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Online Journal Entry
Quick Reference Guide

]_') Navigation

From PeopleSoft 2
Financials menu ./ Journal Entry Page
select Journal Entry
General Ledger >
Journals > { Eind an Existing Value " AddaNew Value 1]
Journal Entry >
Create Journal Entry Business Unit: UMS05 Q)
Journal 1D: MEXT
Search:
| & Journal Date: |11r1 rzond
[» My Favorites Yy
[ University of Maine Systerm Add Verify or enter
~ General Ledger Business Unit, Journal
=~ Journals Find an Existin ID and Journal Date on
I__n__l — —— — 1 the Journal Entry Page.
— L.redle Jo k=] Iries 7 ”
— Copy Journals \SeleCt Add.

3JCompIete Journal Entry Header Page
[/ Header Y\ Lines Y Totals Y  Erors ) Approval |

Unit; LInS045 Journal ID: 0000000071 Date: QaEf2ar2004

Long Description: ICnpier Charges to Depts May Fy04

‘Ledger Group: IACTUALS [T Auto Generate Lines
Ledger: I ™ Adjusting Entry

‘Source: |5':'1 Fiscal Year: 2004

Reference Number: I':'E':"1 Perioil: I 12 4

SJE Type: I (

Enter Journal Entry Long Description
Journal Class: | and Reference Number on Journal Entry
Header page. Verify default information
i . IGENERP-.L :
Transaction Code: is correct (Source and Ledger Group).

N
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ﬁ:rom Header page,
! select the Lines tab.

4 )
JGo to Lines Page
[/ Header Y Lines —T Totals ) Emors | Aoproval |

&U’I

Add Lines to Journal Entry

Add necessary number of
lines to Journal Entry now
or after you enter all values

on first line.
Lines to ad: =
Enter Journal Line Description
Select Line “Uinit ‘Ledger SpeadT Journal Line Description
FI 1

UMS05 (y/ || Capier July 04 Charges |
|

Briefly explain each line of ||Copier July D4 Charges |
Journal Entry. Use up to thirty
alpha/numeric characters.

/ .
Enter Amounts to credit and \I
| debit lines of Journal

7 ) Enter Amount —

( ?) Enter DeptlD

DeptiD Enter applicable

5303100 a Department values

in DeptID box on

5303981 Q each line.

Enter Account Enter applicable Account code in
Account box for each line.
Account —

—
607495 QY
60703 Q
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Save Journal Entry
Save Journal Entry by 1_]J Enter Fund

clicking | & sawe) button
located on Lines page.

Enter applicable Fund
Codes in Fund box on
each line.

Funil

o Ja

n

1_2) Enter Values in Remaining ChartFields Related to Transaction

Class Fund Program  Project Oper Unit
L jape jal & & Q
L [Qfa Q] |Q[s40082/Q | a

(13)

Enter Journal Line Reference

Reference
\HF 4600 |

\HP 4800 |

Enter reference information for
Journal Entry line in  Reference box.
Use up to thirty alpha/numeric

I

(1_4J Edit Journal Entry

On Lines page, go to the
Journal from the drop-down menu and then click rrocess | . Correct detected
errors, if any, and re-run the Edit process.

'Process: | Edit Jaurnal

v| Pracess |box, select Edit

CI_SJ Submit Journal Entry

On Lines page, go t0 |.prgcass: |EdtJoumai  *|  Process |[oox,

select [gubmit Journal jfrom drop-down menu and click w.

1_6) Journal Entry Process Completed!

You have successfully entered, edited and
submitted your Journal Entry!
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