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Create/Update Journal Entry

Concept

Journal Entries are made to record the financaigactions of a business. They are made in a
double entry system, according to Generally Acagptecounting Principles (GAAP), where
debits equal credits.

Journal entries in MaineStreet consist ¢éfeader, which records the information that uniquely
identifies the journal entry, aidnes, which record the individual transactions andaffected
ChartFields.

Navigation

Step Action

1. From the Financials menu, click tBeneral Ledgerlink.

Click theJournals link.

Click theJournal Entry link.

Click theCreate/Update Journal Entrieslink.
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Procedure

s MaincStrees |

=

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

Hew Window | Help | &

Create/Update Journal Entries

[ Eind an Existing Value | Add a New Value |

Business Unit: UMs05 €

Journal 1D: MNEXT

Journal Date: | 0&M2/2008 [H

Add

Find an Existing Value ‘ Add a Mew Value

Step

Action

The three elements required of every JournalyErusiness Unit, Journal 1D,
andJournal Date...appear on the page. The default values arendieted by your
Financials User Profile.

Business Unit- a five-character value that identifies your ington
Journal ID - NEXT appears in thdournal | D box by default. When the Journal
ID is NEXT, a ten-digit number will be assignedite Journal Entry later in the
process. Instead of using NEXT, you can assigruendb ID that is meaningful ta
you by entering it into thé@ournal 1D box. It can contain up to ten alpha/numeric
characters. When assigning a Journal ID, keep imditie combination of
Business Unit, Journal 1D, andJournal Date must be unique for each Journal
Entry.

Journal Date - today’s date appears by default in Jloernal Date box. The
Journal Date will determine the default accounpegod that is posted.
Generally, you will use the default date when entga Journal Entry. Situations
may occur, however, where a Journal Entry neetie tocluded with transactions
for a prior period or a future period. To assigiate, other than today’s date, click
on the button located next to theurnal Date box.

Click theAdd button.
add ||

Page 2

Last changed on: 2/21/2009 1:17 PM



Process Document
Financials 9.0: Create/Update Journal Entry

"ﬁ MaineStrees |

(=3

Home | Worklist | MultiChannel Console | _Add to Favorites

Sign out

Mew Window | Help | Customize Page | 15,

{ Header Y Lines Y Totals | Emors Y Approval |
Unit:  UMS05 Journal ID: - NEXT Date:  08/12/2008
Long Description:
*Ledger Group: ACTUALS a, ] Auto Generate Lines
Ledger: (&} Adjusting Entry: Mon-Adjusting Entry  »
*Source: 501 [ Fiscal Year: 2000
Reference Number: Period:
SJE Type: v ADB Date:
Journal Class: Q Save Journal Incomplete Status
Transaction Code: GENERAL | @,

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

B save | [=] motify | 4 Refresh |

Header | Lines | Totals | Errors | Approval

Commitment Control

ErAdd Update/Display

Step

Action

7.

The Journal Entrideader contains information that uniquely identifies the
Journal Entry: Th8usiness Unit, theJournal ID and theJournal Date. It enables
you to set parameters for the Journal Entry, ak wel

Long Description - where you enter an description of up to 254 attars. Enter
a description for your Journal Entry that providesieaningful explanation for a
supervisor and others who might look up this Joumary viaGL Inquiry
Pagesor other reporting methods. Only the first thictyaracters entered in the
Long Description field will appear on the Journal Entry Search Reguage that
you can use after you submit the Journal Entry.

Ledger Group - theACTUALS Ledger Group will typically appear by default.
The Ledger Group should B&CTUALS to record entries for assets or liabilities
and to modify actual revenue or expense. Journtidsrthat affect budgets will
be posted to either ti)UJDGET, BASEBUD or FUTBUD ledger group.
Source- a three-digiSource is assigned to employees and is used to set the
Journal Entry workflow approval process. Generdh, first character of the
Source will begin with the last character of the us&tsiness Unit. The same
Source may be assigned to more than one user.

Reference Number- allows you to refer the Journal Entry back tcoaument,
person, invoice or any other piece of informatioattwill be helpful in tracking
the source of the Journal Entry. You may enterougight alpha/numeric
charactersNote: This is the HEADER Reference Number. A Refererae also
be entered for each Line of a Journal Entry.

D

For this example, we'll enter the following té@xtheLong Description field:
Copier charges to departments May FYO7. And we’ll enter '0507'in the

Reference Number field to note the accounting period and fiscalryea
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MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | [,

f Header: Y Lines Y} Totals Y Errars Y Approval \'

Unit:  UMS05 Journal ID:  NEXT Date: 08/12/2008

Long Description:

Copier charges to departments May FY07 ‘

“Ledger Group: [scTuas o [ Auto Generate Lines

Lodgor [ & Adussgemy
*Source: Q Fiscal Year: 2009

Reference Number: Period: l:l

SJE Type: ADE Date:

Journal Class: l:lQ Save Journal Incomplete Status
Transaction Code: GENERAL |3

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

B Savel [=] Notify | 4y Refresh | B Add Update.fDlsplayl

Header | Lines | Totals | Errors | Approval

Step Action

9. Click theLines tab.

Lines|
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Workiist | MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | &)

[ Header | Lines Y Totals ' Emors | Approval

Unit:  UMS0S  Journal ID:  NEXT Date:  08M2/2008 *Process; | EditJournal ¥| Process

Template List Change Values Interintralnit !

Select Li *Unit L r SpeedType Journal Line Description = Amount Dept Account Class Fund Program
F A llumsos|QL ACTUALS | Il I I | & | la| |

Linestoadd: | 1| =

Customize | Find | View
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
UmMsos 1 0.00 0.00 E i

El save | [=] Notify | L Refresh

Header | Lines | Totals | Errors | Approval
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Step

Action

10.

Use thelines page to record the transactions making up thendéntry — the
debit and credit entries — and to enter ChartRidlmrmation that describes detai
of the Journal EntryNote: The first time you open a Journal Entry, all Cfields
will appear and in the default order. Refer to‘@@Gastomize JE ChartField Orde
document for information about how to adjust tha@Fields.

When you open thkines page, the first line of the Journal Entry appdsrs

default. It shows thBusiness Unit andLedger you entered on the Jourrtééader
page. Every Journal Entry requires at least tweslifone for the debit and one fc
the credit), so you need to add at least one tirtbe entryNote: It is
recommended that you add lines to your JournalyEaiter you enter data in Ling
1.

There are four required fields on every line obardial Entry:Business Unit
(enters by default but can be chang@&mipt, Account andFund. A Journal will
not pass the edit process if valid values are ntgred into those four fields. The
first time you open the Journiaines page, thd_ines section will display several
ChartFields that you will not use. The default Gfigld order will be
cumbersome to use, as well. Please se€tistomize JE Chartfield Order topic
for information about how to customize thimes page.

TheTotals section displays the total number of Journal lizwed the total debits
and credits. Thdournal Status column displays the journal's current status. He
is a listing of theJournal Status codes:

N —Journal Entry was edited and cannot be posted

E — Journal Entry was edited and contains errors

V — Journal Entry passed editing and is ready to #uiomapproval

P — Journal Entry was posted

U — Journal Entry was posted and then unposted

T — Journal Entry is incomplete amdll be bypassed for batch edit and posting

D

=

172

pre

until you complete the entry
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Add to Favorites | Sign out

Home | WWorklist | MultiChannel Console

Mew Window | Help | Customize Page |

[ Header " Lines Y Totals  Emors | Approval |

Unit:  UMS05 Journal ID:  NEXT Date: 08/12/2008
InterfintraUnit |

*process: | EditJournal ¥ | Process

Template List Change Values

Account Class Fund Program
| lal_Jal [ ]

Select Li *Unit *Ledger SpeedType -~ Journal Line Description ount Dept

[busos|a, soruais N|
Lines to add: =

Custornize | Find | View Al | 38 First [ 4 or 1 [ Last

Total Credits Journal Status Budget Status

Unit Total Lines Total Debits
0.00 I il

umsos 1 0.00

B save | [=] Motify | 41 Refresh

Header | Lines | Totals | Errors | Approval

Step Action
11. TheJournal Line Description box is where you briefly explain what this line of
the Journal Entry does. Limit your Journal Line @r@gtion to thirty
alpha/numeric characters.
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‘# MaineStreet

Home | Worklist | MultiChannel Console [ Add to Favorites | _Sign out
(=13
New Window | Help | Custornize Page | /B

[ Header " Lines Y| Totals ) Emors Y Approval |

Unit:  UMS05 JournallD:  NEXT Date:  08/12/2008 *Process; | EditJournal v _Process |
Template List Change Values Fliz, “FE U |
Select Line *Unit *Ledger SpeedType Journal Line DesanﬁoJ Amount ept Account Class Fund Program
@ UMS05|C), ACTUALS [ || copier May 07 Charges', || I la | e | e | e | |

Lines to add: =

Customize | Find |

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
Umsos 1 0.00 0.00 I N

B save | [=] Notify | 1y Refresh

Header | Lines | Totals | Errors | Approval

Step Action

12. Every line of a Journal Entry requires a valugessd in theAmount field. Enter
credit values as negative numbers. Enter debiegais positive numbers. Do n¢
enter a positive sign. Do not enter dollar signsmnmas. If cents are other thar
zero, enter a period after the dollar

Page 8 Last changed on: 2/21/2009 1:17 PM
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# MaineStreet

Home | Worklist [ MutiChannel Console | _Add to Favorites | _Sign out
3
New Window | Help | Customize Page | /5

[ Header " Lines Y Totals | Erors } Approval |

Unit:  UMS05 JournalID:  NEXT Date:  08/12/2008 *Process: | EditJounal | | Process
Template List Change Values InterfintraUnit |
Select Line *Unit *Ledaer SpeedType Journal Line Description ~Amount Dept ccount Class Fund Program
O UMS05/C, ACTUALS ||Copier way 07 Charges || -350/ | la |/ o | =§] =Y |

Lines to add: [=

* Totals Customize | Find | \

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
UMsos 1 0.00 0.00 I N

Bl Save | [=] Notify | % Refresh
)

Header | Lines | Totals | Errors | Approval

Step Action

13. It is required that you enter a value in Bept ChartField on each line of a
Journal Entry. Enter the seven-digit DepartmentdiDthe first line of the Journal
Entry.

If you do not know the seven-digit Department IDtez the last digit of your
Business Unit into theDept field and click on the lookup button to lookup and
select the Department ID.

NOTE: if you know part of the department value, it tselp that portion in the
Dept field.
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# MaineStreet
Worklist | _MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Pace | 5

EQ

[ Header | Lines Y Totals Y Emors | Approval |

*process: | EditJournal v F‘mcess|

Unitt  UMS05 Journal ID:  NEXT Date: 08/12/2008
Template List Change Values Interintralnit ‘

Select Line *Unit “Ledger SpeedType Journal Line Description Amount Dept Class Fund Program
O 1 UNS05 @ ACTUALS |[copier May 07 Charges || -350|[5303100 | Q e | e |

Lines to add: =

Custornize | Find | V &l
Total Credits Journal Status Budaget Status

Unit Total Lines Total Debits
UMS0s 1 0.00 0.00 T N

B save ‘ [=] Notify ‘ % Refresh

Header | Lines | Totals | Errors | Approval

Step Action

14. It is required that you enter a value in eeount ChartField on each line of a
Journal Entry. Enter or lookup and select the fiigit Account code for the first
line of the Journal Entry.

15. After you enter th®ept andAccount ChartFieldson Line 1 of your Journal
Entry, you can save the journal and complete dr|at necessary.
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=0

# MaineStreet
Home | Worklist | MultiChannel Console | _Add to Favories

Sign out

New Window | Help | Customize Pag: Saved

Unit:  UMSDs  Jou

[ Header " Lines Y Totals Y Erors | Approval |

rnal ID:  D00008E455 Date:  08/12/2008 *Process: | EditJournal v| _Process |

Lines to add:

~ Totals
Unit Total Lines
umMmsos 1

Template List  Search Criteria Change Values InterfintraUnit ‘ Line:
¥ Lines
Select Line *Unit *Ledger SpeedType Journal Line Description Amount Dept Account Class Fund Program
O 1 UNS05|CL ACTUALS [ | copier May 07 Charges || -350.00| 5303100 | [s0699 & [ e | (=] |

B save | MNotify ‘ i Refresh

F = E

Customize | Find | View All | #

First 4] 1 o1 [M] Last
T

Windows Internet Explorer

' Journal 0000086455 is saved with incomplete status, (5210,23)
LY

Header | Lines | Totals | Errors | Approval

This journal cannot be edited or posted until ¥ou change its status to complete,

Step

Action

16.

The following message displays when the Journ#tylis saved and no errors
were detected:

Journal 000099999 is saved with incomplete status. Thisjournal cannot be edited
or posted until you change its status to complete.

This message means the Journal Entry will not behbedited until you either
uncheck th&ave Journal Incomplete Status box on theHeader page, or until
you manually run th&dit process from theines page.

Click theOK button.
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# MaineStreet
Home | VWorklist | hultiChannel Console | Add to Favorites | _Sign out

=13
Mew Window | Help | Customize Pags | n5

[ Header " Lines Y Totals ) Emors  Approval |

*Process: | iSllEl w | Process

Unit:  UlMS05._Journal ID: 0000086455 Date: 08122008
Template List  Search Criferia Chanae Values LERTIELITE | Line:
Select Line *Unit *Ledger SpeedType Journal Line Description Amount Dept Account Class Fund Program
2 UNS08|Q ACTUALS | [copier May 07 charges || -350.00| 5303100 |Q [s0599 B ] e e | |
Lines to add: =

v Totals Customize | Find A B8 First [0 ore D Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
UMsos 1 0.00 350.00 I N

Bl Save | [=] Motify | % Refresh
4]

Header | Lines | Totals | Ermors | Approval

Step Action

17. Notice that the wortlEXT in theJournal ID field is replaced with system-
assigned ten-digit Journal ID.

If you use the two-digi€lass codein your Journal Entry, enter the two-digit code
into theClass field. Class codes range from 00 through 99 aediafined by the
user with the exception of several classes tha¢ haen specified for distinct
purposes at some campuses. Check with your supenrishe Financial Officer
for your campus to review restrictions before usitasgs.
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Sign out

Add to Favorites

Home | Workiist | MultiChannel Console

New Window | Help | Customize Page | B

[ Header { Lines Y\ Totals j Erors } Approval |

*Process: | 1=l | Process

Unit  UMS0SC_JournallD: 0000086455 Date:  08/12/2008
Template List Search Criteria  Change Values Inter/intralnit Line:

Select Li “Unit “Ledger SpeedType Journal Line Description Amount Dept Account Class  / Fund Program

O 1 UMS05|Q ACTUALS [ |[copier may 07 Charges || -350.00| [5303100 | [60809 e | & [ e |

Lines to add: =

Customize | Find | Vie First [4) 1 or 1 [*] Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
UMs0s 1 0.00 350.00 T N

& save | [=] Motify ‘ 4 Refresh

Header | Lines | Totals | Erors | Approval

Step Action

18. It is required that you enter a value in Fiend ChartField on each line of a
Journal Entry. Enter or lookup and select the saligit Department value for the

first line of the Journal Entry.
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# MaineStrees
Home Worklist MultiChannel Console Add to Favorites Sign out

(=13
New Window | Help | Customnize Page | [EL
pal
12/2008 *Process: | Edit Journal v Process
p | Line:
L
Customize | Find | [
mal Line Description  Amount Dept Account Class Fund Program  Project Oper Unit Reference
pierMay 07 Charges || -350.00| (5303100 |4 (60629 Q| la [0 {a | o | o | o | |

Customize | Find | View B First [ 4004 M Last
Is Total Credits Journal Status Budget Status
0 350.00 T N
[Er Add Update/Display
|

Step Action

19. It is not required that you enter a value inBinegram, Project or Operating Unit
ChartFields. If you need to use any of these codgseur Journal Entry, follow
the same instructions previously described forramgeor looking up ChartField

values.
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Home | Worklist | MultiChannel Console | _Add to Favorites

Sign out

(=3
New Window | Help | Customize Page | B,
|
1212008 *Process: | Edit Journal “| Process
pit | Line:
Customnize | Find | E

rnal Line Description  Amount Dept Account Class Fund Program Project Oper Unit Reference
pier May 07 Charges || -350.00| 5303100 | 60692 e | a0 Ja e | e | Q |

Customize | Find | Vi i First E1] 10f1 [H Last
Is Total Credits Journal Status Budget Status

350.00 I N
Er Add Update/Display
< |3
Step Action

TheReference field on thelLines page allows you to refer each line of your
Journal Entry back to a document, person, invoicng other piece of
information that will be helpful in tracking thewae of your Journal Entry line.
You may enter up to ten alpha/numeric characters.

Last changed on: 2/21/2009 1:17 PM
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# MaineStreet
Home | Worklist [ MultiChannel Console | _Add to Favorites | Sign out

EQ

New Window | Help | Customize Pace | 5

[ Header | Lines Y Totals Y Emors | Approval |

Unit  UMS0S JoumalID:  000008G455 Date: 081212008 *Process: | Eailloumal v| _process |
Template List Search Criteria  Change Values pe it ‘ Line:
¥ Lines
Select Line *Unit *Ledger SpeedType Journal Line Description Amount Dept Account Class Fund Program
@l [UMS05/Q, ACTUALS [ |[copier May 07 Charges || -350.00| (5303100 |y 60699 e | o [10 o |

Lines to add: =

Customize | Find [ View All | B First [1] 4 051 [F] Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
UMsos 1 0.00 350.00 I ]

B save ‘ [=] notify ‘ s Refresh

Header | Lines | Totals | Errors | Approval

Step Action

21. After completing Line 1 of the Journal Entry, yoan add additional lines.

In theLinesto add field, "1" appears by default. If you wish to auidre than one
line, enter the number of additional lines in thiresto add field. In this example
we will add only one line to the Journal Entry.

Click the+ button adjacent to tHeinesto add field.
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# MaineStreet
Home | Worklist | MultiChannel Console | Add to Favorites | Sign out

=
New Window | Help | Customize Page |

[ Header | Lines Y Tetals | Emors | Approval

Unit  UMS05 JournallD: 0000086455 Date:  03/12/2008 *Process: | Edl-cumal . Pmm5|
InterniraUnit | vine:| 1|

Template List  Search Criteria Change Values

¥ Lines

Select Line *Unit *Ledger SpeedType Journal Line Description Amount Dept Account Class Fund Program|
0o 1 |umsos|ay acTuaLs \ |[copier may 07 charges || 35000 5303100 | @ [sosoe  |Q | [ [0 o |
(- |umsos @ AcTuaLs |[copier May 07 charges || 350.00{{5303100 WEDEQQ & | @ [0 o |

Lines to add: =

Customize | Find | View 4111 3 First [ 1 or1 [F] Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
UMsos 2 350.00 350.00 T N

B save | [=] Motify ‘  Refresh

Header | Lines | Totals | Errars | Approval

Main Content

Step Action
22. Notice that all the values you enteredLdme 1 are copied into the same fields on

the added lines and the amount is equal to the amequired to balance debits
and credits. Change chartfield values and otheregalvhere necessary.
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MaineStree!

‘# MaineStreet

_Home | Worklist | _MultiChannel Console | _Add to Favorites | _Sign out
(=13
New Window | Help | Customize Page |
proval
081212008 *process: | EditJournal +| Process ‘
ralnit Line:
Customize | Find | #
Journal Line Description Amount Dept Account Class Fund Program Project Oper Unit Reference
[copier May 07 charges || -350.00|[5303100 |, 60699 e | |10 o o | o | @, [HP4s00 |
[Copier May 07 Charges || 350.00| 5303981 |@ 60603 e | @20 o @, 5400104 e | @, [HP4600 |
Customize | Find | i B First [ ore [ Last
bebits Total Credits Journal Status Budget Status
50.00 350.00 T N
B
3 | =
Step Action
23. After you have entered all lines and values, yust run the journal through the
Edit process. To edit a Journal Entry, go toRhecess field on thelLines page.
Edit Journal enters by default.
Click theProcessbutton to initiate the Edit process.
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=

# MaimeStrees
Home | Worklist | MultiChannel Console | Add io Favoriies Add to Favorites

Sign out

New Window | Help | Customize Page

{  Header { Lines

W Totals Y Emors Y Approval

Unit.  UMS05 JournallD: 0000086455 Date:  08/12/2008 *Process; | EditJournal v| _Process |

Template List ~ Search Criteria  Change Values [z el I | Oerrors only Line:

¥ Lines

Select Line Error *Unit *Ledger Speedlype Journal Line Description Amount Dept Account
O X |UMS0S|Q, ACTUALS [ | copier May 07 Charges || -350.00] 5303100 |, 60699 e
O 2 X |UMS0S|QL ACTUALS [ | Copier May 07 Charges || 350.00| (5303081 | @ [s0602 la

Lines to add: =

Unit Total Lines Total Debits
umsos 2 350.00
B save | S\ Return to Search | +E Previous in List | +35 | [=] Notify ‘ ¥y Refresh

Customize | Find | View All | #

First [1] 1 or1 [M] Last

Header | Lines | Totals | Errors | Approval

Step

Action

24,

| Header |

After the Journal Entry has completed the Edicpss, refer to théournal Status
section of thed.ines page to determine if the Journal Entry passedtthie
process.

If no errors were detected during the Edit proctss,Journal Status of for
valid displays. A journal needs to have a statugaid in order to posted.

Had errors been recognized when the Edit processardournal Status & would
display.

You can print the Journal by clicking on the drapah arrow in the Process fielg
and selecting the print optioRefer to the " Print Journal Entry" process
document for information.

Click on theHeader tab.
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# MaineStreet

Home | Worklist | MuttiChannel Console | Add to Favorites | _Sign out
(=13
New Window | Help | Customize Page | [

{ Header Y Lines | Totals | Emors |\ Approval |

Unit:  UMS05 Journal ID: 0000036455 Date: 08M12/2008

Long Description:

Copier charges to departments May FY07 |

*Ledger Group: [AcTuALs | Auto Generate Lines

Ledger: ] Adjusting Entry:
*Source: |:| Fiscal Year: 2009

Reference Number: Period: l:l

[[] save Journal Incomplete Status

Journal Class: l:IQ
Transaction Code: GEMERAL | O

Currency Defaults: USD / CRRNT /1
Reversal: Do Not Generate Reversal Commitment Contral

& save | L\Return to Search | 4[5 Previous in List | 4B | [=] Motify | iy Refresh Es Add

Header | Lines | Totals | Errors | Aporoval

Step Action

25. On theHeader page, notice that th&ave Journal | ncomplete Status box was
automatically unchecked when you ran the Edit ppec€&his means it will be
picked-up during the next batch process.

26. End of Procedure.
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