
Completing a Journal Entry/Import
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Cash Transfer/Inter Campus 
Charges/Correcting Entry/

Other/Balance Sheet Account

Cash Transfers

Inter Campus 
Transfers

Correcting 
Entry

Other Journals

Balance Sheet 
Accounts

Acccount Codes

722010 (cash out – 
positive nubmer

 490004 (cash in) – 
negative nubmer

Acccount Codes

What are you 
correcting

Acccount Codes

479010 – charging 
department/receiving 

cash
Expense account code 

– paying for supply/
service/paying cash

See Controller

Always attach an invoice or 
indicate  backup 

maintained in department 

A journal that 
begins with  SF 

Cannot process 
without documented 

process

Acccount Codes
Accounts that 

begin with 1, 2 or 
3

Process and 
balancing 

spreadsheet must be 
approved Controller 

or Assistant 
Controller

Who is 
authorized to 

charge?

Must correct with 
originating module 
(student account 
services, student 
financial aid, etc)

A journal that 
begins with AP

A journal that 
begins with PAY

A journal that 
begins with EXr

Correcting an 
original journal 
entry/import

Correct with a 
journal voucher

Correct using 
Payroll Retro form

Correct with a 
T&E correction 

form

Correct using 
original journal 
entry number

Journal Entry/Import
(journals)

Exception – cannot be 
used with 

appropriated funds or 
funds that begin with 

an  8 

End

End

End

End

Marketplace, see BSC
Scholarships, see SFA

Waivers, see SAS
Department Deposits, see BSC

A/R charge, see SAS

End

End

End

End

End
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