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COURSE 7. RESEARCH FOUNDATION PROCESSING  

I. SET UP A NON-GRANTS PROJECT 

The Research Foundation will set up a project after receiving a non-grants award for which 
billing is not necessary. This includes funding from the Donations Trust Fund (TF) UCF 
Foundation, other donations, rent, licensing agreements, residual royalties, residual revenue, and 
RFD Overhead Research Admin funds. Follow these steps to set up a non-grants project so that 
transactions can be made against the project.  

Step Action 

1.  Navigate to Main Menu > Grants > Awards > UCF GM Process > Create Non-
Integrated Project. 
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Step Action 

2.  Enter the following: 

a) PC Business Unit 
b) Project ID (Manually enter the first five digits of the new project. The system 

will automatically next number the project.) 
c) Create [Blank Project (default value)] 

 
 
 

3.  Click Create New Project button.  

4.  Enter values in the following fields: 

a) Description (Add the prefix to the title using the standard naming convention 
from Finance – List of Departments/Projects with Attributes. For example, all 
projects for the College of Optics and Photonics begin with CREOL and the 
project title.)  

b) Integration [RFD01] 
c) Project Type 
d) Start Date 
e) End Date 
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Step Action 

5.  Select the Project Department tab.  

6.  Enter values in the following fields: 

a) Institution ID 
b) Subdivision* 
c) Department 
d) Department** 
e) Percent Pledged [100.00] 

 
 

*Subdivision will default if the Department is a budgetary department; otherwise, it 
should be the same Department value. 

** The Subdivision and Department under the Primary Department Info heading and 
the Department under Department Info should be the same number. 

7.  Click Save. (See image in previous step.)  

8.  Select the Project Costing Definition tab.  
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Step Action 

9.  Update the following fields: 
 
System Fields 

a) FS_08 SetID [UCF01] (This value will always be UCF01 regardless of what 
Business Unit the project is in.) 

b) System Source [PGM] 
 
Options 

a) Standard Activities [Check] 
 
Analysis Group Options 

a) Cost Budget [GBUD] 
 
Grants 

a) Grants Project [Blank] 
b) Project Primary Flag [Uncheck] 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10.  Select the Location tab.  
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Step Action 

11.  Enter the Location Code [811800501]. 

 

12.  Click Save. (See image in the next step.)  

13.  Click the Project Team link.  

14.  Click the plus sign (+) on the project Team Member line.  

15.  Enter values in the following fields:  

a) Employee ID 
b) Project Role [PI]  
c) Project Manager [Check] 
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Step Action 

16.  Click Save.  

17.  Select the Team tab.  

 

18.  Click the Return to Project General link.  

 

19.  Click the Project Activities link.  
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Step Action 

20.  Enter the Activity [GRANT].*  

 

 

 

 

 

 

 

*If the project is associated revenue, refer to the “System Navigation for Grants” 
manual, “Course 7. Research Foundation Processing,” section “VII. Residual 
Revenue” to set up the budget. 

21.  Click Save. (See image in the previous step.)  

22.  Click the Return to Project General link. (See image in step 20.)  

23.  In the Go To [More] dropdown menu, select Project Budgeting.  

 

24.  Select the Add a New Value tab.  
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Step Action 

25.  Click Add.  

 

26.  Under the General tab in the Project Budget Plans section, enter the following: 

a) Description [Grants Budget]  
b) Budget Type [Cost Budget] 

27.  Select the Calendar tab.  
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Step Action 

28.  Enter values in the following fields: 

a) Calendar ID [BP] 
b) Number of Periods [Manually change to 1] 

29.  Click Save. (See image in the previous step.)  

30.  Select the General tab.  

 

31.  Click the yellow paper icon.  
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Step Action 

32.  Under Budget Items click the yellow paper icon. The Project Budget Items dialog 
box will display.  

 

33.  Under the Budget Items tab in the Project Budget Items field, add all necessary 
Budget Items.  

 

34.  Select the General Ledger Detail tab.  
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Step Action 

35.  Enter values in the following fields:  

a) GL Business Unit 
b) Account 
c) Fund Code 
d) Program Code [ZZ] 

36.  Select the Commitment Control Detail tab.  

 

37.  Enter values in the following fields: 

a) Ledger Group [CC_PGRT_CH] 
b) Ledger [CH_PGRT_BD] 
c) Generate Parent Budgets [Check (availability dependent on Ledger Group)] 
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Step Action 

38.  Update the Spread Option to Adjust by Amount.  

39.  Select the Budget Items tab.  

 

40.  Enter the Amount for each budget line in the Budget Adjustment.  

41.  Click one of the Distribute Budget buttons. (See image in the previous step.)  
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Step Action 

42.  In the Message box that displays, click Yes.  
 

43.  Click OK.  

44.  Click the Even Spread button for each line. The yellow warning triangles will 
change to green checkmarks.  

45.  Click Save. (See image in the next step.)  
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Step Action 

46.  Click the Budget Plan link.  
 

47.  Select the Finalize tab.  
 

48.  Click the Finalize button.  

49.  If a Message box displays, click OK.  
 

50.  Click the Process Monitor link.  
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Step Action 

51.  Click Refresh to ensure the Run Status of the process runs to Success.  
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II. RFD PRE-BILL 

To process billing at month end for an AS_INCURRED contract or weekly for a 
FIXED_AMOUNT contract, follow these steps:  

Step Action 

1.  For AS_INCURRED billing, navigate to Main Menu > Reporting Tools > Query > 
Query Manager. 

Note: For details on the closeout process, refer to the “System Navigation for Grants” 
manual, “Course 3. Maintain Awards” in the following sections: 

• “XI. Notify Department”   
• “XII. Milestone Completion” 
• “XIII. Complete Final Review” 
• “XIV. Prepare Final Reports and Invoices”  
• “XV. Move Residual Funds” 
• “XVI. Close Award, Project, and Activity” 
• “XVII. Closeout in HRS” 
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Step Action 

2.  Enter the Query Name of FXCA_BILLING_PROJ_RES in the begins with field.  

3.  Click Search. (See image in previous step.)  

4.  In the Search Results, go to the Run to Excel column and click the Excel link of the 
query.  

5.  Repeat steps 1-4 to run the Query Name of FXAR_OPEN_ITEMS_RFD01.  

6.  Prior to billing, compare the first report to the bill plan and to any unapplied payment 
on the FXAR_OPEN_ITEMS_RFD01 report.  

7.  Review the Budget Position, Payments Received, Project Status, and Variance.  

8.  For FIXED_AMOUNT billing, ensure Events are set to Ready.  

9.  Repeat steps 1-4 to run the Query Name of FXCA_EVENTS_TO_BILL.  

10.  Prior to billing, compare the items on the fixed bill query to the bill plan in ARGIS and 
to any unapplied payments on FXAR_OPEN_ITEMS_RFD01.  

11.  Review the Budget Position, Payments Received, Project Status, Variance, etc.  
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III. ENTER DEPOSIT  

When money is received, the deposit should be entered into UCF Financials and applied to the 
correct open item or put on the appropriate account. To enter a deposit, follow these steps:  

Step Action 

1.  Navigate to Main Menu > Accounts Receivable > Payments > Online Payments > 
Regular Deposit. 
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Step Action 

2.  Select Add New Value tab.  

3.  Enter the values in the following fields: 

a) Business Unit 
b) Deposit ID [NEXT]  

4.  Click Add. (See image in previous step.)  

5.  Enter values in the following fields: 

a) Bank Code [BOA1] 
b) Bank Account [ACH] 
c) Deposit Type [C – Customer Receipts] 
d) Format Currency 
e) Control Total Amount (total amount of the deposit) 
f) Count 
g) Date Received 
h) Date Entered  
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Step Action 

6.  Select the Payments tab.  

7.  Enter values in the following fields:  

a) Payment ID 
b) Accounting Date (date payment was received) 
c) Amount 
d) Currency 
e) Payment Method [Check or Electronic Funds Transfer or Giro - EFT] 
f) Customer ID 
g) Business Unit  
h) Qual Code [I] 
i) Reference (invoice number, if known) 

8.  Under the Payment Information heading, use the plus sign (+) to add additional 
payments. (See image in the previous step.)  

9.  Click Save. (See image in step 7.)  
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Step Action 

10.  Select the Totals tab. 

11.  Ensure the Difference Amount and Count are both zero (0).  

12.  Click Save. (See image in the previous step.)  
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IV. APPLY PAYMENT TO ITEM  

If a chartstring is known or it is known that the payment should be placed on account and a 
deposit is entered, a payment can be applied to an item. Afterward, Receivables Update can be 
run. To apply payment to an item, follow these steps:  

Step Action 

1.  Navigate to Main Menu > Accounts Receivable > Payments > Apply Payments > 
Create Worksheet. 

2.  Enter values in the following fields:  

a) Deposit Unit 
b) Deposit ID (Enter ID associated with the deposit.) 
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Step Action 

3.  Click Search. (See image in previous step.)  

4.  On the Payment Worksheet Selection page, enter or verify the following 
information: 

a) Customer ID 
b) Business Unit 
c) Qual Code [I] 
d) Reference (Enter invoice number.)  

5.  Click Build. (See image in the previous step.)  

6.  Place a check beside the line items to apply the payment to.  
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Step Action 

7.  Verify the Type [PY]. (See image in previous step.)  

8.  Click Save. 

Note: If the deposit is not equal to the worksheet total, complete steps 9-12; otherwise, 
skip to step 13.  

9.  If the deposit is less than the worksheet total, on the line item where the money is to be 
applied, change the payment amount (Pay Amt) to the amount of the deposit. 

10.  Click Save. Another line item in the remaining amount will be system generated. 

11.  If the deposit is greater than the line item, determine why the item was received and 
take appropriate action, which may include either issuing a refund or placing the 
money on the account.  

12.  Click the Worksheet Action link. (See image in step 10.)  
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Step Action 

13.  Verify the Posting Action [Batch Standard].  
 

14.  Click OK. 
 

15.  Click Save.  
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V. AR DIRECT JOURNAL   

AR Direct journals eliminate the need to create a bill for a project. These projects are thus set up 
as a NOBILL contract type. When a chartstring is known, the deposit denotes it should be 
journaled directly, and a deposit has been entered, a direct journal should be set up. This make it 
possible to run a Receivables Update and Journal Generate. Follow these steps to create an AR 
direct journal:  

Step Action 

1.  Refer to the “System Navigation for Grants” manual, “Course 7. Research 
Foundation,” section “III. Enter Deposit.” 

2.  Navigate to Main Menu > Accounts Receivable > Payments > Online Payments > 
Regular Deposit. 

3.  Select the Payments tab.  
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Step Action 

4.  Check Journal Directly.  

5.  Click Save. (See image in the previous step.)  

6.  Navigate to Main Menu > Accounts Receivable > Payments > Direct Journal 
Payments > Create Accounting Entries  
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Step Action 

7.  Enter values in the following fields: 

a) Deposit Unit [RFD01] 
b) Deposit ID (Enter ID associated with the deposit.)  

8.  Click Search. (See image in previous step.)  

9.  Enter values in the following fields (scroll right to view all fields):  

a) GL Unit [RFD01]  
b) Line Amount  
c) Account [Revenue Account] 
d) PC Business Unit [RFD01] 
e) Project  
f) Activity [GRANT] 
g) Analysis Type [Rev] 
h) Fund  
i) Program  



 

Grants – Research Foundation Processing  Course 7, Page 29 

System Navigation for Grants 

 

UCF Financials   

Step Action 
 

10.  Click the lightning bolt icon.  
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Step Action 

11.  Click Save. (See image in the next step.)  

12.  Check Complete.  
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VI. GENERATE JOURNALS FOR AR PAYMENTS  

After the Receivable Update has been run and deposits have been recorded, generate journals for 
Accounts Receivable (AR) payments. Follow these steps to generate journals for AR payments:  

Step Action 

1.  Navigate to Main Menu > General Ledger > Journals > Subsystem Journals > 
Generate Journals. 

 

2.  Select the Add a New Value tab.  
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Step Action 

3.  Enter the Run Control ID (user defined).  

Note: When creating run controls, they cannot contain any spaces. Use underscores 
instead. 

4.  Click Add. (See image in previous step.)  

5.  Set up the Run Control as follows: 

a) Edit [Checked] 
b) Process Frequency [Always] 
c) Set ID  
d) Accounting Definition Name [ARDEFN] 
e) Applications Business Unit  
f) Ledger Group [ACTUALS] 
g) Template [AR_PAYMENT] 
h) From Date Option (specify date) 
i) To Date Option (specify date) 
j) From Date 
k) To Date 
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Step Action 

6.  Click Run. (See image in previous step.) The Process Scheduler Request dialog box 
displays.  

7.  Ensure the FS_JGEN line is selected.  

 

8.  Click OK. (See image in the previous step.)  

9.  Click the Process Monitor.  

10.  Click the Refresh button until the Run Status for the process displays Success.  
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VII. RESIDUAL REVENUE  

A residual revenue account is to allow a principal investigator (PI) spend funds that were 
allocated to them by other projects. This could be a direct allocation or excess funds that did not 
have to be returned. To set up a PI balance account, follow these steps:  

Step Action 

1.  To set up the project, refer to the “System Navigation for Grants” manual, “Course 7. 
Research Foundation,” section “I. Set Up a Non-grants Project.” 

2.  Navigate to Main Menu > Grants > Awards > Project.  
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Step Action 

3.  Enter values in the following fields: 

a) Business Unit 
b) Project 

4.  Click Search. (See image in the previous step.)  

5.  On the General Information tab at the bottom right of the page, select Project 
Budgeting from the Go To [More] dropdown menu.  

6.  On the General tab of the Budget Plan page, enter or verify the following: 

a) Description [Grants Cost Budget] 
b) Status [Active] 
c) Budget Type [Cost Budget] 
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Step Action 

7.  Select the Calendar tab.  

8.  Enter or verify the following:  

a) Calendar ID [BP] 
b) Number of Periods [Manually change to 1] 

9.  Click Save.  

10.  Select the General tab. 
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Step Action 

11.  Click the yellow paper icon.  

Note: Establish a $0-cost budget for every budget item where expenses could be posted 
by creating two lines that must be entered and finalized one at a time.  

12.  In the Budget Items column, click the yellow paper icon. The Project Budget Items 
dialog box will display.  

 

 

13.  On the Budget Items tab, enter a value in the Project Budget Item field.  
 

14.  Select the General Ledger Detail tab.  
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Step Action 

15.  Enter or verify values in the following fields: 

a) GL Business Unit [RFD01] 
b) Account  
c) Fund Code 
d) Program Code [ZZ] 

16.  Select the Commitment Control Detail tab.  

 

17.  Enter or verify values in the following fields: 

a) Ledger Group [CC_PGRT_CH] 
b) Ledger [CH_PGRT_BD] 
c) Generate Parent Budget 
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Step Action 

18.  Update the Spread Option to Adjust by Amount.  

 

19.  Select the Budget Items tab.  

20.  Enter a $1 budget.  

 

 

21.  Click one of the Distribute Budget buttons. (See image in previous step.) A Message 
box displays.  
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Step Action 

22.  Click Yes.  

 

23.  Click OK.  

 

24.  Click the Even Spread button for each Line. The yellow warning triangles will 
change to green checkmarks.  

 

25.  Click Save. (See image in next step.)  
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Step Action 

26.  Click the Return to Budget Plan link.  

 

27.  Select the Finalize tab.  

 

28.  Click the Finalize button.  

29.  Click the Process Monitor link.  

30.  Ensure the Process runs to Success.  
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Step Action 

31.  Go back to step 5 to create and finalize a -$1 Line to create a cost budget of net zero 
for each budget item for which expenses could be posted. 

32.  On the Budget Plan page, add a new row.  

 

33.  On the General tab enter values in the following fields:  

a) Description [Grants Revenue Budget] 
b) Status [Active] 
c) Budget Type [Revenue Budget] 

34.  Select the Calendar tab.  
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Step Action 

35.  Enter values in the following fields:  

a) Calendar ID [BP] 
b) Number of Periods [Manually change to 1]   

36.  Click Save. 

37.  Select the General tab. 

38.  Click the yellow paper icon.  

39.  Select the Budget Items tab.  
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Step Action 

40.  In the Budget Items column, select the yellow paper icon.  

 

41.  On the Budget Items tab, enter the Project Budget Item. 

 

42.  Select the General Ledger Detail tab.  
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Step Action 

43.  Enter values in the following fields:  

a) GL Business Unit [RFD01] 
b) Account [Change to Revenue account] 
c) Fund Code [91506]  
d) Program Code [ZZ] 

44.  Select the Commitment Control Detail tab.  

 

45.  Enter values in the following fields:  

a) Ledger Group [CC_REV_PRJ] 
b) Ledger [CC_RV_PBUD] 
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Step Action 

46.  Update the Spread Option to Adjust by Amount.  

 

47.  Select the Budget Items tab. 

 

48.  Enter the Amount for each budget line in the Budget Adjustment.  

49.  Click one of the Distribute Budget buttons. A Message displays.  
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Step Action 

50.  Click Yes. 

 

51.  Click OK. 

 

52.  Click the Even Spread button for each Line. The yellow warning triangles will 
change to green checkmarks. 

 

53.  Click Save. (See image in the next step.)  
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Step Action 

54.  Click the Return to Budget Plan link. 

 

55.  Select the Finalize tab. 

 

56.  Click the Finalize button. 

57.  Click the Process Monitor link.  

58.  Click Refresh to ensure the Run Status of the process displays Success. 

 

59.  Contact the Financials Support Services team (fntrain@ucf.edu) to add the project to 
the Associated Budgets setup.  

mailto:fntrain@ucf.edu
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Step Action 

60.  Navigate to Main Menu > Commitment Control > Define Control Budgets > 
Associated Budgets.  

 

61.  Select the Add a New Value tab. (See image in the next step.)  

62.  Enter values in the following fields: 

a) Business Unit [RFD01] 
b) Ledger Group [CC_REV_PRJ] 

 

63.  Click Add. (See image in the previous step.)  
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Step Action 

64.  On the Revenue tab enter values in the following fields (scroll right to view all fields): 

a) Account [Revenue Budget Level Account] 
b) Fund [Revenue Budget Fund] 
c) Program [ZZ] 
d) Project  
e) PC Bus Unit [RFD01] 
f) Activity [GRANT] 
g) Method [Budgeted] 
h) Revenue Cap [99999999.00] 
i) Percentage [100.00] 

65.  Select the Expenditure tab. (See image in the next step.)  
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Step Action 

66.  Enter values in the following fields: 

a) Account  
b) Fund  
c) Project  
d) PC Bus Unit [RFD01] 

67.  Click Save. (See image in the previous step.)  

68.  To see the available balance, navigate to Main Menu > Commitment Control > 
Review Budget Activities > Budgets Overview.  

 

69.  Select the Add a New Value tab. (See image in the next step.)  
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Step Action 

70.  Enter the Inquiry Name (user defined). 

 

71.  Click Add. (See image in the previous step.)  

72.  Enter values in the following fields: 
 
Budget Type  

a) Business Unit [RFD01] 
b) Ledger Group/Set [Ledger Inquiry Set] 
c) Ledger Inquiry Set [RF_REV_SET] 

 
ChartField Criteria 

a) Project  

73.  Click Save. (See image in the previous step.)  
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VIII. TECH TRANSFER BILLING  

A Tech Transfer is entered into UCF Financials only for the financial tracking as billing is 
managed by the department. This requires that a fixed contract be set up and events, which are 
equal to the amount that the department billed, will be processed in the system: 

Step Action 

1.  Expenses are charged to the department. 

2.  When items are to be billed, the department generates the transactional summary 
document outside of UCF Financials.  

3.  The document is sent to the Research Foundation.  

4.  Refer to the “System Navigation for Grants” manual, “Course 2. Set Up Contracts,” 
section “III. Set Up & Activate a Fixed Price Contract.” 

5.  Create an event that equals the total sum noted on the document from the department.  

6.  To process the bill, refer to the “System Navigation for Grants” manual, “Course 4. 
Process Billing.” 

7.  Attach the summary document to the invoice and send. 

8.  To close the items after cash is received, refer to the “System Navigation for Grants” 
manual, “Course 7. Research Foundation,” section “III. Enter Deposit.”  

 
Once the payment has been applied, refer to the “System Navigation for Grants” 
manual, “Course 7. Research Foundation,” section “IV. Apply Payment to Item.” 

9.  Create a journal entry to move the cash, which covers the operation budget, back to the 
department. 

10.  Excess cash will be distributed through a journal entry. 
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IX. COPY A BILL  

When a refund on a fixed amount contract needs to be processed, a bill can be copied. This 
process should never be done on a cost reimbursable bill (CRB). Afterward, the invoice can be 
altered. To copy a bill, follow these steps:  

Step Action 

1.  Navigate to Main Menu > Grants > Awards > Award Profile. 

2.  Enter values in the following fields: 

a) Business Unit 
b) Project (Project ID) 
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Step Action 

3.  Click Search.  

 

4.  Select the View Contract link.  
 

5.  Click the Billing Plans link.  

 

6.  Click the bill Plan link.  
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Step Action 

7.  Select the History tab. 

 

8.  Select the Billing Tab.  

 

9.  Note the Invoice Number.  

 

10.  Navigate to Main Menu > Billing > Maintain Bills > Copy Single Bill. 
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Step Action 

11.  Enter values in the following fields: 

a) Business Unit  
b) Invoice  

 

12.  Click Search. (See image in the previous step.) 

13.  Set up the Run Control with Select Bill Action as Copy Bill. 

 

14.  Click Save. (See image in the previous step.) 



 

Grants – Research Foundation Processing  Course 7, Page 58 

System Navigation for Grants 

 

UCF Financials   

Step Action 

15.  Click on the Go To Bill Header to update necessary information  

 

16.  When changes are complete, change Header Status to RDY.  

 

17.  Refer to the “System Navigation for Grants” manual, “Course 4. Process Billing,” 
“Unit 3: Billing Activity,” section “V. Generate Single Action Invoices.” 
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X. GL ALLOCATION – DOUBLE BUDGETS  

After the Research Foundation (RF) posts awarded or non-awarded project budgets, a nightly 
allocation will run to duplicate that budget into UCF01 so that payroll, which hits UCF01 first, 
can be posted without budget errors.  

Step Action 

1.  Navigate to Main Menu > Allocations > Reports > Allocation Group. 
 
 

2.  Create a Run Control ID to process the allocations. 

3.  Run validation queries. 

4.  Modify the Posted Date Criteria on the allocation steps. 

5.  Process the allocations using the Run Control ID created. 
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XI. GL ALLOCATION – OTHER TRANSACTIONS  

Each night an allocation process runs that picks up Research Foundation (RF) transactions that 
were entered into UCF01 and moves them to RFD01.  

 

XII. GL ALLOCATION – PAYROLL UCF TO RF  

After the initial payroll budget from the Human Capital Management (HCM) system hits 
UCF01, an allocation process runs to move Research Foundation (RF) project and department 
charges to RFD01.  
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XIII. MANUAL CONVERSION RESIDUAL REVENUE 

Revenue budgets need to be manually set up to allow for the system to control spending on these 
projects. After access is granted, do the following to set up a Revenue Budget for each project: 

Step Action 

1.  Navigate to Main Menu > Grants > Awards > Project.  
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Step Action 

2.  Enter values in the following fields: 

a) Business Unit 
b) Project 

 

3.  Click Search. (See image in the previous step.) 

4.  Click the Go To [More] dropdown menu. (See image in the next step.) 

5.  Select Project Budgeting.  

 

6.  Click Search.  
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Step Action 

7.  On the Budget Plan page, verify the row for the Revenue Budget. 
 
General 

a) Description [Grants Budget] 
b) Budget Type [Revenue Budget] 

 
Calendar 

a) Calendar ID [BP] 
b) Number of Periods [manually change to 1] 

 

8.  Click Save.  

 

9.  On the General tab, click the yellow paper icon. 
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Step Action 

10.  Under the Budget Items heading, click the yellow paper icon. 

 

11.  Enter values in the following fields: 
 
Budget Items 

a) Project Budget Item 
 
General Ledger Detail 

a) GL Business Unit [RFD01] 
b) Account [Change to Revenue account.] 
c) Fund Code [91506] 
d) Program Code [ZZ] 

 
Commitment Control Detail 

a) Ledger Group [CC_REV_PRJ] 
b) Ledger [CC_RV_PBUD] 
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Step Action 

12.  Update the Spread Option to Adjust by Amount. 

 

13.  On the Budget Items tab, enter the Amount for each budget line in the Budget 
Adjustment. 

 

14.  Click one of the Distribute Budget buttons. (See image in the previous step.) 

15.  Click OK. (See image in Step 12.) 

16.  Click the Even Spread button for each line. The yellow warning triangles will 
change to green checkmarks. 

17.  Click Save.  

18.  Click the Return to Budget Plan link. (See image in the previous step.) 
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Step Action 

19.  Select the Finalize tab. 

 

20.  Click the Finalize button. 

 

21.  Click the Process Monitor link to ensure the Process runs to Success.  

 

22.  Contact the Financials Support Services team (fntrain@ucf.edu) to verify that the 
project has been added to the Associated Budgets page at the appropriate Revenue 
and Expenditure levels.  

mailto:fntrain@ucf.edu
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Step Action 

23.  Navigate to Main Menu > Commitment Control > Define Control Budgets > 
Associated Budgets to review.  
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Step Action 

24.  To see the available balance, navigate to Main Menu > Commitment Control > 
Review Budget Activities > Budgets Overview.   

 

25.  Enter the Inquiry Name (user defined).  

 

26.  Click Search. (See image in the previous step.) 
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Step Action 

27.  Enter the following: 

a) Business Unit [RFD01]  
b) Ledger Group/Set [Ledger Inquiry Set] 
c) Ledger Inquiry Set [RF_REV_SET]  

 
ChartField Criteria 

a) Project 
 
a)  

28.  Click Save. 
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XIV. GENERATE JOURNALS FOR AR DIRECT PAYMENTS  

After the Receivable Update has been run and direct journals have been created, journals for 
Accounts Receivable (AR) direct payments should be generated. Journals can then be posted. To 
generate journals for AR direct payments, follow these steps:  

Step Action 

1.  Navigate to Main Menu > General Ledger > Journals > Subsystem Journals > 
Generate Journals.  

 

2.  Select the Add a New Value tab. (See image in the next step.)  
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Step Action 

3.  Enter the Run Control ID (user defined).  

Note: When creating run controls, they cannot contain any spaces. Use underscores 
instead. 

4.  Click Add. (See image in the previous step.)  

5.  Set up the Run Control as follows:  

a) Edit [Checked] 
b) Process Frequency [Always] 
c) Set ID  
d) Accounting Definition Name [ARDIRJRNL] 
e) Applications Business Unit  
f) Ledger Group [ACTUALS] 
g) Template [AR_ DIRJRNL] 
h) From Date Option (specify date) 
i) To Date Option (specify date) 
j) From Date 
k) To Date  
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Step Action 

6.  Click Run. (See image in the previous step.) The Process Scheduler Request box 
displays.  

7.  Ensure the FS_JGEN Line is checked.  

8.  Click OK. (See image in the previous step.)  

9.  Click the Process Monitor.  

10.  Click the Refresh button until the Run Status of the process displays Success.  
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