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[bookmark: _Toc229054992]Overview
[bookmark: _Hlk222395729]The University records all financial information within the UR Financials System (Workday). Journal entries entered in the system are configured to route for approval dependent upon the journal source. The Approvers can review the journal and the attachment(s) electronically within the system. The documents are retained in the “cloud” based platform. University divisions can process journals directly in the UR Financials System dependent upon user security access.
[bookmark: _Toc229054993]Guideline Statement
This document defines procedures that ensure all manual journal entries recorded in the general ledger are properly prepared, reviewed, approved, recorded in accordance with generally accepted accounting principles (GAAP), and stored in a uniform and consistent manner for easy accessibility.

All University of Rochester employees responsible for preparing or approving journal entries must be knowledgeable of the applicable journal entry procedures and documentation requirements. Journal entry approvers must possess an appropriate level of University financial knowledge. This procedure guideline supports broader University expectations for accurate financial reporting, internal controls, documentation, approval, and record retention.
[bookmark: _Toc229054994]Scope
This procedure guideline applies to University employees involved in the creation, processing, approval, and recording of manual journal entries. It defines: 
1)  The process and tools for uploading and posting journal entries to the general ledger. 
2)  Support documentation requirements.
3)  Approval requirements and timing.
4)  Journal sources and routing.
[bookmark: _Toc229054995]Definitions
General Ledger – The general ledger contains all University financial transactions. Currently, the general ledger system of record is UR Financials.

Journal Entry – A journal entry records financial transactions in the general ledger. The University utilizes the double entry accounting system, thus there are always both debit and credit journal entry lines and the total debits must equal the total credits.

Initiator – The individual who creates the journal entry and compiles the detailed supporting documentation. An initiator with UR Financials system access may process the journals in the accounting system directly with proper supporting documentation.

Approver – The individual who is responsible for reviewing the journal entry and supporting documentations for validity, accuracy, and completeness prior to approving it for posting to the general ledger.

Journal Source – The journal source on a specific financial transaction identifies the input method (i.e. manual initiation, integration, operational transaction, automatic process, etc.) and determines the routing of electronic approval in the UR Financials system. The availability of each type of journal source to the user is dependent upon the user’s system access level. 

Automated/System Generated Entry – A journal entry generated and submitted to the general ledger through an IT integration or month end business process. A list of journals generated via IT Integration and their departmental ownership can be found on the UR Financials website: Integration Contacts. 

Recurring or Allocation - Month end close processes generate journals with journal source Recurring or Allocation. These are generated by Central Finance General Accounting. The departmental owner of the recurring journal or allocation will be indicated in the recurring journal template name or allocation definition, respectively. A listing of contacts by template name or definition is published on the UR Financials website: Allocations Contacts,  Recurring Journal Contacts.
[bookmark: _Toc229054996]Forms and Resources
Journal Entry Form – The journal entry form is located on the Finance website: http://www.rochester.edu/adminfinance/finance/FinanceForms.html. 

Enterprise Interface Builder (EIB) Template – UR Financials EIB Template is an Excel-based upload tool used to integrate financial transactions into UR Financials. The template is typically used for uploading multiple journal entries and/or journal entries with a high volume of journal lines. Access to submit journals through the EIB integration is limited to users with appropriate journal initiation roles. The INT E301 Import Accounting Journal EIB template is available on the UR Financials system support website: https://www.rochester.edu/adminfinance/urfinancials/university-tools/.
[bookmark: _Toc229054997]Procedure Guidelines
[bookmark: _Toc229054998]Detailed Supporting Documentation
Journal entries manually entered in the UR Financials system are required to have detailed supporting documentation. Supporting documents include, but are not limited to, general ledger reports (such as transaction detail reports), worksheets with supportive calculations, copies of source documents such as purchase requisitions, travel expense reports, third party reports/statements, related emails, and/or other items necessary to substantiate the accuracy and appropriateness of a journal entry. Supporting documentation must be stored and be available at the time the Initiator submits the journal entry for approval. 
For journals processed via integrations the initiating department must maintain supporting documentation and approval of the transactions within the department’s repository. Supporting documentation is subject to review and/or audit.

Sensitive information (such as medical, financial, and/or any personal identification related to staff, faculty, patients, and/or students) should be removed within the support or the support should note that the initiating department retains the source documentation due to confidentiality. Please refer to the University’s policy regarding confidentiality: https://www.rochester.edu/policies/policy/confidentiality/. 
[bookmark: _Toc229054999]Month and Fiscal Year End Close Process
All common book journal entries must be approved timely in the UR Financials system within 35 days of initiation. General Accounting sends periodic journals-awaiting-action notices and month end close reminders as part of the month end close process.
· The common book month end process begins at noon on business day four. Journal initiators and approvers are prohibited from initiating or approving journals after noon on business day four to avoid delay in the month end close process.
· Unapproved journals that are less than 35 days from the date of origination will be manually moved by General Accounting to the next open accounting period. The journal initiator will receive a task in their UR Financials inbox prompting them to review and resubmit. Upon resubmission the business process will restart, requiring all prior approvers to approve again. 
· Unapproved journals that are greater than 35 days from the date of origination will be canceled by General Accounting. A new journal must be created in the new accounting period. Canceled journals can be viewed in the initiator’s notification box in UR Financials. By business day five, General Accounting will send an email notice of cancellation to the journal initiator and the applicable Company Finance Office.
· Journals in “Created” status should be reviewed and either submitted or canceled by the initiator prior to month end close. General Accounting sends periodic notices to initiators of journals in “Created” status. Any journals remaining in “Created” status at common book close will be canceled by General Accounting.
· For the June fiscal year end preliminary common book close, all in-progress journals not approved by noon on business day four will be canceled. No journals will be moved to the following period due to the fiscal year end close.
· The June common book period will be reopened for final fiscal year closing entries after allocations are processed. Initiators can resume posting June common book journals on business day five. Final June common book close occurs on business day seven at noon. Any June journals submitted between business day five and seven will be routed to the UR Central Finance Manager for final approval. All in-progress journals not approved by business day seven at noon will be canceled. No journals will be moved to the following period due to fiscal year end close.
Adjusting entries may continue to be processed throughout the following month using the Post Closing Adjustments book code, in accordance with the Month End Close Schedule. At fiscal year-end, adjustment books will remain open throughout the auditing period at fiscal year-end in accordance with the published close schedule. Post Close adjusting entries for endowment funds should be processed using the Central Finance Endowment Accounting journal source to ensure appropriate routing to the Central Finance Endowment Accounting manager.

Journal Initiators and Approvers
Journal entries are processed by University divisions in UR Financials either through direct entry or by using the EIB template. Journal initiation access can be requested through the Workday Authorization Request application. Procedures for requesting access are available here: https://www.rochester.edu/adminfinance/urfinancials/security-forms/.
Journal entries submitted to Central Finance General Accounting for processing must include either the standard journal entry form or the EIB template, along with detailed supporting documentation, excluding confidential information. Journal entry forms must be signed by the initiator and approved by an individual who is at least one level higher than the initiator. Signatures on the journal entry form may be physical, digital, or approval may be provided by email. 
Additional approvals are required for journals posting to intercompany FAOs, grant FAOs and trackable spend categories. These approvals are built into the routing process within UR Financials.
Journal initiators and approvers should monitor their UR Financials inbox on a regular basis to ensure journals awaiting actions are resolved timely.
Recurring journal entry requests should be submitted to Central Finance General Accounting, and allocation journal requests should be submitted to the Budget Office for processing in UR Financials. Requestors must maintain supporting documentation and be able to provide explanations upon request.
[bookmark: _Toc229055000]Journal Sources
[bookmark: _Toc229055001]Departmental Finance Journal Sources
There are two journal sources available for University departments when creating a manual journal. The availability of each journal source depends on the user’s system access level. The selected journal source determines the electronic approval routing within UR Financials. Additional routing may occur when a journal includes Grant FAOs, trackable spend categories, intercompany activity, and/or an adjustment book code.
· Manual – This journal source is used by initiators with either the Accountant or Company Costing Manager security role. Journals using this source route to the Assistant Company Costing Manager, Company Costing Manager, or Controller for approval, including approval of associated intercompany activity.
· Manual - NCL – This journal source is used by initiators with the Journal FAO/Cost Center Submit security role. Journals using this source route to the Cost Center Manager and the Assistant Company Costing Manager or Company Costing Manager for approval, including approval of the associated intercompany activity. 

[bookmark: _Toc229055002]Central Finance Journal Sources
The journal sources below are to be used by centralized departments. These journals route to the applicable Central Finance department for approval. Additional routing may occur when a journal includes Grant FAOs, trackable spend categories, and/or an adjustment book code. 
· Central Finance General Accounting – This journal source is used by Central Finance General Accounting and other central departments to process entries not requiring divisional approval. Journals using this source route to the Central Finance General Accounting Manager for approval.
· Central Finance Endowment Accounting – This journal source is used by Endowment and Gift Accounting and Advancement to process endowment and gift-related journal entries. Journals using this source route to the Central Finance Manager, Endowment and Gift Accounting for approval.
· Central Finance Plant and Debt Accounting – This journal source is used by Plant and Debt Accounting to process fixed asset, debt-related, and post-close adjustment entries. Journals using this source route to the Central Finance Manager, Plant and Debt Accounting for approval.
· Central Finance Tax – This journal source is used to process tax-related journal entries. Journals using this source route to the UR Central Finance Tax Accounting Manager for approval.
· Central Finance Financial Reporting – This journal source is used by Financial Reporting to process financial statement adjustment entries. Journals using this source route to the Central Finance Financial Reporting Accounting Manager for approval.


· Central Finance Treasury - This journal source is used by Treasury to process investment, debt, and bank fee-related entries. Journals using this source route to the UR Treasury Manager for approval.
· Sponsored Award Adjustment (no ACP) - This journal source is used by the Office of Research Accounting and Costing Standards to process grant related entries without initiating award cost processing.
· Update Related Worktags - This journal source is used by the Office of Research Accounting and Costing Standards to process indirect adjustments on grants.

[bookmark: _Toc229055003]Month End Process Journal Sources
The journal sources below are generated by Central Finance General Accounting as part of the month end close process.
· Recurring - This journal source is used to process entries that occur each month using the same accounting and amounts. For the University, the recurring journal entry process is managed by UR Central Finance General Accounting. Departments submit recurring journal entry requests to General Accounting. Use of this journal source is restricted to the Recurring Journal Generation Specialist. For supporting documentation and related inquiries, refer to the Recurring Journal Contacts.
· Allocation – This journal source is used to allocate revenue and/or expenses from specific source criteria to specified target criteria to support accurate financial reporting and cost control. Common book allocations are processed at noon on business day four. Fiscal year-end allocations are processed during year-end close and throughout the audit period. For supporting documentation and related inquiries, refer to the Allocations Contacts.

[bookmark: _Toc229055004]Restricted Journal Sources
The journal sources below are restricted to specific roles or users. Each journal source serves a unique function that is not available or applicable to general users.
· Academic Services Budget Model - This journal source is used by Academic Services to process journal entries for the Budget Model and allows use of the Budget Model Initiative worktag. Use of this journal source is restricted to UR Academic Services Budget Model Manager.
· Affiliates without FAO - This journal source allows affiliate organizations to process business asset journals and intracompany journals without an FAO. Use of this journal source is restricted to affiliate organizations only.
· Med Center Related Entities JEs – This journal source is used by URMC Finance to record financial activity related to affiliate organizations that do not utilize UR Financials. Use of this journal source is restricted to the UR Medical Center Finance Manager. 
· Update Related Worktags – CF Endowment Accounting – This journal source is used by Endowment and Gift Accounting to process endowment-related entries. Journals using this source route to the Central Finance Manager, Endowment and Gift Accounting for approval.
· Control Account - This journal source is used to process correcting journal entries to control account ledgers due to system errors. Use of this journal source is restricted to UR Central Finance General Accounting, and journals route to the UR Central Finance Senior Manager for approval.
· Conversions - This journal source is used only for entries related to the conversion of financial activity from legacy accounting systems to UR Financials. Use of this journal source is restricted to the applicable conversion period.

[bookmark: _Toc229055005]Related Policies and Resources
· Confidentiality Policy: https://www.rochester.edu/policies/policy/confidentiality/
· Document Retention Policy: https://www.rochester.edu/adminfinance/finance/policy-on-retention-of-university-records/
· Month End Close Schedule: https://rochester.app.box.com/s/a0kdfdgmbycdy4hv2rt241brolopx0ej
· Fiscal Year End Close Schedule: https://rochester.app.box.com/s/7f91oh6rkfhivziceyfrza9zcbvq1csc 
· Administration and Finance: http://www.rochester.edu/adminfinance/
· UR Financials Resources, tools and forms: http://www.rochester.edu/adminfinance/urfinancials/
· Workday Authorization Application: https://www.rochester.edu/adminfinance/urfinancials/security-forms/
· Financial Accounting and Reporting for Higher Education from National Association of College and University Business Officers : http://www.nacubo.org/
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General Accounting
GeneralAccounting@UR.Rochester.edu 
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