Western Peoplesoft Financials
Online Journal Entries

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

Print a posted Journal

Content

Overview of Journal Entries

Entering Journals

Viewing Journals That Are Not Posted

Viewing Journal That Are in All Stages of Processing
Copying Journal Entries

Deleting a Journal

Printing Posted Journals
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1. Overview of Journal Entries

Navigation: UWO Menu\UWO Journal Entry\Actuals Journal Entry

Journal Entry
Find an Existing Value |

Business Unit: UWwo @
Journal 1D: MNEXT
Journal Date: |01/01/2012 @

Add

Find an Existing Value | Add a New Value

You can forward date a journal entry to the end of the fiscal year or you can backdate a journal
entry to the beginning of the current accounting date.

The Journal Entry contains several tabs; Header, Lines, Totals, Errors and Approvals. We will go over
each in the next few pages.

Lines | UWOLines | Tolals | Erors | sgproval

unit: U0 Jourmnal I MEXT Date: OFez01

Long Description: F
Ledger Group: ACTUALS Adjusting Entry: [ Men-agiusting Entry ~|
Ledger: Fiscal Yean 2092

*Source: oL @ Period:

Reference Number ADE Date: 07/19/2011

Journal Class: @,

Transaction Code: JWl Auto Generale Lines

[ save Joumal Incomplets Status

SJE Type: [ autobalance on 0 Amount Ling

Cumancy Defaults CAD | CRRNT /1 SJE Schadula

Atachments (0}

Reversal

[@ save | [E1 Notity | |23 Reiresh |Ek-add | |5 Updateisplay |

Header | Lines | WD Lines | Tofals | Errors | Approvsl
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Header contains information that uniquely identifies the journal
Some fields are faded or entered by default and do not allow data entry, other fields you will enter the
information.

Lines [ UWOLines | Towls || Emors | Approval

Uit U0 Jourmel 10 MEXT Date: OF 2011

Long Description: @ r_’:-.

*Ledger Group: ACTUALS Adyusting Entry: | MHaon-Adjusting Entry vl @
Ledger: Fiscal Yed ° 2012
*Source; [t @, Period: I:l

= @ ADEB Dates o718E01m
—Y

Transaction Code: Sl Auto Generate Lines
[ save Joumal Incomplete Status @
SJE Type: [[] autobalance on 0 Amount Ling

Cumancy Dafaulls. CAD | CRRMT /1 SJE Schadula

AHachments (0}

Feversal

[F Sawe | [=7 Notify | |2 Reiresh Sk Add | | F UpdateDispiay |

Header| Lings | LW Lines | Tatals | Efors | Approvs)

Long Description - useful for identifying purposes or explaining any anomalies

Adjusting Entry - Defaults to Non-Adjusting Entry. This is normally only changed by Financial
Services for year-end adjustments

Source - Defaults to ONL to specify On-line entry.

Fiscal Year - Defaults to the current fiscal year

Period - Defaults to the accounting period for the date of your journal

Reference Number - Provides you a reference to a document, person, invoice or any other data that will
behelpful to track backup for the journal entry. This is optional.

Journal Class - Normally left blank. Used by Research Accounting as part of the grant close down
process with a value of XYZ

Transaction Code - Defaults to UWO and cannot be changed

Save Journal/Incomplete Status - Check this box to ensure that the nightly batch edits and posts will not
impact your journal. You must eventually uncheck to allow your journal entry to be fully processed
Currency Defaults - Defaults to CAD/CRRNT/1. This would only be changed in exceptional
circumstances

Reversal — Defaults to Do Not Generate Reversal. This field identifies whether or not you want an entry
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to automatically reverse (such as an accrual). You must choose the date of the reversing entry by
selecting the appropriate option below.
Note that the reversing entry will be given the same Journal ID as the originating entry.

Journal Entry Reversal

Reversal
%) Do Mot Generate Reversal
) Beginning of Next Period
) End of Next Period
2 Next Day
) Adjustment Period
) On Date Specified By User

adjustment Period: @
Raversal Date: (=

ADE Reversal

Same As Journal Reversal
On Date Spaecined By User

408 Reversal Date: :l

[ ok | cCancel Refresh

o Do Note Generate Reversal — Assumes no automatic reversal of this entry. This is the default

o Beginning of Next Period — Creates a reversing entry dated the first day of the next accounting
period

o End of Next Period — Creates a reversing entry dated the last day of the next accounting period

o Next Day — Creates a reversing entry dated the next calendar day

o Adjustment Period — Used only by Financial Services to create a reversing entry in the year end
adjustment period

o On Date Specified By User — Select the date you want the entry to reverse

o ADB Reversal — faded and entry not allowed
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UWO Lines

Online Journal Entries

Journal 1D will be assigned
when vou save the entrv

Date the Journal Entry is started

Header

Processes can be selected here and run by clicking the
Process button. See below for proéess-definitions.

Totals E%

Unit: Journal 1D: MNEXT Date: 06/18/2013

“Process: Edit Journal Process

4

Select Line “Unit SpeedType Account Program  Project

Currency Amount

Base Currency

O UWo @, @, @, @, @, @, @, |[caD @, CAD
Lines to add: 1T+ = @
5 B &
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
uwo 1 0.000 0.000 M N
[5] save | =] Motify | |£¥ Refresh
Header | UWO Lines | Totals | Errars

Budget Check Journal, Edit Journal and Post Journal do not have to be run as these will
run by the system nightly process for all Journal Entries that are balanced and do not have
the Save Journal Incomplete Status checked.

Process Definitions

Budget Check Journal — Initiates the budget check process. A journal must have a Journal
Status of V in order to run this process.

Delete Journal — Delete the current journal

Edit Journal — Initiates the edit process which validates the chartfield combinations, fiscal year
and accounting period. If the journal receives a valid (V) status the process will continue and
begin the Budget Check process. Although it is optional to run the Edit Journal process as it
will be run during the nightly process, you may want to run it and correct any errors if you want
your journal posted by the next day.

Post Journal — Initiates the posting process. A journal must have a Journal Status of V and a
Budget Status of V in order to run this process.

Print Journal — Print the current journal

Refresh Journal — Refresh this page. If process is complete the page will automaticaly refresh
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UWO Lines is used to record the transactions making up the journal entry. A Journal Entry may
consist of multiple debit and credit lines.

Header || ) Totals Errors

Unit: Uwo Journal 1Dz MNEXT Date: 06182013
View AuditLogs
*Process: Edit Journal v Process

-
Select Line *Unit SpeedType Account Fund Dept Program Project Currency Amount

L] UWo @, @, @, @, @, @, @, caD @,

@ Lines to add: 1 & [ [E

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
UWO 1 0.000 0.000 N N

[5] save | |=] notity | |4 Refresh

deader | UWO Lines | Totals | Errors

Lines

@ Select — Check box to identify rows that you want to delete
SpeedType or Chartfields — SpeedType (Speed Code) represents the combination of a
Unit (e.g. Business Unit - UWO ) plus chartfields comprised of Fund, Dept, Program, or
Project. You can enter a Speed Code and the chartfields will fill in or you can enter each
chartfield.
Account — indicates the type of revenue, expense or balance sheet item
Reference — Provides information specific to each line in the journal entry (optional)
Journal Line Description — Defaults to the description defined for the Account. You can
change this and enter your own descriptive information.

Lines to add — You can add (+) or Select & and delete (-) lines

Totals You must save your journal before values will appear in this section.
There will be one row in this section for each (business) Unit you have used in the Lines
section. The values for each business unit is a summary of all lines for that business unit.
Journal Status - Shows status of chartfield validation and journal posting process

N = no edit yet performed

E =error in edit

V = valid budget check

P = posted
Budget Status - Shows status of budget checking process

N = no budget check yet performed

E = error in budget check

ONO
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V = valid budget check

Totals can be used to provide greater control in preventing data entry errors. If you do
not want to use this feature leave the fields blank.

- MEW WWIr

Header || UWO Lines Erors

Unit: UWo Journal ID: NEXT Date: 06/M18/2013
Totals Find | View All First K 4 of 1 I Last
= S
“Unit “Ledger &=
Uwo @, ACTUALS @,
@ control Totals Actual Totals
Currency: CAD &, ponits: Debits: 0.00  Debits:
Credits: Credits: 0.00 Credits:
Het: 0.00
Base Currency: CAD Debits: Debits: 0.00 Debits:
Credits: Credits: 0.00 Credits:
Het: 0.00
Units: Units: 0.00 Units:
Lines: Lines: 1 Lines:
[ save | [=] notity | |73 Refresh | [Ek add | [ UpdateiDispiay |

Header | UWO Lines | Totals | Errors

Specify the Control Totals, that is the total dollar value of Debits and Credits or the total
number of Lines to be entered in the journal. As you enter the journal lines, the system
displays the Actual Totals and the Differences between the amounts entered and the
Control Totals.
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Errors
The journal entry errors page will be updated after you run the Edit Journal process from
the UWO Lines page or when the error checking is run in the nightly process.

Header UWO Lines Totals

Unit: Uwo Journal 1D MNEXT Date: 06182013
- i 4] o
Field Long Name Message Text

Mo journal headers are marked in error.

= =
Field Long Name Message Text
Mo journal line between line 1 and line 1 is marked in error.

= Save | |[=] Motify | &% Refresh [ Add | Update/Display
e

Header | UWO Lines | Totals | Errars

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

Journal Status Error examples:

e The accounting period, determined by the Journal Date, is not currently open
Total debits do not equal total credits

e The actual totals for the journal, debits, credits, number of lines or units, do not
equal the control totals.

e One or more journal lines use invalid Chartfield values as of the Journal Date

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

Valid combinations are:

e All funds must have a fund, department, account
e Fund 1 and 3 must also have a program but NOT a project
e Fund 2,4,5,6 must also have a project but NOT a program
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Budget Status Errors
Budget errors occur if a valid chartfield combination does not have a budget set up in

PeopleSoft. Financial Analysts are notified when a budget needs to be set up. You do not need
to contact your Analyst.

Lines to add: l_l .+i -.'I E]

Customie | Find [ View 211 8 | 3 Fra K g opg B 0y
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
Ui 2 225.00 22500 ¥ E

|g) ave || Hotfy | [ Refess

Heacer | Lines | Uwo Jowmal Eniry | Totals | Emos | Approval

Line Excepiions i _
Click E to view error
Busziness Unit: V] Jowurnal 1D 00015545558 Jowrnal Date: DE/E42011 exceptions and chartfield/s
\Exceptian Type: _| overnios Trancaction o mo In error.

Maximum Rows! 100 _ | More Busgets Exist

Advanced Bugge| CTiitedia

Budgat Chartiisids

- Ledger i 4 Cheerrides
Dietails Businsss Linit Group Exize plisn Were Delail Bud Trameler
o LD QRGE He Busget Exists Blois Delail GeTe . 00

Mo Budge: Exists Blore Dapail GoToe .. B

fim Save [ Aeters o Searcn | [ ey |
EL Journsl Exseptions | Lins E.l::i-E'.il:-'ﬂ

GL Jownal Excepdions Lin= Exc=pdicns

Business Unit: LIy ] Journal I0: |]I:l|]1EB-GEEE|m Journal Dats: O 242011,

*Exception Typs: Emar ¥ Deerride Transactian i ]

Maximum Rowrs: 144 Mare Budgeds Exist

Aovances Budget Criberia

) =
Dekils Businass Unit Ledger Group Account Fund Dapt Program Budget Pariod
1 Q LRMC CRE 805545 1 421030 Ll e 2012
z ] L oRE HELED] 1 421020 00a0d zo1z

o Save  [&™ Reters to Smarch | Heotdy |

&L Journal Exoepsions | Line Exospticns
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2. Entering Journals

Navigation: UWO Menu\UWO Journal Entry\Actuals Journal Entry

Journal Entry

Find an Existing Value

Business Unit:| UWo @,

Journal ID: NEXT
Journal Date: [01/01/2012 |5 /
Add

Find an Existing Value | Add a Mew Value

Aad

1. Click

Journal Date defaults to the current date. You can
set the date forward as far as the end of the fiscal
year or you can set it back as far as the current
accounting period.

| You should now be on the Header tab.

2. Enter you description in the Long Description field.

3. Click on the UWO Lines tab.

4. Enter the chartfields and amount for Line 1:
Account 622000 Fund 1 Dept 470400 Project R4493A01 Amount 225

5. Click on the plus sign to add a row.

6. Enter the following chartfields and amount for Line 2:
Account 645000 Fund 1 Dept 470400 Program 00000 Amount -225

Header ) Totals | Errors
Unit: uwo Journal ID: 0001942234
*Process: Edit Journal
=
Select Line *Unit SpeedType Account Fund
B |1 ) @ @, (622000 @, [1
m |~ uwo @ @, [545000 @, 1
Lines to add: 1 H = B
~
Unit Total Lines Total Debits
Uwo 2 22500

(5] save |=] Hotify |&4 Refresh

Header | UWO Lines | Totals | Errars

August 2013

X NEW WINDOW |25 UL

Date: 010112012
ew Audit Logs
- Process Line: 2
Dept Program Project Currency Amount Base Currency
@, |[470400 Q@ @, |[R4493A01 @, |[cAD @, 225.00/ CAD
@, 470400 @, 00000 (&, [R4493A01 @, cAD @, -225.00 CAD
| 1 ]

Total Credits  Journal Status Budget Status

22500 N N
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8. A Journal ID will be assigned. Write this number down  JE#

The remaining steps are optional as they are run in the nightly process. However, we
recomend you “edit journal” after creating to ensure you have valid account combinations.
If you do not, you will have to check journal next day.

9. Select *Process: | Edit Journal b |

10. Click Process

11. Click on the error link E under Journal Status

Customze | Frd | View & | B | #i
Uit Total Lines Total Debits Total Credits | Journal Status Budget Status
LW 2 232500 22500 E B
—

12. This takes you to the Errors tab. Notice that the error is a combination error.

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

Header LWO Lines Totals m

Unit: UWo Journal ID: 0001942236 Date: 06/M18/2013

customize | Find | B | B First £ g orq O Last
Unit Field Name Field Long Hame Set M=g Message Text
UWO JRML_HDR_STATUS Journal Header Status |5860 53 Journal line errors exist for this header.

A
Customize | Find | LE B First 4 10f1 | Last

Line # Field Name Field Long Name Set

EL=i Msg
FUND_CODE Fund Code 9500 _Combo error for fields FundiAccount/DeptProgram/Project in grou

[E] save | (=] wotity | [ Refresh | [Ey Add | [F] UpdateiDisplay |

Header | UWa Lines | Totals | Errors
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14. For line one the fund is 1 and should be a fund 2, as we have a project. Correct this error
in the following steps.

15. Click in the Fund box.

16. Replace the Fund 1 to a Fund 2.

17. Click & sav= | and journal status will revert back to N,

18. Select *Process: [EEBLTIEINE v

19. Click Process

20. Your journal should now have a Journal Status of V and a Budget Status of V.
If you have a budget error th budget error will be handled through a nightly process. The
analyst will be notified when a budget needs to be set up. You do not need to contact
your analyst. Your journal will be recycled and posted the following night.

cuatomizn | Find | View AT | T o K g 01 0 T3 ot
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
LWa 2 22500 225.00 N u

21. If you chose to post your journal you can do so by following the next few steps.
However, transactions will not be posted to your accounts until the nightly process has
been finalized.

22. Select ‘Process: | Post Journal v|
23. Click Process
24. Click | ©K

25. Once complete your journal should now have a Journal Status of P (Posted). See below.

Cirstamize | Find | View a1 BV | 38 First Bl g opg 0 s

Unit Total Lines Total Dehits Total Credits  Journal Status Budget Statux

UWwo 2 225.00 22500 P ¥

You have now completed the entire journal entry process.
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Reminder - The processes, Edit and Post Journal, do not have to be done. This will be
handled by the system nightly process for all saved journals that are balanced and do not
have Save Journal Incomplete Status checked.

3. Viewing Journals That Are Not Posted
Navigation: UWO Menu/UWO Journal Entry/Actuals Journal Entry

1. Click on Find an Existing Value tab.
Find 2n Exeting Value Mu a Mew Value

Business Unit[Uwo 4,
Journal I MEXT
Journal Date; [06/28/2011 [

Add |

Find an Exisfing Valus | Add 3 New YValug

2. Click on search.

Journal Entry
Entar any information you have and click Search. Leave fields blank for a list of all values.

- If you enter a Journal ID or if you have
At abew Velue ; ;

| only one journal that is not posted then
Lirmil the number of resuls 10 (up 1o 200% (300 - - -
R S a you will be taken directly into the
Journal i0: Journal screen
Journal Date: IZ' B OR
Document Sequence Humber: | beging with s |/
Line Business Unit: [ @
Journal Header Status: [= w| [Mo Status - Needs to be Edited || If you leave the Journal 1D blank you
Budoot Crocheg ooder satve= __ T | = will get a list of all journals you have
souree LH b N d that t posted. Click on th
veor e e ——————a, created that are not posted. Click on the
Attachment Exist E o vl journal you want to view and you will be
Dlcase seasitue taken into the Journal screen.
Seareh || Giear|pasic Search B Save Search Criteria

Find an Existing Value I Add a New Valua
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4 Viewing Journals That Are In All Stages of Processing

Navigation: UWO Menu\UWO Inquiries\Journal Inquiry

1. If you have not previously done so. Add a new Inquiry Name. Select Add a New Value

link or tab and enter an Inquiry Name, for example, JRNL_INQ and click ' #2 |

Journal

[ Eind an Exigting Value | G0 E R R e T

Inguiry Hamse;|JRN_IRNG

A

Enter the following criteria; Ledger ACTUALS, Year 2012, From Period 1, To Period
12.

Enter your Journal 1D or your USER ID. For training purposes use JE 0001942227.

Journal Inquiry

Inquiry *Unit *Ledger

*Year *From Period *To Period Suspense Status
INQUIRY [uwo @, [acTuALs @ [2012@ 1)@, [ 12[@, [ @,
Journal D Status Source Currency Stat Document Type
0001942227 | @, @, @, e} | @, | @,
User Document Sequence Sort By Max Rows Attachment Exist
[ @, Journal Id v [ 1m0 v
Search Delete Clear

Customize | Find | B | 3 Fist & g 071 I Last
Journal 1D Date Unit IU Status Source %Q:nﬂ User Unpost Date Descr
0001942227 | 04/30/2012 uwo Fosted AP Mo Susp PURAAB | 04/30/2012 AF Invoice

: Sa\.re: El Nntify:

[Ey Add | |55 Update/isplay |

4. Click Seach
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5. Click on the Journal ID in the results below your search box.

Your results will show the first 25 lines of your Journal Entry. You can adjust this by
entering From Line and To Line.

Journal Inquiry

Journal Inquiry Details
¥ Ledger Criteria

Go To: Journal Criteria
Journal Header
Journal ID: 0001942227 Date: 04/30/2012 Schedule:
Ledger Group: ACTUALS Original Date: 04/30/2012 Process: Mo Request
Source: AP Date Posted: 05/28/2013 Total Lines: 16
Journal Status: Fosted Reversal Date: User ID: FURAAB
Balanced: DR=CR Reversal: Mone InterUnit BU: uwo
Doc Seq: Budget Status: Valid View Attachment (0
Long Description: |AF Invoice F‘
@ All Lines H H
Owamte  ramume: @ @ Click View All to see

J— 100 and > to view
Find | View A1l First K 4014 D Last ext

Currency: CAD Debit Amount: 5.577.18 Credit Amount: 6.577.18 Net:
Joumal Line
Amount (in
Line  Line Deser Transaction Currency Account  Fund Dent Program  Project Afiliate  PCBus Unit  Activity ~ AnType BookCode Adiustment Scena
Currency]
1 566.68/CAD 012639 |1 000000
2 6677.18CAD 100100 1 000000
IeEe- e 840.21|CAD 521930 |2 370450 R4493401
Quickamp -

5. Copying Journal Entries

Use this feature if you would like to use an existing journal entry as the basis for a new

journal entry. Once you copy a journal you can then change the header or detail
information as needed.

Navigation: UWO Menu\UWO Journal Entry\Journal Copy

1. If you have not previously done so, add a new Run Control. Select Add a New Value
link or tab and enter a Run Control ID, for example, JRNL_COPY, and click ' #dd /
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Copy Journal

Run Control |0z JRML_COPY

| Ada |
2. Enter the necessary parameters such as Journal ID (0001942231) and Date. You must
change New Date to a valid date.
Copy Journals Request
RuncControl ID:  copy Report Manager Process Monitor Ry
Customize | Find | view <1 B | 8 Frst 5 011 O Last
;’:‘:3:” “Unit *Journal 1D “Date New Journal I NewDate Reversal | Cur Effdt % %‘;“;‘; Inc%;:‘;’;:‘t“
Always uwo (@ [ooo1942231 (@, (0513012013 ' [04/01/2012 |[H) | Reversal ([06/17/2013 [ O O
(5] save | [=] wotify | [i% Refresh.| [Ek Add | [5] updatemispiay
3.

lick [&@ 5=/ A new Journal number will be assigned.

4. To initiate the process click |~ Run|

You will be taken to the Process Scheduler Request window which should appear as
below.

Process Scheduler Request

User ID: EGRAY28

Run Control ID: JRNL_COPY
Server Name::| Run Date: [08/29/2011 [ -
Recurrence: Run Time: (934024 | Resetio Cutrent Daleime |
Time Zone:! o
Journal Copy Process GL_JRNL_| COPY

AppllcahonEngme [Web \_olTxT = vIDls!nbuhon

OK | Cancel | Refresh |
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5. Ensure the Select box beside Journal Copy Process is checked and Click | oK

6. You will be returned to the Copy Journals Request window. Click on Erocess Monitar,
You will be directed to your Process List where you can view the status of your Copy
Journal process. The initial status that you will see is Queued.

7. Click onthe | Refresh button until you see a Run Status of Success and Distribution
Status of Posted. When completed your screen will look like the following:

Process List Server List |

View Process Request For

UserID:[YOURID @, Type: [ v [Last v | 3 [Hours | | Refresh
Server: | (¥ Name: A, instance: to I

Run | |v | Distribution | v | [“] save On Refresh

Status: ——— Status: P e S

= v 3]
Process List customize | Find | View AlJE |18 Frot KT g orq T30

Select Instance Seq. Process Type Process Name  User Run Date/Time |Run Status g:’.g?mm Details

| 12719025 Application Engine GL_JRNL_COPY EGRAY28 06/29/2011 9:34:02AMEDT %Success Posled Details |

Go backlo Copy Journal

8. You will now be able to access your new Journal ID using the UWO Journal Entry pages.
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6. Deleting a Journal
You can only delete journals that you have created and that have not been posted.
Navigation: UWO Menu\UWO Journal Entry\Actuals Journal Entry

1. On the Find an Existing Value tab

Journal Entry

[
Enter any informalion -'ﬁra\.'a and dick Search. Laave fields blank for a list of all values.

Find an Existing Valus Add a Mew Value

Limit the number of results to {up to 300} |f'i-.'f|]

Business Unit: = | lUwo &,

Joumnal I0: pegingwitn ~(

Journal Data: = « [ A
Document Sequence Number: | DEOINS wilh s

Line Business Unit m &

Joumnal Header Status: [= | [Mosialus - Needs o be Edited |
Budget Checking Header Status:| = | v/
Source: |i| oML =y

User ID: EGRAYZE @,
Attachment Exist [= v -
[ case Sensitive

;Search || Clear . Basic Search [§ Sawe Search Criteria

2. Type the Journal ID or leave it blank

3. Clickon =esah or if you left the Journal ID blank, click on the correct Journal 1D
from the list provided.

4. Click on the UWO Lines tab.

ete Journal

*Proce55:| "| and Click Process

o

A message will display to verify deletion. Once deleted a Message will be displayed
confirming the Journal ID is deleted.
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Printing Posted Journals

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

Navigation: /UWO Menu/UWO Journal Entry/Journal Print

If you have not previously done so, add a new Run control ID. Select Add a New Value
link or tab and enter Run control ID, for example, JRNL_PRINT, and click ' #a J

Print Journal Entry

Run Control II.']:|..IRN L_PRINT

[ add |

Enter your Journal ID number, for example, 0001942231.

Prnt Journal Entry

Run Contred I JRNL_PRIMT Report Manager Frocgss Monitor

| Run

Report Request Parameters

Journal I:  [YOUR ID
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You will be taken to the Process Scheduler Request window which should appear as
below.

Process Scheduler Request

UseriD: E( Run Control ID: JRNL_PRINT
Server Name: _ "_1 Run Date; 06/29/2011 &
[ | | . |
Recurrence:| ™ Run Time: 1:08:29P1 Resetto Current DatelTime |
Time Zone: | Q
Select Descrption Process Name Process Type Iype ‘Format Digtribution
¥ Joumnal Entry Listing UFSGL751 Crystal {'.'e‘mdmx vJ IPOF & Distribution
oK || Cancel |

Click |- @ | to generate a Journal Entry PDF report.

Page No. 1 of 1

Journal Entry Detail Listing Run Date 17.Jun.2013
Report ID: UFSGL751 Journal: 0001242231; Date: 5/30/2013 Run Time 11:47:30AM
Query Name: UFSGL751 Journal Status:  V Budget Status: Error in Budget Check
Operator:  TRAIN15 Source: ONL Description: testing
Line # BU Line Reference Line Description Fund  Account Dept Program Project Amount
1 UWO Supplies 1 622000 470400 00000 225.00
2 uUwo Travel - General 1 645000 470400 00000 (225.00)
Total Debits 225.00
Total Credits (225.00)
Journal Total 0.00
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