funds Status  Not atiempted
Batch Status  Unposted

Completion Status  Incompiate

Currency | USD US Dollar v
Conversion Date  6(1/2025

Conversion Rate Type  User
Conversion Rate 1

Inverse Conversion Rate 1

Accounted (USD) Statistical Additional

Batch Actions v

+ Joumnal Acbions ¥

Unit of Measure

Debit Credit Quantity Information Reference Status

|

O %

4 Projected B
v

PTDw Totz

Mo nes select



GovsSuite-Manual
Journal Entry

- This opens the search field for

the FOAPs.
i Account " Account
«  There are a few changes with )
. . ) Hide Segments
the FOAPS moving into Oracle. 4 Midz Segments &
. . . . Alias | | - J h
First you will notice we have an T ——
Alias field. This is to help oy || Ot . 4100100010000, . Il e
depa rtments find the correct Fund I:IZ] 100002-Instt Merbersh...  A-AT10001-100002-450-000000-00000000-00000... Instt Mervberships
FOAP combination. Organizat I:'E] ization | 100003-Other Budget ... A-AT10001-100003—000000-00000000-000000-0...  Other Budget ool
. 100010-Claims Commis.. A-AT0001-100010--000000-00000000-000000-0... sims Commizsion Alloczfion
- When you click the drop-down Awount| [+ o
100011-Campus Mail Al A-AT0001-100011—00000-00000000-000000-0... - Campus Mail Allocztion
arrow, you can sea rch for your Program I:IZ] | 100012-nstsiona Sup.. A-AT10001-100012-~000000-00000000-000000-... - Instuionsl SugpertAlosson
Organization. MWI:B 100013-Motor PoolAlla... A-AT10001-100013-—000000-00000000-000000-0. . Motor Pocl Alcafion
. Our organization accounts will PPM_Project I:IZ] 100014-Printing Service...  A-A110001-100014-~000000-00000000-000000-0. . Printing Services Allocation
. . 10001617 Computer Al A-AT0001-100015--000000-00000000-000000-0... T Campuer Allocation
change, moving into Oracle. We InterFund Defaut Inerfund . - :
. . =11 re: F
do have a mapping we will Fure [ooo0on [ v | Jafeue —
provide to departments. | _
T | 4

- 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 Fin 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 Q’s in the value if
they are not being used*

Account 4

A Hide Segments

Alias |303150-Hand Village | - ‘

S P £ o
Fund Residence Halls
e v
S
Program Auzliary Enterprise
- S
PPM_Project Default Project
InterFund Default Interfund
e e

[sonrn [ Reset] 1 [t ][ comem]




GovsSuite-Manual
Journal Entry

Search and Select: Account »
Account x
4 Search
- If you select the drop-down eter ® 81 ) Ay d tice Segments

menu, you can search for 'Fhe [ ias [sosrormavisge [ |
account. You can also key in the

. - Au_stin E’eayStahe
accounts on the main screen and ﬁ Entit o
select from the menu at the Fund Residence Halls

bottom Value Description Organization Hand Vilage

. . . 15030 Irentory Copier Supplies a Account
< Once all the FOAP information is
T4110 Printing of Supplies by Instifution Program 7450 Auniliary Enterprise
entered' click Okay' 74120 Printing of Supplies Cutsids Insiit » 745°2 »
Activity | o Default Activity
T4510 Office Supplies
PPM_Project 74521 Default Project
74515 Office Supplies APSU Bookstore
- et ctionsl Such InterFund | 19328 Default Intarfund
nstructional Supplies 74530 i
F ult Future
T4521 Instr Supphes Software 74533 Walue
T4528 Instr Supplies Minor Eq
| cancel |
T4530 Operational Supplies A
74540 Supplies Credit Card

==




GovsSuite-Manual
Journal Entry

I Journal Lines @

acions v Viewy Fomatwy 4 B X F F [ Detach Wrap

< Your accounting strand is then

Entered (USD) Conversion Accounted {USD)

Sh OWl ng. Line,  Acoaut Curren Debit Credit Date Rate Type Rate  Inverse Rate Debit Credit UnitefMeasure Q"-’"-m’ :";;":"h"" ;"m"-“-'- ;M"’ - Group - S::Mi
. You Will enter the amount for » 1 AMBZ!J10—ED315D—?45IU—TDD—UDDODD—|§®_ usoL 6172025 User 1 1 50.00 I:I I:I

that line in either the credit or s = . ‘ ‘

debit field. ' . . R
< Scroll to the right and enter the

line description.

AUUUIS F ONEW ¥ FUIEL T T— B A BT 0 LRLdRAl LT

¢ We WI” no Ionger have Journal Entered (USD) Conversion Accounted (USD)

typeS: ZCDI ZCRI FTOlI 2251 Line) = Account currency Debit Credit Date Rate Type Rate Inverse Rate Debit Credit Hnt

FUPLOAD' They are a” One entry' ] 1 A-4333010-203150-74510-700-000000-00000C  USD US Dollz 50.00 IM4r2025 Uzar 1 1 50.00
. when we move to Oracle, we v |2 [ oo momeoeomom.| 8 usous oo I beer ; - 5000

will no longer have a bank fund

Total 50.00 50.00 50.00 50.00

990000. This mean we will use B '
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.

= cOysSuITE
et
Data Acoess Set ARSU Frimary Ledger

Create Journal &

4 Journal Batch (D | show nare

« Journal @ | snowmore

4 Journal Lines @
actons v Veww Fomatw ok B X 5T [F 7 Demen o wien
Entered (USD)

Line * Account
Debit Credit Date

LR —
e

Gonversion

Rate Type Rate

Source  Manual

Approval Status  Raquired
Funds Status Nt atiempted
Batch Status  Unposted

Completion Status  Incompiate

.
e [

Conversion Date 2142025

Joumal Actons ¥

& Confirmation

The journal requires approval before it can be posted, and has been forwarded to the approver.
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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

Journmals
= Manage Journals

* Create Joumal
= Create Encumbrance Journal in Spreadsheet
= Run AutnPost
*  Run AuinReverse
* Mansge Aporovals
Clearing Accounts Reconciliation
=  Reconcle Clearing Accounts Automaticallby
= Reconcile Clearing Accounts Manuslly
* Reverse Reconciliation
Allocations
= Create Allocation Rules
= (Generste General Ledger Allocations
= (Generate Intercompany Allocations

Journal Import
= |mport Journals
= Comect Import Emmors
* Delete Import Data

Subledger Accounting
=  Create Accounting

= Create Subledger Jourmnal

*  (Create Subledger Journals in Spreadshest
* Review Subledger Joumals

= Manage Accounting Emors

= Adjust Supporting Reference Balances

Taxable Transactions
= (Create Taxsble Transactions in Spresdshest

* Comect Texable Transactions in Spreadshest

_afrMFW=24008&_afrMFH=... @& @, ¥¢ )

cave-USE @ p

Recent download history

fr—

h’t] JournalEntry (10).xlsx
51.2 KB » 2 minutes ago

Falcetti_Pianos_Invoice_FR0O131-
APSU_Yamaha_Ul.pdf

221 KB = 22 hours ago

Full download history

= ]
@0
|

adshes

@

Clearing Accounts Reconciliation
=  Reconcle Clearing Accounts Automatically
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ORACLE’

GovsSuite-
Spreadsheet Journal

o You are about to connect to the following application URL:

5 Rkl Rl el YT Y Y Y N W S

Do you want to connect?

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

« Itwill then askif you would like
to connect, select yes.

ORACLE' Create Journal

=Required *"Atleast one is required

1f any rows on the worksheet have an Insert none of the r to GL Interface table.

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

300000009360216

o —

5 i el el e Y YYD Y e i e il

Journal Lines

e



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.

L

B c | D | E F

ORACLE Create Journal

|  *Reguired **Atleast one is required

_| Ifany rows on the worksheet have an Insert falled status, none of the rows are loaded to GL Interface table.

KD Test 3
KD Test 3
APSU Primary Ledger
3/14/2025

o o B Y Y N |

Journal Lines

et e i Bl Bl Bl ol Bl Kl Kl Bl Bl Bl B

Category

APSU ACCRUAL

Accrual

Accrual Clearing
Acquisition Cost
Addition

Adjust Retirement
Adjustment
Allocations
Balance Initializ...

Balance Sheet ...

Balance Transfer

Billed

Billed Earmed

Billed Unearned

Billing Reclassifi...

(o8] [goment




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.

=

rd
Accounts

Key Flexfield

4 Hide Segments

Alias l

S
ormizsion [ | v
owon | [s]
S —
T )
InterFund Default Interfund
- s




GovsSuite-

Spreadsheet Journal |
[oooo0o usD J \, 1 > g:;t;
| /

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

© When all the information is R o opo x

nter lick mi h File Home Insert Page Formulas Data Review View He .
entered, you click submit at the Submission () Save fo Interface
top of the page. <l é é@ @ . _
. . _ Option (@) Submit Journal Import
. iccl H H Login Logout Clear  Edit  About Status =
A submission gptlon box will Aoy e St ouml ot and o
appear. You will select the Workbook Worksheet . =ubmit Journal import and Fosting

following: Submit Journal

Import(this will allow you to add
your attachments), No, and Send
Email Notification for Journal Flexfields () Yes without validation
Import Failures. Then click _ )
submit. | Confirmation X |

< It will then tell you that.the Vour process 765075 has been submited.
process has been submitted. | Send Email Notification for Journal Import Failures

: |$uhmit||ﬁannel|

‘HBO v‘5|,\ fx| Import (@) No

I Descriptive C Yes with validation

Other |: Defer Account Validations to Journal Import

Options




GovsSuite-
Spreadsheet Journal S

Manage Journals @ Done | —
} Search I uamgem.istl Saved Search ‘AII.qumnls v|
° We Stl” need to add Acbonz v Vew v Fomatw 4 P |8 i vetach ¢ Wap  PostBatch ReverseBatch | Reverse Jounal
attachments! ¢ || I || I | I | |
. Journal Journal Batch Accounting — 01yrcq Category Journcl Entered | Joumal E"’:‘!"!’ Batch Status
- To do so, exit excel. Open oracle, peres past st
. P KDTest KD Test 14-MAR-2025 10:2...  MAR-Z5 Manual Addition 50.00 USD 5000 USD Posted 4
go back to general accounting,
. b KDTest2 KD Test 2 14-MAR-202511... MAR-25 Manual Addtion 5000 USD 50.00 USD Posted
journals, task and manage
- b KD Test3 Addition WD Test 3 SpreadshestA3..  MAR-25 Spreadshest Addtion 100.00 USD 100.00 USD  Unposted
journals.
b MAR-25Furchase Invoices  Payables ABSEITA000001 .. MAR-25 Payables Purchase Invoices. 100.00 USD 10000 USD Posted
« From there, you will search for _
P MAR-25 Purchase | Payables & . MAR-Z5 Payables Purchase Invoices. 100.00 USD 10000 USD Posted
your journal. Once you find your o
b MAR-25F Payables A' .. MAR-25 Payables Purchase Invoices 348,00 USD 34009 USD Posted
entry’ CIICk th e bI u e hyperlln k at P MAR-25 Purchase Invoi Payables & . MAR-Z5 Payables Purchase Invoices. 6,000.00 USD 8,000.00 USD Posted
th I S pOInt It WI II say u n pOSted * P MAR-25 Purchase Invoi Payables & . MAR-Z5 Payables Purchase Invoices. 100.00 USD 10000 USD Posted
b MAR-25Furchase Invoices  Payables A 750135000001 .. MAR-25 Payables Purchase Invoices. 100.00 USD 10000 USD Posted
b MAR-25Furchase Invoices  Payables A 750214000001 .. MAR-25 Payables Purchase Invoices. 100.00 USD 10000 USD Posted
b MAR-25Furchase Invoices  Payables ATE1250000001 ..  MAR-25 Payables Purchase Invoices. 150.00 USD 15000 USD Posted
b MAR-25Furchase Invoices  Payables A 761335000001 .. MAR-25 Payables Purchase Invoices. 155.00 USD 15500 USD Posted o

Columns Hidden 38



GovsSuite-
Spreadsheet Journal

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

« By dicking the plus sign by
attachments, you will upload
any backup.

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

Jats Access Set APSLU Primary Ledger

=dit Journal &

4 Joumnal Batch: KD Journal testd Spreadsheet A 300000009360216 766096 N 6] | Showere

Journal Batch | KD Journal test4 Spread:
Source  Spreadshest

Description | KD Journal testd Approval Status  Regquired

Balance Type  Actual Funds Status Mot attempted

Batch Status  Unposted

I

* Accounting Period | MAR-25

Completion Status  Complete

4 Journal @ | showitore

KD Joumal test4 Addifion v
Currengy | USD US Dollar V

Conversion Date /1412025

Journal | KD Joual test4 Addtion

Description | KD Journal test4

l

. Caonversion Rate Type  User
Ledger APSU Primary Ledger

swe | v post| v ame & Prolecied Ba
- v
PIDw Tl
Batch Actions v
Noines selecied

+ Journal Agtions ¥

Conversion Rate 1
’Au:omfrql]am el E" Inverse Conversion Rate 1
o
4 Journal Lines (@
Actions v View v Formal v +Ex}§ E‘J{D&h‘h Wrap
ine * Aocount Cumney Entered {U5D) Conversion Accounted (USD) Vet ot Meseure istical  Additional . - . Reconci
ity Informatios Reference Statu Grot Date
Debit Credit Date Rate Type Rate Inverse Rate Debit Credit Quantity Information 5 up
I oo s o s S | A [ [ uensm
b2 AAMO001-100014-74150-400-000000-00 USD US Dallar 5500 3142025 User 1 1 55.00 Unreconciled
Total 55.00 5500 565.00 55.00




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.

AI’AIIStIII Peay

State Unlver5|ty
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GovsSuite

For approvers, you will notice a
bell at the top right side of your
screen. This is your notification.

Once you dlick 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.

Good morning, Terrell Bell

My Teamn My Groups Benefits Administration Contract Management

Journal Batch KD Test 14-MAR-2025 10:28:24 (50.00 USD) from Kayla Downey Requires Approval

Journal Batch Approval

50.00 usD

KD Test 14-MAR-2025 10:28:24
MAR-25, Manua
test

Journals
Details Amount
3/14/2025, KD Test 50.00 USD

AP SU Primary Ledger

Addition

test

A-A333010-803150-74510-700-000000-00000000-000000-000000

KD Test CR 50.00
A-A333010-500000-11010-000-000000-00000000-000000-000000

KD Test DR 50.00
Batch Total 50.00 UsSD

Supply Chain Execution

Notifications

® ACTIONREQUIRED

Kayla Downey
® TRANSFERRED

Jack

ViewJoumal Actions v | Approve [HE]EH




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.

Lo
= GO@TE
\ata Access Set APSU Primary Ledger

=dit Journal @

4 Journal Batch: KD Test 14-MAR-2025 10:28:24 D | show tore

Journal Batch KD Test 14-MAR-2025 10:28:24
Description  test
#
Balance Type  Actual

* Accounting Period MAR-25

4 Journal | Show More

Journal KD Test
Description  test
4
* Ledger APSU Primary Ledger
Accounting Date /1472025

* Category Addiion

4 Journal Lines @

Actions w View v Format v 7 [ [ Detach Wrap
Entered (USD)
Line ™ Account Description
Debit Credit
I. 1 A-£333010-802150-74510-700-000000-0C 50.00 KD Test
P2 A-A333010-500000-11010-000-000000-00 50.00 KD Tast
Total 50.00 50.00

Columns Hidden 11

e

Batch Actions ¥

Source  Manual

Approval Status I process
Funds Status  Not attempted
Batch Status  Unposted

Completion Status  Complete

KD Test v Journal Actions ¥

Conversion Date  3/14/2025

Inverse Conversion Rate 1
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Journals/Approvals/Oracle / e Cm— Lﬁ*\
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