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Part | Navigation to Process Journal

1. Log into Production

2. After you have signed in you will be directed to the following page.

/- Employee-facing registry content - Windows Internet Enplorer, SRS
@:;v [ hteps:ism-pre s.umasscs.netpspifsprds EMPLOYEE(ERPhftab=DEFs | £ | 49| X | [live search £
File Edit Wiew Favorites Tools  Help
W g ¥/ Employes-Facing registry content far + B v o - |k Page + (i Tods ~ &
? University of
s Massachusetts Production 9.1 | Wotist | AddtoFsvories | Somout
Favorites = Main Menu
Personalize Cantent | Layout j) Help

[T [ [ Trustedsites * 100% -_/:

3. Navigate to the following path:
E General Ledger
3 Alocations (3 Journals e
i (3 Review Financial I y
E ggfulﬂtﬁﬁ?nté?ﬁé (7 General Reports (3 Standard JnurnalsH Ereat?“-'p'jaltejﬂur“'E”t”es
03 Enterprise Compo |=] General Ledger ¢t &3 Import Journals Rt
5 Workist " 3 Process Journals ’
3 Application Diagnostics ' (3 _Suspense Correction : >General Ledger
3 Tree Manager v >Journals

>Journal Entry
-Create/Update Journal Entries

Part Il Creating a Journal Header

1. Once you have clicked on Create/Update Journal Entries you should be directed to the
following screen. Enter the correct Business Unit and Journal Date (See note below),

if they are not already correct. The Journal ID can remain NEXT or you can create your
own number. Click Add when these 3 fields are complete.




Note: Date should be left as is unless you intend to post an entry in the prior
month. Back dating to the prior month can be done until the Wednesday of the
close week for only the previous month. For example, the month of November
officially closes on December 4"; a Friday. Backdating entries to November may
be accomplished until the end of the day on Wednesday, December 2",

/7 Create/Update Journal Entries - Windows Internet Explorer

% 47 B createjupdate Journal Entries
? University of

Massachusetts Production 9.1

UMASS
Favgrites = Main Menu > GeneralLedger > Journals > Journal Entry > Create/Update Journal Entries

Add to Favorites

B New Window (Z)Help [ nitp

Create/Update Journal Entries

Find an Existing Value MdaNewVa!ue J

Business Unit:[UMAMH @,
Journal ID: [NEXT
Journal Date: [12/07/2011 |[3)

Add

Find an Existing Value | Add a New Value

< |
bone [ Trusted sees [R100% -

2|

2. Atfter Clicking Add the following screen should appear. Note that there are 5 tabs at the
top of the page, you are currently on the Header tab.

/7~ Create/Update Journal Entries - Windows Internet Explorer B - |E fﬁl
@\:?t - Iﬁ https:}fsm-prd.fs.umasscs.net{psp/fsprd91 JEMPLOYEESERP{c/PROCESS, 'I. 3 || #2]| X IE_;-.-‘r: Search

w o mcreatebedate Journal Entries Eﬁ = - dub ~ -»Page ~ (C Tools ~ »

? University of
Massachusetts Production 9.1
UMASS Home | Workist | Addto Favortes |
Favorites  Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries
_ & New Window (@) Help [& Customize Page EEhttp =
Lines Totals Errors Approval
Unit: UMAMH —> Journal ID: NEXT Date: 12/07/2011
Long Description:
*Ledger Group: ACTUALS @, Adjusting Entry: [ Non-Adjusting Entry -
Ledger: [ @ Fiscal Year: 2012
*Source: [wr2 @ Period:
Reference Number: ADB Date: 12/07/2011 1.l
Journal Class: ) .
Transaction Code: [GENERAL 1@, I Auto Generate Lines
I” save Journal Incomplete Status
SJE Type: ;I ™ Autobalance on 0 Amount Line
-
4] >

|
\ [ [ [ [ Trustedsites [R1o0% -




3. Start by entering a Long Description of the transaction. (You have 254 Char.)

Long Description:

Please include all information relevant to the journal so that any report users will be able
to understand the purpose of the journal. Please refer to the Journal Entry Guide
(Section V, B, 1 Journal Header Description).

4. Ledger Group can remain ACTUALS
*Ledger Group: ACTUALS Q&

5. Source: For journal entries with a sponsored chart string as either the debit or the
credit use WF1.

*Source: WF1 4

For Non Sponsored chart strings use WF2 (should default).

*Source: lﬁ 2L

6. Transaction Code can remain GENERAL
Transaction Code: CEMERAL O

7. All other fields can remain blank or unaltered, shift over to the Lines tab at the top of the
page.

/ Create/Update Journal Entries - Windows Internet Explorer - ;Iﬂﬁl
= s fism-prd.fs.umasscs.netjpspifsprdS1 JEMPLOYEE/ERP{c/PROCESS_ = || & | 42| % | [live search e

File Edit 4 bvorites Tools Help

DA ] fUpdate Journal Entries

m Univ of
M== ={tS Production 9.1 ’ : .
5.6 Home | Workiist | Add to Favorites | Sign out
Favorites > General_Ledger > Jou;nals > JournaJ Entry > Create/Update Journal Entries
& New Window (Z)Help [& Customize Page o http =
Header . Im Totals Errors Approval
Unit: UMAMH Journal ID: NEXT Date: 12/07/2011
Template List Change Values
Inter/intraUnit ~Process: | Edit Journal ~| Process
Select Line SpeedType Account Fund Dept Program Class PC Bus Unit Project
= 1 [ Q, | @, | @, | @ | Q | @, | @ |
4 |
Lines to add: [ = = =
w Totals Customize | Find | View Al
Unit Total Lines Total Debits Total Credits Journal Status
UMAMH 1 0.000 0.000 N
-
«| | »
T [ Trusted sites [Fioo% -




Part Il Inputting the Journal Lines

1. Now that you have selected the lines tab you should see a screen similar to the one
below. As you scroll to the right you will see that there are several fields. Not all of the
fields will be required.

- L

Header Lines Totals Errors Approval

Unit: UMAMH Journal 10: NEXT Date: 02/29/2012
Template List Change Values
? Inter/intrallnit '. *Process: Edit Journal j & Process

Customize | Find [ | 2

Select Line *Unit *Ledger SpeedType Account Fund Dept Program Class PC Bus Unit

O | [UMAMH @, ACTUALS | Q,| @ | @ | @ | @, @, | @,
[l I |
Customize | F
PC Bus Unit Project Activity An Type Affiliate Amount Stat
| Q | @ | @ | Q | Q | [ &

| |

Customize | Find | B | #

Stat Amit uom Reference Journal Line Description

2. Fillin the SpeedType for the debit side of the expense. Note that when you enter a
speed type some fields will auto fill such as Fund and Dept. Program, Class (if
applicable),Project (if applicable). PC Bus Unit, and Activity.

3. If a project number appears you will need to provide An Type which is; GLE.

An Type

[

4. Once the speed type is entered tab over to the Account column. As you do so the speed
type will auto populate the applicable fields. Fill in the proper account code for the type of
expense you are transferring. See the Journal Entry Guide, Appendix B, for proper
account code use.

Customize | Find | & | B
Select Line SpeedType Account Fund Dept Program Class PC Bus Unit Project Activity

0 | | e [ @ | @ [ & | @ | Q | :




5. Scroll to the right so you can see more of the field headers and stop when you find the
column Amount, Enter the amount of the transaction here. See the Journal Entry Guide,

Appendix C, for help on the Amount field.

Customize | Find | ™

Activity An Type Amount Reference Journal Line Description

| Q [ & 1|

6. Scroll to the Reference field. See the Journal Entry Guide, Section V, B, 2, Journal Line
Reference, for help on the Reference field.

Customize | Find | ™=

Activity An Type Amount Reference Journal Line Description

| Q[ | '|

7. Scroll to the Journal Line Description field. Please see the Journal Entry Guide, Section
V. B. 3, Journal Line Description, for help on the Journal Line Description field.

]

Customize | Find | (Ed |

An Type Amount Reference Journal Line Description

| @, | I |

||

You have completed the debit side of the entry!

8. Scroll back to the left, until you see the Lines to add: option, which is highlighted in a
yellow box in the picture below.

|W| *Process: | Edit Journal j Process
Customize | Find | Ed | i
Select Line SpeedType Account Fund Dept Program Class PC Bus Unit Project Activity
O | [123456 @, |[732520 @, |[p1242@, [so00000000/@, [a01 @ | @, | @, @,
4 | |
Lines to add: = |




9. Add one line by pressing the plus [+] symbol. You can also select to add more than one
line if desired. You should now see a credit line under your debit line. Notice that all the
pervious fields have been copied except for the speed type. (See example below)

Header Totals Errors Appraval

Unit: UMAMH Journal ID: NEXT Date: 02/29/2012
Template List Chanage Values
InterdntraUnit -~ | *Process: Edit Journal =l Process
Select Line SpeedType Account Fund Dept Program Class PC Bus Unit Project Activity
O [ [123456 @, |[73z510 @, [51342@, [a000000000@, (A0t @, | Q @ Q
02 I| X '|?32510 @, '|51342Q, .|AUUUUUUUUUO¢, .|A01 @, '| @, '| @, '| @, '| _
< | |

Lines to add: |_1 + =

] Custoﬁel}—“ﬁ]\ﬁew .Aﬂ].i—ﬂ- 14 Frst KU qor1 I [ast
Unit Total Lines Total Debits Total Credits = Journal Status Budget Status
.Ul'v'IAI'v'IH 2 0.00 0.00 N M

10. We now need to complete the credit side of the entry. Start by filling in speed type that
needs to be credited. Notice that when you enter a new speed type the Account to the
right disappears.

The Fund, Dept ID, Program, Class, Project. PC Bus Unit and Activity are also
changed to match the speed type. Remember to add GLE as the An Type ifa
project number appears.

Customize | Find | B9 | 3

Select Line SpeedType Account Fund Dept Program Class PC Bus Unit Project Activity
O 1 [123456 @, |[732510  |@, |[51342@, ([a000000000/F, |[a01 (@, || @, | @, | @, |

| & Q

IR [123456 @ @, [512¢ @, [ao0gpooooo@, [soL @
<Ik\ “\“\ \ |

Enter the credit speed type These fields change to match the credit speed
here type you have entered

10. Now enter an account code for the credit line highlighted in the box below. This may be
the same account code as the debit line, depending on the type of transaction you are
uploading. See the Journal Entry Guide, Appendix B, for help on the Amount field.

Customize | Find | B | 7

Select | Line SpeedType Account Fund Dept Program Class PC Bus Unit Project Activity
O p [123456 @ 732510 @, ([51342@, |[s000000000@, ([s01 @ | a, @, @, |
| [123456 @, @, [513429, [a0000000009, [a01 @ | @ | Q@ | @ |
| | 3|




11. Scroll to the right to make sure the credit amount equals the debit amount. The credit
amount should have a negative symbol as seen below.

Activity AnType  Amount

| @, | @, 85.00

| O N —
=

12. To complete the credit scroll all the way to the left to confirm that Journal Line
Description has copied to the credit line. You may have a different description on this
line than the debit side. Please see the Journal Entry Guide, Section V. B. 3, Journal

Line Description

Amount Reference Journal Line Description
| 8500 |EXT1234567 [XTFR Dell 000123456
| 8500 |[EXT1234567 [XTFR Dell 000123456

Part IV Edit and Budget Checking Journals

1. Once you feel that you have entered the correct information, find the Process: drop down
menu. Select Edit Journal and press the Process button.

Header ‘;:m Totals Errors Approval

Unit: UMAMH Journal 1D: MEXT Date: 02292012
Template List Change Values
Interintraldnit *Process: | Edit Journal _ﬂ | Process |

2. When Edit Journal has finished processing you will receive a message that your journal has
been saved, click OK. To continue the Journal Status and Budget Status must now equal

V _as seen below.

2 | Find | View AT B | B First K1 9 o4 DY et

Total Debits Total Credits | Journal Status Budget Status

12,000.00 12,000.00 v v

T 7




3. If Journal Status and Budget Status do not equal V an error has been made. Review the
data you have entered and be sure that all speed types, accounts, funds, depts., etc. Are
correct and correspond with each other.

Note: If you still cannot find the error, either Journal Status or Budget Status, click on the
letter under the Journal Status or Budget Status field. This will show the lines in error.

Edit Errors
Clicking on the Journal Status letter takes you to the screen listing the line(s) in error. To get
back to the journal lines, click on the Lines tab two tabs to the right of the Errors tab you are
currently in.

Budget Errors
Clicking on the Budget Status letter takes you to a new window listing the line(s) in error. To
get back to the journal lines sign out of the screen listing the budget errors.

4. After making any corrections repeat step 1 of Part IV.

Part V Submitting the Journal

1. Once Journal Status and Budget Status both equal the letter V return to the process
drop down menu select Submit Journal and click the Process button.

Mew Window | Help | Customize Page | n&

Date: 08/19/2009 *Process: | S4dbmit Journal |» Frocess

Interfintraldnit Errors Only Line: | 10

1. After submitting the journal you should receive a message similar to the following:

Windows Internet Explorer

'E This journal requires Further appraval, (S000,119)
-

This journal entry requires Ffurther approval before it can be posted to the ledger. Approwval request is sent by Workflow processing.

The Journal entry has now been submitted to the approver’s worklist. The approver has three
options; approve, recycle, or deny.

Part VI Copying a Journal

Copying a journal is a useful tool when you have a similar transaction that occurs regularly.
Copying can also be used when a posted journal needs to be reversed (See part VI below)
and/or corrected.

10




Coping ajournal
1. Navigate back to Create/Update Journal Entries

7 General Ledger
7 Alocations g JR‘]“F”H“-‘F. a1 (3 Joumal Entry
i eview Financia y
g ggmgtlfiﬁamntganlssj' 3 General Reports (3 SGndardJuurnaIsH great&;,fLIpdalEe AR s
& Enterprise Compo U General Ledger Ci 3 Import Journals opy Journa
£ Workist = 3 Process Journals Y
7 Application Diagnostics ¢ Ji SR E R '
{3 Tree Manager b

>General Ledger
>Journals
>Journal Entry

2. Select the Find an Existing Value Tab.

Create/Update Journal Entries

Eind an Existing Value Add a Mew Value

Business Unit: |L.Ih-1Ah-1H @

Journal 10: MEXT

Journal Date: [g2/20/2012 [

Add

3. You will be directed to the following page:

-Create/Update Journal Entries

Create/Update Journal Entries

Find an Existing Value Add a Mew Value

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Limit the number of results to (up to 300); 200

" Ccase Sensitive

Search Clear |Basic Search [ Save Search Criteria

Business Unit: = - |UMAMH @,

Journal ID: | begins with ||

Journal Date: |= j | [#)]
Document Sequence Number: ||:|egins with j |

Line Business Unit: = - | @,

Journal Header Status: |= =l |[MoStatus - Needs to be Edited 7]
Budget Checking Header Status:l = j | j
Source: = - |1..1..'|:2 @,

User I | begins with x| |ATDELUDE @,
Attachment Exist: | - | | |

11




4. Enter the Journal Id
5. Change Journal Header Status to Blank
6. Change source to WF1 or WF2
7. User ID should default to your User ID
8. Click Search
9. You should now be viewing the header page of your journal transaction, similar to the one
seen below.
eadel Lines Totals Errors Approval
Unit: UMAMH Journal ID: 0002889234 Date: 02/29;2012
Long Description: Icorrect expenses on ST 120460 to ST 138826 due to data entry error (L
*Ledger Group: [rcTUALS | Adjusting Entry: [ Non-Adjusting Entry i

Ledger: I Fiscal Year: 2012
*Source: WE2 Period: I a

Reference Number: ADB Date: 02129/2012
Journal Class: @,
Transaction Code: GENERAL @, ™ Auto Generate Lines

™ save Journal Incom plete Status

SJE Type: | j [ Autobalance on 0 Amount Line

Currency Defaults: USD / CRENT / 1

Attachments (0} Commitment Control

Reversal: Do Mot Generate Reversal

10. Shift over to the Lines tab at the top of the page.

Header ‘Lﬁﬁ_‘ Totals Errors Approval
Unit: UMAMH Journal ID: 0002859834 Date: 02/29/2012 I™ Errors Only
Template List Search Criteria Change Values

Inter/intralnit *Process: Edit Journal = Process =] & Line:

11. Change the *Process box to Copy Journal by clicking the down arrow key.

Then click the __F™%€2% | hutton.

Header I.m_" Totals Emors Approval
Unit: UMAMH Journal ID: 00028803734 Date: 0232012 I™ Errors Only
Template List search criteriy Change to Copy Journal Change Valud
|
Inter/ntralnit *Process: |Edi1J0urnaI M = Process [=] & Line:

12




11. The Journal Entry Copy screen comes up. On this screen you have the option to change
the Journal ID or the Journal Date. NOTE: Do not change any other field or check any
other boxes on this screen.

NG
Journal Entry Copy

Business Unit: UMAMH Copy From ID: 0002889834 Copy From Date: 02/20/2012
Journal ID: NEXT Ledger: I Reverse Signs
Journal Date: 022912012 [§ New Ledger: [¥ Recalculate Budget Date
ADB Date: Document Type: ™ save Journal Incomplete Status
Currency Effective Date: [

& Do Not Generate Reversal & Same As Journal Reversal

€ Beginning of Next Period  On Date Specified By User

€ End of Next Period ADB Reversal Date:

 Next Day

" Adjustment Period

" On Date Specified By User

Adjustment Period: @,
Reversal Date: H
0K Cancel Refresh

12. Click the L button. This will take you back to a new journal on the Line tab. You
can make edits to the fields in the Lines tab as well as go back to edit the description field
on the Header tab.

13. Go to Part VI to complete the Edit and Budget check.

Part VII Reversing a Journal

Reversing a journal may be necessary when an error was made and the journal has already
been posted. A journal may be deleted at any time prior to it being posted. To process a
reversing journal complete steps 1 through 10 in Part V Copying a Journal.

1. After you have completed Part V steps 1 through 10 click the Reverse signs box. You
may also change the Journal ID and the Journal Date if necessary. NOTE: Do not
change any other field or check any other boxes on this screen.

I THEW TVInaoy \_)
Journal Entry Copy

Business Unit: UMAMH Copy From ID: 0002889334 Copy From Date: 02/29/2012
Journal ID: NEXT Ledger: | ¥ Reverse Signs _
Journal Date: 022972012 | New Ledger: ¥ Recalculate Budgst Date
ADE Date: I Document Type: ™ save Journal Incomplete Status
Currency Effective Date: @

& Do Not Generate Reversal # same As Journal Reversal

" Beginning of Next Period " On Date Specified By User

€ End of Next Period ADB Reversal Date:

7 Next Day

 Adjustment Period
 OnDate Specified By User

Adjustment Period: Q
Reversal Date: ] E
OK Cancel Refresh

13




Click the L button. This will take you back to a new journal on the Line tab. You
can make edits to the fields in the Lines tab as well as go back to edit the description field

on the Header tab.

Go to Part VI to complete the Edit and Budget check.

Part VIII Saving a Journal in an Incomplete Status
By saving a journal in the incomplete status after you have completed the edit and budget
check you can ensure that your entry does not get swept by a system automated post process
during the day or overnight. This may be useful if you intend to continue to add to your journal
at a later time or if you have an internal control that requires an offline approval prior to
submission.

Note: A system month end cannot close if you have any entries in an incomplete status.

1. Go to the header tab and check the box ‘Save Journal Incomplete Status’ box and save.

ar Lines Totals Errors Approval

-

Unit: UMAMH Journal ID: 0002889834 Date: 02/29/2012
Long Description: Icorrect expenses on ST 120460 to ST 138826 due to data entry error (D]
*Ledoer Group: Adjusting Entry: |r.10n._n,djusnng Entry j
Ledger: Fiscal Year 2012
*Source: Period: |_
Reference Number: ADB Date: 02/29/2012
Journal Class: [ @,
Transaction Code: GENERAL @, I” Auto Generate Lines

™ save Journal Incomplete Status
SJE Type: = [” Autobalance on 0 Amount Line

2. To continue working your entry, uncheck the box. Once unchecked you can add/delete or
change lines. You will be required to re-edit and re-budget check your entry prior to

submitting the journal (Part VI).

Part IX Checking the Journal Status

1.

If the journal has been submitted, you can check the status of the journal entry.
Navigate back to Create/Update Journal Entries

:| General Ledger

3 Allocations (1 Journals 7 Joumal Entry

3 SCM Integrations (3 Review Financial I e — _J Create/Update Journal Entries

{5 Set Up Financiak/; (31 General Reports  LJ | |2 CopyJournals

7 Enterprise Compo |=] General Ledger Ci LJ gnpnrtj:nl:uurna? :

B 3 Process Journals r

09 Worklist r ; ; >General Ledger

7 Application Diagnostics r ) SUSichce SinEdhe } >Journals )

3 Tree Manager 2 >Journal Entry
-Create/Update

14
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2. You should remember the following screen from below, this time select the Find an
Existing Value Tab.

Create/Update Journal Entries

- Eind an Existing Value Add a Mew Value

Business Unit: |y amH &,

Journal 10 MEXT

Journal Date: [gz/29/2012 |[5)

Add

3. You will be directed to the following page

Create/Update Journal Entries

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Limit the number of results to (up to 300); |300

Business Unit: = - |UMAMH @,

Journal 1D: | begins with =] |

Journal Date: |: = | 5]

Document Sequence Number: | begins with j |

Line Business Unit: = - | @,

Journal Header Status: = =1 |Mo Status - Needs to be Edited | <—
Budget Checking Header Status:l = j | j
Source: - - |‘.".fF2 @,

User ID: | begins with ¥ | [ATDELUDE @,

Attachment Exist: | = | | |

[ case Sensitive

Enter the Journal Id

Change Journal Header Status to Blank
Change source to WF1 or WF2

Enter or change User ID

Click Search

©NOoO O A
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9. You should now be viewing the header page of your journal transaction, similar to the one

seen below.
Header SB[ Totals Errors Appraval
t UMAMH Journal 1D: 0002889834 Date: 02/29/2012
Description: Iu:orreci expenses on ST 120460 to ST 138826 due to data entry error (B
*Ledger Group: ILICTI_JL.LS Adjusting Entry: | Non-Adjusting Entry =]
Ledger: I Fiscal Year: 2012
*Source: I..a_.-,:g Period: I 8
Reference Number: ADB Date: 02/29/2012
Journal Class: @,
Transaction Code: GEMERAL @, [T Auto Generate Lines
I save Journal Incomplete Status
SJE Type: | [ I” Autobalance on 0 Amount Line

10. Shift over to the Approval tab at the top of the page. Here you can check the status of your
journal entry. As seen below the Journal entry has been approved.

Header Lines Totals Errors Approval
Unit: UMAMH Journal ID: 0002289834 Date: 02/29/2012 Submit
Approval Status Find Fret L 4ofq L Last
Unit: UMAMH
Approval Check Active: X
Approval Status: Approved to Post
Approval Action: I Approve hd I
Comments for Denial Email: I (]
Approval History
Step Path Status Date/Time Stamp User D
0 A Initiated 02/29/2012 11:19:13AM AMFRESCO
01 A Approved 02/29/2012 11:48:55AM AJURBAM

T

Part X. Print a Journal

1. If you would like to Print a journal, shift to the Lines tab. From the process drop down
menu select Print Journal (Crystal), and click Process.

Template List

Interintrallnit

' Header Totals Errors Approval |
Unit: tUI'ﬂAI'-AH Journal ID: 0002889834

I™ Errors Only
Search Criteria

Date: 02/29/2012
Cha s

j | - Process

*Process:

| | Frint Journal (Crystal)

[=] & Line: W

16




After the request has been processed two links will appear next to the process drop down
menu, click on Process Monitor

Header 'ﬁ Totals | Errors | Approval
Unit: UMAMH Journal 1D: 0002889834 Date: 0212912012
Template List Search Criteria Change Values
i Interintralinit i *Process: Print Journal (Crystal) jl i Process i
Report Manager Process Monitor
3. A new window should pop up. Similar to the one below.
View Process Request For
UseriD:[ATDELUDE @, Type: | =] [Cest = | 2 [oas = . Refresh
Senrer:l "'l Name: @ [nstanoe:| to |
Run I "'I Distribution | | I¥ Save On Refresh l
Status: Status:

Customize | Find | View &1 B 13 Frst Kl g2 012 I st
|Select Instance Seq. Pro¥ : :;:% User Run Date/Time Run Status W Details
[T 4249425 Crystal GLC7501-  ATDELUDE 02/29/2012 2:19:48PM EST Initiated MNIA Details |
: [T 4244926 Application Engine GL_JEDIT_0 ATDELUDE 02/27/2012 2:2413PM EST Success Posted Details

Process List Customize | Find | View A0 B 12 Frat T qorq O Loat
Process i Distribution :
| Select Instance 5eq. Process Type Maine User Run Date/Time Run Status iR Details
[[F  |4249425|  |Crystal

GLC7501- ATDELUDE 02/29/2012 219:48PM EST

Success iF‘osted Details _

Find your journal entry in the list; the Process Type will always be Crystal.

You will not be able to view details until the Run Status equals Success and

Distribution Status equals Posted, this may take several minutes. You will have to
continue to refresh the screen every minute or so.

17




6. Once Run Status equals Success, click on Details to the right. A screen similar to the
one below will appear. Select the View Log/Trace link.

Process Detail

Process

Instance: 4240425 Type: Crystal
Name: GLCT501- Description: Journal Entry Print
Run Status: Success Distribution Status: Posted
e ———
Run Control ID: CJY " Hold Request

 Queue Request
£ Cancel Request

Location: Server

Server: PSMT
' Delete Request
Recurrence: i~ Restart Request
DaterTime
Request Created On: 02/29/2012 2:19:48PM EST Parameters Transfer

Run Anytime After: 02/29/2012 2:19:48PM EST Message Log

Began Process At: 02/29/2012 2:21:.43PM EST Batch Timings

Ended Process At: 02/29/2012 2:26:41PM EST View Log/Mrace

7. You will be directed to a screen like the one below. Select the middle link that begins
with GLC.

View Log/Trace

[ e ——
Report 1D: 2665642 Process Instance: 4249425 Message Log
Name: GLCT501- Process Type: Crystal

Run Status: Success

Journal Entry Print

Distribution Details

Distribution Node: RPTDIST Expiration Date: IUSI‘I 52012
| =S —
Hame File Size es Datetime Created
CRW GLC7501- 4249425 log 132 02/29/2012 2:26:41.419971PM EST
- GLC7501- 4249425 PDF 47,853 02/29/2012 2:26:41.419971PM EST
pssaltracetrc 336 02/29/2012 2:26:41.419971PM EST
| Distibugteto |
Distribution ID Type *Distribution 1D
User ATDELUDE

18




8. This is the report that can be printed.

Report 10: GLCTSNM PeopheSoft Financials Page No. 1
ORACLE
JOURNAL ENTRY DETAIL REPORT Run Date 2132015
Run Time 9:24:29 AM
Unie: UMAMH Ledger Group: ACTUALS Foreign Currency: uso
Journal D: 0003084030 Source: GA Rate Type: CRRNT
Date: 1142018 Reversal N Effective Date: 11142018
Descrption’ expense transer per nancy Lattinville Reversal Date: Exchange Rate: 100
Line# Unt Account  AtAccount OperstUnt  FundCode Deparment Progam  Class Sut Statistes Amt Rate Type Rate Foregn Amount Base Amount
Rel_Product Afiate Fund Aflate Soenano  Book Code
ACTUALS
1 UMAMH 753020 51080 A220400000  AD! CRRNT 1.00000000 27.00 USD 27.00 USD
Deserpton XTFR 12/10 Bus cards Reference: ACI1204 Open ltem Key.
2 UMAMH 753020 51342 A220400000  AD! CRRNT 1.00000000 -27.00 USD -27.00 USD
Descrpton XTFR 1210 Bus cards Reference ACI1204 Open em Key:
3 UMAMH 110000 51088 A220400000 CRANT 1.00000000 -27.00 USD -27.00 USD
UMAMH
Descripton Cash Re'erence. Open ltem Key.
4 UMAMH 110000 51342 A220400000 CRRNT 1.00000000 27.00 USD 27.00 USD
UMAMH
Descrpton Cash Reterence Open lem Key.
Business Unit Jotal Lines ZIotal Base Debits Jotal Base Credits
UMAMH 4 400 54.00
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Part XI Addressing a Journal that needs correcting (Recycled)

1. If ajournal you have needs to be changed you can either click on your
Worklist. This is located in the top right corner of the screen, or go to “Create/Update Journal
Entries” (see page 15)

Home | Workist | AddtoFavorites | Sign out

2. Once you have entered Worklist you should see a journal that has been sent back.
Follow the link. View comments left by the approver and make corrections.

I Hew Winaow

Worklist for ATDELUDE: Teri Delude

Detail View Work List Filters: | j Feed

E——
| Worklist =

From Date From Work Item Worked By Activity Priority Link
Elizabeth Brown | 02/29/2012 Journal Approval |Approve/Deny Journal [ -] 300 LUH ACHENE J012D2: | jarkworked | Reassign

3. When corrections have been made you must re-edit and re-submit the journal to the
approver using the same steps provided in Part IV

4. If ajournal you have submitted has been recycled or denied, you will receive an email or
phone call from the approver. If the journal has been denied, the journal will be deleted
but only after the approver has contacted you.

*Note: The approver cannot make changes to your journal for you as it takes the
journal out of Workflow.
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