sl DASH Department All Postings — Journal Entry Reports
_ Job Aid

Summary:

The purpose of this Job Aid is to provide guidance with accessing and running the DASH Department All
Postings — Journal Entry Reports. These reports present similar data to the IRIS line item reports and
represent general ledger (GL) postings from the subledgers.

e Department All Postings — Journal Entry (JE) Source Summary Report
e Department All Postings — Journal Entry (JE) Detail Report
e Department All Postings — Source Detail Report

Please note the following:

e The JE Source Summary report is the main entry point and includes the option to drill down to the
data found in the JE Detail and Source Detail reports. Those reports can also be run separately to
directly access that information. This job aid demonstrates how to run the JE Source Summary
report and then drill down to the JE Detail and Source Detail reports.

o If the JE Detail and Source Detail reports are run separately, the Period From and Period
To fields are manually populated.

e These reports are used to track general ledger entries. Project spending is not included in these
reports.

e Required fields are marked with an asterisk (*). If a report times out, narrowing selections may be
helpful, such as running a report for three months rather than one year.

e Data can be exported and for larger amounts of data, the CSV format should be used.

Sign in to DASH and access the Department All Postings — Journal Entry Reports
Steps to Follow:

1. Login to DASH: https://dash.tennessee.edu/home

2. Navigate to the UT Dashboards selection in the Header Row. You may need to arrow to the
right depending on your selections. Select the UT Reporting tile.
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Good afternoon

¢ My Enterprise Tools UT Dashboards Other Tools Others

+

UT Reporting

3. Select the Financials option.

University of Tennessee Reporting Dashboard Home Catalog Favoritesw Dashboards v Create v Open v

UT Reporting Dashboard fo ")

Overview  Faciiies  Financials ~ HCM

overview of d modules for which we the most commanly used reports for your ease of access and use. Please click on the links above under “UT Reporting Dashboard” to access the corresponding
orts included for each application have been reviewed and verified by the DASH team.

The information below represen
reports for those applications. Th

University of Tennessee Reporting

Centralized dashboard comprised of custom and delivered Oracle reports by application and module

Facilities (Supply Chain Management) Modules Financials (ERP) Modules Human Capital Management (HCM) |
Waintenance Accounts Payable Absence Management

Accounts Recelvable Benefits

Asset Management Compensation

Cash Management

Coniract Management Payroll

General Ledger Recruitment and Onboarding

Procurement Talent, Goals, Perl.

Projects / Grants Time & Labor

Travel & Expense

Important Notes
+All users can view all report inks; however, access to run reports and view the results is based on security roles and access.

4. Under the General Ledger heading, select the Department All Postings — JE Source Summary
report. Note that this job aid demonstrates how to run the JE Source Summary report and then
drill down to the JE Detail and Source Detail reports.

ersity of Tennessee Reporting Dashbo:

UT Reporting Dashboard
Overview  Faciiies  Financials | HOM

Financials Reports

Account Receivables Project Management
Contracts to Receivable Invoices Transaction Details Reports Labor Distribution Report
. Project Budget vs Actuals (by Expenditure Category) Report
Fixed Assets Project Budget vs Acluals (by Task Number)
Asset by Employes Report Payroll and LD Cost Audit Report
Asset Fund Report
Sponsored Projects
General Ledger Sponsored AR Aging Report

Euccli Sponsored Award Profile Report
I Department All Postings - JE Source Summary I Sponsored Project Financial Summary Report
Sponsored Project Detail Report
Department All Postings - Source Detail Cost Share Funding Report
Program Income Received

Procurement
Supplier Search Query Pl Reports
TH Diversity Spend Report Pl Dashboard - Overview
Pl Dashboard Award Report
Gift & Endowment Pl Dashboard Project Report
Gift & Endowment Reports Pl Dashboard Financial Summary

PI Dashboard Expenditure Report
P1 Dashboard Commilment Report
Pl Report - Expenditures by Date Report
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Execute and export the Department All Postings — Journal Entry Source Summary Report

Steps to Follow:

1. Use the dropdown selections to populate each field as needed. For this example, the report will be
run for the UTK Physics Department. An example of using the search option for the “Fund” field is
below.

a. Select the dropdown arrow, then select Search.

# RPT GL 050 - Department All Postings - JE Source _..

Source All hd * Period From 25-01 v * Period To 25-09 v
Entity 10 v Fund Al v Department 108015 v
& Al -
Account All v Program u . v Activity Al v
[ oooooo
*Ledger UT System and Campus v  Apply
] 0000000

RPTS0 ] 1100001

[ 1100002

—] 1100003 {
v
F12

Search ..

b. Select Contains from the “Name” dropdown.

Search [ 4

Available / Selected
Starts with /zlch Case

000000engs with | >
000000u

Move

- »

100001 »

1100002 Move All
100003
1100004
100005
100006
1100007
1100008
1100009
100010
100011
1100012
100013

Remove

K
Remove Al

OK Cancel

c. Enter the desired fund number and then select Search. If found, the value will be
displayed. Click on the fund number to select, and then select Move.
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Search

Available

Name Contains w [ 1100001

Search Match Case
Value \
1100001

N\

4
Move
&
Move Al
Remove

&«
Remove All

Selected

OK  Cancel

d. The fund number is displayed in the Selected section. Next, click OK.

Search
Available
Name Contains w 1100001

Search Malch Case

Value

?

Move
»
Maove All
Remove

&®
Remove All

Selected

N\

OK  Cancel

Job Aid

e. Note that for the Account Value field, “zzz” references a parent account and child account
data will be included in the report results.
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Search

Available

Search

Value
400ZZZ2
401772
02777
403777
404777
405222
406777
407777
410222
411ZZZ
#2222
M3IZZZ
414777
5222
MBZZZ

Name Coniains v

Selected

[CImatch Gase

Move
»

Move Al
]

Remove

&®
Remove All

OK  Cancel

2. Complete the remaining parameters for the report and select Apply to run the report. For this
example, Entity 10, Fund 1100001, Department 106015, and Program 210 have been selected.

# RPT_GL_050 - Department All Postings - JE Source ..

Source All v * Period From 25-01 v * Period To 25-09
Entity 10 v Fund 1100001 v Department 106015
Account All - Program 210 v Activity All
* Ledger UT System and Campus v Apply

RPT50

3. The Department All Postings — Source Summary report is displayed. Use the scroll bar located on
the right side to see further selections.

a.

Each Transaction Source link can be selected to drill down to the Department All Postings
= Journal Entry Detail report for journal line information.

Each Total link can be selected to drill down to the Department All Postings — Source
Detail report for vendor information, etc. Examples are included below.
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dash

- Deparitment All Postings - JE Source __ Home Catalog Favorites~ Dashboards
‘Source All v * Period From 25-01 v * Period To 25-09 v
Entity 10 v Fund 1100001 v Department 106015 v
Account  All v Program 210 v Activity All v
*Ledger UT System and Campus v Apply
RPTS0 9 E QY & e
\ Department All Postings - Source Summary /
“Transaction Source Total
Conversion 3,499,203.32
FAH Transactions 18,125.12
Mznusl 15.00
Pavables 71,001.87
Project Accounting 1,727,630.03
Eeceint Accounting 0.00
5,315,975..

4. For example, when the Transaction Source - Payables link is selected, the Department All Postings
—Journal Entry Detail report opens in a new browser tab, displaying Payables details. The Source
Summary page is accessible on the previous browser tab. In this example, the Journal Name
column provides links to Purchase Invoices. Click on each link to see further details.

Department All Postings - JE Source ..

Home Catalog Favortes~ Dashboards

Source All v * Period From 25-01 v * Period To 25-09 v
Entity 10 v Fund 1100001 v Department 106015 v
Account  All v Program 210 v Activity All v
*Ledger UT System and Campus v Apply
RPT50 ﬁ =
Department All Postings - Source Summary
Transaction Source Total
EAH Transactions 1842512
15.00
71,001.87
poep—— Tmew
0.00
5,315,975.34

v [8 Oracle Fusion Cloud Applicatio

x | [& reT_GLOS0-

Department All © X IE RPT_GL_050 - Department Al xI W

Ie} o 1q-

* Source Payables

prod1.fa.oc

* Period From (YY-MM) 25-01

omNmer/Cusmmmnannalsmeneral+Ledger/RPT,G L 050+-+Department+All+Postings+-

+Joumal+Entry+Detail...

Search 1]

*Period To (YY-MM) 2509

a %

Home  Calalog

B

New w Open v

[ All Bookmarks

)

Entity 10 v Fund 1100001 Department 106015 v
Account Al v Program 210 Activity Al v
*Ledger UT Systemand Campus = | Apply
RPTS0 G E Qr &0
b
Batch Name. Jourmal Name Journal Description Etty | Fund Department | Account | Program | Activity Amount | Effective Date Transaction Source
Payables A 2254101000001 2254100 25-07 Purchase Invoices Journal Import 2254100: 10 1100001 106015 531200 210 0000 356.01 | 01/31/2025 FPayables
Payabl 54100V | 25-07 Purchase I Journal Import 2254100: 10 1100001 | 106015 531200 210 7oz 742.92 | 03/31/2025 Payables
Payables A 2282691000001 2282630 Y | 25-07 Purchase Invoices Journal Import 2282690: 10 1100001 106015 531200 210 o704 589.76 | 01/31/2025 FPayables
Payabl 32193V | 25-07 Purchase I Journal Import 2532198: 10 1100001 | 106015 531200 210 0000 47.80 | 01/31/2025 Payables
Payables A 2531850000003 2591849 Y | 25-08 Purchasa Inveicas Joumal Import 25918453: 10 1100001 | 106015 s;eo0 | 210 o031 38,573.26 | 02/28/2025 Fayables
Payables A 2671830000003 2671829 Y | 25-08 Purchase Invoices Journal Import 2671829: 10 1100001 106015 537600 210 0031 9,102.31 | 02/28/2025 Payables
Payables A 2671830000005 2671829 Y | 25-08 Purchasa Inveicas Joumal Import 2671825: 10 1100001 | 106015 ses200 210 0000 43500 0z/28/2025 Fayables
Payables A 2970296000007 2570295 Y | 25-0% Purchase Invoices Journal Import 2970295: 10 1100001 106015 537800 210 0031 20,255.84 | 03/31/2025 Payables
Payables A 3048455000007 3048498 Y | 25-09 Purchasa Inveices Joumal Import 30484581 10 1100001 | 106015 200|210 0000 36.57 | 03/31/2025 Fayables
71.001.87
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a. The Department All Postings — Source Detail report is now displayed. Navigation scroll
bars are available as needed on the right side and the bottom of the screen. The previous
report screens are available by using the browser tabs. Note that if a blank screen is
displayed when running these reports, you may need to scroll to the right to see the
“Processing” message.

o

Al Postings-+Source* Detilsdo?_upt=08_mode-0AP_ENTITY~108P_FUNO ~11000014P_DEFT~10601SRF_ACCT =8P PROG-2108 ACTNITY="8P_PER FROM-25.018P FE. & & % (@

- | & e ot e

Department All Postings - Source Detail I

Docorert Dute | Butch b Jeuma tam Jeurl Descrten et s Tramacton Sewce | Ewty Frd Depwirare | dccoure. rogam -{m PO e Sumsbe st S

ncmert T Seumusass | sagret et |segrees | sgrems Fanmes | mysane
=9 [y P iy

sz i o w B D wn

Er [ o w ) e

e i e w ED o

B [ e D =

e i i w E o

ey s e 0 D o

Er [ e E B

s i e w EN |

e [ [Pertie 1 Jomn

# RPT_GL 050 - Department All P._. Search ] - o, Home Catalog MNew v Openv 7 e

* Source Payables v *Period From (YY-MM) 25-01 * Period To (YY-MM) 25-09

Entity 10 v Fund 1100001 v Department 106015 v
Account Al v Program 210 v Activity Al v
*Ledger UT System and Campus - Journal 140000 v Apply

= &+ 0
Department All Postings - Source Detail

RPTS0

Procsssing..

b. When a Total link is selected from the Source Summary report, the Department All
Postings — Source Detail report opens in a new browser tab, displaying details including
vendor information, etc.
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- Deparitment All Postings - JE Source __ Home Catalog Favorites~ Dashboards
Source Al v * Period From 25-01 v * Period To 25-09 v
Entity 10 v Fund 1100001 v Department 106015 v
Account All v Program 210 v Activity Al v
*Ledger UT System and Campus ~  Apply

RS0 6 = Q" B0

Department All Postings - Source Summary
“Transaction Source Total
Conversion - 3499.203.32
EAH Transactions \ 1843512
Manusl 15.00
Payables \ 7.001.87
Project Accounting 1.727.630.03
Receipt Accounting 0.00

5,315,975..
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5. The reports can be exported to CSV or Excel formats using the Actions icon as shown in the
screenshots below. For larger amounts of data, the CSV format is recommended.

_ 050 - Department All Postings - JE Source - Home Caldlog  Favoites~ boards v Createw Open
Source Al v * Period From 25-01 - * Period To 25-09 .
Entity 10 - Fund 1100001 v Department 108015 v

e \

Department All Postings - Source Summary et Repor

RPTS0

= T Edit Layout
| comversion 389920032 @ Interactive
FAH Tansactions 1342542
tanual 500 [ por send
ol Loy [{] Excel (2isx) Schedue
172763003
o [ csv Jobs
=t & Job History

Republish from History

Share Report Link >

Online Diagnostics >
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Department All P.

New v Open v

Search 1 .

* source Payables v *Period From (vY-MM) 25-01 *Period To (YY-MM) 2500
Entity 10 - Fund 1100001 - Department 106015 .
Account Al . Program 210 v Activity Al v
*Ledger UT System and Campus v | appiy
RPT50 Iy £c3
Department All Postings - Journal Entry Detail oMy Fovorte
s s Edit Report
Batch Nome Jourral Name Journal Descripbian Fund Department Account Progam | Activity Amount | Effective Date |T|an
Payables A 2254101000001 2254100 Y | 25-07 Purchase Invoices Journal Import 2254100: 10 1100001 106015 531200 210 0000 356.01 | 01/31/2025 | Paya Edit Layout
Payables A 2254101000001 2254100 ¥ | 25-07 Purchase Inveices Joumnal Import 2254100: 10 1100001 | 106015 531200 210 o3, 79292 | 03~ T
-
Bayabl 282690 | 25-07 Purchase Tnvoi Sournal Tmport 7282690: 10 1100001 | 106015 £31200 210 oros se8.7¢ | oy @ Interactive Export
Payables A 2532200000005 2532199 ¥ | 25-07 Purchase Invices “Journal Import 2532199: 1 1100001 | 106015 531200 210 o000 w0 of [ csv s
Payables 4 2591950000003 2592649 Y | 25-02 purchass Inveices soumal Import 25915591 0 10000z | w0e0as s |20 oozt 3697225 | 0TI
Bayables A 2671830000003 2671829 ¥ | 25-08 Purchase Invoices Journal Import 267182: 0 1100001 | 106015 537600 210 oot 5,102.31 | 03/28/2025 Paya | Schedule
Payables 2671520000005 267629 Y | 25-03 purchase Inveices soumal Import 26715291 10 towe | w0s0as smw | ze w0 ass.00 | 0z/ze/2008 P obs
Bayabl 7970295 ¥ | 25-09 Purchase T Journal Import 2970295 10 1100001 | 106015 537600 210 om3t 20,255.84 | 03/3y/2025 Paya
Payables A 096495000007 098498 Y| 25-03 Purchase Invoces soumal Import 0484581 w e | we0is sow |20 o000 2097 | afavanas raya 3 Job History
71,001.87 Republish from History
Share Report Link »
Online Diagnost >
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6. This completes the process to access and run the DASH Department All Postings — Journal Entry
Reports.
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