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Purpose  
To outline in further detail, the guidelines for journal entries that are not subject to workflow and 
define where the in lieu approval is for those journal entries. 

Scope 
Applies to both User Generated Journal Entries and External System Upload Journal Entries that are 
initiated with a source that does not go through the standard finance electronic workflow. Applies to 
all users who have been given permission to create journal entries not subject to workflow. 

Definitions 
Journal Entry – A journal entry records financial transactions in the General Ledger and moves 
revenues, expenses, assets and/or liabilities between two or more accounts, departments, programs, 
projects and/or activities which results in the entry being recorded within the University’s General 
Ledger. 
 

Journal Creator – Any person who has a PeopleSoft security role permitted to create and enter 
Journal Entries in McMaster’s Mosaic PeopleSoft general ledger. 
 

Supporting Documentation – Consists of source documents, supportive calculations, and/or other 
items necessary to substantiate the accuracy and appropriateness of a Journal Entry.  
 

Chartfields – The components of the transaction contained in a Journal Entry line (e.g. fund, 
department, program, project, account, analysis type). 
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Guideline 
Journal entries that are not subject to the system workflow approval process fall into one of three 
categories: 
 
1. Internal Charges  

Typically, mass/multiple line journals where an initiating department is charging several other 
departments. In this situation pre-approval (e.g. signed evidence) must exist that indicates 
department/program/project owner has approved supplies/service and amount being charged. 
 

2. For Revenue Allocations/Transfer of Fund/Recoveries/Accounting adjustments and 
corrections: 

Accounting adjustments that are necessary for proper financial management of department 
funds. These Journal Entries can be made by authorized users, typically accountants located in 
the centralized finance offices (Financial Services, University Research, Faculty of Health 
Science Research, Faculty of Health Sciences administration, Budgeting Services, etc.) 
 

3. External System Interface Journal Entries: 
Where an external software system interface posts charges directly to Chartfields provided to 
the issuing department and therefore does not have the ability to utilize the system workflow. 
In these cases, other forms of approval are in place.   
 

The following chart outlines the journal entries that are currently approved as not subject to system 
workflow. These Journal Entries are reviewed periodically to ensure approval conditions are still 
being met and if any new entries need to be added. 
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The Journal Creator or department must still attach appropriate Supporting Documentation, as 
detailed above, for the charges in the Journal Entry and/or maintain the support in the department and 
ensure that the Supporting Documentation is readily available for administrative staff in other 
departments to verify charges. The Journal Creator or department must also be able to and willing to 
assist other departments to verify charges and correct errors.   
 
Where Supporting Documentation cannot be provided by the initiating department and the receiving 
department is sure that the charge is not correct, the issuing department will be responsible to reverse 
the charge. 
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Financial Services undertakes a periodic review of Journal Entries that are not subject to the Finance 
workflow system1. If it is discovered that a user is creating Journal Entries that do not fall into one of 
the approved categories of Journal Entries outlined above, security access to prepare all Journal 
Entries may be revoked.  
 
 
Related Links 
 
Journal Entry Policy 
 
Procedure: Review of Journal Entries not subject to Workflow  
 
 
 
 

                                                 
1 In accordance with the Review of Journal Entries Not Subject to Workflow Procedure 


	Purpose
	Scope
	Definitions
	Guideline

