
 Unlock Journal Entries    
 
 
 
From your Financials menu select: 
 

General Ledger > Monitor Background Process > Journal Unlock 
 
The Unlock Journals page appears. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select               to look up locked Journal Entries. 
 
The Log page will open and a reference to your locked journal entry will be listed in the Process 
List section with a Process Instance number assigned to it.   
 
 
 
 
 
 
 
 
 
In the Marked column, place a checkmark next to the Process Instance for your Journal Entry.  
 
 
 
 
 
 
 
 
 
Click                   to unlock the Journal Entry. 
 

Your User ID will 
appear by default. 


