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Copy Journal Entry via Process Scheduler

Concept

MaineStreet General Ledger enables you to copinfbemation of an existing journal. Copying

a journal saves time as you can use an existimpgbas the basis for a new journal entry. You
can also copy posted journals or the ones that@trposted, and then change the header or detail
lines, as required.

Consider this scenario: The Controller for your pamy wants you to create new journal entries.
However, you find that the new journal entries gimeilar to ones that you have made in the past.
To avoid entering the same information again, yan create a new journal entry based on an
existing journal. You will use the Copying Journpiscess to do this.
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MaineStree!

Navigation

# MaineStreet

Personalize Content | Lavout
Menu -]

Search:
®

[> University of Maine System
- Employee Self-Service

- Manager Self-Service

[ Supplier Contracts

[ ltems

[- Vendars

> Purchasing

[> Inventary

[- eProcurement

[- Services Procurement
[ Travel and Expenses

- Accounts Payable

[ eSettlements

[ Banking

[ Commitment Contral

- General Ledger

I Set Up Financials/Supply Chain
[ Enterprise Components
[- Worklist

> Tree Manager

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My System Profile

— Wy Dictionary

Home | Worklist [ MultiChannel Console | Add to Favorites

Sign out
Help

Step Action

1. Click theGeneral Ledger link.

2. Click theJournals link or folder.

3. Click theJournal Entry link or folder.

Click theCopy Journalslink or folder.
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‘# MaineStreet

Home | Worklist | MulliChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | &,

Copy Journals
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value {_Add a NewValue |

Run Control ID:| begins with v | |

DCase Sensitive

Search ‘ Clear |BasicSearcn 1B save Search Criteria

Find an Existing Value \ Add a Mew Value

Step Action

5. You can run this process by searching for antiegi®un Control 1D or you can
add a new value.

A Run Control ID is an identifier that, when paired with your UHar uniquely
identifies the process you are running. It alloasimportant parameters to be
available for a process when the process runs.érsares that when a process
runs in the background it does not have to proroptfgr any additional values.
All parameters are stored within the system andaated with Run Control IDs
and User IDs. No one else can view or use the Ramir@l IDs that you create.

Click theAdd a New Value tab.
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# ViaineStreet

(=13

ome | Worklist | WuliChannel Console | _Add to Favories

New Window | Help | ,

Copy Journals

Find an Existing Value | Add a New Value

Run Control ID: |

Add

Find an Existing Value | Add a New Value

Step Action

6. Enter a Run Control ID into tHeun Contral 1D field.

7. Click theAdd button to open th€opy Jour nals Request page.
Add
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Home | Worklist [ MultiChannel Console | Add to Favorites | _Sign out

MNew Window | Help | Custornize Paqe | (B

Copy Journals Request

Run Control ID:  COPYMAILIE Report Manager Process Wonitor Run

Process Request Parameters

Customize | Find | # First E 1of1 E| Last
Save Journal
*Process |, , . . . Reverse Recalculate
Frequenc Unit Journal 1D Date HNew Journal ID New Date Reversal Cur Effdt Signs  Budget Date m:;gete
once v |[umsos|q, | e | @ [mEsr 050712008 [[5) Reversal [ m O O i =
B zave | [=] Motify | % Refresh ErAdd Update/Display

Step Action

Use theCopy Journals Request page to select the journal entry you wish to
copy.

TheProcess Frequency field is where you select the frequency for whica
process will be executed.

Click on the drop-down arrow in tH&rocess Frequency field and select the
appropriate frequency.

Last changed on: 2/21/2009 1:42 PM Page 5



Process Document

#
Financials 9.0: Copy Journal Entry via Process Scheduler MaineStrex

'# MaineStreet

=

Home | Worklist

MuttiChannel Console

Add to Favorites | Sign out

New Window | Help | Customize Page |
Copy Journals Request

Run Control ID:  COPYMAILIE Report Manager Process Monitor Run

Process Request Parameters

Customize | Find | V] ] First [4] 1 or1 ] Last
Save Journal
- . Reverse Recalculate
Date New Journal ID New Date Reversal Cur Effdt Signs B t Date Isr‘lt(‘.a(::'lsmete
o | o [NExT |[os07re008 ) Reversat | W O O F [=]
& save | [=] Notify | ts Refresh [Es Add Update/Display

Step Action
9. TheUnit field represents the business unit of the jouematy. Your business unit
enters by default. Look up and enter a differersitiess unit if necessary.
Page 6
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‘# MaineStreet

Home | Worklist

huttiChannel Console | Add to Favorites | Sign out

Mew Window | Help | Customize Page |

Copy Journals Request

Run Control ID:  COPYMAILJE Report Manager Process Monitor Run

Process Request Parameters

Customize | Find | View B
Save Journal
*Process , . . . . Reverse Recalculate
Frequenc Unit Journal ID Date New Journal ID New Date Reversal Cur Effdt Signs  Budget Date ISntré(t)lrjr;gIele
Aways v | [umso7|@| la| | [nexT |[osm7rz008 [ Reversal [ B O[O 3] =]
B save ‘ [=] notify | i Refresh [E+add | F Update/Display

Main Cantent

Step Action
10.

Use theJournal I D field to look up and select the Journal ID of fhxernal you
wish to copy.

In case there are multiple journals with the samenhl ID, it's best to enter the
Journal ID and then lookup and select the apprapjtairnal.

11. Click theJournal 1D lookup button.
[&]
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‘$ MaineStreet

=3

Home | Worklist [ MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | /&,

Copy Journals Request

Run Control ID:  COPYMAILIE Report anager Process Monitor Run

Process Request Parameters

Customize | Find | View Al First |I| 1 of1 E Last
Save Journal
i . . . Reverse Recalculate [———
Frequenc nit Journal ID Date New Journal ID New Date Reversal Cur Effdt sians  Budget Date Isr;ca(‘)l:rlsmele
Aways v [umso7|Q, [JE7MR00178], [09M2i2007 |G [NEXT 05072008 [[) Reversat | |® O[O O =
& save ‘ [=] Motify | s Refresh [EsAdd | & Update/Display

Step Action
12. Note that after you select the journal you wislcapy, theDate field
automatically populates with the journal's date.
Use theNew Journal I D field to enter a Journal ID for the new journabuymust
either enter a new Journal ID or ledVEXT in theNew Journal 1D field and let
the system assign a new journal ID.
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Copy Journals Request

Run Control ID:  COPYMAILJE

Process Request Parameters

*Process

Scheduler

Home | Worklist

MultiChannel Console | _Add fo Favorites | _Sign out

New Window | Helo | Customize Page | [,

Report Manager Process WMonitor Run

Customize | Find | View All | i First 4] 1.0f1 [¥] Last
Save Journal
- - * * Reverse Recalculate ——r—
Frequenc Unit Journal ID Date New Journal ID|New Date Reversal Cur Effdt Signs  Budget Date Isr:ca(t)ll;r;gele
Aways v |[Uns07|Q JETMR00178|Q (091272007 | [JE7WR00179 |[0si07r2008 [ |Reversal [ H O[O ¥

FH =

B Save | S\Returnto Search | +[E Previous in List | +E] Mextin Lust| EINmify| s Refresh Ex Add
<t | 2
Step Action
13. In theNew Date field, enter the desired date for the new jourik current date
appears by default.
14. Click theRun button to open thErocess Scheduler Request page.
Run
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Home | Workiist | MuftiChannel Console | _Add to Favorites | _Sign out

MNew Window | Help | Customize Page | &,

Process Scheduler Request

UserID: 0099999 Run Control ID: COPYMAILIE
Server Name: Run Date: 05/07/2008 EJ
Recurrence: Run Time: 1:51:33PM Resetto Current Datel/Time |

Time Zone: |:|O\

Process List

Select Description Process Name Process Type *Type *Format Distribution
Joumal Copy Process GL_JRNL_COPY  Application Engine Distribution
OK | Cancel | Refresh

Step Action

15. Use theProcess Scheduler Request page to enter or update parameters for thi
process, such as server name and process outmatfor

Click on the drop-down arrow in tt&erver Name field.

UJ

16. For this process, click d#SUNX to select it.
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‘# ViaimeStreet

Process Scheduler Request

Sign out

MultiChannel Console [ _Add to Favorites

Home | \Worklist

New Window | Help | Custornize Page | [,

User ID: 0099999 Run Control ID: COPYMAILIE

Server Name: ESUNX ~| RunDate: 05/07/2008 Bl

Recurrence: Run Time: 1:51:33PM Resetto Current Date/Time |
Tmezone: |12

Process List
Process Name Process Type *Type *Format Distribution

Select Description
GL_IRNL_COPY  Application Engine Distribution

Journal Copy Process

OK Cancel | Refresh

Step Action
17. Click theOK button to run the process and return toGlopy Jour nals Request

page.
QK
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Home | Worklist | MultiChannel Console | _Add to Favorites | Sign out
»
New Window | Help | Customnize Pagt Saved
Copy Journals Request
Run Control ID:  COPYMAILJE Report Manager Process Lonitor Run
Process Instance:10125
Process Request Parameters

*Process

Customize | Find | Viey First (401 o1 [ Last
Save Journal
P . . . Reverse Recalculate e —
Frocioncy Zunit Journal ID Date New Jounal ID Hew Date ~ Reversal Cur Effdt Sons Bugerpye  Icombete
Aways v |[UMS07| QL [JETMR00178 | QL (001212007 | [JETMR00170 |[05107:2008 |3 Reversal [ W O [ ] =
B save | [=] Notify | 4 Refresh [Eradd | Update/Display

Step Action
18. On theCopy Jour nals Request page, note thBrocess I nstance number and
click on theProcess Monitolink to open thdProcessList page.
Page 12
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‘# MaineStreet

‘I

Worklist [ MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page |

Process List

10125

B save | [=] Motify

UseriD: [ongesgs |2 Type: [ e Days S
Server: :I Hame: Q \nslar\ce:| | to |
Run Distribution v [] save On Refresh
Status:

Go backto Copy Journals

—

Status

Customize | Find | View All | -] First |I| 10f1 |I| Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W

Details

Application Engine GL_JRNL_COPY 0020625 05/07/2008 1:51:33PMEDT  Processing MNI/A Details

Step

Action

19.

TheProcessList page is used to view the status of a submittedgz

Find your process in the list and incessantly diekRefresh button until the
Distribution Status show asPosted.

Click theRefresh button.
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Home | Worklist | MultiChannel Console | _Add to Favorites | Sign out

P ~ Mew Window | Help | Customize Page | 15,
I Purchasing
[+ Inventory { Process List ]

[» eProcurement
[» Services Procurement
[» Travel and Expenses

[» Accounts Payable User ID: 0099999 Q. Type: Last: Refresh
[ eSettlements
h

> Commitrnent Control Run Distribution [ save On Refresh
= General Ledger Status: Status
= Journals Process List omize | Find |

= Journal Ent

— Create/Update Journal Select Instance Seq. Process Type Process Name User Run Date/Time Run Status w Details
Entries 28808
— Copy Journals 10125 Application Engine GL_JRNL_COPY 0020625 05/07/2008 1:51:23PMEDT  Success Posted Details

[ Standard Journals
[ Import Journals
[» Subsystemn Journals
[ Process Joumnals
[ Suspense Correction
[- Ledgers
[ Summary Ledgers
[» Close Ledgers

[- Process Multi-Currency Go backto Copy Journals
[ Average Daily Balance
[» Open ltems

[ Consolidate Financial "
Taox Bl save | [=] Motify

[> Monitor Background
Process
[+ Review Financial
Information
[» General Reports
— General Ledger Center
[ Set Up Financials/Supply
Chain
[» Enterprise Components
[ Worklist
[> Tree Manager
[ Reporting Tools
[» PeopleTools
— Return to Portal
— My Personalizations
— My Systermn Profile
— My Dictionary

<

Step Action

20. After theDistribution Status displays as?osted, you need to lookup and review
the copied journal.

From the Financials menu, click tRegeate/Update Journal Entriksk.
— CreatelIpdate Journal
Entries
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Home | Worklist | WultiChannel Console | _Add to Favorites | _Sign out

'I

New Window | Help | ,

Create/Update Journal Entries

/. Eind an Existing Value {|Adda New Value \I

Business Unit: UMS06| Q)
Journal Date: |05/07/2008 |5

Add

Find an Existing Value | Add a New Value

Step Action

21. On theCreate/Update Journal Entries page, click thé-ind an Existing Value
tab.

[Find an Existing Value]
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# MaineStrect

B

Viorklist | _MultiChannel Console | Add to Favorites | _Sign out

Mew Window | Help | ,

Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for 3 list of all values.

| Find an Existing Value {_Add a New Value

cusoss un T a—

Journal ID: |begins with vH |
Journal Date; |: v| | ||'§J

Document Sequence Number: | begins with H |

LneBusiness ot R
Journal Header Status: = A Mo Status - Meeds to be Edited  »
Budget Checking Header Status:

Source: B —
Search | Clear |EasicSearch B save Search Criteria

Find an Existing Value | Add 3 New Value

v R

Step Action

22. On theCreate/Update Journal Entries page, click thelear button.

Clear
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=

Home | Worklist | MultiChannel Console | Add to Favorites | Sign out

New Window | Help | n

Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for a list of all values

| Find an Existing Value {_Add a New Value '

[Eusiness Unit: = v | a J
Journal ID: begins with v |
Journal Date: ‘ = v| | ‘Eﬂ

Document Sequence Number: ‘ begins with H ‘
Line Business Unit: I:IQ
Journal Header Status: v

Budget Checking Header Status:
Source:

R E—

Search | Clear |Basic search B Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

23. Enter the appropriate business unit inBlusiness Unit field.
24, Enter the new journal's ID into tdeurnal 1D field.

25. Click theSear ch button.
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'# MaincStreet

Journal Class:

—
TR

Currency Defaults: USD/CRRNT /1
Reversal: Do Mot Generate Reversal

Transaction Code:

B save | S\Return to Search ‘ +E |

Home | Worklist [ MultiChannel Console | Add to Favorites [ _Sign out
3
Mew Window | Help | Customize Page | ,

/" Header Y Lines ' Totals | Emors | Approval

Unit.  UmMso7 Journal ID:  JETMRO0179 Date: 05/07/2008

Long Description: ||J|ETER MAIL ‘

*Ledger Group: l:l Auto Generate Lines

Ledger: l:l Adjusting Entry: Mon-Adjusting Entry  »

*Source: QL Fiscal Year: 2008

Reference Number: | | Period: [11]

[ save Journal Incom plete Status

Commitment Control

[EAdd

4[E] Next in List ‘ [=] Notify ‘ 4 Refresh

Header | Lines | Totals | Errors | Approval

Step Action

26.

TheHeader page for the journal you copied displays. You csa thel_ong
Description field to update the description of the copied jalihnecessary.

Click theLines tab.
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=3

MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page |

I( Header Y Lines Y Totals Y Errors Y Approval \

Unit  UMS07 JournallD:  JETMRO0179 Date:  05/07/2008 *Process: | EditJournal ¥ | Process

Template List Search Criteria Chanae Values Interfintralnit Errors Only Line: EEd

~ Lines

Select Line ZUnit “Ledger SpeedType Account Oper Unit Fund Dept Program  Class Bud Ref Project
4 [pmsozja. actuaLs | | @ [eos00 o [ [oo ] [rr02100 e | e | e | o |
o 2 [umso7a, acTuALs | | @ o000 Q| [ oo @ [r104100 ]| & | e | la |
O 3 [umso7]a, acTuaLs | | @ o000 Q| [ foo ] [7106105 || & | e | o |
o 4 [umso7]e, AcTuALs | | o000 Q| [ oo @ [r109110 @ | & | o | o |
O s [umso7ja, AcTuaLs [ | @ [so400 o | @ oo @ [rr04110 | & | & | & |
O s [umso7ja, AcTuALs [ | @ (50400 o | @ foo @ [r11111a @] & | & | @ |
Fl T |umso7|@, AcTuALS [ | & 50400 [N [@foo @ [r102120 || & | & | @ |
O s |umso7|@, AcTuALs [ | @ lso400 la | @ foo  |& [r301100 @] & | & | e |
O 9 |umso7|a AcTuALs [ | @ leo400 la | [@foo |& [ra01800 || & | & | e |
O 10 [uusor|a acTuaLs | | @ [eos00 o | oo ] [ravez02 | | e | e | |

Lines to add: =l

Custornize | Find | I First [ 4 074 [ Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
Umsoy 30 0.00 0.00 N N
B save | [\ Returnto Search | 13 +] Next in List | =] notify | r}y Refresh

Header | Lines | Totals | Errors | Approval

Step Action

27. Use theLines page to modify values for various journal entryd& such as
amount and ChartField combination. You can alseringr delete rows, if
necessary.

You have successfully copied a journal entry franeaisting journal.

28. End of Procedure.
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