Quick Guide

Create/lUpdate Journal Entry
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1. From the Financials menu, click tfeneral Ledger link.

2. Click theJournals link.

3. Click theJournal Entry link.

4. Click theCreate/Update Journal Entrieslink.

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

6. Click theAdd button_#%¢_]]

7. The Journal Entrideader contains information that uniquely identifies tloaithal Entry:
TheBusiness Unit, theJournal 1D and thelournal Date. It enables you to set parameter
for the Journal Entry, as well.

Enter a_ong Description.
If desired, enter information in theference Number field

10. Click theLines tab.Lines]

11. Use theLines page to record the transactions making up thendb&ntry — the debit and
credit entries — and to enter ChartField informatioat describes details of the Journal
Entry.

12. TheJournal Line Description box is where you briefly explain what this linetbé
Journal Entry does. Limit your Journal Line Destdp to thirty alpha/numeric
characters.

13. Enter the appropriate value in theount field of Line 1.

14, It is required that you enter a value in Bapt ChartField on each line of a Journal Entr
Enter the seven-digit Department ID for the fiiselof the Journal Entry.

If you do not know the seven-digit Department IDte the last digit of youBusiness
Unit into theDept field and click on the lookup button to lookup asedect the
Department ID.

15. It is required that you enter a value in fezount ChartField on each line of a Journal
Entry. Enter or lookup and select the five-digitcAant code for the first line of the
Journal Entry.

16. After you enter th®ept andAccount ChartFieldson Line 1 of your Journal Entry, you

can save the journal and complete it later, if Beagy.

Click theSave button.
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17.

The following message displays when the JournélyHs saved and no errors were
detected:

Journal 000099999 is saved with incomplete status. This journal 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
the Save Journal I ncomplete Status box on theHeader page, or until you manually run
the Edit process from th&ines page.

Click theOK button.

18.

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

If you use the two-digi€Class codein your Journal Entry, enter the two-digit codeoitite
Classfield.

19.

It is required that you enter a value in thend ChartField on each line of a Journal Ent
Enter or lookup and select the seven-digit Depantraalue for the first line of the Journ
Entry.

ry.
Al

20.

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

21.

TheReference field on thel ines page allows you to refer each line of your JouEraty

back to a document, person, invoice or any othergpof information that will be helpful
in tracking the source of your Journal Entry lieu may enter up to ten alpha/numeric
characters.

22.

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

Click the+ button adjacent to tHeinesto add field.

23.

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 amegnined to balance debits and credits.

Change chartfield values and other values wheressacy.

To begin, enter or lookup and select the appropiepartment ID in thBept
ChartField.

24,

Enter or lookup and select the appropriate Actoode in theAccount ChartField on
Line 2.

25.

Enter the appropriate Fund code intofoed ChartField.

26.

It is not required that you enter a value infinegram, Project or Operating Unit
ChartFields. If you need to use any of these codgeur Journal Entry, follow the same

instructions previously described for enteringamling up ChartField values.
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27. To edit a Journal Entry, go to tReocess field on thelines page.Edit Journal enters by
default.

Click theProcess button to initiate the Edit process.

Process

28. After the Journal Entry has completed the Edicpss, refer to théournal Status section
of theLines page to determine if the Journal Entry passedttieprocess.

29. End of Procedure.
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