
Electronic JE Procedure 

 

All Journal Entries (JEs) must be completed electronically using the template provided online – 

manual entries are NO longer accepted. 

A class on Journal Entries (ACT301) is offered each quarter which provides guidance on how to 

prepare and submit a JE as well as provide policies and procedures regarding the process.  You 

can register online for this course through Finance Training. 

1. Access the JE Electronic template online through General Accounting Forms and prepare 

the entry: 

 ALL fields are required as designated. 

 DO NOT change any of the formatting otherwise the JE will not feed. 

 DO NOT use commas or dollar signs in transaction amounts. 

 Enter D/C in capital letters. 

 EACH line requires a detailed transaction description, limited to 35 

characters-including spaces.  **Descriptions CANNOT include periods, 

commas or quotation marks. 

 The calculated Difference MUST = ZERO.  The debits (D) and credits (C) 

entered must be equal. 

 

2. A copy of the Excel form can be saved for future use but periodically check back online 

to make certain you are using the most recent version.  **Be sure to save the file using 

the naming convention below: 

 

Example:  MoveStaplesExpense_169_00_JRS.xls 

 

 Transaction Description (similar to that on the JE) but without spaces. 

 Underscore 

 Hash Total Dollars 

 Underscore 

 Hash Total Cents 

 Underscore 

 Initials of Preparer 

 .xls (file type) 

 

http://uncw.edu/financetraining/
http://uncw.edu/genaccoun/forms.html


3. Send a copy of the Excel file, without Budget Authority (BA) signature, as an attachment 

to FinancialAccounting@uncw.edu.   

 

 The subject line of the email must be the same as the JE (Example: 

MoveStaplesExpense_169_00_JRS.xls) attached so that Accounting is able to 

locate the JE easily in the Financial Accounting Public Folder if questions 

arise. 

 

4. Print a copy of the Excel file and send to General Accounting via Campus Mail (Box 5902) 

or hand deliver (Hoggard 152).  The following is also required:  

 

a. Attach valid supporting backup documentation (MUST directly support JE).  

Examples: 

o Banner screen print from FGITRND showing specific revenue or 

expense 

o Banner screen print from FGITBAL showing Claim on Cash for a 

transfer 

o Banner screen print from FGIGLAC showing a specific asset or liability 

o Copy of an invoice/statement that is specific to the expense if moving 

a charge to a General Fund, etc. 

 

b. Obtain BA signature (persons listed as Email 1-3 in Banner FTIFATA).  **The 

BA cannot sign off as both the Preparer and BA. 

 

5. General Accounting DOES NOT review the JE until the hardcopy has also been received.  

If an error is detected, notification is made to the Preparer for correction.  A 

resubmission of both the electronic and/or hard copy of the JE may be required. 

 

6. Once the JE is approved, it is uploaded into the Banner Feed System.  Please refer to the 

Closing Schedule Deadline if a JE needs to be processed in a designated month. 

mailto:FinancialAccounting@uncw.edu
http://uncw.edu/genaccoun/

