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Internal Transaction Request Creation and Workflow
Documentation

The Internal Transaction Form within PeopleSoft Financials allows departments to submit
requests for payments/reimbursement from another department for goods or services provided.
Data Entry completion submits the request into workflow for approval after which the General
Accounting (GA) Team reviews and authorizes the request for journal entry. The GA Team
documents the journal ID # in the request before submitting the authorization and posting the
journal. Once posted, the journal appears in departmental reports the following day. An
automated journal generation process is in development. Once that is moved to production, the
Internal Transaction number and the department’s invoice will be included on the journal line.

Introducing the Internal Transaction Request

Navigation to the Internal Transaction menu component may be through the GT eForms
Homepage.

O & rcbb.psfs.lsuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL

My Financials Home ~ 10f8 >

Projects & Receivables

General Ledger

Procurement

GT eForms™ Homepage

O Payables Operations

Qo

The GT eForms Home displays a tile for each form available for use.

NOTE: Your user security determines which form(s) you may use.

_ Mens v | Search i enu Financials TST @ 4 § @

GT eForms™ Homepage v < 80of10 >

ClinCards eForms GL Internal Transactions

LSU LSU
el =

[ [
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1. Select the GL Internal Transactions Tile.

7| Landing Page Welcome to Internal Transactions eForm

%] Add an IntermalTr eForm

] Evaluate a GL eForm

5] Update a GL eForm

5 Viewa GL eForm

Users are directed to the Landing Page where you will see the eForms menu options on the left
side of the page. User security determines how many different custom forms are available for the
user to add, evaluate, update or view. For purposes of this document, only the Internal
Transaction Form displays.

Menu Option Definitions

1. Add an InternalTr eForm — Choose this option to initiate Data Entry to create a new
request.

2. Evaluate a GL eForm — The Evaluate menu option is used to review submitted requests
for approval.

3. Update a GL eForm — The Update a GL Form menu options allows the user to make
changes to a submitted form and resubmit it to workflow.

4. View a GL eForm — The menu option allows a user to view a form, print the form and
view the attachments and the approvals.
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Add a New Internal Transaction Form

The Internal Transaction Form allows for creation of the form in full by the department
providing the service, or in part by the department providing the goods/service with follow-up by
the department receiving the goods/service. This will initiate workflow processing once the user
submits. The workflow process is discussed later in the document. Each of the entry options will
be documented separately.

Add a New Internal Transaction Form — Fully Completed Data Entry

In this example, the form data will be thoroughly entered by one person (the initiator). That
person can either be from the department providing the goods or service (Credit) or from the
department that is paying or receiving the goods or service (Debit). Generally, the Credit
department initiates the form.

1. Select the Add an InternalTr eForm option.

B G3FORM_FLUD

< C M & rcbb.psfsIsuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUI.GBL?CONTEXTIDPARAMS=TEMPLATE_ID%3aPTPPNAVCOL&sc.. Q 12 W | el D o a

< GT eFoms™ Homepage GL Form «sFinancials UPG B £

<+ Add Internal Transaction : Internal Transaction Form ID 10303

Form initiator must complete all required fields marked with an “*~ but can complete any other availabie fields before submitting for processing. By submitting the form, The From is certifying the i ion is accurate and is approving the ion on behalf of the
department providing the requested servi The To Dep: (receiver of serv wiill review the Credit Section to confirm charges are accurate and complete the required chartfields in the Debit Section upon receive of email notification. The To Department will
Resubmit {only if changes are made to the form) or Approve for final review by Accounting Services.”

INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED

1row

"Quantity = Description *Unit Cost Amount Insert A Row Delete A Row

1 0.00| 0.00| 0.00 +| | =

DTmalAmuum

Total Amount 0.00

DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)

*Business Unit | LSUNO Q *Date |07/11/2023 £
*From DEPTID Q From Department
*Requested by | MGONZA Q | Gonzales, Michele &

| confirm services/products have been
rendered satisfactorily. | further certify
that the information is accurate and No
approve this Internal Transaction for
further processing -

Invoice

The top section of the page includes key information for the request.

NOTE: The Form ID at the top right of the page is the Internal Transaction Form ID
assigned by the system. Users may enter their internal invoice ID in the Invoice section.

SPECIAL NOTE: The Department’s Invoice ID will appear in the journal header description
once processed. The IT Form ID will appear on the journal line reference description.

In this section, the user enters the quantity, description of the goods or service, cost per unit.
Additional rows may be added by selecting the +.

The Total Amount is a calculated field based on quantity and cost. The system will validate that
the Total Amount and the debits and credits entered in the form balance.
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Training Guide
Internal Transactions: Creation, Evaluation, Update and Workflow

The section called “Department Providing Service or Material (Credit)” includes several
required fields. Business Unit, Date, the From DEPTID and Requester are required. The
Invoice field is to be used by the departments for their internal numbering.

At the bottom right of this section, there is text and a slide bar. Once the requester/initiating
department completes all of the data entry, the user changes the selection from No to Yes. This
confirms that all of the data is accurate to the best of their knowledge and is the
acknowledgement from the department that the IT is ready for further processing and approvals.

€ GT eForms™ Homepage

*SpeedType Key *Account Fund Code Department Program Code Class Field Project *Amount © Comment InsertA Row Delete ARow

Q Q 000 + -

DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE — DEBIT)

The Credit and Debit sections of the form include the detail line information for the transaction.

The Credit Section is first. This is the section for the department that is to be paid to enter the
Speedtype/Accounting Tag, account, amount and comments per line. Additional rows may be
entered if desired. Most commonly, account 530600 is used.

The Debit Section is titled “Department Needing Service or Product — Received Expense
(Debit)”. The To DEPTID is required in the Debit section. The speedtype/accounting tag and
account for this department should be entered along with the amount and any desired comments.
Multiple rows may be entered in this section if desired.

The File Attachment Section appears below the Debit section. Attachments are
RECOMMENDED but not required. Attachments will benefit both departments as well as
Accounting Services as the attachments remain with the documentation in PeopleSoft and paper
copies would not be required. Select the Upload button to choose and attach the departments
invoice. Multiple attachments may be added by selecting the Add button below the Attachment
grid section. If the user chooses to remove an attachment, the user would select the Replace
button that appears on the right side of the attachment row. It is only active once an attachment
has been added.
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The Comments section defaults to “collapsed”. Users may enter any comments in the freeform
text box.

At the bottom of the page are the Save button and the Submit buttons.

Save is used when you are entering the document but are not yet ready to submit it, perhaps
because the information is incomplete.

Submit is used when the user is ready to submit the form into workflow.

NOTE: This should only be done after the user slides the confirm button in the top of the form
from “No” to “Yes”. If the user fails to toggle the switch to Yes and submits the IT form, the
below message will appear.

Make an entry in the following required field(s) to proceed: | confirm services/products have been rendered satisfactorily. | further certify that the information is accurate and approve this Internal Transaction for further
processing

(o]
. [ Uplead | i Sl [TDeRE"]

Press OK to clear the message. Then the user may navigate to the switch and toggle it to Yes.

A completed Internal Transaction form with all data entered is displayed.

< GT cFoms™ Homepage wwFinancials UPG W 8 i @
< Add Internal Transaction - Internal Transaction Form ID10304 |
Form initiator must complete all required fields marked with an “*” but can complete any other available fields before submitting for processing. By submitting the form, The From Department is certifying the information is accurate and is approving the transaction on behalf of the
department providing the requested servi 15. The e i will review the Credit Section to confirm charges are accurate and complete the required chartfields in the Debit Section upon receive of email notification. The To Department will
Resubmit (only if changes are made o the form) or Approve for final review by Accounting Services.”
INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED
1row
*Quantity © Description *Unit Cost Amount Insert A Row Delete A Row
4 100 Goods provided by PS Support to test IT forms 50.00 50.00 + —
D Total Amount
Total Amount 50.00
DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)
“Business Unit |LSUNO Q *Date |07/11/2023 =
*From DEPTID | 1673200 Q| Peoplesoft Admin Support Org From Department Peoplesoft Admin Support Org
“Requested by |MGONZA Q | Gonzales, Michele S
Invoice |TESTOT1123 MG 1 confirm services/products have been
Al e rendered satisfactorily. | further certify _
that the information is accurate and (_ Yes )
approve this Internal Transaction for
further processing M

After completing all data entry, scroll to the top and toggle the certify button to “Yes”.
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CREDIT
1row
*SpeedType Key *Account Fund Code Department Program Code Class Field Project *Amount Comment Insert ARow  Delete A Row
= i Test comments field MG 7 11 = | ]
1 | 5673200001 al| [s46700 a| m 1673200 54000 90110 5673200001 5000 {230 document IT + -
DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE — DEBIT)
*To DEPTID | 1651000 Q | Accounting Services ToDepariment: Accoumting Services
D DEBIT
1row
SpeedType Key Account Fund Code Department Program Code Class Field Project *Amount = Comment Insert ARow  Delete A Row
( = F These are goods we provided )
1 | 5651000007 Q| |ss700 al m 1651000 52000 45700 5651000007 50.00| |rrSesting 1 forms ) + =
File Attachments
1row
Attachment Uploaded Action Description Description File Name Delete
1 Q ‘ View ‘ Other | Otner - misc file attached Testing_Initiator_and_Approver_for_MG_KB_and_SL xisx Replace
=]

~ Comments

Michele entered an IT form as the initiator for documentation purposes.

‘ e ‘ m

After completing entry, adding an attachment and toggling the certify button to Yes,

Click the Submit button.

This action enters the form into Workflow. The Workflow process is initiated and the Internal
Transaction form is directed to the approver(s) for the Debit Department (department receiving

the goods or services).

The Transaction/Signature Log displays. The user may print the Internal Transaction from here if

< GT eForms™ Homepage
{ B Landi .
| alf Landing Page + ) Add Internal Transaction : Result
| g | ) Addan nternallr eForm Transaction / Signature Log
i Current Date Time
i s Evalustea GL sFom
< 1 0372612025 11:08:53AM

.. | (5] Update a GL eForm

Refresh Log

7| View a GL eForm

GL Internal Transactions Form

Step Title User ID

Initiated MGONZA

@ QA

s Financials TST

Form ID 10440

110w

Description Form Action Time Elapsed

Gonzales, Michele $ Submit

Select the View a GL eForm link from the navigation pane.

Page | 6
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< GT eForms™ Homepage GL Internal Transactions Form

%~ Landing Page Search by:

Business Unit | Begins With V| I ]
%/ Add an InternalTr eForm

Date | is Equal To V| | ‘
| Evaluate a GL eForm

Form ID | Begins With v/ | \
% Update a GL eForm

Form Status s Equal To ~ | v‘
7 View a GL eForm

Requested by | Begins With v| | Q ‘

Invoice | Begins With V| | ‘

n From DEPTID | Beginswith | | Q|
To DEPTID | Beginswith | | Q|

In the Search criteria boxes, enter the Business Unit and either the Date of the Internal
Transaction or the Internal Transaction Form ID, then press Search.

< My Financials Home GT eForms WorkCenter

GT eForms WorkCenter o «

oForms || Reports Q View a General Accounting eForm
General Accounting Forms S ov

‘+| Add Internal Transaction Regst

pe Search by:
/| Evaluate a GL Form

th v | [LSUNO

- Business Unit
9| Update a GL Form Date (Eg

v‘ 03262024 [
%] viewa GL Form Form ID [Be v
Form Status Equals v v

Requested by

Invoice |

ClinCards eForms o

Select the desired Internal Transaction from the list. If the user enters the Form ID, the form will
open for display.
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< My Financials Home GT eForms WorkCenter

GT eForms WorkCenter 0 « New
eForms | Reports Q View a General Accounting eForm
General Accounting Forms c ov
%] Add Internal Transaction Regst
p Search by:
7] Evaluate a GL Form
- Business Unit h v] [LSunO Q
o] Update a GL Form Date v | [0326r2024 |5
%] View a GL Form Form ID h v ]
Form Status 2 ~
Requested by
Invoice
ClinCards eForms S ov Personalize | Find | View All | (30| [ First (4 1-20f2 (») Last
Business Form Form  Requested Total
£ nisd o NI SO et Date 0 Bl Invoice From Department To Department et
LSUNO Mar 26 2024 12:00AM 10396 Pending MGONZA IT_TESTO1 Peoplesoft Admin Support Org  Accounting Services  50.000000
/| Evaluate a ClinCards eForm LSUNO Mar 26 2024 12.00AM 10397 Pending MGONZA IT_2_PSFIN Peoplesoft Admin Support Org Accounting Services  300.000000
| update a ClinCards eForm
Scroll to the bottom of the Internal Transaction form and select the Next button.
= 2 .
< Home Form Page e Financials TST @ Q @ @
1 5651000001 530600 13 1651000 52000 40110 5651000001 300.00
File Attachments
Attachments required if the Item Description does not clearly identify products/services provided.
1row
Status Action Description < File Name © Delete
1 U
[ Add |
w Comments
* Gonzales, Michele S
** Tue, Mar 26 24, 10:30:36 AM
Test 2 to submit without toggling the button to yes.
‘ ‘ Next ‘ ‘ Print ‘
333words  [[% B = B - 5 + 100

On the below page, select the View Approval Route button.

< Home

Q) View Internal Transaction : Form History

| View Approval Route |

» Signature/Action Logs

| Search H Previous H Print ‘

A pop-up page displays the approval routings.
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You have successfully acted on your eForm. 3

Review/Edit Approvers

Basic Stage
v G3FORM_ID=10397 Pending
Basic Path
% Pending i Not Routed
»
Multiple Approvers Multiple Approvers
GL_IT_TO_DEPT_APPROVER>» LSU_GL_GT_INTTRANS_GA_REVIEWER

The Review Edit Approvers box displays. The form was submitted to workflow and is
“Pending Approval” state.

Selecting the Multiple Approvers link in the Pending Tile displays the list of users who are able
to approve the transaction.

NOTES:

1. Once the credit department confirms and submits the Internal Transaction, then the

debit department approvers are notified via email for review and approval.

The Debit department approver reviews and resubmits the form if there are changes.

3. If'there are no changes, one of the debit department approver must navigate via the
eForms menu to the Approve an eForm menu option to approve the form.

4. After the Debit department approves, the form is routed to General Accounting for
Review, Authorization, and processing.

5. There is no self-approval.

N

Select “Done” at the top right to close the Review Approvers.

Users may choose to print this page by selecting the Print button.
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Credit Department Completes Partial Form to Route to Debit
Department for Update

The steps that follow depict the process when the “Credit” department enters the Internal
Transaction only partially and routes it to the “Debit” department for that user to enter the
chartstring information.

< G eFoms™ Homepage GL Form wwFinancasUPG R 4L i €

= Add Internal Transaction - Internal Transaction Form ID 10305

Form initiator must complete all required fields marked with an “*” but can complete any other available fields before submitting for processing. By submitting the form, The From Department is certifying the information is accurate and is approving the transaction on behalf of the
department providing the requested services/products. The To Department (receiver of services/products) will review the Credit Section to confirm charges are accurate and complete the required chartfields in the Debit Section upon receive of email notification. The To Department will
Resubmit {only if changes are made to the form) or Approve for final review by Accounting Services.”

INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED

1row

*Quantity © Description *Unit Cost Amount Insert A Row Delete A Row

1

D Total Amount

DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)

Specialty Items provided to accounting from PS 1 [
200) |suport ) 100.00| 200.00 +

Total Amount 200.00

*Business Unit |LSUNO Q *Date |07/11/2023 =
*From DEPTID | 1673200 Q, | Peoplesoft Admin Support Org From Department Peoplesoft Admin Support Org
*Requested by | MGONZA Q | Gonzales, Michele S
invoice [ITpartial_example I confirm semces-m_oducls have been
rendered satisfactorily. | further certify __
that the information is accurate and No

approve this Internal Transaction for

Complete the Internal Transaction Service or Product Requested section and the Department
Providing the Service or Material (Receives Credit) sections of the form.

Enter the quantity, description, cost Business Unit, date, From DEPTID, Requester and
Invoice ID.

Page | 10 6/24/2025
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< GT eFoms™ Homepage GL Form wwFinancials UPG R 4 i @
CREDIT “
1 row
*SpeedType Key *Account Fund Code Department Program Code Class Field Project *Amount Comment InsertARow  Delete A Row
1 [5673200001 al| [ss700 al] m 1673200 54000 90110 5673200001 20000 g;g‘;‘gﬁﬁgifg;ii,ﬁ’;js y + =]
DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE — DEBIT)
*To DEPTID | 1651000 Q, | Accounting Services To Department Accounting Services
D DEBIT
SpeedType Key Account Fund Code Department Program Code Class Field Project *Amount © Comment Insert A Row Dc-)lete»\Ra::w
1 al Q 20000| | @00ds from PS Support 1 i‘ -
File Attachments
Attachment Uploaded Action Description © Description © File Name © Delete =
1 O | Other Documentation example Testing_Initiator_and_Approver_for_MG_KB_and_SL xisx Replace
] .
In the Credit section, enter the Speedtype/Accounting Tag, Account, Amount and
Description.
In the Debit section, enter just the Department ID, Amount and optionally a Comment.
Add an attachment to the form documenting the invoice.
Scroll up to the top of the form and select the toggle to confirm that the “From “department
information is valid.
+ Add InternaTransacncn * Internal Transaction IS Fcr\D1305 5

Form initiator must complete all required fields marked with an “*” but can complete any other available fields before submitting for processing. By submitting the form, The From Department s certifying the information is accurate and is approving the transaction on behalf of the
oviding the reqy i ts. The To Dep (receiver of servi willl review the Credit Section to confirm charges are accurate and complete the required chartfields in the Debit Section upon receive of email notification. The To Department will
Resubmit (only if changes are made to the form} or Approve for final review by Accounting Services.”

INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED

*Quantity © Description *Unit Cost Amount Insert A Row Delete A Row

| |Partial entry example - Specialty ltems provided to
! 2.00] | 2ccounting from PS Suport ) 100.00] 200.00 +|

' Total Amount

Total Amount 200.00

DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)

*Business Unit |LSUNO Q *Date |07/11/2023 e
*From DEPTID | 1673200 Q | Peoplesoft Admin Support Org From Department Peoplesoft Admin Support Org
*Requested by | MGONZA Q | Gonzales, Michele S

| confirm services/products have been
rendered satisfactorily. I further certify
that the information is accurate and (__Yes (
approve this Internal Transaction for
further processing

Invoice |ITpartial_example

Scroll to the bottom of the IT form.
Select Submit to route it to the “To Department”.

The Transaction/Signature Log displays.
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< Home Form Result wan Financials TST @ Q & @
= | Add Internal Transaction : Result Form ID 10397
Transaction / Signature Log 1 row
Current Date Time Step Title User ID Description Form Action Time Elapsed
1 03/26/2024 10:30:36AM Initiated MGONZA Gonzales, Michele S Submit
‘ Refresh Log ‘
‘ Print ‘

Select Print the button if desired.

The “To” department approver is notified via email that there is an internal transaction requiring
their review and/or approval.

From: PS Financials Development <psfindev@|suhsc.edu>

Sent: Monday, May 20, 2024 10:08 AM

To: Lovell, B.J. <BLovel@lsuhsc.edu>; Sanford, Clayton H. <csanf4@Isuhsc.edu>; Bonura, Karen <kbonur@lsuhsc.edu>; Gonzales, Michele 5. <mgonza@lsuhsc.edu; Liu, Shiying
<SLiul@Isuhsc.edus; Williams, Talesia M. <twill1l@lsuhsc.edu=

Subject: LSUNO Internal Transaction Form 10335 is Pending Dept Approval

You have an internal transaction request to evaluate. You may follow the link below to approve it.
eForm ID: 10335

Request Date: 2024-01-16

From Department: Surgery

To Department: Center-Cancer

Invoice: CIAIM-3999192; Amount: 120

Link to Update the IT eForm: https://rcbb.psfs.lsuhsc.edu/psp/fstst/EMPLOYEE/ERP/c/G3FRAME.G3SEARCH FL.GBL? 4———-—-__—- To enter
Page=G3SEARCH Fl&Action=U&G3FORM 1D=10335&G3IFORM TASK=UPD informt@on and
Link to Approve IT eForm: https://rcbb.psfs.lsuhsc.edu/psp/fstst/EMPLOYEE/ERP/c/GIFRAME.G3SEARCH FL.GBL? review
Page=G3SEARCH FL&Action=U&G3FORM ID=10335&G3FORM TASK=EVL

Reply & Replyall > Forward

The information in the email includes the form id, From Department Name, To Department
Name, Date, Invoice # and the amount.

Select the Link to Update the Internal Transaction eForm. If you are using email outside of a
PSDesktop session, you will be directed to the PeopleSoft log in page. After entering credentials,
the Update form page will display. In this scenario, recall that the initiator only entered the “To”
Department ID and Amount. The approving department user will need to enter the remaining
information on the Debit line(s).
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INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED

*Quantity < Description ©

accounting from PS Supol

1 200/

Partial entry example - Specialty ltems provided fo
it

Total Amount

Total Amount 200.00
DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)

*Business Unit |LSUNO Q|

*From DEPTID | 1673200
Q, | Gonzales, Michele S

*Requested by |MGONZA

Invoice | Tpartial_example

Q| Peoplesoft Admin Support Org

CREDIT
*SpeedType Key © *Account Fund Code < Department &
15673200001 Q| |s4s700 a| n3 1673200

1row
“Unit Cost © Amount Insert A Row Delete A Row
100.00 200.00 [+ [=]
g N |
*Date | 071112023
From Department Pegplescft Admin Suppart Org
I confirm services/products have
been rendered satisfactorily. | .
further certify that the information is (__ Yes ()
accurate and approve this Internal
Transaction for further processing
1 row
Program Code ©  Class Field ¢ Project © =Amount & Comment © Insert A Row Delete A Row
Products provided by PS -
54000 90110 5673200001 20000 | | SEEo e fecounting ”| |7

CREDIT
1 row
“SpeedType Key © “Account fund  Department Program  Clase  project ¢ *Amount & Comment & ineet Spglalct &
1 [s673200001 Q| 546700 CYRE 1673200 54000 90110 5673200001 200,00 Products 2 | =1
provided by
DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE - DEBIT)
“To DEPTID | 1651000 Q \ Accounting Services To Department Accounting Services
DEBIT
D 1 row
. ~ Fund Department  Program Class Project q s @ InsertA  Delete A
SpeedType Key © Account © e B A e B ‘Amount © Comment > = i
Goods from PS ]
1 al| a o Gt | (4] [
File Attachments
1 row
Attachment Uploaded Action  Description ¢ Description & File Name &
1@ Other Documentation example Testing_Initiator_and_Approver_for_MG_KB_and_SL.xlsx

Scroll down the form to continue reviewing the data entered and to enter the fields needed.

In this example, the Debit department’s transaction speedtype/accounting tag and the account are
needed. Comments may be added but are optional.

Page | 13
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CREDIT
1 row
“SpeedType Key - “Account Fund Code  Department  Program Code  Class Field b ooy - TG GEITERS mserta  efte A
T popo| |Products provided by + e —
1 |5673200001 q| |546700 q\ 13 1673200 54000 90110 5673200001 zuu_ou‘ FS Sumset ‘1‘ ‘:|
DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE - DEBIT)
*To DEPTID \1651000 Q\ Accounting Services To Department Accounting Services
DEBIT
1row
D SpeedType Key © Account & FundCode  Department  Program Code  Class Field  pygiocy o “Amount © Comment & nsertA - Dollo A
1 |s651000007 | |sa6700 al 13 1651000 52000 45700 5651000007 200.00| |GO0US TOMPS Suppart || | =]
= 4 T =
File Attachments
1row
Attachment Uploaded Action  Description © Description © File Name Delete
1 Q ‘ View ‘ Other Documentation example Testing_Initiator_and_Approver_for MG_KB_and_SL.xisx. ‘ Replace ‘
[[aua ]
+ Comments
IDEDN Dept entered speedtype 7/12/23 J
[Cseen |[w

After entering the data, scroll down to the bottom and press the Resubmit button.

The user from the Debit department sees the below.

< GT eForms™ Homepage GL Form wwFinancials UPG TR & | @

i Landing Page # | Update Internal Transaction : Result Form ID 10305

+| Add an IntemalTr eForm
You have successiully resubmitted your eForm.

| Evaluale a GL Form eForm The eForm has been routed to the next approval step. Liu, Shiying.

%l Update a GL Form eForm
View Approval Route (Add Ad Hoc Approver)

5] Viewa GL Form eForm Transaction | Signature Log 2rows
Current Date Time Step Title User ID Description Form Action Time Elapsed
1 07023 1250:41PM Initated MGONZA Gonzales, Michsls Submit
2 0722023 728:35AM Resubmitted MGONZA Gonzales, Michsls Resubmit 18 hours 28 minutes
‘ Refresh Log ‘
=)

This form was resubmitted into the workflow process and is not yet approved by the Debit
department approver. The next step is to navigate to the Evaluate a GL Form eForm from the left
navigation and then approve the form. Alternatively, the user could go back into their email and
select the link to Approve the Internal Transaction Form.
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Evaluate a GL Form eForm navigation

£ GT eForms™ Homepage

- Landing Page # | Update Internal Transaction : Result

| Add an IntemalTr eForm
You have successiully resubmitted your eForm.

7] Evaluate a GL Form eFOm .| The eForm has been routed to the next approval step

%l Update a GL Form eForm

l View Approval Route (Add Ad Hoc Approver)

5] View a GL Form eForm Transaction / Signature Log
Current Date Time Step 1

Evaluate — from the email link

From: PS Financials Development <psfindev@Ilsuhsc.edu>

Sent: Monday, May 20, 2024 10:08 AM

To: Lovell, B.J. <BLovel@lsuhsc.edu>; Sanford, Clayton H. <csanf4@lsuhsc.edu>; Bonura, Karen <kbonur@lsuhsc.edu>; Gonzales, Michele S. <mgonza@lsuhsc.edu; Liu, Shiying
<SLiul@lsuhsc.edu>; Williams, Talesia M. <twill1@Isuhsc.edu>

Subject: LSUNO Internal Transaction Form 10335 is Pending Dept Approval

You have an internal transaction request to evaluate. You may follow the link below to approve it.
eForm |D: 10335

Request Date: 2024-01-16

From Department: Surgery

To Department: Center-Cancer

Invoice: CIAIM-3999192; Amount: 120

Link to Update the IT eForm: https://rcbb.psfs.lsuhsc.edu/psp/fstst/EMPLOYEE/ERP/c/G3FRAME.G3SEARCH FL.GBL?
Page=G3SEARCH Fl&Action=U&G3FORM 1D=10335&G3FORM TASK=UPD
Link to Approve IT eForm: https://rcbb.psfs.Isuhsc.edu/psp/fstst/EMPLOYEE/ERP/c/G3FRAME.G3SEARCH FL.GBL?

Page=G3SEARCH Fl&Action=U&G3FORM ID=10335&G3FORM TASK=EVL

€ Reply %\ Reply all ~* Forward
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Update a GL Form eForm by either the Credit or Debit Department

The Update a GL Form eForm menu option is used when a form needs to be modified. This
could be to change information on a saved form, change information on a submitted form or
when only part of the form was completed and the “To Department”, the department paying for
the goods or service needs to enter their chartstring information or to add an Ad Hoc Approver.

Users may navigate to the Update a GL Form eForm from the GT eForms home and select the
Update a GL Form eForm option. Or, after receiving an email to Review a GL Internal
Transaction, the user may select the link at the bottom of the email to update the form.

< G eFoms™ Homepage waFinancals PG W L& i @
7 Landing Page Search by:
Business Unit | Begins With V‘ [\ 0.]
%] Add an InternalTr eForm
Date | is Equal To V‘ | |
| Evaluate a GL Form eForm
Form ID | Begins With V‘ | |
%) Update a GL Form eForm
Form Status | v|
%] View a GL Form eForm
Requested by | Begins With V‘ | Q |
Invoice | Begins With V‘ | |
(5=

When navigating from the menu, enter the Business Unit and press Search.

< GTeForms™ Homepage weatn FiN@Ncials UPG @ L i

] Landing Page Search by

Business Unit ‘ Begins With v‘ ‘LSUNO Q ‘
%] Add an InternalTr eForm

Date ‘ is Equal To v‘ ‘ |
| Evaluate a GL Form eForm

Form ID ‘ Begins With v‘ ‘ ‘
5l Update a GL Form eForm

Form Status ‘ v‘
5] View a GL Form eForm

Requested by ‘ Begins With V‘ ‘ Q ‘

Dlnvoice ‘ Begins With v‘ ‘ ‘
=

5 rows
E:istiréess Date ~ B:r;n ;'Darms - ::qcuesled Invoice < From Department & Tg Department ;?:;Iunt °
1 LSUNO May 30 2023 12:00AM 10224  Pending MGONZA Partial CR_MGTEST Microbiclogy And Immunology Surgery 150.000000
2 LSUNO May 30 2023 12:00AM 10223  Pending MGONZA TESTITMG053023 Surgery Nursing School 70.000000
3 LSUNO May 92023 12:00AM 10154  Pending SLiu1 (blank) (blank) (blank) (blank)
4 LSUNO May 92023 12:00AM 10156  Pending SLiu1 (blank) (blank) (blank) (blank)

Select the Form ID to open the form for update.
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If the user is working from the email, select the link to update the Internal Transaction eform at
the bottom of the email to open the specific form.

From: findev@|suhsc.edu <findev@lsuhsc.edu=

Sent: Tuesday, July 11, 2023 9:39 AM

To: Liu, Shiying <SLiul@Isuhsc.edu>

Subject: Internal Transaction Form 10304 is Pending Dept Approval

eForm ID: 10304

Request Date: 2023-07-11

From Department: Peoplesoft Admin Support Org
To Department: Accounting Services

Invoice: TEST071123_MG; Amount: 50

You have an internal transaction request to evaluate. You may follow the link below to approve it.

Link to Update the IT eForm: https:/1cbb.psfs lsuhsc edu/pec/foupg EMPLOYEE ERP/c/G3FRAME G3SEARCH_FL.GBL?

Page=G3SEARCH FL&Action=U&G3FORM _ID=10304&G3FORM_TASK=UPD

After making the selection, the form displays in update mode.

INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED

*Quantity © Description ©

1 | [Partiat entry exampe - Specialty iems provided ta
. | ing from PS Suport P

Total Amount

Total Amount 200.00
DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)

*Business Unit [LSUNO Q|

“From DEFTID | 1673200 Q| Peoplesoft Admin Support Org

*Requested by |MGONZA

Q| Gonzales, Michele S

Invoice | ITpartial_sxample |

CREDIT
*SpeedType Key & *Account & Fund Code © Department < Program Code &
1 |s&73200001 Q| |ssw700 a| n3 1673200 54000

1 row
*Unit Cost © Amount = Insert A Row Delete A Row
100.00 200.00 |+| |—|
“Date |07/11/2023 )
From Department Peoplesoft Admin Suppert Org
| confirm servicesiproducts have
been rendered satisfactorily. 1 _ —.
further certify that the informationis [ Yes [ )
accurate and approve this Internal
Transaction for further processing
1 row
Class Field & Project & *Amount < Comment & Insert A Row Delete A Row
Produsis provided by PS e .
20110 5673200001 20000 |G i ) |1| |7|

Page | 17

6/24/2025



Training Guide
Internal Transactions: Creation, Evaluation, Update and Workflow

TREDTT <
1 row
*SpeedType Key © “Account & furd _ Department  Program  Class  project ¢ “Amount © Comment & Insert A Delete A
Products. - [ | o
1 [s673200001 Q| [ss6700 EYRIE! 1673200 54000 90110 5673200001 20000 |orovideasy 7, [+] [=]
—— |1 ) T 1=

DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE - DEBIT)

*To DEPTID | 1651000 Q| Accounting Services To Department Accounting Services

DEBIT

D 1row

~ ~ Fund Department  Program Class Project N o . InsertA  Delete A
SpeedType Key & Account & Code & & Code & Field © o Amount & Comment © Row Row
Goods from PS 4|
: a | a 20000] |5 iooon 4=
File Attachments
1 row
Attachment Uploaded Action Description © Description & File Name &
1 o Other Documentation example Testing_Initiator_and_Approver_for MG_KB_and_SL xlsx
Add
CREDIT
1row
*SpeedType Key © YRS Fund Code  Department  Program Code  Class Field  poiocy - ~Amount & Comment InEn;rvt'A Deé;t:lx
1 | 5673200001 Q| 548700 a| 13 1673200 54000 90110 5673200001 200.00| |Poducts providedy - ‘T‘ ‘t‘
S . PS Support to v -
DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE — DEBIT)
*To DEPTID [1651000 Q, | Accounting Services To Department Accounting Services
DEBIT
1row
D SpeedType Key © Account © F:‘:j"d Code D:parlmem F'{ogmm Code C:\:ass Field  project =Amount © Comment © I"E‘;&A Dﬂ%‘:A
1 [s651000007 Q| [s46700 al 113 1651000 52000 45700 5651000007 200,00 | G000 TOMPS Support | [ | |=]
7 p L .
File Attachments
1row
Attachment Uploaded Action Description © Description & File Name © Delete
] Other Documentation example Testing_Iniliator_and_Approver_for_MG_KE_and_SLxlsx
Add
« Comments
IDabil Dapt entered speedtype 7/12/23 J
=

Modify the fields as needed. Add additional attachments and any comments desired. Scroll
down.

The buttons at the bottom are Search, Withdraw, and Resubmit. Select Resubmit after making
the changes.
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This form is now resubmitted into the workflow for evaluation and approval by the Debit
Department. The Debit department must now navigate to the Evaluate menu option to
approve the form.
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Evaluate and Approve an Internal Transaction Form

Evaluation and Approval of the Internal Transaction form may ONLY be performed after the
form has all data elements entered, certified by the credit, “From” department and
updated/reviewed by the debit “To” department. There is not a separate email sent to evaluate
and approve the form. In step II, the Debit department approver received an email to review
the form. That email contains links to both “Update” the Form and to “Approve” the form. First
the user selected the Update link in the email. Or, the user selected the Update a GL eForm Form
from the GTeForms homepage.

In this example, form 10304 will be used as the example.

1. The Credit department completely entered all data and certified the data was correct.

2. The Debit department approver received an email to review and approve the form and
selected the link in the email to update the form.

3. The approver reviews all fields on the form, the attachment, and any comments entered
by the credit department.

4. The user may approve by navigating to the Evaluate menu option or the user may choose
to return to the email and select the Approve an Internal Transaction eForm link. Or, the
user could navigate to their Worklist to complete the approval.

a. Since there are no changes to be made to the form, the debit department approver
then navigates to the Evaluate a GL eForm Form menu option.

mmmmmmmmmmmmm GL Form wwFinancials PG R A 1 @

,,,,,,,,

INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED

b. The user chooses to use the email received and selects the Approve an Internal
Transaction eForm link.
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From: PS Financials Development <psfindev@lsuhsc.edu>
Sent: Monday, May 20, 2024 10:08 AM

To: Lovell, B.J. <BLovel @lsuhsc.edu>; Sanford, Clayton H. <esanf4@Isuhsc.edu>; Bonura, Karen <kbonur@lsuhsc.edu>; Gonzales, Michele S. <mgonza@lsuhsc.edu>; Liu, Shiying
<stiu1@lsuhsc.edu>; Williams, Talesia M. <twil11@Isuhsc.edu>

Subject: LSUNO Internal Transaction Form 10335 is Pending Dept Approval

You have an intemal transaction request to evaluate. You may follow the link below to approve it
eForm ID; 10335

Request Date: 2024-01-16

From Department: Surgery

To Department: Center-Cancer

Invoice: CIAIM-3999192; Amount: 120

Link to Update the IT eForm: https://rcbib,psfs.Jsuhsc.edu/psp/fstst/EMPLOYEE/ERP/c/G3FRAME G3SEARCH FLGBL? To approve the
Page=G3ISEARCH FL&Action=URG3FORM ID=10335&G3FORM TASK=UPD
Link to Approve IT eForm: https/Jecbb psts sunsc ecy/pspfstst/EMP| OVEE ER/C/GIERAME GISEARCH FLGBT 4= |
Page=GISEARCH FL&Action=UBGIFORM ID=103356/G3FORM TASK=EVL

© Reply € Replyall ? Forward

No matter which option the user chooses, the Internal Transaction form displays. When viewing,
the values may not be changed on the descriptions, quantities, costs etc. Scroll down to review

the detail.

+ ) Evaluate Internal Tr ion & Internal Tr i Form ID 10304

Form iniiator must complete all required fields marked with an “*” but can complete any other available fields before subitting for processing. By submitting the form, The From Department s certifying the information is accurate and is
approving the ion on behalf of p providing the . The To Department (receiver of services/products) will review the Credit Section to confirm charges are accurate and complete the required
Chartfields in the Debit section upon receive of email notification. The To Department will Resubmit (onlyif hanges are made to the form) or Approve for final review by Accounting Services.”

INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED

Quantity < Description < Unit Cost & Amount & Insert A Row Delete A Row

; 100 | Goods provided by PS Support to test IT forms 5000 5000

Total Amount
Total Amount 50.00

DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)

Business Unit LSUNO Date 07/11/2023
From DEPTID 1673200 Peoplesoft Admin Support Org From Department Peoplesoft Admin Support Org

Requested by MGONZA Gonzales, Michele S

Invoice TESTO71123 MG 1 confirm services/products have
- been rendered satisfactorily. |
further certify that the |,
. ther. es
information is accurate and
approve this Internal Transzction
for further processing
CREDIT
1 row]
SpeedTypeKey ©  Account & FundCode ©  Department &  Program Code ¢ ClassField ¢ Project © Amount ¢ Comment & InsertARow  Delete ARow
Testcomments feld MG 711
1 5673200001 546700 13 1673200 54000 90110 5673200001 5000 55 Commens )
DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE - DEBIT)
To DEPTID 1651000 Accounting Services To Department Accounting Services
DEBIT
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SpeedTypeKey ©  Account ¢ FundCode ©  Department < Program Code Class Field & Project & Amount > Com InsertARow  Delete A Row

15651000007 546700 13 1651000 52000 45700 5651000007

File Attachments
Attachment Uploaded Action Description < Description < File Name © Delete
1@ View Other Other - misc file attached Testing_Initiator_and_Approver_for_MG_KB_and_SL.xisx

[ Ad |

v Comments

7 Gonzales, Michele S
= Tue, Jul 1123, 09:38:55AM
Michele entered an IT form as the initiator for documentation purposes

[ search || Deny || Recycle || Hoa || Print ‘

As you scroll down the form, you will see that all of the fields except comments and attachments
are non-editable. Select the View button in the Attachments section to open and review the
attachment provided.

After reviewing the attachment, the approver has several options as seen above. Each is
explained below. For this exercise, select the Approve button.

Approve — Approve the Internal Transaction to move the form to the General Accounting team.

Deny — This is a hard NO. If the Internal Transaction is denied, the initiator is notified that the
transaction was denied. If the form needs to be resubmitted, the initiator must start from scratch
and create a new one.

Recycle — Recycle means that the approver is sending the form back to the initiator to make
changes to it. The initiator is notified via email. The initiator must then Update the form and
resubmit it to workflow.

Hold — Hold may be used by an approver if the user wants to discuss with others and prevent the
internal transaction from being processed until he/she is ready. The primary reason for the Hold
option is that the General Accounting (GA) team uses the feature in the later stage to prepare the
data for manual journal entry. Note that this use will not be used once the GA teams convert to
automatic journal generation.

Search — Search allows the user to search through the Internal Transaction forms on the system.

Print — This button allows the user to print the form data.
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After selecting the Approve button, the approver sees a message like the one below.
+ ) Evaluate Internal Transaction : Result
You have successfully approved your eForm

The eForm has been routed to the next approval step.

multiple approvers.

View Approval Route (Add Ad Hoc Approver)

Transaction / Signature Log
Current Date Time Step Title UserID Description Form Action

1 05/30/2023 11:01:01AM Initiated MGONZA Gonzales, Michele S Submit

2 05/31/2023 9:11:48AM GL_IT_FROM_DEPT_APPROVER SLIUA Liu, Shiying Approve

‘ Refresh Log |

| Print |

The user may print if desired for their files. Additionally, the user may select the View Approval
Route (Add Ad Hoc Approver) by selecting the button on this page. This allows the user to view
the approval pathway and to add an ad hoc approver in cases where they want to have an
additional person approve a transaction. Please note that adding an ad hoc approver may only be
added after the approver’s step has been completed and prior to GL review and approval.

After the approver from the Debit department completes their approval, the form is routed to the
GA Team for review. The GA Team will review for completeness and place the form on Hold.
They will then use the data results from the form to prepare the journal entry. The journal id is
then added to the internal transaction form and the hold is removed. The GA Team then
authorizes the form as complete. At that time, the user is notified via email that the journal was
posted. When the automatic journal generation process is placed into production, general
accounting will no longer place the form on hold and add the id to the form. Instead, the
automated process will add the Invoice ID to the Journal Line Description field and the Internal
Transaction number to the Reference field.
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View a GL Form eForm

The View a GL eForm menu option is used to review the details contained in an internal
transaction, view the approval users, the status, and to print the transaction details.

After navigating to the GT eForms Homepage, select the View a GL Form eForm menu option.

E Farm Family Landing Page

< C )} @& rcbb.psfsisuhscedu/psc/fsupg/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NUIL.GBL?CONTEXTIDPARAMS=TEMPLATE_ID¢)

€ GT eForms™ Homepage

T Landing Page Welcome to Internal Transactions eForm

% Addan IntemalTr eForm
% Evaluate a GL Form eForm

5l Update a GL Form eForm

5| View a GL Form eForm

On the search page, enter the Business Unit and press the Search button.

{ GT eForms™ Homepage GL Form ,emnFinancials UPG @ 4

& Landing Page Search by
Business Unit | Begins With | [LSUNO Q
%] Add an IntemalTr eForm
Date |BEquaTo || =)
] Evaluate a GL Form eForm
Form ID | Begins with | | ‘
5 Update a GL Form eForm
Form Status sEquaTo v/ v/
%l View a GL Form eForm
Requested by | Begins with v | | Ql
Invoice [Begnewin v | |
25 rows
Business Unit Date & FormID Form Status & Requested by < Invoice From Department < To Department Total Amount
D 1 LSUNO May 42023 12:00AM 10116 Denied sut (blark) Health Science Centers Alied Health Professions 100.000000
2 LSUNO May 5 2023 12:00AM 10123 Executed MGONZA (blank) Peoplesoft Admin Support Org Accounting Services (biank)
3 LsuNO May 8 2023 12:00AM 10124 Executed KBONUR (biank) Surgery Gccupational Therapy (biank
4 LSUNO May 8 2023 12:00AM 10125 Executed KBONUR (blank) /Accounting Services Peoplesoft Admin Support Org (biank)
5 LSUNO Sep 142022 12:00AM 10128 Executed LHANS2 (blank) ‘Animal Labs-Downtown Campus Genetics (biank)
6 LSUNO May & 2023 12:00AM 10134 Pending KBONUR (blank Surgery Gommencements (blark)
7 LSUNO May 8 2023 12:00AM 10137 Executed LHANS2 (blank) ‘Animal Labs-Downtown Campus Anatomy (biank)
8 LSUNO May 8 2023 12:00AM 10138 Executed sLu2 (blank} Health Science Centers Alied Health Professions (blark)
9 LSUNO May 8 2023 12:00AM 10138 Denied SLu1 2345678900 Health Science Centers Allied Health Professions 90.000000

In this example, all requests for LSUNO display, no matter the status. Users can narrow down
the list results as desired by choosing additional options prior to selecting the Search button.

As an example, go to the top of the page, choose the status box drop down arrow and choose
“Pending”. Press Search.
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< GT cFomms™ Homepage GL Form Financials UPG B O @
i Landing Page Search by.

Business Unit [ Begins With | |Lsuno Q|
%] Add an IntemalTr eForm

Date [isEquaie  ~| |
“] Evaluate a GL Form eForm

FormID [ Begns witn | | |
%l Update a GL Form eForm
R Form Status <EqualTo v | Pending v
% View a GL Form eForm

Requested by | Begins with v | | Q|

Invoice [ Begins with | | ]

Srows
Business Unit Date © FormiD Form Status © Requested by © Invoice © From Department © To Department Total Amount ©
D 1 May 8 2023 12:00AM 10134 Pending KBONUR (blank) Surgery Commencements blank)

2 LSUNO May 9 2023 12:00AM 10154 Pending SLu1 (blank) (blank) (blank) {blank)

3 LSUNO May 9 2023 12:00AM 10156 Pending LU plank) Peoplesoft Admin Support Org Accounting Servicss

4 LSUNO May 30 2023 12:00AM Pending MGONZA TESTITW 023 Surgery Nursing School

5 May 30 2023 12:00AM Pending MGONZA Fartial_ CR_MGTEST Microbiology And Immunology Surgery

This reduces the results list to 5 requests pending review and approval.

Users may choose to sort by Form ID, Date, Status, From Department etc., by selecting the
Header for the desired column.

Next, select one of the pending requests to review it. In this example form 10223 is selected.

< GT eFoms™ Homepage

. Finangials UPG & &

Q) View Internal Transaction © Internal Transaction Form ID 10223
INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED
trow
Account Quantity < Description & Unit Cost Amount Insert A Row Delete A Row
1 545700 200 |EEEREIERES 35.00 70.00
Y
Total Amount
Total Amount 70.00
DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)
U Business Unit LSUNG Date 0513012023
FromDEPTID 1497200 Surgery From Department Surgery
Requested by MGONZA Gonzales, Michele S
Invoice TESTITMGO53023
CREDIT
1row
SpeedType Key © Fund Code Department Program Code © Class Field Project Amount & Comment Insert A Row Delete A Row
« 1 547200000 113 1497200 20001 10130 5497200001 70,00 | Procedure Kits provided fo Nursing
y
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DEBIT

SpeedType Key Account ©

n 1 5550100003 545700 13

File Attachments

Attachment Uploaded
v @

[

~ Comments

= Gonzales, Michele S
“ Tue, May 30 23, 11:01:01 AM

[ searcn ][ nea ][ pant ]

Fund Code

DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE — DEBIT)

To DEPTID 1550000 Nursing School

Department © Program Code Class Field ©
1550125 20001 10250
Action Description Deseription ©

[ view | Otner ‘OtherRandom file upload

This s a demonstration of submitting an intemal transaction where nursing pays surgery for goods

Project &

5550100003

To Department Nursing School

1row

Amount & Comment * Insert A Row Delete A Row
7000 | Procedure Kits
s
1row
File Name Detete
chpr-he-top-5-erp-myths. pdi Replace

As you can see, there are very few buttons available for selection and the fields are greed out so
they cannot be changed.

Options to select:

View — This allows the user to view the attachment on the request.

Add — This button does NOT allow users to add attachments in the view an eForm menu.

Search — This returns the user to the Search page.

Next — This allows the user to scroll through to the remaining details of the form including the
Approvers and Signature/Action Logs.

Print — This allows the user to print the eForm.

Select the Next Button to view the next page of the form.

¢ GT eForms™ Homepage GL Form

i Landing Page
| Add an InternalTr eForm
/| Evaluate a GL Form eForm

%l Update a GL Form eForm

&' View Internal Transaction - Form History
| View Approval Route |

» Signature/Action Logs

5| View a GL Form eForm

| Search || Previous

| Print |

Select the View Approval Route button.
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< GT eForms™ Homepage GL Form

i Landing Page &/ view Internal Transaction : Form History

View Approval Roule

%] Addan InternalTr eForm

(¥ Evaluate a GL Form eForm

You have successfully acted on your eForm. @
¥ Signature/Action Logs

%l Updale a GL Form eForm 4 . ] 3
S Review/Edit Approvers

% View a GL Form eForm l Search ” Previous ] [ Print ] Basic Stage
~ G3FORM_ID=10223 Pending
Basic Path
@ Approved @ Approved % Pending
» »
Liu. Shiying Liu, Shiying Multiple Approvers
GL_IT_FROM_DEPT_APPROVER GL_IT_TO_DEPT_APPROVER> KBONUR -= Bonura, Karen + LHAN
05/31/23 911 &AM 06/05/23 1702 PM

This opens the Review/Edit Approvers page. This particular form has been approved by the
From Department Approver and the “To” Department Approver and is pending approval from
the GL Team for processing.

Select the Done button or Cancel button at the top of the pop-up Review/Edit Approvers
window.

Once the pop-up closes, select the arrow next to Signature/Action Logs.

< GT cFams™ Homepage GL Form s Financials UPG & 2

i Landing Page Q) View Internal Transaction : Form History Form ID 1022]

View Approval Route

~ Signature/Action Logs

%) Add an IntemalTr eForm

%) Evaluate a 6L Form eForm

&l Update a GL Form eFom

Transaction / Signature Log 3ron
1 LI Current Date Time Step Title UserID Description Form Action Time Elapsed

1 053012023 11:01:01AM Initiated MGONZA ‘Gonzales, Michele S Submit

2 05/31/2023 9:11:48AM GL_IT_FROM_DEPT_APPROVER suut Liu, Shiying Approve 22 hours 10 minutes

3 08/05/2023 1:02:09PM GL_IT_TO_DEPT_APPROVER sLut Liu, Shiying Approve 5 days 3 hours 50 minutes

D)

The Signature/Action Log displays an entry for each time an action was performed on the
Internal Transaction form. It indicates the date time, user, form action, and time elapsed.

The user may choose to print or search for another form.

Select Search to review an executed form. The Business Unit is displayed in the first box.
Change the Form Status selection from Pending to Executed. Next, press Search.
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£ GT eForms™ Homepage GL Form neats FINANC
i1 Landing Page Search by:
Business Unit | Begins With V‘ ‘\suno Q ‘
%] Add an InternalTr eForm
Date | is Equal To V‘ ‘ |
/| Evaluate a GL Form eForm
FormID | Begins With V‘ ‘ ‘
5l Update a GL Form eForm
Form Status s Equal To v ‘ Executed V‘
%] View a GL Form eForm
Requested by | Begins With v ‘ ‘ Q ‘
Invoice | Begins With V‘ ‘ ‘
D -
Business Unit © Date © FormID & Form Status © Requested by & Invoice & From Department < To Departmerf
1 LSUNO Iviay 52023 12:00AM 10123 Executed MGONZA (blank) Peoplesoft Admin Support Org Accounting Sej
2 LSUNO Iviay 8 2023 12:00AM 10124 Executed KBONUR (blank) Surgery Occupational |
3 LSUNO Iviay 8 2023 12:00AM 10125 Executed KBONUR (blank) Accounting Services Peoplesoft Adi
4  LSUNO Sep 14 2022 12:00AM 10128 Executed LHANS2 (blank) Animal Labs-Downtown Campus ~ Genetics

A listing of Executed Form Ids appears. Select one of the Forms in the list, in this example, the
first one in the list was selected.

Scroll down to the bottom of the page and select the Next button.

« Comments

** Gonzales, Michele S
** Fri, May 5 23, 07:29:27 AM
Karen - | am approving test 1 of the new IT request. Happy Friday!

** Gonzales, Michele S
™ Fri, May 523, 07:25:30 AM
This is a test, only a testl

‘ Search H Next H Print ‘
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e mn Health FINANCIAIS UFLO LU &3 . b

Q,) View Internal Transaction : Form History Form ID 10123
‘ View Approval Route |
+ Signature/Action Logs
Transaction / Signature Log 4 rows

Current Date Time Step Title User ID Description Form Action Time Elapsed

1 05/05/2023 7:25:30AM Initiated MGONZA Gonzales, Michele 5 Submit

2 05/05/2023 T7:29:2TAM [PAGEREC_GL.GSHEAD_OF_DEPT] IMGONZA Gonzales, Michele S Approve 3 minutes

3 05/08/2023 9:09:58AM [PAGEREC_GL:GSDEPT_HEAD] KBONUR Bonura, Karen Authorize 3 days 1 hour 40 minutes

4 05/08/2023 9:10:04AM System System Execute <1 minute
‘ Refresh Log ‘

Search ‘ ‘ Previous ‘ Print ‘

Select the Arrow next to Signature/Action Logs to View the process and actions on the form.

If desired, you may print the form.
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Print an Internal Transaction GL eForm

Users may print an Internal Transaction Form when in the menu options Evaluate, Update, or
View. The Print button is at the bottom of the page.

For purposes of this demonstration, the user is in the View Internal Transaction Form searched
for and selected Form ID 10304 for LSUNO.

£ GT eForms™ Homepage

T Landing Page Search by
Business Unit | Begins With | |LSUNO =Y
| Add an IntemalTr eForm
Date ‘ is Equal To V| ‘ ‘
/| Evaluate a GL Form eForm
Form ID | Beginswitn | (10304 ]
% Update a GL Form eForm
_ Form Status sEqualTo v | v
2| View a GL Form eForm
Requested by \ Begins With V| ‘ 0.‘
Invoice | Begins with | ‘ ‘

SR «us Financials UPG 2
&y ' View Internal Transaction : Internal Transaction Form ID 10304
Form initiator must complete all required fields marked with an “*” but can complete any other available fields before submitting for processing. By submitting the form, The From Department is certifying the information is accurate and is approving the transaction on
behalf of iiding the reqy i 1s. The To Department (receiver of i will review the Credif ion 1o confirm charges are accurate and complete the required chartfields in the Debit Section upon receive of email
notification. The To Department will Resubmit (only if changes are made to the form) or Approve for final review by Accounting Services.”
INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED
1row
Quantity & Description Unit Cost © Amount & Insert A Row Delete A Row
; 4.0 8090 provided by PS Support o fest T fomms 000 000
¥
Total Amount
Total Amount 50.00
DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)
Business Unit LSUNO Date 07/11/2023
From DEPTID 1673200 Peopiesoft Admin Support Org From Department. Peoplesoft Adrin Supsort Org
Requested by MGONZA Gonzales, Michele S
Invoice TESTOT123_MG | confirm services/products have
been rendered satisfactorily. | further
Gortify that the information is. Yes
accurate and approve this Internal
Transaction for further processing
CREDIT
1row
SpoedType Key © Account ¢ FundCode©  Department<  ProgramCode ©  Class Field Project © Amount © Comment InsertARow  Delete A Row
1 8673200001 546700 13 1673200 54000 0110 5673200001 50,00 JE5t Comments feld MG 711 2310
- 4
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DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE - DEBIT)

To DEPTID 1651000 Actounting Senvices To Department Accounting Services
DEBIT
1 row
SpeedType Key © Account ¢ Fund Code © Department Program Code © Class Field © Project Amount ¢ Comment © InsertARow  Delete A Row
1 5651000007 546700 13 1651000 52000 45700 5651000007 so.00 [EEEEEIE IR + —
testing IT forms 4
File Attachments
1row
Attachment Uploaded Action Description & Description © File Name Delete
) Other Other - misc file attached Testing_Initiator_and_Approver_for_MG_KB_and_SL xisx Replace

Add

~ Comments

~ Gonzales, Michele S
= Tue, Jul 1123, 09:38:55 AM
Michele entered an IT form s the initiator for documentation purposes

Scroll down to the bottom of the page and select the Print button. A Print Selection box
displays.

Print Selection

"Name
Name

INTERNTRANS

Select the INTERNTRANS option from the Drop-down list and select the Print button.

Print Selection m
MName
ohort [InTERNTRANS v

A blank window displays and you will see the spinning wheel processing. Once complete, the
pdf form created by the process opens.
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Louisiana State University Health Sciences Center
Internal Transactions

LSUMO Form ID: 10304
From Department. Peoplesoft Admin Support Org Request Date:  2023-07-11

To Department: Accounting Services

Cluantity Description Unit Cost | Amount

1 Goods provided by PS Support to test IT forms 50 50

Service or Material Reguested

Requested by: MGONZA Invoice: TESTOT1123_MG
CREDIT
Speedtype Account Fund | Dept Program | Class Project Amount | Comment
S673200001 | 546700 113 1673200 | 54000 50110 | 567320000 | 50 Test
1 comments
field MG 7 11
23to

document IT

Service Rendered or Matenal Received

DEBIT

Speedtype Account Fund | Dept Program | Class | Project Amount | Comment

5651000007 | 546700 113 1651000 52000 45700 | 565100000 | 50 These are

T goods we

provided for
testing IT
forms

Approval Logs

Diate User Action

2023-07-11-09.38.55.000000 Gonzales, Michele S Submitted

2023-07-11-10.00.33.000000 Liu, Shiying Approved

2023-07-12-08.32.58.000000 Liu, Shiying Authorized

2023-07-12-08.33.04 000000 Executed

You may then save or print as desired.
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Add an Ad Hoc Approver/Reviewer

Ad Hoc approvers are defined as any approver in the system that one of the reviewing or
approving departments would like to add to the Workflow. The approver does not need to be an
approver for either of the departments on the Internal Transaction form, but must have the
approver role. Ad Hoc approvers may be added as Reviewers to share information as part of the
workflow. Or, an Ad Hoc approver may be an additional approver added to the workflow after a
pending workflow step.

Use the Evaluate a GL eForm menu option to add an Ad Hoc approver or reviewer.

NOTE: Be aware that we highly recommend only using Ad Hoc approvers, as Reviewers do
not receive email notifications from the system. Ad Hoc reviewers or approvers may only be
added after the next pending step.

Add an Ad Hoc Approver/Reviewer from the Evaluate a GL eForm menu

Navigate to the Evaluate an Internal Transaction form and select the desired Form ID. In this
example Form ID 10134 for LSUNO was selected. Scroll to the bottom of the form and expand
the Comments section. Enter comments that you are adding an Ad Hoc approver then press the
Approve button.
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DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE — DEEIT)

To DEPTID 1672500 Commencements To Departm
DEBIT
SpeedType Key © Account & Fund Code © Department & Program Code & Class Field © Project © Al
1 0672500002 541200 m 1672500 54000 10105
2 5309500005 541200 112 1909500 80001 5909500000
File Attachments
Attachment Uploaded Action Description & Description &
1 Q Other Other
Add
« Comments

‘ Michele is approving and adding an ad hoc approver for demonstration purposes

[ Search H Deny H Recycle H Hold H Print ]

The page noting the approval is displayed.

GL Form v Financials UPG @ £

< GT eForms™ Homepage

i Landing Page + | Evaluate Internal Transaction : Result Form ID 10134

%] Add an IntemalTr eForm
You have successfully approved your eForm.

%] Evaluate a GL Form eForm The eForm has been routed to the next approval step.

multiple approvers
% Update a GL Form eForm

View Approval Route (Add Ad Hoc Approver)

5] View a GL Form eForm

Transaction / Signature Log 2rows
Current Date Time Step Title User D Description Form Action Time Elapsed
1 05/08/2023 1:13:15PM Initiated KBONUR Bonura, Karen Submit
2 06/06/2023 11:46:34AM GL_IT_FROM_DEPT_APPROVER MGONZA Gonzales, Michele S Approve 28 days 22 hours 33 minutes

Select the View Approval Route (Add Ad Hoc Approver button).
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You have successfully approved your eForm.

Review/Edit Approvers

Basic Stage
« GIFORM_ID=10134 Pending

Start New Path

Basic Path

@ Approved % Pending

Gonzales, Michele S Multiple Approvers
GL_IT FROM_DEPT_APPROVEI GL_IT_TO_DEPT_APPROVER»
06/06/23 11:46 AM

This approval shows the pathway that the form was approved by Michele Gonzales and is next
“Pending for multiple approvers”. To add someone as an ad hoc reviewer or approver after the
department approver, select the + at the right of the Pending box.

Insert additional approver
or reviewer

User ID [

® Approver

C Reviewer

Insert

Users may now search through the users or enter the userid of the person to whom the form
should be routed. Shiying Liu was selected from the list of approvers and was marked as a
Reviewer. Press the Insert button.
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Insert additional approver X
or reviewer

UserID |sLIUT Q|

' Approver

® Reviewer

Insert

You have successfully approved your eForm. m

Review/Edit Approvers

Basic Stage
~ G3FORM_ID=10134 Pending

Start New Path

Basic Path
|8 @ Approved % Pending oo Reviewer -
»
Gonzales, Michele S Multiple i‘g,\p OVers Liu, Shiying
|3 GL_IT_FROM_DEPT_APPROVER GL_IT_TO_DEPT_APPROVER> +| | Adhoc Reviewer >
06/06/23 11:46 AM
+

Shiying is now part of the pathway as a Reviewer. Select the Done button to return to the form.

NOTE: You would need to then send an email to the reviewer as the system does not send an
email regarding the review assignment.
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Evaluate a Form and Add an Ad Hoc Approver/Reviewer in a New

Pathway

In the next example, navigate to the Update GL eForm Form menu option, select LSUNO
Form ID 10381 and scroll to the bottom of the form and expand the comments section.

8 14974091EL 530600 13 1497400 10076 35200 14974091EL 7500 240113

File Attachments

Attachments required if the Item Description does not dlearly identify products/services provided.

¥ Comments

Form Page w Financials TST @ Q

1 row
Attachment Uploaded Action Description < User Entered Description & File Name © Delete
(] | View | Other Other IT-Test-01-24.pdf Delete
‘ Add ‘

lDocumentaﬂon example - adding Shiying as an ad hoc reviewer/approver in a new approval pathway

‘ Search H Deny H Recycle H Hold H Print ‘

Comments were entered that Shiying is to be added as an Ad Hoc approver for the demonstration

using a new approval pathway.

Press the Approve button.

Form Result v Financials TST o Q § @

+ | Evaluate Internal Transaction : Result

You have successfully approved your eForm.
The eForm has been routed to the next approval step.

multiple approvers

View Approval Route (Add Ad Hoc Approver,

Transaction / Signature Log

| Current Date Time Step Title UserID Description Form Action
1 03/20/2024 10:32:06AM Saved CSANF4 Sanford,Clayton Hugh Save
2 03/20/2024 10:37.38AM Initiated CSANF4 Sanford,Clayton Hugh Submit
|
% 3 03/27/2024 10:18:47TAM GL_IT_TO_DEPT_APPROVER MGONZA Gonzales, Michele S Approve
‘ Refresh Log ‘

‘ Print ‘

Form ID 10381

3 rows

Time Elapsed

5 minutes

6 days 23 hours 41 minutes

Select the View Approval Route (Add Ad Hoc Approver) button.
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[ 5ss - i)
v [l G3FORM_FLUID x [k = o X
<« C [ 23  rcbb.psfs.isuhsc.edu/psc/fstst/EMPLOYEE/ERP/c/G3FORM.G3FORM_FL.GBL?Page=G3FORM_PAGE_FL&G3FORM_ID=10381 b4 B m a a2 :
< Home [cancel] Start new approval path x [ [Done | ancials TST ff Q § @
(«) Evaluate Internal Transaction s ReviewEdit Approvers | User ID . Form ID 10381
= Basic Stage e :

3FORM_ID=10381 Pendi
YYou have successfully approved your eForm. \' AJ Reviewer L St
Start Path

The eForm has been routed to the next apprg ‘ Insert 1

multiple approvers Basic Path
View Approval Route (Add Ad Hoc Approver] © Approved 1
Gonzales, Michele S
Tra ction / Si ture Lo GL_IT_TO_DEPT_APPR{
nes Sigatire Log . 03/27/24 10:18 AN ST
Current Date Time : { Time Elapsed

1 08/20/2024 10:32:06AM

In this example, Clayton was the initiator, Michele was the To Department approver. Once
approved, it goes to the GL reviewers. In order to add Shiying as an additional approver or a
reviewer, select the Start a New Path button, then on the pop-up select the userid, select the
Approver or Reviewer option then press Insert.

Shiying has now been added as an Ad Hoc in a new pathway.

Press the Done button.

View the Approval Pathway for a GL Internal Transaction Form

Users may review who is assigned as an approver and at which step in the process a particular
form exists. From the GTeForms Homepage menu, select the View a GL Form option. Enter the
Business Unit, the Form ID or the Date of the form and press Search.

v @ Form Search x 4+

< C m 2% rcbb.psfslsuhsc.edu/psp/fstst/EMPLOYEE/ERP/s/WEBLIB_PTALISCRIPT1.FieldFormula.Script_PTAL_DASHBOARD?tab=G3WORKCENTER w

| < My Financials Home GT eForms WorkCenter

GT eForms WorkCenter Qo «

eForms | Reports Q View a General Accounting eForm
General Accounting Forms S ov

% Add Internal Transaction Regst

. Search by:
7 Evaluate a GL Form

Business Unit
5] Update a GL Form Date 7
! 'ff\ View a GL Form Emi 1)
Form Status
Requested by [Begins Wih +|

Invoice !

Once in the form, review the data as desired and scroll down to the bottom.
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* P D0

— c @ 25  rcbb.psfs.lsuhsc.edu/psc/fstst/EMPLOYEE/ERP/c/G3FORM.G3FORM_FL.GBL?Page=G3FORM_PAGE_FL&G3FORM_ID=10329
Form Page e Financials TST @ Q
SpeedTypeKey ©  Account < FundCode C Department ©  Program Code ©  Class Field ©  Project Amount ¢ Comment & Insert ARow  Delete ARow
1 5053000002 547200 13 1053000 70200 40130 5053000002 450,00 6% ODTOTAL

File Attachments

Attachments required if the Item Description does not dearly identify products/services provided.

1row

I Status Action Description < File Name < Delete

:
[ Add |

v Comments

___Y**Liu, Shiying
* Wed, Feb 7 24, 12:58:01 PM

Search H Next H Print ‘

Select the Next button.

Form History wi Financials TST ® Q § @

Q) View Internal Transaction : Form History Form ID 10329

View Approval Route I

» Signature/Action Logs

‘ Print ‘

‘ Search H Previous

On the Form History page, select the View Approval Route button.

v B GaForRM_FLUD X  +

23 rcbb.psfs.lsuhsc.edu/psc/fstst/EMPLOYEE/ERP/c/G3FORM.G3FORM_FLGBL?Page=G3FORM_PAGE_FL&G3FORM_ID=10329 g -

You have successfully acted on your eForm. [Done §iancials TST ¢

€« C m

“G) View Internal Transaction : Fopj Review/EditApprovers

Basic Stage
~ G3FORM_ID=10329 Pending
| View Approval Route
Basic Path
b Signature/Action Logs ] Z Pending B2 Not Routed
b
Multiple Approvers Multiple Approvers
GL_IT_TO_DEPT_APPROVER> LSU_GL_GT_INTTRANS_GA_REVIEWER

l Search H Previous H Print ‘

On the pop-up, you will see the basic stage. In this example, the form is in a Pending State.
There are Multiple Approvers that may review and approve the form. To see who is assigned,
select the Multiple Approvers link in the Pending stage.
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You have successfully acted on your eForm. m

Approver Information

« Liu, Shiying
Pending

Detail Information

Phone
Mobile

Email slivi@lsuhsc.edu

> Bonura, Karen
Pending

On the Approver Information pop-up, you can see that there are 2 approvers assigned who may
approve. Either one of these approvers may complete the approval for the form. To close the
approver information pop-up click the X at the top of that box. Then select the Done button at
the top right of the Review/Edit Approvers page.
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Withdraw an Internal Transaction Form that was submitted

An Internal Transaction request form may be withdrawn in cases where the credit department
(the department providing the goods/services) wants to rescind the request and start over. This
action should be performed using the menu option Update a GL Form eForm. In this example,
Internal Transaction 10224 will be withdrawn.

¢ GT eForms™ Homepage GL Form

E ) anding Page Welcome to Internal Transactions eForm

Add an InternalTr eForm

s

+ Evaluate a GL Form eForm

=]

Update a GL Form eForm

View a GL Form eForm

LY

Navigate to the GTeForms Home and select the GT eForms button. On the menu, choose
“Update a GL Form eForm”.

¢ GT eForms™ Homepage GL Form s Financials UPG & oo o@
Search by:

T Landing Page

Business Unit [ Begmswith  ~ | [isuno Q|

%] Add an IntemalTr eForm

Date [sEquaito v |

] Evaluate a GL Form eForm

Form D [ Begms with | [10224 ]

% Update a GL Form eForm

) Form Status | v
2] View a GL Form eForm

Requested by | Begins with ~ + | ‘ Q‘

Invoice | Begms witn v | | |

=1

Enter the Business Unit and Form ID then press the Search button.
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# | Update Internal Transaction : Internal Transaction Form ID 10224
Form initiator must complete all required fields marked with an = but can complete any other available fields before submirting for processing. By submirting the form, The From Dy is certifying the i is accurate and i i
hehalf of the providing the vices/products. The To [receiver of servi ts) will review the Credit Section to confirm charges are accurate and complete the required chartfields in the Debit Section upon receive of email
notification. The To Department will Resubmit {only if changes are made to the form) or Approve for final review by Accounting Services.”
INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED
1 row
*Account © *Quantity © Description © *Unit Cost = Amount < Insert A Row Delete A Row
q 545700 Q‘ 1 °D| Provided review service to surgery 150.00 150.00 ‘ - |
Rt —— e P
Total Amount
Total Amount 150.00
D DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)
“Business Unit |LSUNO Q) “Date | 05/30/2023
=From DEPTID | 1102500 Q.| Microbiology And Immunalogy From Department Microbiolegy And Immunalogy
*Requested by ‘MGONZA Q| Gonzales, Michele 5
Invoice \Perﬁal CR_MGTEST | 1 confirm services/iproducts have
= = been rendered satisfactorily. | further
certify that the information is ) No
accurate and approve this Internal
Transaction for further processing
CREDIT
1 row
*SpeedType Key & Fund Code © Department = Program Code < Class Field & Project © *Amount < Comment © Insert A Row Delete A Row
1 |5102500023 Q| 13 1102500 00001 90105 5102500023 150.00| :‘ﬂf” provided raview service to |
gery P i
DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE — DEBIT)
“To DEPTID | 1497200 Q.| surgery To Department Surgery
DEBIT
1row
SpeedType Key < Account & Fund Code = Department © ProgramCode & Class Field & Project & “Amount & Comment & Insert ARow Delefe A Row
1 [1487200208 al| [s45700 al 3 1497200 00001 37100 1497200204 15000] X OO dpel T ‘ \T\ |:\
4 — -
File Attachments
1row
b Attachment Uploaded Action Description & Description = File Name Delete
1 @ Other Other random attachment ALLOCATIONS_TREE xlsx
« Comments
v
** Gonzales, Michele S
** Tue, May 30 23, 12:39°47 PM
This is the debit department user entering the speedtype and account for this IT.
** Gonzales, Michele S
** Tue, May 30 23, 11:54:57 AM
This is an example of a partially completed form created by the From (Credif) department.
** Gonzales, Michele S
** Tue, May 30 23, 11:54:39 AM
This is an example of a pariially completed form created by the From (Credit) depariment

Select the Withdraw button.
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T Landing Fage

%] Add an IntemalTr eForm

~ Evaluate a GL Form eForm

4l Update a GL Fonm eForm

# | Update Internal Transaction - Result

‘You have successfully withdrawn your eForm.

% View a GL Form eForm

View Approval Route (Add Ad Hoc Approver)

Current Date Time

1 053072023 11:54:5TAM
2 05/30/2023 12:38:47PM
3 06/06/2023 2.27.44AM
4 0B/06/2023 847 38AM

5 061972023 10:43:13AM

D| Refresh Log ‘

Transaction / Signature Log

Step Title

Initiated

Resubmitted

GL_IT_FROM_DEPT_APPROVER

GL_IT_TO_DEPT_APPROVER

Withdrawn

User ID

MGONZA

MGONZA

SLIU

SLIut

MGONZA

Description

Gonzales, Michele S

Gonzales, Michsle S

Liu, Shiying

Liu, Shiying

Gonzales, Michele 8

wwFinancials UPG R & & @

Form ID 10224

Form Action

Submit

Resubmit

Approve

Hold

Withdraw

5rows

Time Elapsed

44 minutes.

6 days 19 hours 47 minutes

19 minutes

13 days 2 hours

The transaction is withdrawn and the user sees the Transaction Log indicating the status.

If desired, the user could print the form by selecting the print button.
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Hold an Internal Transaction eForm

The Hold button option is available when evaluating a GL Internal Transaction eForm.

There are three instances for using the Hold option.

OPTION 1: Hold may be used by the Department Paying for the Goods/Services, the Debit
department, when they may need to gather additional information prior to completing and
submitting the form.

OPTION 2: When there are multiple approvers for a form and one of those approvers,
specifically, needs to handle the approval and has some additional notes to enter. That approver
could place the form on Hold.

OPTION 3: The third use is for the General Accounting team. The team will place all
approved Internal Transaction forms on Hold once they evaluate the form for completeness.
Accounting uses the Hold button to allow them time to collect the data produced by the form into
a journal entry. Once the journal entry has been created, the accounting team would then note the
journal id in the comments field of the Internal Transaction form and then release the Hold and
execute the processing of that form. This use will be eliminated when the automated journal
generation process is placed into Production.

1. Navigate to the Evaluate a GL eForm menu option
2. Click the Search button.

In this example, form 10250 is used.

3. Scroll down to the bottom of the page.
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< GT eForms™ Homepage: GL Form s Financials UPG @ O @)
SpeedType Key © Fund Code < Department < Program Code © Class Field © Project < Amount & Comment < Insert A Row Delete A Row
1 14974001DY 13 1497400 10076 35200 149740910Y 20000
e
DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE - DEBIT)
To DEPTID 1497400 Center-Cancer To Department Center-Cancer
DEBIT
1row
SpeedType Key Account & Fund Code Department < Program Code Class Field Project Amount & Comment & Insert A Row Delete A Row
1 0497400011 501099 m 1497400 10015 10105 200.00
7
File Attachments
1row
Attachment Uploaded Action Description Description File Name < Delete
] Other Other New_LSUNO_SpeedTypes bt Replace
~ Comments
-

 Gonzales, Michele S
= Mon, Jun 18 23, 10:14.37 AM
MG - As Debit Dept approver, added speedtype and account information to complete the update.
** Liu, Shiying
** Tue, Jun 13 23, 12:46°18 PM
| didn't certify
‘You must certify in order to be able to submit

4. ****Enter comments — higshly recommended but not required****
5. Select the Hold button.

£ GT eForms™ Homepage

wssFinancials UPG G £

Form ID 10250

i Landing Page « | Evaluate Internal Transaction : Result

%] Add an IntenalTr eForm
You have successfully held your eForm

*| Evaluate a GL Form eForm

%l Update a GL Form eForm N ) N
View Approval Route (Add Ad Hoc Approver)

5 View a GL Form eForm Transaction / Signature Log 3rows
Current Date Time Step Title User 1D Description Form Action Time Elapsed
i 1 06/13/2023 12:46:18PM Initiated SLIud Liu, Shiying Submit
2 06/19/2023 10:14:37AM Resubmitted MGONZA Gonzales, Michele S Resubmit 5 days 21 hours 28 minutes
3 06/19/2023 11:09-49AM GL_IT_TO_DEPT_APPROVER MGONZA Gonzales, Michele S Hold 55 minutes

The View Results page displays that the form is now on Hold.
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Release the hold on an Internal Transaction Form

To release the Hold on a form,

1. Navigate to the Evaluate a GL eForm menu option
2. Search for and select the Form ID. In this example, form 10250 is again selected.

NOTE: ONLY the user who placed the form on Hold may release the Hold.

£ GTeForms™ Homepage

+" | Evaluate Internal Transaction © Internal Transaction

behalf of the department providing the requested services/products. The To Department (receiver of services/products) will
INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED

Account = Quantity & Description <

1 501099 1000 &t

Total Amount

Total Amount  200.00

D DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)

Business Unit LSUNO
From DEPTID 1487400 Center-Cancer

Requested by SLIU1 Liu, Shiying

Invoice 234567890

CREDIT
SpeedType Key © Fund Code © Department © Program Code © Class Field ©
1 14974091DY 13 1497400 10076 35200

wwFinancials UPG W O i @

Form ID 10250

Form initiator must complete all required fields marked with an "*” but can complete any other available fields before submitting for processing. By submitting the form, The From Department is certifying the information is accurate and is approving the transaction on
iew the Credit Section to confirm charges are accurate and complete the required chartfields in the Debit Section upon receive of email
notification. The To Department will Resubmit {only if changes are made to the form) or Approve for final review by Accounting Services.”

Unit Cost < Amount © Insert A Row

20.00 200.00

Date 06/13/2023

From Depariment Center-Cancer

1 confirm services/products have
been rendered satisfactorily. | further
certify that the information is Yes
accurate and approve this Intemal
Transaction for further processing

Project Amount ¢ Comment © Insert A Row

149740910Y 200.00

Delete A Row

1 row

1row

Delete A Row
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DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE - DEBIT)

ToDEPTID 1497400 Center-Cancer

DEBIT

SpeedType Key ©

Account & Fund Code Department < Program Code
1 0497400011 501099 " 1497400 10015
File Attachments
Action Description *

D Attachment Uploaded
T @

(=)

~ Comments

Other

=

Class Field

10105

Description

Other

Project

To Department Center-Cancer

Amount & Comment &

20000

File Name &

New_LSUNO_SpeedTypes.td

1row
Insert A Row Delete A Row
Z
Trow
Delete
Replace

IMG releasng the hold on the IT form by approving the form.

* Gonzales, Michele S
* Mon, Jun 19 23, 11:09:49 AM
Example of placing it on hold

= Gonzales, Michele S

** Mon, Jun 19 23, 10:14:37 AM

MG - As Debit Dept approver, added speedtype and account information to complete the update.
** Liu, Shiying

**Tue, Jun 13 23, 1246718 PM

| didn't certify

YYou must certify in order to be able to submit

3. Scroll down to the Comments section.

4. Enter comments regarding releasing the Hold by approving the form.

5. Click the Approve button.

< GT eForms™ Homepage

i Landing Page « | Evaluate Internal Transaction : Result

% Add an IntemalTr eForm

You have successfully approved your eForm.

/| Evaluate a GL Form eForm The eForm has been routed to the next approval step.

multiple approvers.

@

Update a GL Form eForm

View Approval Route (Add Ad Hoc Approver)

%] Viewa GL Form eForm

Transaction / Signature Log

‘Current Date Time Step Title
1 0612/2023 12:48.168PM Initiated
2 06/19/2023 10:14:37AM Resubmitted

3 06/19/2023 11.09:49AM

4 061972023 11:15:00AM

GL_IT_TO_DEPT_APPROVER

GL_IT_TO_DEPT_APPROVER

GL Form

UserID

suut

MGONZA

MGONZA

MGONZA

4rows
Description Form Action Time Elapsed

Liu, Shiying Submit

Gonzales, Michele S Resubmit 5 days 21 hours 28 minutes

Gonzales, Michele S Hold 55 minutes

Gonzales, Michele S Approve 5 minutes

wnFinandals UPG R & | @

Form ID 10250

The Transaction Log displays that the form is now approved.
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Recycle or Deny an Internal Transaction GL eForm

“Recycle” a request and “Deny” a request should be carefully considered by the approving user
before making a selection. The Recycle button allows the approver to indicate there is something
incorrect or problematic with the form and it should be corrected then resubmitted.

The Deny button stops the transaction from any further processing. It is a hard NO. If a
transaction is denied by an evaluator approver, then the department who is to receive the funds,
the credit department, must start over completely with a new Internal Transaction form.

Both Recycle and Deny are available in the Evaluate a GL eForm menu. Navigate to the
Evaluate menu option and search for a form for your review. The Recycle and Deny buttons are
located at the bottom of the form.

Recycle an Internal Transaction GL eForm

This example form will be recycled.

1. Scroll down to the bottom of the page.
2. Enter comments
3. Click the Recycle button.

DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE — DEBIT)

ToDEPTID 1497400 Center-Cancer To Department Center-Cancer
DEBIT
1row
SpeedType Key Account & Fund Code Department < Program Code Class Field Project Amount & Comment & Insert A Row Delete A Row
1 0497400011 501009 ok 1497400 10015 10105 20000
s
File Attachments
1row
Attachment Uploaded Action Description Description File Name © Delete
T G | View ‘ Other Other New_LSUNO_SpeedTypes.tet
D [ s |
~ Comments
les is for the Recycle Documentation. There is a problem with the chartstring and needs to be corrected then resubmitted. /J

= Gonzales, Michele S
**Mon, Jun 19 23, 11:15:00 AM
MG releasng the hold on the IT form by approving the form.

* Gonzales, Michele S
* Mon, Jun 19 23, 11:09:49 AM
Example of placing it on hold

= Gonzales, Michele S
** Mon, Jun 19 23, 10:14:37 AM
MG - As Debit Dept approver, added speedtype and account information to complete the update.

** Liu, Shiying

* Tue, Jun 13 23, 12:46:18 PM

| didn't certify

You must certify in order to be able to submit

‘ Search || Deny | Recycle H Hold H Print |
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< BT eForms™ Homepage wwFinancias PG R L& i @
i Landing Page + | Evaluate Internal Transaction : Result Form ID 10250
%l Addan IntemalTr eForm
You have successfully recycled your eFom
| Evaluate a GL Form eForm
5l Update a GL Form eForm
View Approval Route (Add Ad Hoc Approver)
%] View a GL Form eForm Transaction / Signature Log 6 rows
Current Date Time Step Title User ID Description Form Action Time Elapsed
1 061132023 12:46.18FM Initiated SLIut Liu, Shiying Submit
2 08/19/2023 10:14:37AM Resubmitted MGONZA Gonzales, Michele S Resubmit 5 days 21 hours 28 minutes
3 06/19/2023 11:09-40AM GL_IT_TO_DEPT_APPROVER MGONZA Gonzales, Michele Hold 55 minutes
4 06/19/2023 11:15:00AM GL_IT_TO_DEPT_APFROVER MGONZA Gonzales, Michele S Approve 5 minutes
5 06/19/2023 12:08:51PM Resubmitted MGONZA Gonzales, Michele S Resubmit 53 minutes
D 6 06/19/2023 12:26:15PM GL_IT_TO_DEPT_APPROVER MGONZA Gonzales, Michele 5 Recycle 17 minutes
‘ Reiresh Log |
‘ Print |
This form is available now via the Update menu option for the Credit department or Debit
department to correct then Resubmit.
The requester and approver receive an email indicating the form has been recycled.
Internal Transaction eForm 10254 is Rec.. L Download @& Save to OneDrive Show email X
Internal Transaction eForm 10254 is Recycled
PS Financials Development e
To: Liu, Shiying Vion 6/19/2023 4:35 PM

IT eForm 10254 is recycled by Liu, Shiying
Comments;
Please use this link to update it: https://rcbb.psfs.Isuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/G3FRAME.G3SEARCH_FL.GBL?Page=G3SEARCH_FL&Action=U&G3FORM_ID=10254&G3FORM_TASK=UPD

Or use this link to review it: https://rcbb.psfs.Isuhsc.edu/psc/fsupg/EMPLOYEE/ERP/c/G3FRAME.G3SEARCH_FL.GBL?Page=G3SEARCH_FIL&Action=U&G3FORM_ID=102548G3FORM_TASK=VWS

€\ Reply > Forward

In this example, the Debit Department made a typo in the chartstring and needs to correct it.

1. Navigate to the Update menu
2. Select the form, e.g. 10250.
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< GT eForms™ Homepage

Q| Center-Cancer

DEBIT

SpeedType Key © Account © Fund Code & Department =  Program Code
1 | 0a51000001 Q| |501000 Q| 111 1651000 52000
File Attachments
Attachment Uploaded Action Description < Description <

Class Field ©  Project

10105

] ‘ View ‘ Otner Other

| A |

« Comments

wwFinancials PG A 1 @

1 row

*Amount = Comment & Insert ARow Delete ARow

Corrected the chartstring

20000 ‘
)

+

File Name < Delete

New_LSUNO_SpeedTypes tit | Replace |

ICurrev:ted Chartstring to resubmit]|

** Gonzales, Michele S
“* Mon, Jun 19 23, 1226:15 PM

This i for the Recycle Documentation. There is a problem with the chartstring and needs to be corrected then resubmitted,

** Gonzales, Michele S
** Mon, Jun 19 23, 11:15:00 AM
MG releasng the nold on the IT form by approving the form.

* Gonzales, Michele S
** Mon, Jun 19 23, 11:09:49 AM
Example of placing it on hold

** Gonzales, Michele S
= Mon, Jun 19 23, 10:14.37 AM
MG - As Dabit Dept approver, addad speedtype and account information to compiste the update.

** Liu, Shiying

** Tue, Jun 13 23, 12:46:18 PM

| didn't certi

‘You must certify in order to be able to submit

| Search || Withdraw |m

3. Make the correction to the chartstring.
4. Click the Resubmit button.

Deny an Internal Transaction GL eForm

In the example of denying a request, the approver believes the entire Internal Transaction request

is invalid and the service was not performed.

1. Navigates to the Evaluate a GL eForm menu option.

2. Searches for and selects the form.
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1 row
SpeedType Key Account ¢ FundCode ©  Department ¢ Program Code ClassField O Project © Amount ¢ Comment o InsertARow  Delets A Row
1 0851000001 501099 i 1851000 52000 10105 200.00 |EEcteiiaiar
~&
File Attachments
1 row

Attachment Uploaded Action Description Description File Name © Delete

Otner Other New_LSUNO_SpeedTypes.tit Replace

~ Comments

‘ 4

** Gonzales, Michele S
=*Men, Jun 19 23, 12:30:45 PM
Corrected Charistring to resubmit

* Gonzales, Michele S
**Men, Jun 19 23, 12:26:15 PM
This is for the Recycle Documentation. There is a problem with the chartstring and needs to be corrected then resubmitted.

* Gonzales, Michele S
= Men, Jun 19 23, 11:15:00 AM
MG releasng the hold on the IT form by approving the ferm.

* Gonzales, Michele S
=*Mon, Jun 19 23, 11:09:49 AM
Example of placing it on hold

** Gonzales, Michele S
== Mon, Jun 19 23, 10:14:37 AM
MG - As Debit Dept approver, added speedtype and account information to complete the update.

=Tiu, Shiying
=*Tue, Jun 13 23, 12:46:18 PM

I didn't ceri

You must certify in orcer to be able to submit

Approve

3. Scroll down to the bottom of the form
4. Enter comments (***this is highly recommended***).
5. Click the Deny button.

< GT eForms™ Homepage wnsFinancials UPG 1 & §

i Landing Page + | Evaluate Internal Transaction : Result Form ID 10250

%] Add an IntemalTr eForm
YYou have successiully denied your eForm,

*| Evaluate a GL Form eForm

% Update a GL Form eForm - - -
View Approval Route (Add Ad Hoc Approver)

%] View a GL Form eForm Transaction / Signature Log B rows
Current Date Time Step Title User ID Description Form Action Time Elapsed
‘ 1 061372023 12:4618PM Initiated st Liu, Shiying Submit

2 06/19/2023 10:14:37AM Resubmitted MGONZA Gonzales, Michele S Resubmit 5 days 21 hours 28 minutes
3 06/19/2023 11:09:49AM GL_IT_TO_DEPT_APPROVER MGONZA Gonzales, Michele S Hold 55 minutes
4 06/19/2023 11:15:00AM GL_IT_TO_DEPT_APPROVER MGONZA Gonzales, Michele S Approve 5 minutes
5 06/19/2023 12:0851PM Resubmitted MGONZA Gonzales, Michele S Resubmit 53 minutes

D 6 06/19/2023 12:26:15PM GL_IT_TO_DEPT_APPROVER MGONZA Gonzales, Michele § Recycle 17 minutes
7 06/19/2023 12:30:45PM Resubmitted MGONZA Gonzales, Michele S Resubmit 4 minutes
8 06/19/2023 12:31:13PM Denied MGONZA Gonzales, Michele S Deny <1 minute

The Transaction log displays the Denied status on the form

The initiating user who created the Internal Transaction request received an email indicating that
it has been denied.
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o FTEVTO TTERT

FW: Your Internal Transaction eForm 10250 is Denied

Shiying Liu « Infermation Technology Analyst at LSU Health Sciences Center

Liu, Shiying

To: Gonzales, Michele S.

From: PS Financials Development <psfindev@lsuhsc.edus
Sent: Monday, June 19, 2023 12:31 PM

To: Liu, Shiying <SLiul @Isuhsc.edu=

Subject: Your Internal Transaction eForm 10250 is Denied

Your IT eForm 10250 is denied by Gonzales, Michele S.

Request Date: 2023-06-13

11:15:00 AM MG releasng the hold on the IT form by approving the form.
** Gonzales, Michele S ** Mon, Jun 19 23, 10:1.

Page=G3SEARCH_FL&Action=U&G3FORM_ID=10250&G3FORM_TASK=VWS

~* Forward

“\ Reply

C - ** Gonzales. Michele S ** Mon, Jun 19 23, 12:30:45 PM Corrected Chartstring to resubmit.
12:26:15 PM This is for the Recycle Documentation. There is a problem with the chartstring and needs to be corrected then resubmitted
** Gonzales, Michele S ** Mon, Jun 19 23, 11:09:49 AM Example of placing it on hold
7 AM MG - As Debit Dept approver. added speedtype and account information to complete the update.
** Liu. Shiying ** Tue, Jun 13 23, 12:46:18 PM I didn't certify You must certify in order to be able to submit

You can review the form from this link: hitps://rcbb.psfs.Isuhsc.edu/pse/fsupg EMPLOYEE/ERP/c/G3FRAME G3SEARCH_FL .GBL?

@)
&

** Gonzales, Michele S ** Mon, Jun 19 23,
** Gonzales, Michele S ** Mon, Jun 19 23,
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Appendix A — Process Steps

This supplement provides an outline of the process steps with Option B noted as the most
commonly used process. The numeric steps in option B are noted in summary with each alpha
step within that as the detailed step.

A. Internal Transaction Form Steps —Online Data Entry - Fully Entered by Credit
Department

1.

Credit Department creates an Internal Transaction form in PS Financials using the
navigation GTeForms Home> Add Internal Transaction Request. After entering all
information, select the certification button to indicate all data is accurate, then submit.

2. Debit Department receives an email indicating there is an internal transaction to be
evaluated. User selects the email link to review the internal transaction form. This directs
the user into the Update menu. If no changes needed after reviewing the form, the user
navigates to the Evaluate a GL Form menu option or returns to the email and selects the
link to approve the Internal Transaction eForm.

3. The Debit Department evaluates the form and selects approve.

4. General Accounting receives an email indicating there is a form ready for review and
processing.

5. General Accounting completes processing of the internal transaction by approving the
Internal Transaction. This approval executes the form which creates the journal.

6. The originating user and the approving user are sent emails indicating that the form was
executed.

7. General Accounting edits, budget checks and posts the journal.

B. Internal Transaction Form Steps — Online Data Entry — Partially Completed by Credit
Department
1. Summary: Credit Department creates an Internal Transaction form in PS Financials using

the navigation GTeForms Home > Add Internal Transaction Request. After entering all
credit information, and the debit department id, select the certification button to indicate
all data is accurate, then submit.
a. Internal Transaction — Service or Product Requested Section
i. Enter Quantity, Description, Unit Cost and add more rows as needed by
using the + at the right end of the row.
b. Department Providing Service or Material (Receives Credit) Section
i. Select Business Unit, Date, From Deptid and note that the requested by
field defaults with your userid.
ii. Enter the Invoice Number internal to your department. The field is 30
characters long and will be the journal line description used by General
Accounting
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iii. Enter the Speedtype key/Accounting Tag and account number for the
credit. Account will most often be 530600. Enter the Amount and
Comments
iv. Scroll to the bottom to add any attachments needed.
c. Department Needing Service or Product (Receives Expense — Debit) Section
1. Select the “To Deptid”
d. Submission
i. Review the data entered and select the certify toggle in the top section of
the form.
ii. Select Submit.
Summary: Debit Department receives an email indicating there is an internal transaction
to be evaluated. User selects the email link to review the internal transaction form. This
directs the user into the Update menu. The Debit department then completes their
information on the form and selects the Resubmit button.

a. Department Needing Service or Product (Receives Expense — Debit) Section

1. Select the Speedtype key/Accounting Tag and account number for the
transaction. Enter the amount and any comments. Insert additional rows as
needed to split the cost.

ii. Scroll to the bottom and attach any files as needed.
iii. The user may enter comments as desired. Select Submit.

Summary: The user navigates to the Evaluate a GL Form menu option or selects the
approve link in the original email, or uses their worklist and evaluates the form and
selects approve.

a. Users may navigate by selecting the <HOME option at the top left if navigation

was from the GTeForms Home.

b. The user reviews the form, enters comments and selects the Approve button.
General Accounting receives an email indicating there is a form ready for review and
processing.

General Accounting completes processing of the internal transaction by approving the
Internal Transaction. This approval executes the form which creates the journal.

The originating user and the approving user are sent emails indicating that the form was
executed.

General Accounting edits, budget checks and posts the journal.

C. Internal Transaction Spreadsheet Loader Entry

1.

Business Manager opens the spreadsheet template excel file provided by General
Accounting.

Business Manager completes data entry of required fields. Make sure that column AN is
set to Y. Delete columns AO and AP.

Business Manager selects File Save As to name their file. It is imperative that they select
a .csv file extension.

After saving the csv file, launch PeopleSoft Financials Production. Double click the
launcher icon, enter your credentials.
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Navigate to NavBar > Manage GT eForms 3.x > Batch > Process Batch.

Go to the Add a New Value tab to enter a batch id. Let NEW be the default, press add.
Select the INTERNALTR form type, IT3 NEW Batch Configuration and Default Form
Condition.

Select Upload File button. Then select the Choose File button and navigate to where the
csv file you created is saved and select that file. Click Upload.

Next, select Prepare.

Select Process. Once processed the status on each row will display complete or Error.
For successful uploads, the user then navigates to GT eForms Homepage >Internal
Transaction Form > Update a GL Form and adds any attachments to the eForm.

. The user resubmits.
12.
13.
14.

The routing workflow is sent to the debit department for approval.

General Accounting receives an approval notification, reviews the Internal Transaction.
General Accounting completes the journal process, opens the Internal Transaction form,
documents the journal information and then approves the Internal Transaction.

The department receives an approval notification for the Internal Transaction.

D. Approval Workflow Process

1.

Users assigned as “Approvers” for the Debit Department, the department that requested
the goods or service receive an email from the system indicating that there is a request to
review.

The user selects the link from the email to review the Internal Transaction. This directs
the user to the “Update a GL Form” menu option to complete data entry.

The user navigates to the “Evaluate a GL Form” menu option, or selects the approve an
IT eForm link in the email, reviews, adds, comments and selects Approve.

General Accounting receives an email that a GL form is ready for review.

General Accounting reviews and authorized the Internal Transaction Form. This
Executes the Form and generates the journal.

The user entering the request (credit department) received an email indicating that the
form was posted to the General Ledger.

General Accounting processes the edit, budget check and post of the journal.
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Appendix B - Security Information

1. Folder Security Groups for the Spreadsheet GL Internal Transaction Template

a. Users must be granted membership to the folder group PSFS-GL-IT-Template
b. Requests must be sent from the General Accounting Team

Users will have ability to use the forms but not modify the original templates.

2. Role and Permission Security is granted via the roles:

Page | 56

a. LSU_GL_GT_INTTRANS_ ADMINS - need to add BU_XXXXX in user

profile route control -users with this role can restart workflow, add ad-hoc
approvers and are on ad-hoc approvers list, user can add/approve/update/view IT
form — role assigned to GA leads, Dev and Support as appropriate

. LSU_GL_GT_INTTRANS_APPROVER - need to add BU_XXXXX and

departments in user profile route control — user can approve/update/view Internal
Transaction forms.
i. Route Controls must be assigned for a BU_LSUNO, BU_LSUSH
ii. Route Controls for departments must be assigned
iii. For ad hoc approvers, the user must have the role and BU LSUNO or
BU_LSUSH but department route control is not applied.

LSU_GL_GT_INTTRANS REQUESTER — users with this role can
add/update/view IT forms.

. LSU_GL_GT_INTTRANS DEAN_APPROYV - users with this role are Dean’s

office approvers and provide a second approval level to the department approver.
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Appendix C — Admin Page Usage

Administrators are those users who are assigned the role LSU_GL_GT_INTTRANS_ADMINS
role that grants the user the authority manage form activity from an administrative perspective.
There is also an Ad hoc approvers user list: ZZ_GT_ADMIN using role
LSU_GL_GT_INTTRANS_ADMINS.

This role allows the administrator the ability to add an ad hoc reviewer or approver, resubmit a
form, review activity, or troubleshoot forms from an administrative page.

Navigation: Menu > Manage GT eForms 3.X > Form Admin Tool

Enter form type and ID, then search, choose the action needed.

¢ General Form Admin Tool

Main Page Form Log ‘Worklist ltems Form Data Action Items Form List MNotification Log

eForm Data
Form ID: 10231 Form Status: Pending r:,
Form Type: INTERMNALTR Manage Form Condition: Default

Approval Workflow

Basic Stage

. Request Information
G3IFORM_ID=10231:FPendin i
- g [#]start New Path
Basic Path
Pending Not Routed
Multiple Approvers _|£|_| Multiple Approvers _E

® GL_IT_TO_DEPT_APPROVER LSU_GL_GT_INTTRANS_GA_REVIEWER

.
B

Choose Action: ) Approve U Insert Approvers @ Manage AdHoc
Save AdHoc Changes Discard Changes
eForm Links eForm Actions
View Users with Worklist [tems Resubmit Deny Authorize
Update Form Action Items Recycle Withdraw Execuie
Comments
Comment History: Your Comment:

__Ll=Keegan, John
= Wed, Jan 24 24, 01:00:59 PM

Add Comment
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NOTES:

1. Ad Hoc Approvers may only be added after the current pending step.

a. Select the + after the Pending Step and choose the Manage Ad Hoc option.
Select the approver to be added, then select the Save Ad Hoc Changes button.

2. To add an approver to the Pending Step, select the Multiple Approvers link in the

Pending Step.
a. A list of the current approvers displays.
b. Select an approver to add, then press the Add Approvers button.

3. When an Admin needs to act on behalf of an Approver, it is suggested that the Admin
adds themselves as an approver to the current pending step so that he or she can
complete the approval to move the form on to the next step in the process.

4. For more information on the Admin Tool, see the GT eForms document in the
PeopleSoft Support Departmental Procedures folder. GL Internal Transaction Form

Admin Info.docx
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Appendix D - Query Record Information for Internal Transaction
Forms

The records used to query the Internal Transaction form data are:

1. GQINTERNPAGEREC - contains the header information related to an Internal
Transaction such as the form id, invoice id, from department information, to department,
form total amount and a last update timestamp

2. GQINTERNGRIDO02 — contains the credit (“From” department) chartfield information,
account, quantity, description, and the comments

3. GQINTERNGRIDO03 — contains the debit (“To” department) chartfield information, the
account, and the amount information.

4. G3FORMLIST - contains the status information, the form operators, approvers,
comments history and other key data about the form.
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Appendix E - Available Queries

INTERNAL_TRANSACTION_FORM_DATA — provides a list of all transaction form data

INTERNAL_TRANS DEPT_APPROVER - provides the list of approvers and their
departments for the internal transaction forms

INTERNAL_TRANS DEPT_APPROVER - provides the list of approvers and their
departments for the internal transaction forms including those with locked status

INTERNAL_TRANSACTION_FORM_GL - GL’s query by status used to review the internal
transaction

INTERNAL _TRANSACTION FORM _GL_DENT — GL’s query by status used to review the
internal transaction for Dental school

INTERNAL _TRANSACTION_FORM_GL_NO - GL’s query by status used to review the
internal transaction

INTERNAL _TRANSACTION_HOLD - Query listing Internal Transactions on Hold status by
prompted business unit

INTERNAL_TRANSACTION_ PENDING — Query listing all internal transactions for a
prompted business unit that are in pending, saved, resubmitted, withdrawn, recycled, or denied
status

INTERNAL_TRANSACTION_GL - Query for General Accounting Team

INTERNAL _TRANS DEPT_APPROVER S — Query for Accounting and Support to review
assigned department approvers for a prompted business unit

INTERNAL_TRANSACTION_FORM_DEPT — Query that prompts for business unit and
from or to department id.

INTERNAL_TRANS_REQUESTERS — Query that looks for LSUHSC or LSUHS email

INTERNAL_TRANS REQUESTERS_ BU — Query that looks for LSUHSC or LSUHS email
includes a BU prompt

INTERTRANS FORM_DATA BY_DATE - For data for a prompted date range

INTERTRANS GL _NO BY_DATE - GL Internal Transaction Data for NO by prompted date
range

Page | 60 6/24/2025



Training Guide
Internal Transactions: Creation, Evaluation, Update and Workflow

Appendix F - Errors when Batch Loading an Internal Transaction
Spreadsheet

1.

Errors on the csv spreadsheet
If the last columns totals do not both equal 0, then the spreadsheet has an error. The totals
must be corrected before saving and uploading.

v z AA AB AC AD AE AF AG AH Al A AK AL AM AN A0 Ap
1 |ACCOUNT GSAMOU COMMEN] GSI_CONFIRM_SERVIC
2 | ACCOUNT AMOUNT: COMMEN| Certify

3 0651000001 547200 350.00 test data v

ccococoooocod

Speedtype/Accounting Tag error

The speedtype is invalid or does not exist. This is caught when loading the file and not in
the spreadsheet itself. The processing produces an error that must be corrected in order to
resubmit the process

Balch 1D Usir ID Date
00000053 SLILT 1VO22023 hessage
Batch Status Count
Preparad 1 oy L 18 TOD
- 2 ed iz nod on the dropdaov
Personsdze | Find | (9] N
Batch 1D 1 Status Form 1D Date Lime Error Text (8] .4
1 DODDOOS3 1 Prepared 1000272023

To correct the error, select the line, make the correction and save.

Project End Date is less than current date
When a project’s end date has already passed, the file will generate an error and a hard
stop. You must correct the error before proceeding.

Basch D Lisa I} [Dadn

Le it b SLIE

Batch Stakus Coant

Pregacad

Hadch K ¥ Siatuaw Fotorrm 1B {Larier Linm Error Tood

Total Credits or Debits do not match the Total

If the user does not correct the totals on the spreadsheet, then the upload process will
catch the issue and create an error that must be corrected prior to completing the
processing.

Page | 61 6/24/2025



Training Guide
Internal Transactions: Creation, Evaluation, Update and Workflow

Message

Telal credit 450 or detit 430 does not makch the 1otal 450 (2004 1)

L oe |
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Appendix G - Correcting Errors in the Batch Tool

When uploading and processing an Internal Transaction batch spreadsheet file and an error is
encountered, in many cases the user may correct the issue themselves to continue processing the

form.

1. The line with an error shows “Prepared” on the Process Batch page.

2. Select the link on the row count as noted in the highlighted screenshot below.

Process Batch

*Form Type
INTERNALTR |3y

Batch ID
00000056

Batch Status
Prepared

Batch ID

1 00000056

Batch Configuration

1

1

*Form Condition

5 T
ITI_NEW |Q Default

Process
User ID
SLIUT

Count
1

Status Form ID

Prepared

Q

_lUse Process Scheduler
encountered

Date
1000372023
Personalize | Find | &2 | [
Date Line Error Text
10/03/2023

Don't generate eForm if error

First (4 1071

b Last

3. The Batch Line Details page displays. This shows the line with the problem and provides
the Input Field Value column for users to make corrections.

In the following screenshot for the line, there are 40 different field values that are noted.
Make a correction to the erroneous value.

Then, scroll to the bottom of the list.
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Input Field Label

Batch Line Details
Batch 1D Line
00000055 1
T Batch Line Status Date
Frepared 10/03/2023
Num Input Field ID
1 BUSINESS_UNIT BUSINESS UNIT
2 2 GSDATE DATE
3 3 GSFROM_DEFTID FROM DEPTID
4 4 GSRECEIVED_B1 REQUESTOR
5 5 INVOICE INVOICE
] & GSTO_DEFTID TC DEFTID
7 7 GSDESCRIPTION1 DESCRIPTION1
8 8 GSQUANTITY1 QUANTITY1
9 9 GSUNIT_COSTH UNIT_COST

Personalize | Find | (21| E First (4) 1-400f40 (} Last
Input Field Value

LSUND
9/27/23
1497200
SLIU1
TESTLOAD1
1101500
Testing labor
15

30

o a3 A S A
O] Of 00 [f of Of 00 [ @]

4. After scrolling down, select the Apply button.

39 39 COMMENTG

COMMENTG

40 40 GSI_CONFIEM_SERVIC | Certify

Ok Cancel Apply'

5. Click Ok.
6. This brings you back to the Process Batch Page. Press Process.

Batch Configuration

*Form Type T3 NEW
INTERNALTR |Q SNEW 1R
Upload File Prepare
Batch 1D User ID
000000586 SLIUA
Batch Status Count
Prepared 1

Batch ID 1 Status
1 00000056 1 Prepared

*Form Condition
Default

Process

Form ID

Cluse Process Scheduler

Date

1060372023

a

encountered

Personalize | Find | (2| [

Date

1070372023

Line Error Text

Don't generate eForm if error

First (4 10f1

3

Last

7. After the correction and processing, the row now shows the “Complete” status and there
are no errors.
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Process Batch

*Form Type
INTERNALTR

Upload File

Batch ID

00000056

Batch Status
Complete

Batch 1D

1 00000056

Batch Configuration

IT3_NEW |3

User ID
SLIUA

Count
1

Status

Complete

*Form Condition
Default

|_Process | [Juse Process Scheduler
Date
1000372023
Errors Completed
0 1

Form 1D

10536

Personalize | Find | 21| & First

Date: Line Error Text

1000372023

4

v Don't generate eForm if error
encouniered

10f1
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Appendix H - Batch Load Internal Transaction Form Data

There are several departments where the volume of internal transactions is such that they will
import the data from a .csv file spreadsheet in lieu of entering the form data online. This is
because they use an internal department spreadsheet or access database to generate their internal
transaction forms. The PeopleSoft Financials team has applied a GT eForms Batch Loader tool
to allow the department to place their form data into the batch loader file and then import it into
PeopleSoft Financials.

The delivered template is an Excel file. LSUHSC has placed the master copy of the template in a
secured file location. General Accounting would provide each department with a copy of the file.
Each department/user would place the file in a working folder of their choosing. After entering
the data into the excel file, the user saves the file as a .csv file and loads it into PeopleSoft
Financials. Loading the file places the Internal Transaction into the approval workflow process.
Users would then be responsible for navigating in PeopleSoft to the Manage GT eForms menus
to update the Internal Transaction and add the attachment. The steps to use the template and
batch load a file follow.

1. General Ledger Team will email the users a copy of the Batch Load .xIsx template
For GL Team — the template for testing is located on the \\PSFileSrvi\UPG\GL\IT eForm
pathway. The production file is in the \PSFILESRVR\PRD\GL\IT eForm pathway.

2. The template file folder includes both a .xIsx file and a .csv file. The department user
saves the .xIsx template to their department folder where the Internal Transactions will be
maintained.

3. When the user is ready to create an internal transaction batch file for upload, open the
xlIsx template and enter data.

4. Enter data into the form for the Internal Transaction.

a. Each row of the file creates one Internal Transaction Form.
b. There may be a maximum of 3 chartstring splits each for the credit and debit side.
c. Changes to either row 1 or row 2 of the form will corrupt the file.
d. Data Entry begins in row 3 and the template includes a sample that may be
deleted.
e. Do not use formulas in the cells. If copying the data from another file, use the
paste values feature.
f. Form Columns and their data
1. Columns A — G include “header level data” such as the Business Unit,
From and To Department ID, Date, Invoice (Internal), and the description
ii. Columns H — O allow the user to enter up to 3 descriptions, quantity and
costs for the Internal Transaction. (Green color)
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Columns P — S allows the user to enter the Credit speedtype, account
number, extended amount, and Comments for the first chartstring (

)
Columns T — W allows the user to enter the Credit speedtype, account
number, extended amount, and Comments for the second chartstring (if
needed) ( )
Columns X — AA allows the user to enter the Credit speedtype, account
number, extended amount, and Comments for the third chartstring (if
needed) ( )
Columns AB — AE allows the user to enter the Debit speedtype, account
number, extended amount, and Comments for the first chartstring (purple
color)
Columns AF — Al allows the user to enter the Credit speedtype, account
number, extended amount, and Comments for the second chartstring (if
needed) (purple color)
Columns AJ — AM allows the user to enter the Credit speedtype, account
number, extended amount, and Comments for the third chartstring (if
needed) (purple color)
Column AN should be set to Y to certify that the data entered is accurate.
Columns AO and AP are validation to verify the totals are correct (red
color).

NOTE: IMPORTANT — After verifying the totals, delete those columns before

saving.

g. Save after completing data entry. Select File, Save As to save the file with a .csv
extension. Enter the File name desired. In the Save as Type box, select the arrow
and choose CSV (Comma delimited) then press Save.
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X8 Save As
T ;%'| « mgonza$ (\\entfilesrvr) (0:) > Documents > v & Search Documents L
Organize v New folder == - o
=] Documents L) Name Date mcd‘r‘f\sd Type ™
& Downloads @2 IT3_NEW_BATCH_LOAD_TEMPLATE_MG_... £/3/23 8:44 AM Mict
wa Local Disk (C: on 0C5515812) @] IT3_NEW_BATCH_LOAD_TEMPLATE_MG_... 8/3/23 Micr
D Music @] IT3_NEW_BATCH_LOAD_TEMPLATE_With... 8/ Micr
& | Pictures Test Plans and Project List 8/ Filei
B Videos Internal Trans Sample 8 File i
I A v F el
‘2 Local Disk (C:) d Music " ;
|&=1 Pictures AM Filei
s New Volume (K:) B videos M File 1
== mgonza$ (\\entfilesrvr) (O:) s — B
v o< >
File name: | IT Batch File CSV MG Sample v
Save as type: CSV (Comma delimited) i
Authors:  Liu, Shiying Tags: Addatag
~ Hide Folders Tools ~ Save Cancel

Internal Trans

Formulas Data Review  View  Add-ins Q Tell me what you want tc

Gonzales, MicheleS. £ Share

o X, Cut e = = =] T B (g > Autosum + A, p
Borany o Calibri 11 A& B Wrap Text General i L4 | Nemal Bad Good 4 BT & B Do Ad
g . I u- - DA~ ElMerge & Center ~  $ - % * % &8 Conditional Formatas| Neutral Calculation @ ~ Insert Delete Format Sort& Find &
- ¥ Fommat Painter 4 J Formatting - Table~ - - - & Clear~ Filter - Select -
Clipboard i Font ] Alignment L} Number ] Styles Cells Editing ~
3 i fe || 1053000072 -
A B c D E F G H I J K L M N o d Q R s T u v X Y Z -

BUSINESS GSDATE  GSFROM_

RECEIVIINVOICE GSTO_DEF GSDESCRII

UANT GSUNIT_C ACCOUNT GSDESCRII GSQUANT GSUNIT_C ACCOUNT GSDESCRIIGSQUANT GSUNIT_C SPEEDTYP ACCOUNT GSAMOUP COMMEN SPEEDTYP ACCOUNT GSAMOUN COMMEN' SPEE|

BUSINESS DATE

FROM DEF REQUESTCINVOICE  TO DEPTIC DESCRIPTIQUANTITY UNIT_COS ACCOUNT DESCRIPTI QUANTITY UNIT_COS ACCOUNT DESCRIPTIQUANTITY UNIT_COS SPEEDTYP ACCOUNT AMOUNTICOMMEN SPEEDTYP ACCOUNT AMOUNTZ COMMEN' SPEE!

LSUNO 7/19/23 1497200 SLIUL  TESTLOAD 1101500 Testing lal 15 30 10530000;] 547200 200 44% OF TC 5.05E+09 547200 250 56% OD TOTAL

“ Some features in your workbook might be lost if you save it as CSV (Comma delimited).

Do you want to keep using that format?

Yes No Help

You will receive a message that some of the formatting will be lost. Select Yes to
continue to save the file.

5. After saving the CSV file, launch PeopleSoft Financials Production. Double click the
launcher icon, enter your credentials.
6. Navigate to NavBar > Manage GT eForms 3.x > Batch > Process Batch
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NavBar: Menu

Menu > Manage GT eForms 3.x

O]

Recenty Visteg  DAtEN
E Batch Load Sefup
Favorites E Process Batch

Menu

7. Select the Add a New Value tab. The Batch ID will default to NEW and should not be

changed. Press Add.

£ My Financials Home

Batch Header

Batch Header

Find an Existing Value Add a New Value

Batch ID:|NEW

Add

Find an Existing Value | Add a New Value

New Window | Help

8. Select the following values:

®

Form Type INTERNALTR

b. Select Batch Configuration I'T3 NEW
c. Select Form Condition Default
d

Place a check in the box that reads “Do Not Generate eForm if error

encountered.”
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Process Batch

Batch Configuration

“Eorm Type T3 NEW *Form Condition
INTERNALTR |Q NEW 1Q [Defaut Q
Upload File

[G]Save ||[] Motify

wy Don't generate eForm if error
encountered

9. Select the Upload File Button. Then select the Choose File button and navigate to where
the csv file you created is saved and select that file. Click Upload.

Process Batch

Batch Configuration

*Form Type *Form Condition

INTERNALTR |@,  TNEW [Q praut Q
load File Prepare [Juse Process Scheduler

Batch 1D User ID Date

00000009 SLIU1 07/24/2023

Batch Status
Loaded

Don’t generate eForm if error
encountered

10. Click the Prepare button.
11. Click Process.
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Process Batch

"Form Type
INTERNALTR |Q

Batch ID
00000009

Batch Status
Prepared

Batch ID

| PR TP TITITITE |

Batch Configuration
ITI_NEW |

User ID
SLIU4

Count
2

1 Status

3 rlEpal sy

*Form Condition
Default

Process

Form ID

Q

[Cuse Process Scheduler
encountered

Date
0772412023

Personalize | Find | (21 [

Drate Liné Error Text

WL L EVED

Don't generate eForm if error

First 4 1-20f2 (b Last

Processing time will vary depending upon the number of forms in the batch file. When the tool
finishes processing the batch, it will change the status of each row to Complete or Error
depending on whether the tool successfully created a form. If an error did occur, the error will be
output to the Line Error Text field to aid in debugging. If it completed with no error, then the
workflow is triggered and the form is submitted to the debit department for approval.

LF Ly
Process Batch
*Form Type Bam;;“:gﬂfﬂ“m *Form Condition
INTERNALTR IT3_ NEW |G, Default
L_E@ES__.I Olusa Procass Schedular Don't generate eForm if error
encountered
Batch 1D User ID Date
00000009 SLIU1 07r24/2023
I (8]
Batch Status Count Errors Completed
Complate 2 i} 2
Personalize | Find | (0] [ First (40 1-20f2 (b Last
Batch 1D 1 Status Form 1D Date Line Error Text
1 0O00000S Complete 10321 07/24/2023
2 DOO00D0o 2 Complete 10322 07/24/2023
I ' )

After completing the batch upload process to generate the eForm, users would then be able to
navigate to the GT eForm Homepage to review or print the eForm by selecting GT eForms
Homepage > Internal Transaction Form > View a GL Form. To add an attachment, the user
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would navigate to the Update a GL eForm menu option instead of View a GL Form. The
approvers would navigate to the Evaluate a GL eForm option on the GT eForms Homepage.

¢ GT eForms™ Homepage GL Internal Transactions Form

[] Landing Page Welcome to Internal Transactions eForm

%] Add an InternalTr eForm

| Evaluate a GL eForm

5| Update a GL eForm

5] View a GL eForm

Page | 72 6/24/2025



Training Guide

Internal Transactions: Creation, Evaluation, Update and Workflow

Appendix | - General Accounting Processing of Approved Requests

An Internal Transaction request is ready for General Accounting’s (GA) review and processing
only after the credit department confirms and submits the Internal Transaction that is then
approved by the debit department.

An example of the email that the GA team receives:

nternal Transaction eForm 10260 is rea... 1 Download <> Save to OneDrive G0 Show email X

Internal Transaction eForm 10260 is ready for GA Review

PS Financials Development
on. Dean: Liu, Shiying

IT eform 10260 was Department Approved. Review needed by GA.
Request Date: 2023-06-26

From Department: Health Science Centers

To Department: Accounting Services

Invoice: test23456; Amount: 2000

Comments:

Please use this link to put the form on hold: https:/rcbb.psfs.lsuhsc.edu/psc/fsupg/EMPLOYEE/ERP/C/GIFRAME.G3SEARCH FL.GBL?Page=G3SEARCH FL&Action=U&G3FORM ID=10260&G3FORM TASK=EVL

& Reply  ® Replyall > Forward

Automated journal generation is now available in PRD, the GA team will review the
approved forms and if all is correct, approve it. The system then executes the form and a
journal is generated. GA must then edit, budget check and post the journal. The following
steps would occur:

1. General Accounting receives an email indicating there is an approved Internal
Transaction for their evaluation and processing.

2. GA selects the link to evaluate the Internal Transaction. After reviewing the data for
completeness, the GA user enters comments that it has been reviewed and authorizes the
Internal Transaction.

3. The Form status becomes “Executed” and GL Staff selects Refresh to view the date/time
stamp. The General Ledger (GL) staff then selects the Next button to review the next
Internal Transaction Form pending their approval.

4. GA staff repeats this process for all emails regarding its pending their review.

5. When the GA staff member authorizes the Internal Transaction, the journal generation
process runs.

a. The Journal ID will begin with “IT” and the Journal Description will be GT
eForms Internal Transaction.

b. The Internal Transaction’s Invoice ID entered by the Credit department is entered
into the Journal Line Description field.

c. The Internal Transaction Form ID is entered into the Journal Line Reference field.

6. The GA staff member reviews Internal Transaction journals created for accuracy then
runs the Edit, Budget Check, and Journal Post processes.
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Appendix J - Approval Processing Emails

Who receives notification and when it occurs:
Credit Department (Department Providing the Goods/Service)

1. Notification is sent to the Credit Department once the Internal Transaction has been
executed by GA and contains the journal id.

2. Notification is sent to the Credit Department when an Internal Transaction has been
denied.

3. Notification is sent to the Credit Department when an Internal Transaction is recycled.
Debit Department (Department Receiving the Goods/Service)

1. Notification is sent to the Debit Department when the Credit department submits the
Internal Transaction for update and approval.

2. Notification is sent to the Approver when an Internal Transaction form is Recycled.

3. Notification is sent to the Debit Department once the Internal Transaction has been
executed by GA and contains the journal id.

General Accounting

1. Notice is sent to GA that the Debit department approved the Internal Transaction and it is
ready for review and processing. Once GL reviews and approves, the journal will be
generated and will be ready for processing.

GL Processing Steps using the JGEN (automatically runs once approved)

1. When the Debit department approves an internal transaction form, an email is generated
to General Accounting indicating that there is a form for review and approval.
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LSUSH Internal Transaction eForm 10437 is ready for GA Approval

shvgeneralacct@|Isuhs.edu 2} € Reply % Replyall ? Forward

To: O Brice, Donna K; O Greggs-Christaw, Elizabeth; ® Gonzales, Michele §; @& Liu, Shiying; O Mcalister, Steven D; & Williams, Talesia M.; @ Dooley, Wanda G. Thu 3/20/2025 8:40 AM

IT eform 10437 was Department Approved. Approve needed by GA.
Request Date: 2025-03-20

From Department: Health Science Centers

To Department: Allied Health Professions

Invoice: 12345test; Amount: 40

Comments:

Please use this link to approve the form: https://rcbb.psfs.lsuhsc.edu/psp/fstst/EMPLOYEE/ERP/c/G3FRAME.G3SEARCH FL.GBL?
Page=G3SEARCH FL&Action=U&G3FORM |D=10437&G3FORM TASK=EVL

“ Reply . Reply all ~? Forward

2. General Accounting uses the link in the email to open the form, reviews the data and if all
is acceptable, authorizes the form to be processed.

3. When that occurs, the journal generator process is initiated.

a. The journal source is INI

The journal mask is IT###### using a sequential number for each campus

The journal Header Description is GT eForms Internal Transaction.

The Journal Lines are the transactional information on the debit and credit.

The journal line description is the Invoice ID that the Credit Department enters.

. The Journal Line Reference is the Internal Transaction Form ID.

4. The General Accounting Team must then review the journal and run the Edit, Budget
Check and Post processes.

mo a0 o

Below is an example of a Shreveport Internal Transaction and its associated journal

< GT eForms™ Homepage. GL Internal Transactions Form wnFinancials ST @ Q L : @
Q) View Internal Transaction : Internal Transaction Form ID 10437
Forminitator ked with an *+" .
The To Department ( The
INTERAL TRANSACTION - SERVICE OR PRODUCT REQUESTED
1row
Quantity © Description © Unit Cost © Amount © Insert A Row Delete A Row

s 200 15t

D Total Amount

DEPARTMENT PROVIDING SERVICE OR MATERIAL (RECEIVES CREDIT)

20.00 40.00

Total Amount 40.00

Business Unit LSUSH Date 03/2012025
From DEPTID 1000000 Health Science Centers From Department Health Science Centers
Requested by SLIU1 Liu, Shiying

Invoice 12345test Icon
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1row
SpeedType Key © Account & Fund Code & Department & Program Code Class Field © Project ¢ Amount & Comment < Insert A Row Delete A Row
10047701001 551000 1 2047700 95001 61010 40.00 + =
y
DEPARTMENT NEEDING SERVICE OR PRODUCT (RECEIVES EXPENSE/ DEBIT)
To DEPTID 1050000 Allied Health Professions To Department Allied Health Professions
Debit
1 row
SpeedType Key © Account & Fund Code & Department & Program Code > Class Field © Project & Amount & Comment & Insert A Row Delete A Row
1 1050110144 551000 113 1050100 00001 35100 105011014A 40.00 + =
p
; Header Lines Totals Ermors Approval
Unit LSUSH Journal ID 1TO0000001 Date 03/20/2025
Long Description [12345test r‘j‘
e
| 245 characters remaining
*Ledger Group ACTUALS Adjusting Entry | Non-Adjusting Entry v
Ledger Fiscal Year 2025
*Source | IMI Period 9
b Reference Number ADB Date [03/2012025
Journal Class Q
Transaction Code | GENERAL aQ, Auto Generate Lines
[C) save Journal Incomplete Status
38 SJE Type [ v] ) Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Attachments (0) Ccm
Reversal: Do Not Generate Reversal Commitment Control
Entered By SLIU1 Liu, Shiying
Entered On 03/20/2025 3:40:16AM
Last Updated On 03/20/2025 5:40:16AM
[5] save ||[" Retum to Search ||[=] Mofify || &% Refresh [ add || B Update/Display
Header | Lines | Totals | Errors | Approval
Header Lines Totals Emors Approval
Unit LSUSH Journal ID IT00000001 Date 0320/2025 Errors Only
Template List Search Criteria Change Values
Inter/IntraUnit *Process | Edit Journal b Process Line| 10
Lines Personalize | Find | (2 | [
Select Line *Unit *Ledger Accounting Tag Account Fund Dept Program Class Product
O 1 LSUSH Q, ACTUALS 551000 Q |m Q) (2047700 Q95001 Q61010 Q
O 2 L3USH Q, ACTUALS 551000 Q (13 Q, [1050100 Q_ (00001 Q, (35100 Q
4 G 4
Lines to add =
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pr
1

8

A ¢

Header Lines Totals Emors Approval
Unit LSUSH Journal ID ITO0000001 Date 03/20/2025 Errors Only
Template List Search Criteria Change Values
Inter/IntraUnit *Process | Edit Journal v] Process Line| 10

Lines Personalize | Find | (7 | [
Select Line Subcategory Amount Base Currency Journal Line Description Reference Open tem Key

O 1 Q Q -40.00) USD Accounting & Auditing Services IT10437 L&

O 2 aQ aQ 40.00| USD Accounting & Auditing Services IT10437 Q

4 e »
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