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Request an IDB Journal Entry

Purpose: The purpose of this document is to provide the steps to request a IDB journal entry through
an eForm

Audience: Users who wish to request an IDB journal entry

Prerequisites: Must be logged into My UCalgary

Step 1: Navigate to the eForm

From the My UCalgary, select My work. ”g“ E‘:"KE“G"K'R? Rm
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4. On the Finance & SCM eForms navigation menu, select Journals & Chartfield Requests, and then select Create
an IDB Entry (The black tab button will expand/collapse the Navigation menu.)

‘ Q_ Search in Menu

Journals & Chartfield Requests

| -1 Landing Page Forms used for General Ledger activities

« Journal Corrections
%] Request New/Update Chartfield « Journal Transfers

« IDB Journals

%] Create an IDB Entry + Chartfield Requests

% Request a New/Update IDB Card
%] Approve a GL eForm
%] Update a GL eForm

%] View a GL eForm

b

Updated August 25, 2025 UService 1


https://my.ucalgary.ca/
https://my.ucalgary.ca/

PR3N

IDB Journal Entry eForm

UNIVERSITY OF

CALGARY

Quick Reference Guide

Step 2: Requestor Information

1. The Requestor information will be automatically populated and is based on UCalgary login credentials.
2. Yes/No slide buttons will expand sections to show additional fields if additional information is required, or to
provide accompanying information.

Step 3: Select appropriate IDB journal entry type

a. Isthe IDB journal more than 20 lines and non-certified department? If yes, the section will expand.
o Click on the IDB Journal Entry Type link in the expanded section.
o Select 20 lines or more, fill out all the fields:
- Expense Description

Month of Invoice/Expense

Year of Invoice/Expense
- Other comments, if any

o  Click this link, it will take you to the Supporting IDB Journal Spreadsheet Template. IDB
Journal Spreadsheet will download and can be opened in a new window to complete.

o For non-certified centers, provide a copy of invoices, budget owner approval for both debit
and credit side of the entry and Supporting IDB Journal Spreadsheet Template and Submit
the eForm.

o The red exclamation marks identify the required attachments needed for the submission.

Journals & Chartfield Requests

ry o Peopleson

b. Is the IDB journal more than 20 lines and certified department? If yes, the section will expand.
o Click on the IDB Journal Entry Type link in the expanded section.
o Select 20 lines or more and fill out all the fields:
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- Expense Description

- Month of Invoice/Expense

- Year of Invoice/Expense

- Other comments, if any

- Certified Department- YES

- Faculty or Dept- Select the appropriate certified center from the drop-down

- Service Centre Name - Select the appropriate service center from the drop-down

- Click this link, it will take you to the Supporting IDB Journal Spreadsheet Template. IDB

Journal Spreadsheet will download and can be opened in a new window to complete.

- For certified centers, provide Supporting IDB Journal Spreadsheet Template and Submit
the eForm.

- Thered exclamation marks identify the required attachments needed for the submission.

Journals & Chartfield Requests

At comgksted “Supporing 10 Jourmal Spreasdshert Template” (ol whis Bnk), 5nd S ron-ened 106 Denises provide Copy Of
RO ng COrLmenlaban: { Nk rhrg Ereoe s oo et el Eleaeant focnunbng sl upkoad ioumal eniny i Peopketot

Adtachmant Reguined Laad Dwacripbion 7o File Hame *, Delnie

c. Isthe IDB journal a reversal entry? If yes, the section will expand
o Click on the IDB Journal Entry Type link in the expanded section.
o Select Reversal and fill out all the fields:
- Expense description
- Month of Invoice/Expense
- Year of Invoice/Expense
- Other comments, if any
- Journal ID to be Reversed
- Reason for IDB Reversal
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- Submit the eForm.

T it il B i K RESSM ASecusineg ¥ &l

d. Isthe IDB journal related to FHOBO/Bookstore/PER? If yes, the section will expand
o Click on the IDB Journal Entry Type link in the expanded section.
o Select FHOBO/Bookstore/PER and fill out all the fields:
- Expense Description
- Month of Invoice/Expense
- Year of Invoice/Expense
- Other comments, if any
o Click the link, it will take you to the Supporting IDB Journal Spreadsheet Template. IDB
Journal Spreadsheet will download and can be opened in a new window for you to complete.
o Provide a copy of supporting documentation IDB Journal Spreadsheet Template and budget
owner approval for both debit and credit side of the entry.
o The red exclamation marks identify the required attachments needed for the submission and
Submit the eForm.
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Journals & Chartfisld Requests

DE Request information

Amachment Reguired Upload Dascription 1t Fills Mama 1 [

e. Isthe IDB journal less than 20 lines and non-certified?
o Click on the IDB Journal Entry Type link in the expanded section.
o Select 20 lines or less and fill out all the fields.
- Select one of the following IDB Types: Project to Project, Project to Fund 10/15, Fund
10/15 to Project, Fund 10/15 to Fund 10/15, Fund/Project to Fund/Project
- Expense Description
- Month of Invoice/Expense
- Year of Invoice/Expense
- Other comments, if any
- Select appropriate chart fields
- Provide a copy of supporting documentation. Attach invoices relevant to each IDB
journal lines as a back-up.
- Budget owner approval will be obtained from Peoplesoft workflow for both debit and
credit side of the entry.
- The red exclamation marks identify the required attachments needed for the
submission and Submit the eForm.
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Journals & Chartfield Requests
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f. Isthe IDB journal line less than 20 lines and certified?
o Click on the IDB Journal Entry Type link in the expanded section.

Select 20 lines or less and fill out all the fields.

- Select one the following IDB Types: Project to Project, Project to Fund 10/15, Fund
10/15 to Project, Fund 10/15 to Fund 10/15, Fund/Project to Fund/Project

- Expense Description

- Month of Invoice/Expense

- Year of Invoice/Expense

- Other comments, if any

- Certified Department, select YES and select active certified department from the
drop- down list

- Select appropriate chart fields

- Submit the eForm.

Journals & Chartfield Requesis
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Field Description

1.

O NO U A WN

9.

In the Project field (required) enter the project number where the expense should be charged to, or revenue should be
deposited once the journal is posted.

The Project Business Unit, Fund, Department will be auto populated based on the project provided.

Enter the Project Activity Code in the Activity field from the lookup-list (required).

Enter applicable Account code from the look-up list (required).

Enter Program Code in the Program Code field (if applicable).

Enter Internal Code in the Internal field, (if applicable).

In the Line Amount field (required) enter the total CAD dollar amount. The line item must match the invoice amount.
In the Line Description field (required) enter a brief description of the IDB Journal entry (30 - character

max.) Please note this description will be listed on the Journal line description.

Enter reference number in the Reference field (if applicable) 10-character max.

10. To enter an additional line for a new item, click on the plus symbol at the end of the row.
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Step 4: Acknowledgement

NOTES:

e Any field that has an asterisk (*) beside it is a required field. The eForm cannot be submitted until it is
populated.

e Total amount for debit side should be equal to total amount for credit side

o Debit side should be entered as a positive amount and credit side should be entered as a negative
amount

e For non-project transactions, departments and service units will not be required to verify the
purchasing authority of the IDB requestor for transactions under $250. Departments and service units
should maintain evidence of who requested the goods/services in case the budget owner needs to
review the expense later.

e For non-project transactions under $250, create a separate IDB eForm.

an | b ot e joeatnual oy i valkd, compiote, sporoprae and comect, and Shat | have cbtsned @l appropnate spprowsis. | confrm B el m ready 5 b processnd by e Jounal insator

Step 5: Saving the IDB Journal entry eForm

1. Once all the required fields are complete, the eForm can be saved. To save, complete the following:
a. Scroll to the bottom of the eForm and click Save.
b. Once saved, you will receive a confirmation message that says, “You have successfully saved your eForm.”
c. Note the Form ID listed at the top right on the Form Results screen.

Journals & Chartlield Requests

Current Date Tima Stap Title UneriD Bescription Porms Action Tirne Elapsed
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2. To navigate back to your saved IDB Journal entry eForm click on the black tab button D to pull back the Finance
& SCM eForm navigation menu

Journals & Charthield Requests

= Siart Request | Razult Farm 1D 104055 (Panding)

o harve SoOtSsiuly Submiied your oF o
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a. Onthe Finance & SCM eForms navigation menu, select Update an eForm.

b. Search for your saved eForm by using the following filters:
i. Click on the Form Type Description Lookup button (magnifying glass), select IDB eForm ID and
then click Search.
ii. Tosearch by the Form ID, enter the Form ID number in the Form ID field and click Search.
iii. To search by UCID number, use the search function in the Original Operator field.

Journals & Chartfield Requests

I Landing Page AR by

| ! Form Type Description|| Begns With v Q :

% Reguest New/Update Chartfield .

| Begins With «|

| Create an IDB Entry

Form Status -
+ Request a Mew'Update IDB Card ’
Original Date sEqualTo | |

Y Approve a GL eForm

" tpameaaLerom | g | | Original Operater] [ Begrswin || | Q|

51 View a GL eForm Search Clear | I Save Search

c. Alist of your saved IDB Journal entry eForms will populate in the bottom half of the screen.
d. Select the eForm you want by clicking on the blue highlighted text in that row.
e. The eForm will open in a new screen.

Updated August 25, 2025 UService 12


https://www.ucalgary.ca/uservice

3N
LLIES

IDB Journal Entry eForm
UNIVERSITY OF - -
CALGARY Quick Reference Guide

Step 6: File Attachments

Supporting documentation is a requirement for journal requests. This includes copies of related emails, invoice,
approvals and supporting IDB journal entry templates, if applicable.

a. Toupload an attachment, click on the Upload button listed in the Attachment Required section.

File Attachments

Attachment Required

2 rows
Upload Description 11 File Name 1. Delete
1 0 Upload Invoice/Email along with Approval for DB Request Delete
' 2 @ I Upload I Supporting IDB Journal Spreadsheet Template

Delete

b. On the following screen click on the My Device icon.

File Attachment
Choose From
My Device k
C.

Locate the document from your files that you want to upload and double click on it.

d. The document selected will be displayed in the dotted line box, in the File Attachment window. Click on the Upload
button just above the dotted line box.
File Attachment x
” pload Clear
[ o, J

e. Stillin the File Attachment window, click Done in the top right corner.

File Attachment

Choose From

Receipts. docx
@ File Size: 12KB

Upload Complete
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Back on the Form Page screen, a green circle with a check mark inside it will indicate that the attachment
was successfully uploaded.

Anmshn Uphssed Wi Dagaription T Filla Masni 1) Replaze

1 [~} o Ermasd akong with Appresd for 108 Flesguest

To upload additional attachments, click the Add button and repeat steps 1-6.

ARz b Ui ptid Wi Diasasription T Fils Mame | Ripleze

[} v Ermad akong with Appeoesl for 1085 Fequest

Step 7: Comments

a. The Comment field is optional.
b. Please enter any information here that you wish to communicate to the Reviewers in the workflow.

Step 8: Save and Submit

Click Save if more information is required, or the eForm is not ready to be submitted yet. You will receive a
confirmation message: “You have successfully saved your eForm.” You will also see a transaction log listing dates
and times the eForm was previously saved/updated.

Click Submit if the eForm is ready to enter the workflow for review, approval and processing.

Once you click Submit, you will see the confirmation message on the next screen, verifying that your eForm has
been successfully submitted.

Note the Form ID number at the top right. You can use this number to review or track the status of a submitted

eform.

Click on View Approval Route to view the approvers and status of your eForm. Once the eForm has been approved and
processed, an auto-generated email will be sent to the original requestor indicating eForm is submitted.

Step 9: Email notification on the status of the IDB eForm

1.

If the eForm needs correction, it will be pushed back to the original requestor, and they will receive an email with
details including the eForm ID number and comments regarding the issue. Make necessary corrections and re-
submit the eForm.
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From: DoNotReplyEucalgarny.ca <0 algary.cas
Sent: Tuesday, February 12, 2025 4:30 FM

Vour roqueit s been returred

To Mahmud, Shahrigr

Subject

Your request en Form Id F’ﬁ'&'ﬁza. 1DB lournal Request has been sent back o you for changes. |

Please review your request hete,, hitpg. dstsLmy ucalaarcoiesntats U EMPLOYEE/ERRC/GIFRAME. GISERRCH FL.GELZPoae=CISEARCH FlAAction=URGIFORM 10=10402238GIFORM TASK=UPD

Comments !

If you have any questions, please contact Uservice a1 403-210-9300 or emall UService

2. Ifthe eForm is approved, the requestor will receive the following confirmation email:

Froam: DoNctReply Pucalpary.ca <DodotRepdy@ucalgany.cas
Sent: Wednesday, Feboupry 19, 2025 331 AWM

Fo: fisbeam i wfitaam r >
Subject uest s Prndmg_nlnEwal DB Jpumal Reguest

To Approver,GL

Arequest Trom Mahmaed Shahriaron Fc\rmid 104921, IDB Journal Request s pending approval. ]

To rewiew the request please click here: hitpacfTstat.myuealgary co/psp sty EMPLOYEE/ERRC/GIFRAME GISEARCH FL.GBLIPage=035EARCH FLAACUGN=USRGIFORM ID=104931AGIFORM TASK=EVL

I you have any questions, plesss contact USenvice at 403-210-9300 of amail UService.

When the form is approved, the status of eForm ID changes to Executed. You will be able to see the Journal ID
and Journal Status in the eForm. Once the IDB journal entry is posted, the Journal Status will change to P.

Journals & Chartfield Requests
G View Request : inter Departmental Billing (1DB] Journal Request — ID—adus P—
Requestor information

UCID 1016008 Nams. Mahmad Shahnar
DCieparts

9000 Daparsment Name Biesearch focourting

EmailiD fsteam{@ucaigary ca

dournal information

¥ o Joureet s Compiee. 4
| l-wsws-nms_-u_ne Edaed | u

IDE Regquest information

1. If the eForm is Denied, the requestor will receive the below notification email:
When an eForm is denied, revisions cannot be made. Finance will provide the reason for denying the eForm.
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From: D ca <Dx y.ca>
Sent: Tuesday, February 18, 2025 4:21 PM
To: fisteam (do not reply) <fisteam@ucalgary.ca>

To Mahmud,Shahriar

Your request on Form IdIW 04924, IDB Journal Request has been denied. I

To view your request please click here: https://fstst.my.ucalgary.ca/psp/fstst/EMPLOYEE/ERP/c/G3FRAME.G3SEARCH FL.GBL?Page=G3SEARCH FL&Action=U&G3FORM ID=104924&G3FORM TASK=VWS

Comments:

If you have any questions, please contact UService at 403-210-9300 or email UService.

Step 10: Review or Update Saved/Submitted IDB Journal Entry eForm

1. To pull up a previously saved or submitted eForm, go to the Finance & SCM eForms navigation page.

i S ance & eFo  Q

4 Welcome

UNIVERSITY OF

£} Project Invoice & Adistments CALGARY

7] Approve an eForm Welcome to Finance & SCM eForms

On the left, click the arrow beside the folder containing the eForms to be completed.
5 Update an eForm

v F Once the eForm has been saved or submitted, it can be viewed by the submitter in the View an eForm folder where the workflow status can be viewed
5 View an eForm
Arequest that has been Recycled or Saved(not yet submitted) can be found in the Update an eForm folder.

eForms waiting to be approved can be found in the Approve an eForm folder.

If you have any guestions , please email UService or call them at 403-210-9300

D

2. Toreview an Updated, a saved or recycled eForm, click on Update a GL eForm.
a. Search for the saved eForm by
i. Entering the Form ID number and click Search, or
ii. Enter your UCID in the Original Operator field and click Search, or
iii. Click onthe Form Type Description Lookup button (magnifying glass), select IDB Journal Request
and then click Search.
A list of your IDB Journal Request eForms will populate in the bottom half of the screen.
Select the eForm you want to update by clicking on the blue highlighted text in that row.
The eForm will open.
For any saved IDB eforms that are no longer required, you can delete the form by clicking Withdraw.

® oo o
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FSTET - Resfieshed On 12065004

L | [ B )
Journals & Chartfield Requests

= Search &
] Landing Page ML

Form Type Description | Beges Win - I (=]
%) Rnquenst NewUpdaie Chanfsid
Form 10 Begers With -
4 Creaie an D8 Eriry
Form $tahe | b |
" Rieguest @ NewlUipsate DB Cang
Original Dane P T =
A Approve a GL eForm i ol : @
| boer B W -
H daa 5 OL oF ] ‘ Driginal Opera Bagers With (=1
¥ View 8 GL eFoem m Chea Sarve Siearch
n Form 1D 70 Original Diaie T4 Original Operator T/
i i Parsdag He 7% 113 At
2
3 SRPGAL s 1paser Pensng 0 meRfA ousooe 3

3. Toreview a SUBMITTED eForm, click on View a GL eForm.
a. Search for the eForm by
i. Entering the Form ID number and click Search, or
ii. Enteryour UCID in the Original Operator field and click Search, or
iii. Click on the Form Type Description Lookup button (magnifying glass), select Form Status, and
iv. then click Search.
b. Alist of your saved IDB Journal Request eForms will populate in the bottom half of the screen.
c. Selectthe eForm you want by clicking on the blue highlighted text in that row.

d. The eForm will open.
Journals & Chartfield Requests

I Landng Page Sty

Form Type Dédcription | Begrd Wi w| | DB Soumnal Reguest Q
v Ruquest MewiUipdate Charsield

Form D Begers Wi

¥ Cressie an IDB Entry

=
] Redgusd & MireUgpcate 08 Casd

Diriggirual Dertn B |_. i T | =
W Agprove a GLeForm ok d &0
G (hiote a0 eForm Orignal Oparates BegraWih ol
[ e L oform | IR o ) S | ueesom s :
n Fisem Tyee Description 10 Farm 1D 12 Original Dase 7| Oviginal Dparates 1
1 B JOURNAL RECUEST " 0.2
] i

202
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e. Tosee where the eForm is in the approval process, scroll to the bottom of the eForm and click View
Approval Route.

» Comments

View Approval Route [ocee |

evi ers
Proj
~ GIFORM_ID=400074, PROJECT_ID=10020235

Path

[ View Approval Route

‘ Search H Next ‘

Need help?
UService
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