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On-Line Journal Entries

1 Overview of Journal Entries.
2 Entering Journals.

3 Viewing Journals.

4, Copying Journal Entries.

5 Deleting a Journal.

6 Inquiring on Journals.

7 Printing Posted Journals.

Objectives
By the end of this exercise, you will be able to:

. Understand the procedure for entering Journals;
Enter and delete Journals;

Copy existing Journals;

Edit Journals;

Inquire to view Journals; and

Print a Posted Journal.
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1. Overview of Journal Entries.
To start, navigate as follows:
UWO Menu

UWO Journal Entry
Actuals Journal Entry

[ 1 1 |
Unitt WO Journal I: NEXT Date: 111242004
Long Description: |
‘Ledger Group: ACTUALS Q Auto Generate Lines
Ledger: Adjusting Entry: Mon-Adjusting Entry |
‘Source: oML |Q Fiscal Year: 2005
Reference Number: Period: [{jS8
SJE Type: ADE Date:
Journal Class: Q [ save Journal Incomplete Status
Transaction Code:
Currency Defaults: CAD f CRRMT (1
Reversal: Do Mot Generate Reversal

Online Journals must be entered and saved. Edit checking, budget checking and posting
are optional steps, and will be run at night automatically.

Journal Entry is comprised of a group of four panels:

1. Header
2. UWO Lines
3. Totals
4, Errors
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1. Journal Entry Header
The header contains information that uniquely identifies the journal (business
unit, journal ID and journal date). It also contains options that will enable you to
quickly set up adjusting and reversing entries.

Long Description This field is useful for identifying purposes or explaining
any anomalies.

Ledger Group This field will default to ACTUALS and is where the
journal will post.

Auto Gen This check box will be greyed out.

Adjusting Entry This field will default to Non-Adjusting Entry and should
not normally be changed. This field will only be changed
by the Finance Department for year end adjustments.

Ledger This field will be greyed out.

Source This field identifies the source of entry. It will default to
ONL to specify On-line.

Fiscal Year This field will default to the current fiscal year.
Ref No This field is user defined to allow you to refer each journal

back to a document, person, invoice or any other data that
will be helpful when tracking the source of the information.

Period This field will default to the appropriate period for the date
of your journal.

SJE Type This field will be greyed out.

ADB Date This field will be greyed out.

Journal Class This field will normally be left blank unless you are in

Research Accounting and it is used only as part of the grant
close down process with a value of XYZ.

Save Journal Incomplete Status Checking this box ensures that the nightly
batch edits and posts will NOT impact your
journal. If you check this box you must
eventually uncheck it so that your journal
entry will get fully processed.
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Transaction Code

Currency Defaults

Reversal

This field will be greyed out with a value of UWO.

This field will default to CAD/CRRNT/1. This field would
only be changed in RARE situations.

This field will default to Do Not Generate Reversal. This
field identifies whether or not you want an entry to
automatically reverse (such as an accrual). You must
choose the date of the reversing entry by selecting the
appropriate option:

Do Not Assumes no automatic reversal of this

Generate entry. This is the default.

Reversal

Beginning of | Creates a reversing entry dated the first

Next Period | day of the next accounting period.

End of Next | Creates a reversing entry dated the last

Period day of the next accounting period.

Next Day Creates a reversing entry dated the next
calendar day.

Adjustment This should only be used by Finance.

Period Creates a reversing entry in the year end
adjustment period.

On Date Lets you select any date in the calendar

Specified By | of the target (posting) ledger. When

User you select this option, the system
prompts you with an edit box for the
appropriate date.

ADB Will be greyed out.

Reversal

When the reversing journal date falls within the journal
dates, fiscal year, and open periods specified on the Journal
Post panel, the system posts reversals as soon as created.
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2. Journal Entry Lines

The UWO Lines page is used to record the transactions making up the journal -
the debit and credit entries.

Header UWO Lines Totals

Unit:  UWO
~ Lines
Select |Line  [*Unit

Journal I: - NEXT Date:

SpeedType

0O+ [woal &l @& @&f

Etrors

110242004 'Process; Editloumal v Process

\Account Fund Dept

Currency  |Amount

Qo Q[ ]

Program  |Project

al [

Lines to add: ’_W E ﬂ

Unit Total Lines
o 1

3 Fit E' 101 E Last

Customize | Find | View
Total Debits Total Credits |  Journal Status Budpet Status
0.000 0.000 N N

Top of page

Unit

Journal ID

Date

Process

Lines section

Select

Chartfields

Amount
Reference Field

Line Descr

This is the business unit of the journal entry. Lines can be
added to the entry with other business units however this is
the main business unit.

This will show as NEXT until you save your journal. Once
you have saved the journal you will see the journal id
number.

This is the date of the journal entry

These are the processes that you can run with this journal
entry and they work in conjunction with the Process
Button. A listing is provided further in this document
explaining the various processes that are available.

This field is used to identify rows that you wish to delete
and is used in conjunction with the Lines to Date section.

Enter the account number and any other chartfield values
that are required to correctly record the transaction.

Enter the monetary amount.

This field is available for information specific to each line
in the journal entry.

This field displays the description defined for the account
chartfield value. This information will be defaulted in for
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you. However you can override this field with your own
descriptive information as necessary.

Between Lines and Totals sections

Lines to Add

Totals section

This section is used to add and delete lines from your

journal entry.

You must save your journal before any amounts will appear in this section.

Unit

Total Lines

Total Debits

Total Credits

Journal Status

Budget Status

This is the business unit and there will be one row in this
section for each business unit you have used in the Lines
section.

This is to the total number of lines in the lines section for
the respective business unit.

This is the total of all dollar amounts in the totals section
that are a debit (positive) for the respective business unit.

This is the total of all dollar amounts in the totals section
that are a credit (negative) for the respective business unit.

This shows the status of the chartfields used in the lines
section. The possible values are:

N = no edit yet performed

E = error in edit

V = valid budget check

P = posted

This shows the status of information in the lines section in
regards to whether budget has been set up. The possible
values are:

N = no budget check yet performed

E = error in budget check

V = valid budget check

Note that investigating budget check errors are handled in a
separate set of pages and will be explained further in the
exercises.
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The following processes are available for your use.

Budget Check ) + Will initiate the budget check process immediately. A journal must have
a Journal Status = V before this choice can be used. This is optional as it
will also be run during the nightly processing.

CopyJournal v Copy the current journal to a new journal.
Delete Journal  w Delete the current journal.
EditJournal — w Will initiate the edit process immediately which validates the chartfield

combinations and the fiscal year and accounting period. If the journal
results in a Journal Status = V, this process will continue and begin the
Budget Check process. This is optional as it will also be run during the
nightly processing.

PostJourhal & Will initiate the posting process immediately. A journal must have a
Journal Status = V and a Budget Status = V before this choice can be
used. This is optional as it will also be run during the nightly processing.

PrintJournal  » Print the current journal

Refresh Journal Refresh the page. If the process is complete, the page will automatically
refresh with the results of the edit and/or post.
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3. Journal Entry Tota

Is (Optional — you don’t HAVE to do anything here)

To enforce a greater degree of control over the journal entry process, you MAY
want to use control totals for debit and credit amounts and the number of lines.

Header

WO Lines

Totals Etrars

JournalID: - WEXT Date: 102412004

Find | iews &1 First El 1ef 1 El Lagt

=
"Ledger
ACTUALS QL

[Ze

Currency:

Base Currency: CAD

Control Totals Actual Tolals
Debits:
Credits:

Differences

Debits: 000 Debits:
000
0.00
0.0o
000
000
0.00

1

Credits:
Net:
Debits:

Credits:

Debits:
Credits:

Debits:
Credits:
Net:
Units:

Credits:

Units:
Lines:

Units:

Lines: Lines:

Control Total

S This panel lets you specify the total Debits, Credits or
number of Lines to be entered in the journal. As you enter
the journal lines, the system displays a running total of the
actual debits, credits and lines as well as the difference

between the amounts entered and the Control Totals.

If you leave the Control Totals fields blank, the system will
not validate against the associated actual total.
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4. Journal Entry Errors
The journal entry errors page will be updated after you run the Journal Edit
process from the UWO Lines page. Any errors that exist will show on this page.

Errors

Header WO Lines Totals

Appraval

Unit: L0 Journal ID: - 00014518939 Date: 1072772004

Customize | Find | ] First 1 of 1 El Last

First E 1af 1 E Last
Line # Field Name Field Long Name Set Msg Message Text
Combo error for fields FundifccountDeptiProgramiProject in group
2 FUMND_CODE Fund Code 9600 3 UWOFUNDS,
@ savel (CLReturn to Search | [+ENextin List| |15 Previous inList ) [ENetity | [ Retresh | B add

Header | Lines | MO Lines | Totals | Errors | Anproval

Top of page

Unit This is the business unit of the journal entry. Lines can be
added to the entry with other business units however this is
the main business unit.

Journal ID This will show as NEXT until you save your journal. Once
you have saved the journal you will see the journal id
number.

Date This is the date of the journal entry

Header Errors and Line Errors section

The fields in these sections vary depending on the errors but generally these are
the fields that you will see.

Unit Identifies the business unit that has the error(s) in it.
Field Name Identifies the field in the journal where the error exists.
Field Long Name Gives the full name for the previous field (Field Name).

Set A technical field that is not used by the functional users.
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Msg A technical field that is not used by the functional users.
Message Text A longer description of what the specific error is.

The Header Errors section contains errors that apply to the overall journal entry.
The Line Errors section contains errors specific to a certain row in the journal
entry.

Error examples

The Journal status will receive a status of “Errors” if one or more of the following
conditions are true:

. The accounting period (determined by the Journal Date) is not currently
open;

o Total debits do not equal total credits;

. The actual totals for the journal (debits, credits, number of lines or units)

do not equal the control totals entered with the journal header;

. One or more journal lines use invalid Chartfield values as of the Journal
Date;
. One or more journal lines use invalid Chartfield combinations as of the

Journal Date. Valid combinations follow
o All funds must have a fund, department, account
0 Fund 1 and 3 must also have a program but NOT a project
o Fund 2,4,5,6 must also have a project but NOT a program
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Budget check errors
These errors are accessed by clicking on the “E” under Budget Status field
on the UWO Lines page in the Totals section.

Lines to add: 1 =

Unit Total Lines Total Debits
(W] 2 100.00 100.00 ¥ E

GL Journal Exceptions Line Exceptions

Business Unit: WD Journal 1Dz 0001451978 & Journal Date: 1142242004
‘Exception Type: Override Transaction o = =
Maximum Rows: 100 More Budgets Exist Advanced Buddet Criteriz
Search
Budgets with Exceptions Customize | Find | “iew Al | 'l First E 1.5 cof 5 |I| Last
Budget Orverride Budget Charthields
Ledger Group
1 & WO DR g22000 1 oooooo 13802 2008
20 @ Uwo ORG g2z2000 1 oooooo 13802 2008
3 @l Ly ORG 622000 1 anoooo 13802 2005
4 @l LWy ORG 622000 1 aooooo 13802 2005
5 @ LwWo ORG §22000 1 oooooo 13802 2005

ﬁ Save QReturn to Search) ElNo‘tif’y )

The only reason that a budget check error occurs is that a chartfield
combination has not had a budget set up. You can see in the example
above the exception states “No Budget Exists”.

The important section on this page is the section called Budgets with
Exceptions. Specifically the tab entitled Budget Chartfields. This page
will show you the combinations that are not valid.

These budget errors will be handled through a nightly process.
The analyst will be notified when a budget needs to be set up. At no point
should you contact your analyst.
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2. Entering Journals.
Activity #1

1.

Navigate as follows:

UWO Menu
UWO Journal Entry
Actuals Journal Entry
Add a New Value

Journal Entry
[ T AddaNew vaiue Il

Business Unit: L0 S
Journal 1D: MEXT
Journal Date: 1152472004 |[5

Ao

The Journal ID defaults to NEXT. When you save, the Journal ID number
changes from NEXT and assigns the next available sequential number to the

journal.

The Journal Date defaults to the current date. You can back date the journal if
you wish however, you should be aware that the journal will post to the current
open period, not the period that the date refers to.

Click Add **You should now be on the Header tab**

To identify your journal, type your name in the Long Description field along with
a general description if you would like.

To move to another field, you can either click in the field or use the tab key until
you are in the correct field.

Click on the UWO L.ines tab.
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5. Enter the following chartfields and amount for Line 1:

Line | Account | Fund | Deptid | Program | Proj/ | Amount
Grant

1 1622000 |1 470400 000000 -500

6. Click on the plus sign ||ines to add: 1 = to add a row.

7. Enter the following chartfields and amount for Line 2:
Line | Account | Fund | Deptid | Program Proj/ Amount
Grant
2 | 645000 2 421020 R3152A01 500
Unit:  UWO Journal ID:  NEXT Date:  01/04/2005 ‘Process: | EditJournal  »|  Process

*Unit SpeedType |Account Fund  |Dept n |Program |Project @ |Curren ‘Amount

“Unit 0 Fund Dept roje: Amount
1 uwo Q. 2 |s22000 QN Q470400 Q <, |ooo0o0 Q jcap -500.00
O 2 Uwio QY @, |s4s000 Q |2 Q. 421020 Q Q. |R3152401 Q can G 500.00

& savel ([EdNotify ) (2 Refresh |

8. Click B save)
9. Write down your journal number. 0001

***¥**NOTE: YOU CAN STOP AT THIS POINT IF YOU WISH. THE REMAINING
STEPS RELATE TO EDITTING AND POSTING YOUR JOURNAL WHICH ARE
OPTIONAL STEPS. *****

<

dit Journal

10. Select ‘Process: | E

11. Click Process
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12. Click on the error marker under Journal Status

Customize | Find | * W \ First E 10f 1 Last
Total Debits Total Credits Jo ArﬂI| S5t tus Budget Status
LG 2 500.00 500.00 E il
Nt
Unit: L0 Journal ID: - 0001452134 Date: 121132004
Customize | Find | 2 First 1 af 1 Last
Unit Field Name Field Long Name Set Msg Message Text
LIV JRKNL_HDR_STATUS Journal Header Status 5860 53 Journal line errors exist for this header.

customize Fina | 88 First [ 4 o 1 [ Last
Field Long Name

Comhbo errar for fields FundfAccount’DeptProgramiProject in group
LWWOFUNDS.

FUND_CODE Fund Code

14.  Click on the Line # in the Line Errors box. This takes you to the line in error on
the UWO Lines page.

15. In our case the transaction is in Fund 1, which does NOT use Projects.
16. Click in the Program box.

17. e 38001

: 8

18.

O

lick in the Project box

19. Delete 000000

20.

@)

lick Bl save

21.  Select ‘process: ISEIRENE]

22. Click Process

23.  Your journal should now have a Journal Status =V and a Budget Status = V.
See below.

Customize | Fined 1

. =
Total Lines Total Debits Total C7 _ults | Journal Status Stltl.ls Budget Status ’

If you have a Budget Status Error, this will be handled through the nightly
process.

Unit Total Lines Total Debits
LG 2 500.00 500.00 W E
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50. Select ‘Process: | Fost Journal

51. Click  Process
Lok |

52. Click T4

53.  Once complete your journal should now have a Journal Status = P. See below.

Unit Total Lines Total Debits
WO 2 500.00 00.00 E 4

54.  You have now completed the entire journal entry process.

*** Please note: you do not have to post your journals. This will run through the nightly
process***

November 2009 On-Line Journal Entries



UWO Financials Training Page 16

. Viewin rnals that are not vet t

Activity #2
1. Navigate as follows:
UWO Menu
UWO Journal Entry

Actuals Journal Entry
Find an Existing Value

2. Enter Journal ID if you know it OR leave Journal ID blank.

3, Click | Search |

If you have entered an existing journal id OR you only have one journal id
that is NOT posted then vou will be taken directly into the journal.

If you have left the journal id blank you will be shown a list of all journals
that have not been posted that YOU have created. Click on the Journal ID
for the one you wish to investigate further and you will be taken directly

into the journal.
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4. Copying Journal Entries.

If you would like to use an existing journal entry as the basis for a new journal entry to
avoid having to retype the same information, use this feature to make a copy of an

existing journal. You can copy any journal and then change the header or detail lines, as
desired.

1. Navigate as follows:

UWO Menu
UWO Journal Entry
Journal Copy
(Add a New Value the first time)

2. Enter a Run Control ID [i.e. JRNL_COPY].

Eind an Existing Yalue Add a New Value

Famn Control ID:; |JRNL_CDF'YI

Add

3. Click Add

4, Enter the necessary parameters such as:

Copy Journals Request

Run Contrel ID:  JRNL_CGOPY ReportManager  Process Manior _ U1

L English v

Process Request Parameters Cus £ First |I| 1of 1 |I| Last

Process “Unit tJournal ID *Journal Date New Journal Hew Date Rewversal |Cur Effdt Save Journal
Freguency . Incomplete Status

Always o O @oo0145311 QL 0104200900 MEXT 03/0142005 [ Reversal |03/01/2005 [3

Your Journal ID and Date from page 14

5. Click on '@ 5=vel and the New Journal field will change from NEXT to an actual

journal id.
: . 0001
6. Write down your journal number.
7. To initiate the background copy process, click Run | .
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8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

A window will appear called the Process Scheduler Request.
Server = <blank>

Recurrence = <blank>

Time Zone = <blank>

Select = checked

*Type = web

*Format = TXT

Your screen should appear as follows:

Process Scheduler Request

User ID: GEMERIC Run Control ID: JRMNL_COPY

Server Name: Runpate:  [12132004 &
Recurrence: RunTime:  |12:13:38PM Resetto Current DaterTime |
Time Zone: Q

Process List

Description Process Name Process Type *Type *Format
Journal Copy Pracess GL_JRMNL_COPY  Application Engine  |wen  «|[mr | ¥
Ok | Cancel | Refresh |
Click ok |

You may also use the Copy icon on the Journal Entry Lines panel to initiate
this process.

Once the copy is complete, the new journal will be marked with a status of

No Status - Edit Required.

You will be taken back to the original Copy Journal Page.

Click on Process Maonitor - at the top of your screen towards the right.

You will now be directed to the process monitor where you can watch to see
when your process is finished.
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20.  The initial status that you will see is Queued.
21.  Clickonthe Refresh | button until you see a status of Success

22.  When completed you screen will look like the following:

View Process Request For

Server: Name: Q Instance:| to |
Status: Status
Process List Customize | Find | igw &1 | - First (0 12 o 2 O] Last
s Distribution .
Select |Instance (Seq. |Process Type Process Name (User Run Date/Time Run Status Status Details
3383 Application Engine GL_JRML_COPY GERMERIC 12M13r2004 12:13:39PM PST Success FPosted Details
3382 Application Engine GL_JRML_COPY GEMERIC 12M13r2004 12:10:29PM FST Success Fosted Details

22.  You will now be able to access your new journal id using the UWO Journal entry
pages.

5. Deleting a Journal.

You can only delete journals that you have created and that have not been posted - the
assumption here is that a mistake was made, therefore no audit trail of the deletion is
made.

1. Navigate as follows:

UWO Menu
UWO Journal Entry
Journal Entry
Find an Existing Value

2. Type the Journal ID or leave it blank

3. Click on | Search | AND if you left the journal ID blank — Click on the correct

journal_id from the listing provided.

3. Click on the UWO Lines tab.

4. Select ‘process: EEEEMMMIEN v| and Click _ Process
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6. Inquiring on Journals.

Journals that have not yet completed processing:
1. Navigate as follows

UWO Menu
UWO Journal Entry
Journal Entry
Find an Existing Value

2. Type the available fields that you know. For the Journal Header Status and the

Budget Checking Header Status you can search for journals with the following
criteria:

Journal Header Status Journal Has Errors
No Status - Needs to be Edited
Valid Journal - Edits Complete
Budget Checking Header Status Error in Budget Check
Not Budget Checked
Valid Budget Checked

The system will display a message requesting you to click OK to verify
deletion before it deletes the journal.

3. Click | Search |

4, If you left the journal ID blank then Click on the Journal ID that you wish to
review from the listing provided.

Alternative inquiry process available for journals in all stages of processing:
Activity #3
1. Navigate as follows:
UWO Menu
UWO Inquiries

Journal Inquiry
Add a new value (the first time only)
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2. Type INQUIRY for the Inquiry Name.

Journal
Eind an Existing “alue Add a New Value
Inquiry Name: [INQUIRY
Add
3. Click Add.
4. Enter the following criteria:
From To
Unit Ledger Year Period Period
uwo ACTUALS 2005 9 10

Journal Inquiry Criteria
Journal Inquiry

Ledger Criteria

Inguiry “Unit ‘Ledger “fear ‘From Period  'To Period Suspense Status

INQUIRY uwo QO |acTuas @ [2008Q | 3Q | ma | @ _Seanh |

Journal ID Date Status Source  Currency Stat Documert Type i
Q| B el Ja [ & [ &

User Document Sequence Max Rows  SortBy

| Q| | 100 [Joumnalld v

5, Click | Search |

6. Click on the Journal ID in the results below your search box
Journals
JournalID  |Date Unitll |Status Source |oUEBENse
Status
0001452008 03/31/2005 UWWO  Errors OML Mo Susp
7. Your results will automatically show the first 100 rows of your journal. By

referring to the row called “Lines” in the Journal Header section you will be able
to see how many lines in total there are.

If you have more than 100 rows in your journal:

Click on the button beside Show

Type in the group of rows you wish to see, e.g. From line: 200 Thru Line: 299
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Click on Query Journal Lines

Journal ID: 0001442008 Date: 0313172005
Ledger Gip: - ACTUALS Original Date:  03/31/2005
Status: Etrors InterUnit BU: ~ UwO
Balanced: DR Not= CR Reversal: MNone
Operator Id:  LDWICKMA

Journal Header

Source: OML Schexlule:

Lines: 3 Doc Seq:

Posted: Process: Edit Error
Reversal Date:

Long Description SAMDRA - JEML INSTRUCTIONS TESTING

Totals by Currency

Currency: CAD  DR: 300.00 CR:

First E 1of 1 |I| Last

100.00

20000  Net:

® Show All Lines

O Show  From Line: ThruLine:

Guern Jaurnal Lines
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7. Printing Post rnals.

Journal Entry Reprint is a report that lets you print your journals even after they are
posted.

1. Navigate as follows:

UWO Menu
UWO Journal Entry
Journal Print
Add a New Value (first time only)

2. Type JRNLPRINT for the name.

FPrint Journal Entry

Eind an Existing Yalue Add a New Value

Fun Comtrol 1ID: [JRMNLPRIMT

Add

3, Clickon | Add |

4, Type in your journal id from Activity 1

Print Journal Entry
Run ControlID:  JRMLPRINT Eeport Manager Process Monitar Run

Report Request Parameters

Journal ID: "faur D"
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6.

10.

Ensure that “Type” = Window and “Format” = PDF

Server Name:; RunDate;  |11/25/2004 el
Recurrence: RunTime:  5:41:43FM Resetto Curtent DatefTime |
Q

Time Zone:
Process List

47
W

Journal Entry Listing UFgGL751 Crystal ‘Window v | |PDF v | %

Click on Ok |

A new window will open on your computer and after a few moments your report
will appear.

B ®

Page No. 1071

&: Journal Entry Datall Liating Run Cate  Now2S2004
" Report 102 UFSGLTS1 Journal: D001452008; Dats: 33112005 RunTime 5:55:45 PM
= Quary Mame:  UFSGLTS1
=
8 Operator  LOWICKMA Source: QKL Descripfion:  SAMDRA - JRNL INSTRUCTIONS TESTING
[==]
? LUne# BU Line Reference Ling Description Fund _Account Dept Program Froject
& Supplies 1 522000 421050
5 Supplies 1 a22400 421050 00000
"g‘ Supplizs 2 a22000 220500 R2Z7T3A01
'L-Q'; Journal Total
Click on the + sign 75% - (# toincrease the viewable size of your
report.

Normally Click on @ to send your report to your printer. (BUT NOT IN
TRAINING)
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