University Journal Entries Going Paperless 
As part of the Central Financial Services paperless initiative, all university journal entries will be required to be sent electronically, beginning with November month-end journals.

The Journal Entry Guidelines have been updated on the CFS Forms & Policies web site and the new information for submitting journals electronically is located in section II.D of the guidelines.

Highlights:

·  Submit all journal entries to Journal Entry-CFS at their new email address jecfs@ohsu.edu.
· Scan or save the journals, including backup, in .pdf format. (Excel versions are also required on JE’s with more than 5 lines). See the example on the Finance & Accounting forms page.
· Include approval of fiscal authority person as a signature on the JE form, an e-mail approval attached, or by having the fiscal approver forwarded the JE to jecfs@ohsu.edu.
· See section II.C, Paragraph 3, of the Journal Entry Guidelines for updated documentation requirements. 
Note:  This only pertains to University journal entries submitted to CFS. Hospital journals submitted to Hospital Financial Services (HFS), Grant related adjustments submitted to Sponsored Projects Administration (SPA), and Intercompany journals submitted to the Foundation are not affected by this policy.
Please direct all questions or concerns to Pa Lee, 4-8293, or send to Journal Entry-CFS at jecfs@ohsu.edu.
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