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Quick Reference Guide (QRG)
How to create an interschool journal

Description

This Quick Reference Guide (QRG) provides information on how to create and submit an Interschool Journal.

Example: Guyra Central School has paid an invoice in full for a bus to the Regional Athletics Carnival. This
bus was shared with Picnic Point Public School. Guyra Central School will now create and submit an

Interschool Journal debiting Picnic Point Public School for their share of the cost.

Note: Interschool journals can only be processed for SAP Schools. If you are recouping funds from an

OASIS School you will need to raise a sales order.

STEP  INSTRUCTIONS SCREENSHOT | CLARIFICATION
L Loginiothe Staff Poral
https://staff.det.nsw.edu.au
Allows. you 10 3CCess the mtemet mtranets. emad and DEC applications and seraces hom anywhere DECTUsee D o poane chize)
Enter your DEC User ID and .
Password. R—
Select Log In. e o g hrs o)
e et s A, e et
2 Select the SAP PORTAL (NEW) icon Edonilale

in your Essentials bar.

SAP

Note: You can add the icon to your
Essentials bar through the My
applications tab. ’

SAP PORTAL Policies and
(NEW) procedures
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STEP INSTRUCTIONS SCREENSHOT | CLARIFICATION
3 LOg In tO the SAP Portal g gg‘r:'\c;‘:z?\:‘ms |Schools SAP Training Portal

= Click on the Finance tab.

=  Click on Journal Entries.

Finance

O‘ Sales

Master data
Display Material

ew the master data maintained for each materia

Click on the Create journal
entry button to display the
dropdown menu.

= Select Interschool journal

Journal entries

Standard journal entry

Interschool journal entry View

Accrued journal entry
Drag a column header an olumn

Export to Excel

Al My

From templates
1y m

JE number JE status JE type JE name JE reference

2100002306

Page: 1 of 1 |Go Pagesize:|3 |Change

Entry d

Awaiting approval Standard journal entry STIJULY ST112345 10/09/72(
entry.
2100002307  Posted Standard journal entry j:gj;NC;NTRE 78921 10109721
2600000084 Awailing approval Interschool journal entry CATERING 12345 10/0972
5 The Journal entry screen will appear. Journal entry Bl

Enter a reference in the JE Name
field. This reference will allow you to
easily search for this journal entry at
a later date.

All fields marked with * are mandatory.

[JE name )  Picnic Point PS Bus Hire ] JE reference €y =

Entry date 03/10/2014 Posting date © 03/10/2014

6 Enter a reference in the JE
reference field.

You can copy the text from the JE
Name field, or you can input a
different reference. In this example,
the purchase order number for the
bus hire is the reference.

Y Tip: Throughout the Journal

Entry screens, you will see the

Information icon. & Hover over the
icon for a description of what needs
to be entered into a particular field.

Journal entry Il

All fields marked with * are mandatory.

JE name §) | Picnic Point PS Bus Hire [JE reference @) ~  P0O4000000540|

Entry date 03/10/2014 Posting date * 03/10/2014

NSW Department of Education | LMBR - supporting learning | How to create an interschool journal



STEP INSTRUCTIONS

SCREENSHOT | CLARIFICATION

7 = Click on New line item.

Journal entry I

All fields marked with * are mandatory.

JE name €)  Picnic Point PS Bus Hire JE reference €) * P04000000540

Entry date 03/10/2014 Posting date ® 03/10/2014

Line items Muttiple actions

Edit = School GL account Internal order wBS Cost center

8 = School — Your school is the
default.

= GL account - Select the
appropriate GL account, for
example, Bus Hire.

@ Note: In an Interschool journal
you must use same GL account
for both line items.

* Fund - Select the
appropriate Fund code.

= Description — This is not
mandatory but it allows for easy
identification of what the line item
is for.

€ Note: Interschool journals use
the same GL account for the
credit and debit lines:

= To transfer an expense to
another school, use the same 5-
series GL account, for example,
524337 bus hire.

= To transfer revenue to another
school, use the same 4 series GL
account, for example, 420001
excursions.

Line items Multiple actions

™ Edit School i‘mm“ 'a"[‘:e’:“' wBs f::t‘w Fund  Description Z::E Debit  Credit Duplicate Delete
New line item
School (2114-Guyra central Q]
6L account” [oov0s24337-Bus Hire Q]  Internal order 002002000087-SPORTS-Athitics Q
wBS @ Cost center™ 0062114201-2114-Administration Q
Fund™ [ 5300-School and Community Sources Q]  Amount* $ 50000 Credit  [x]
Description [Hait share bus ire atnletics 24100 ] Taxcode” P5-Acquisition - Out of Scope - 0% Q

o | e
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STEP

INSTRUCTIONS

SCREENSHOT | CLARIFICATION

Internal Order / WBS — Internal
order or WBS number.

Cost Center —Relevant cost
centre number for your school
(mandatory).

Amount — Amount being
transferred (excluding GST).

Tax Code — P5 for all interschool
journals for expenses.

Credit or Debit — For the first
line item, select Credit.

Click the Insert and duplicate
button.

O Note: If the Interschool
journal is for revenue, select S5
for the Tax code.

€ Note: The Internal order and
WBS fields are optional fields. An
internal number or WBS number
is only required if the full cost of
the bus hire was initially allocated
to an internal order or WBS
element.

Tip: As every journal entry
requires a Credit and a Debit line,
clicking the Insert and Duplicate
button once all the information
has been entered, minimises the
effort needed to complete the
interschool journal entry. In the
following steps we will change
the duplicated journal entry to be
a Debit line item (which balances
out the Credit line item we have
just created).

Line items Muliple actions

Internal Cost
account order center

New line item

School™ 2114-Guyra Central

0000524337-Bus Hire Q Internal order
WBS @ Cost center”™
Fund*® 6300-School and Community Sources Q Amount *

Description Half share bus hire athletics 24/09 Tax code ™

I~ Edit School 6L wBs Fund Description

Tax Debit = Credit Duplicate Delete
code

(00200200008 7-SPORTS-Athtetics Q)

((0062114201-2114-Acministration Q]

$ 500.00 Credit &
[

[ P5-Acquisition — Out of Scope - 0% Q]

Cancel Insert and duplicate
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STEP INSTRUCTIONS SCREENSHOT | CLARIFICATION

10 The duplicate line item sits below the e e o
Ol’lglna| They are Currently bOth ™ Edit School GLaccount Intemalorder WBS Costcenter  Fund Description | Taxcode | Debit  Credit Duplicate Delete
Ps-
e H H 2114 002002000087 o0s2114201 | 300 Halfshare | cquisit
Credlt |Ine items. r| 7/ guyra ?:fsoif"f” -SPORTS- 2114- g:":"::n':(f: ::‘;g:z Souet s50000 @ g
entral Athletics Administration Sources 24109 Scope -
0%
) ) 214 o gyy | 002002000087 0062114201 gmam T i;ulsmon
= Click Edit to make changes to 7|50 | e [T Rran | Comiy sy <000t s N
ources 2409 -
the duplicate fine frem.

11 = School - Search and select the oo verwen P
i _ ) 2114 0000524337 002002000087 0062114201~ Schooland | bus hire fcquscllm
appropriate school from the 7 G e s Sy s 5o - ¢
-entral Athletics Administration Sounces 2409 :::p. -
School field. .
Edit entry
School [mz-vmc Point Q ]

* Cost Center - Enter the cost Ghaccount”  cows2us37 us e Q| malorter | soetanopion a
centre number for the school you wes @ R S
are transferring the cost to. o S ety S Q| v s{omon

Description Haif share bus hire athletics 24/09 Tax code ™ P5-Acquisition - Out of Scope - 0% Q
= Credit or Debit — Change this to e ([

Debit.Tris il balance ou e

Credit line item you created
initially.

= Click Save.

€ Note: You should contact the
school receiving the cost before
continuing if you are unsure of
which cost centre they wish you
to transfer into.

i)

Tip: In the School field type the
name of the school receiving the
cost. A drop down menu will

appear with all available options.

12 To add Notes and attachments to [Foes o stacrmerie 3 ) .
the interschool journal: e i i

No notes and attachments are available for display.

Name *

= Click on Notes and escipton
Attachments at the bottom of
the screen. _—
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SCREENSHOT | CLARIFICATION

13

= Name — Enter a name for the
interschool journal.

= Description — Enter a brief
description for the interschool
journal.

Notes and attachments @@ ~

Current notes and attachments

Recently added notes and atiachments will be uploaded upon submission Attach fie

Ho notes and attachments are available for dispiay.

Name * (Irerschoot journalwith picnic Point P

Description [HJH share bus hire Athictics camival

S

™ Make this note private

Cancel ll:ﬂ’

Saveasdnft  Save astemplate

14

= Click the Attach File tab.

Notes and attachments @) N

Current notes and attachments

{REZZI Recenty added notes and attachments willbe uploaded upon submission

No notes and attachments are available for display.

15

= Click Browse to search for the
file you wish to attach.

= Click the file you wish to attach.

= Click Open.

o Copy of Upload File Format - Equipment
ioraries
s 3] Copy of Upload File Format - Equipment
*| Documents
= [} Copy of Upload File Format - Equipment e . o p— oo
= ¢ Unlond Pl Format - Exdiormans scription | Tax code bt Credit Duplicate  Delete
. ngpyvrzp‘w:r: ormat - Equipment
) Copy of Uplosd File s
H vides . i Halfshare bus
5] Copy of Upload File Format - Equipment .. 11,05, hre thtcs | Acquisiton— son 0 &
&) boc2 31,07, 2809 Out of Scope
1 Computer -0%
N &) EMALL - JOURNALS 6700 6820 6310 1
& Local Disk (€
2] Mutiple Asset Creation 7 ps-
¥ NDrve s Halisharebus {5
aster Template. 0 ;
il e . oo atios | G foigeope | SO0 i} i |
a . -0%
File name:  EMAIL - JOURNALS 670068206910  ~ | All Files (") =
- $500.00  $500.00
Notes and attachments @) ~

Current notes and attachments

ST Recenty added notes and sttachments will be uploaded upon subrmission. | Aga note

16

= Click Validate to check the
journal entry has been created
without error.

Notes and attachments B A~

Current notes and attachments

(BT Recently added notes and attachments will be uploaded upon submission. Add note

» C\Users\RSUTCLIFFE 1\Documents\EMAIL - JOURNALS 6700 m
2| 6520 6910 docx TR

Browse.

Cancel -Validate m

Save as draft Save as template

[o - Joumal entry has been i ]

JE name ) | Picnic Point PS JE reference @) * PO 4000000540

Entry date  02/10/2014 Posting date * 02/10/2014

Line items Multiple actions

17

= Click Submit (provided the
validation was successful).

€ Note: The interschool journal
entry will now appear in the Task List
of the Principals from both schools
for their approval.

Notes and attachments €3 ~

Current notes and attachments

(ECETI Recently added notes and attachments will be upioaded upon submission. W

u | CUsersIRSUTCLIFFE{\Documents\EMAIL - JOURNALS 6700 &
2 6820 6910.doce [EETTIR

Browse.

Save as draft Save as template Cancel Validate Submit
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Further information
Learning Management and Business Reform (LMBR) intranet site: https://education.nsw.gov.au/Imbr

When ‘live’ on the LMBR systems, for assistance relating to: Finance (SAP) or related activities; SALM (Student
Administration and Management and Student Wellbeing), please contact EDConnect.

Submit online queries: https://detwww.det.nsw.edu.au/lists/directoratesaz/edconnect/index.htm
Call the contact centre: 1300 32 32 32

© NSW Department of Education

Document Reference Details

Reference code Not applicable

Author LMBR Schools Training Team
Last updated May 2016
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