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JOURNAL ENTRY: REVENUE AND EXPENSE TRANSFER 
 

This process replaces the former advance deposit process for income, reimbursement, or gifts 

and donations. Funds will be transferred from UC ANR’s central clearing account to the 

departments (counties) income accounts, reimbursing accounts, or the central gifts and donations 

account (complete chart strings below).  

REQUIREMENTS 
 

1. UC ANR departments (counties) have deposit funds to their local bank branch.  

2. UC Davis Cashiering Office has identified UC ANR deposits from step 1 based on zip codes 

and transferred the funds to UC ANR’s central clearing account: 

Segment-Fund-Department-Account-Purpose-Program-Project-Activity-Inter Ent-Future 1-Future 2 

3310-13U10-9932211-100100-00-000-0000000000-000000-0000-000000-00000 

3. UC ANR departments have submitted a completed Statement of Cash Collection (SCC) form 

with their income account(s) in the new Common Charge of Accounts (CCoA) format for 

allocation of funds deposited. 

a.  For gifts and donations formerly allocated to L-1160120, use the chart string:  

3310-13U10-1000002-234000-00-000-0000000000-000000-0000-000000-00000 

4. Debits and Credit has been identified:  

 Debit: UC ANR’s central clearing account 

 Credit: UC ANR department (county) income account OR account for gifts and donations 

OR account reimbursing.  

5. General Ledger Journal Entry JR Role in Aggie Enterprise has been assigned.  

6. ADF Desktop Integration Tool has been installed.   

STEPS 
1. Log in to Aggie Enterprise. 
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2. Select the General Accounting application and Journals as the page entry. 

 

 

3. Click the Tasks icon on the right side of the Journals page to open the Task Menu. 

 

4. Click on the Create Journal link.  

 

 

5. Enter a journal batch name (max length 100): Approval Org (FIS) + System generated 

number (6 characters) + JV transaction code (REVALC) + Short description (max 25 

characters). Example: FIS XXXXXX REVALC SCC XXXX…Field is researchable and 

included in the UCD Transaction Listing Report.  
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6. Enter a batch description (max length 240). Field is researchable field but not required nor 

is it included in the UCD Transaction Listing Report. 

 

7. Specify the accounting period. The accounting period is defaulted to the current open 

accounting period.  May be created in a future enterable period but the status will 

remain Unposted until the period is opened. 

  

8. Leave the Journal Name field blank (max length 100) in the journal section. The system 

will automatically assign a unique journal name when you leave it blank. This field is 

included on the UCD Transaction Listing Report. 

9. Enter a Journal Description into the respective fields (max length 240) in the journal 

section. Field is researchable field but not required nor is it included in the UCD 

Transaction Listing Report. 
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10. The accounting date in the journal section is defaulted to the system date if the accounting 

period selected in the Journal Batch section is aligned with the system date. If the 

accounting period selected in the Journal Batch region is a prior period, then the Journal 

Accounting date = Last date of the selected period. If the accounting period selected in the 

Journal Batch region is a future period, then the Journal Accounting date = First date of the 

selected period. 

 

11.  Select the REVENUE_TRANSFER from the Category field for income and gifts; use 

EXPENSE TRANSFER to reimburse a natural account that starts with 7 or 5. 

 

12. Enter your first GL chart string in Line 1 in the Journal Lines region. All COA segment 

values must be populated.  Users can type in the full chart string or use the magnifying 



 
 

Last changed on: 1/3/24  Page 5 

JOURNAL ENTRY: TRANSFER OF REVENUE UCANR AGGIE ENTERPRISE HELP GUIDE 

glass to search for individual segment values. You may need to expand the column by 

hovering over the column separator and dragging it to the right until the search icon 

appears. 

 

 

13. Ignore the Alias field at the top of segments when searching. This is not used on manual 

journals.  

 

14.  Select Search and type part of the description to search for a value. The wildcard “%” sign 

may also be used, before or/and after the description, to broaden search parameters.  
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15. Click “OK” when all values have been correctly populated. The full GL chart string will 

appear on the Account line in the Journal Lines region.  
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16. Complete Line 1 of the journal by entering the debit or credit amount. Debit and credit 

amounts must be equal. You can also enter a description (max length 240) for the line. 

This field is included on the UCD Transaction Listing Report. The reconciliation reference 

field is used by subledgers and boundary systems only and should be left blank.  

 

17.  Click in the blank space if you do not see the fields to enter the next line of the journal and 

the fields will appear. 

 

 

18. Select Add Row from the Actions drop-down menu to add additional journal lines. Note 

that lines can also be duplicated and deleted from this menu.  

 

19.  Click the “+” icon In the Journal Batch region to add attachments. Attachments can be a 

file, text, or a URL.  Adding attachments is not required but should be included if additional 

information is needed for the approver to understand and approve the journal.  Be sure 

attachments do not contain any PII (personally identifiable information). 
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20. Click “choose file” and select the file. Once selected. Click “OK.” 

 

21.  Click the Complete button to submit the journal for approval and posting. Click the Save 

button to save the draft. 

 


