Quick Guide

Copy Journal Entry via Process Scheduler

1. Click theGeneral Ledger link.

2. Click theJournalslink or folder.

3. Click theJournal Entry link or folder.

4. Click theCopy Journals link or folder.

5. You can run this process by searching for artiegi®un Control ID or you can add a
new value.
A Run Control ID is an identifier that, when paired with your UHer uniquely identifies
the process you are running. It allows for imparfzarameters to be available for a
process when the process runs. This ensures tleat &/process runs in the backgrouna
does not have to prompt you for any additional @allAll parameters are stored within
the system and associated with Run Control IDslds®t IDs. No one else can view or
use the Run Control IDs that you create.
Click theAdd a New Value tab.[EddaNewVaiug]

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

7. Click the Add button to open th€opy Jour nals Request page

8. Use theCopy Journals Request page to select the journal entry you wish to copy.
TheProcess Frequency field is where you select the frequency for whilel process will
be executed.
Click on the drop-down arrow in th&rocess Frequency field.

9. Select the appropriate Process Frequency.

10. TheUnit field represents the business unit of the jouemdty. Your business unit enters
by default. Look up and enter a different businessif necessary.

11. Use theJournal I D field to look up and select the Journal ID of fwernal you wish to
copy.
In case there are multiple journals with the samerial ID, it's best to enter the Journal
ID and then lookup and select the appropriate jalurn

12. Click theJournal 1D lookup button.
[&]

13. Select the appropriate Journal ID.

14, Note that after you select the journal you wislcapy, theDate field automatically
populates with the journal's date.

15. Use theNew Journal 1D field to enter a Journal ID for the new journabuymust either

enter a new Journal ID or leadEXT in theNew Journal ID field and let the system
assign a new journal ID.
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16. In theNew Date field, enter the desired date for the new jourihk current date appear
by default.

17. Click theRun button to open thErocess Scheduler Request page.

Run

18. Use theProcess Scheduler Request page to enter or update parameters for this prpce
such as server name and process output format.
Click on the drop-down arrow in tt&erver Name field.

19. For this process, click d#SUNX to select it.

20. Click theOK button to run the process and return toQlepy Journals Request page.
[ o |

21. On theCopy Jour nals Request page, note thBrocess | nstance number and click on the
Process Monitolink to open thd”rocess List page.

22. TheProcess List page is used to view the status of a submittedgz
Find your process in the list and incessantly diekRefresh button until theDistribution
Status show asPosted.
Click theRefresh button.

23. After theDistribution Status displays a$?osted, you need to lookup and review the
copied journal.
From the Financials menu, click tReeate/Update Journal Entriksk.

24, On theCreate/Update Journal Entries page, click thé-ind an Existing Value tab.
[Find an Existing Value]

25. On theCreate/Update Journal Entries page, click theClear button.

26. Enter the appropriate business unit inBsiness Unit field.

27. Enter the new journal's ID into tdeurnal 1D field.

28. Click theSear ch button.

29. TheHeader page for the journal you copied displays. You caa thel_ong Description
field to update the description of the copied jalihnecessary.
Click theLines tab.

30. Use thd_ines page to modify values for various journal entryd& such as amount and
chartField combination. You can also insert or tdetews, if necessary.
You have successfully copied a journal entry franeaisting journal.

31. End of Procedure.
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