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Learning Objectives

*How to Get to the Journal Entry Screen
*How to Create a New Journal Entry
*How to View an Existing Journal

*How to Correct Journal Errors

*How to Print a Journal

This course will cover:

How to Get to the Journal Entry Screen
How to Create a New Journal Entry
How to View an Existing Journal

How to Correct Journal Errors

How to Print a Journal
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How to Create a New Journal Entry

Main Menu =
= Budget = Deposits = lvoices
E Journals Enter deposit E Create an
Create and informeatian in an ahbreviated
updiate budget ahbrevisted format. format of = bil
jourrals.

online.

E— Journal = Purchase Orders  [==)» Vouchers

E Add or modity PO == | Enter Youchers

journal entries header, ling,
oF retrieve schedule, snd
existing journal distribution
entries information

When the Main Menu appears on your screen, click on Journals.
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Create Journal Entry

findan Bsing Vaue | Addaew Ve

Business Unit:|cU

Journal ID:  |NEXT
Journal Date: [08/18/2005 [

Add

Find an Existing Value | Add a New Value

The Create Journal Entry panel appears. The Business Unit should default to
CU. If you need to change the Business Unit, click the magnifying glass to see a

list of Business Units.
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Look Up Business Unit

Business Unit:| hegins with |+ |

Description: | hegins with |+ ||

Look Up | Cleat | Cancel | Basic Loakup

First [] 17 of7 [i] Last

'escription

IcU Clemson University

ICUE Clemsan University Foundation
ICURF Clemson Univ Research Foundat
FCECC Continuing Edu Conference Comp
FCREF Clemson Univ Real Estate Fdn
FCRFC Clemsaon Research Facilities Ca
FMREC AMREC LLC

Click on the Business Unit to be used. The panel automatically returns back to
the Create Journal Entry screen.
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Create Journal Entry

i an Existing Value | Add aNew Value

. . IDO: Journal source for
Business Unit: [ Q interdepartmental orders.
IJOUmal 1D: 1D05308001 5308: Department number
Journal Date: [10/2042005 5 001: 3-digit sequence number
assigned by you.

Find an Existing Yalue | Add a Mew Yalue

Enter the Journal ID. Change the date if needed. Click on Add and the screen

will change to display the input panels. (For other journal sources and

descriptions see Appendix A.)
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0 by Favorites
1 Project Management
[ Accounts Payable
[ Customers
o cu_cusTom
C Commitment Cantrol
0 Reporting Tools
- Customer Cantracts
0 ttems
0 vendars
[ Purchasing
0 eProcurement
0 Senices Procurement
© Proposal Management
0 Billing
1 Accounts Receivable
i Asset Management
0 Banking
[ Cash Management
| General Ledger

= Journals

<~ Joumal Entry

— Cony Journals
b Standard Joumals
b Import Journals

&

unit: cu Journal I0: - 1D0530800 Date: 1012012005

Long Descriptio

“Ledger Group: ACTUALS [ Auto Generate Lir

Ledger: a

‘Source: Q Fiscal Yea

Reference Number: Period:

SJE Type: v ADB Date: 1072002005 5
Journal Class: Q [ save Jou ncomplete Status.

Transaction Code: Q

Currency Defaults USD 11 1

Reversal. Do Not Generate Reversal

mrmitment Control

Edvetiry | 2 Refresn |

Bowe)

Header | Lines

| Totals | Errors | Approval | Joumal Print

ewwindow | Customize Page | &

Ekads ) Eupatervisp:

To see the entire panel, click on the minus sign in the Menu section. The Menu

will minimize and the screen will shift to full screen.
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Header

unit:  cU Journal ID:  IDO530800 Date:  10/20/2005 ]47Inf0rmation Defaults In

Long Description:

“Ledger Group: ACTUALS @ [] Auto Generate Lines
Ledger: Q
*Source: Q Fiscal Year:

ReferenceMumber: | Period:

SUE Type: ADB Dates im0 5
Journal Class: ’7 Q [ save Journal Incomplete Status
Transaction Code: [ &

Currency Defaults: SO (11

Reversal: Do Mot Generate Reversal Commitment Control
Boove) [Elnowmy ) @renesn ) Eract)

Header | Lines | Totals | Errors | Aporoval | Journal Print

The Business Unit, Journal ID, and Date default in.
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[ Header ¢ A I

) 1 |

Unit:  CU Journal ID:  |DO5308001 Date: 10/20/2005

Long Description:

Torent a mesting roorm at the Madren Center.

*Ledger Group: ACTUALS Q

Ledger: Q

‘Source:

Reference Number:

SJE Type: b
Journal Class: Q
Transaction Code: Q

Currency Defaults: USD /71
Eeversal: Do Mot Generate Reversal

[ Auto Generate Lines

Fiscal Year:
Period:
ADB Date: 107202005 [5

[J save Journal Incomplete Status

Compmitrment Control

Bsave] [Elnonty | (% Rerresn

Header | Lines | Totals | Erors | Approval | Journal Print

[Badd) (£ Update/Display

Enter a detailed Description of the journal in the Long Description field.

The Ledger Group defaults to ACTUALS. Do not change this.

CU does not use the Ledger field, so you can skip this field.

Enter the journal source in the Source field. See Appendix A for source codes.

The Reference Number field is optional.

Skip the remaining fields.

Note: Any field with an asterisk in front of it, is a required field.

Click the Lines tab to display the Lines panel.
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Header Journal Print
unit.  Cu Journall: 105308001 Date: 10202005 'Process; |Editloumal v Pracess
Template List Change Values Interfntralinit Line: m

cu 1 0.00 0.00 N N

Boave] Bttty | % Refiesh Bradt) Eplatelispay

Header | Lines | Totals | Errors | Approval | Journal Print

Proceed to fill in chartfields with appropriate values.
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Click on the plus sign that appears below the Lines section to add another line. One line will be added with the same values in the fields,

unitt ¢y Journal ID:  1D05308001 Date: 1020005 ‘Process: Editloumal | Process

Template List ChangeValues _Itenlnranit Line: | 10

Custonize | in

Qim Q@ Qs Qm Q@ Qpeow & ww| [

o 2 Q Qfis @ [sas Q2 @t @ [0 Q| 0000 |

El Adds one line at a time

Bssve) Evwtity )2 Retrest [Eadd) [ UpdateDisplay’

Header| Lines | Totals | Errors | Approval | Jounal Print

except Account, which will be blank.
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Heade Errars Jaurmnal Print
Unit:  cU Journal ID:  1D05308001 Date: 1072012005 ‘Process: |EditJoumal v  Process
Template List Change Values Imerfintranit Line: | 10

Cust

o Qlrazz Qs Qs sz Q130 Q@ [isoo00 Q@ 100.00

o : Q| o fi5s|o fsae o sz Q0 Qfisoo0 @ [ omoo| |
o : Q| Qfis Qs Qlez Q30 Qfeooono @[ [ |
o Q| Q fis o fsane Qlez @130 Qfieooooo (@[ ([ |
o s Q| Qs Qs Qlez Q0 Qpeooono @[ [ |

5

i1
N

B savel [Eciity |2 Refresh

To enter more than a single line at a time, change the 1 in the Lines to Add field to the number of lines needed and click
on the + (plus) sign. NOTE: Additional added lines will retain the same chartfield values.
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Unit:  cU Jourmal ID: - [DO5308001 Date:  10/20/2005 ‘Process: |Editoumal v Process

Template List  Search Criteria  Chane Values InterAniraUnit | ERE] Llne:l_ﬁ ElE

~ Lines Cug

0o 1 Q [r322 Q15 Q [s08 Q [s0z Q [30 @ [1soo000 @ | 100,00 |
o 2 [1130 Qs Q lsm Qe Q@an @ [soon @ 40000

o 3 [1130 Qs Qs Q fooo @[30 @ [éo0000 @ | 100,00 |
0o 4 7322 Q14 Q ls Q foon Q130 @ [1400000 @ | -100.00 |

0O s Q [r322 Q [15  Q [5308 Q [0z Q@ fr30 Q@ [1500000 @ | [
Lines to add: ’71 B H

~ Totals | Finc First [ 1 of 1 I Last

cu

5
6339 ENotity | |2 Refresh

300.00 200.00 N N

Change chartfield values for added lines as needed. Click Save.
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Header | _ Tolals: Approvel | Joumal Print

102012005 [Process: EditJounal | Process

Unit: U JournalID:  |DO5308001 Date:

Template List
- Lines

Microsoft Internet Explorer

[ gl ot sarsqured linine 500,139
e}

Account is a required field. The specified fine does not have an account value. Please enter an accourt value.

Custd

7 [Reference

Q [r3m
01| Qs Q sme Qo2 @ oim @ hsooon Q| [ i

(]

Linestoa(l(l:| 1 El ﬁ

* Totals

(T

20000 i} i}

(@save)  Elty | [BRatiesh )

Unused lines will need to be deleted or this error message will appear. Click OK

to return to the Journal Lines panel.
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Unit:  CU JournalIb:  |DO5308001 Date:  10/202005 ‘Process: EditJoumal  »| Pracess
Template List Chanige Values Interfintraunit Line: | 10

~ Lines Cust

Q \7321 Q[ ]70\ \5309 Qs ITQ ]TQ ]WQ ]W [
2 Q1130 Qs | [s08 O leoz @t @ hsoooon Q[ ooen | |
3 Q1130 Qe Q53 Qlooo @ ta @ hdoooon Q| ooen |
4 Q ST NEE Qlooo @t @ hdoooon Q[ ooen ||

5 Q] Qls @ s Q sz @ 130 Q1500000 Q| [

CU i QDD an ZDD a0 N

B oave] [Ehotity |17 Refresh

To delete Lines, click in the check box in the Select column.

Click on the minus icon to delete the lines selected.

Revised November 2005
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Unit:  cu Journal ;- ID05308001 Date: 1012002005 ‘Process: |EditJoumal — v|  Process

Template List  Search Criteria  Chanae Yalues Iterfintralnit BRG] Line:’_5 ERE]

Cugt

Select |Line ’—lLunl Fund Dept Program  |Class Project |Amount Helaran:_a
0 Q 1 Q15 Q [sae Q gz Qo Qs Q 10000

g : Q [1130 Qs Qs Qferz @ fian @ [isomoon Q| 0000 |
Lines to add: ’_2 (=}

~ Totals i ind | First 51 of 1 2 Last

’hﬂ—’m’im[— i Journal Status ’?

oo 2 10000 N N

[ save| ) [Elhuiify || Refiesh

Verify that Total Debits and Credits are equal. Click Save. The Journal will be edited, budget checked, and posted overnight.
NOTE: The journal can be saved at ANY time if at least one line has been created. Also, if you leave the Journal at any time prior to

saving, the Journal will not be created and no data will be saved.
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Microsoft Internet Explorer El

TE Journal IDOS308001 is saved, (5210,6)
L3

This message will be displayed the first time that the journal is saved and any time that the journal is altered.
NOTE: The journal will be saved, but NOT edited. Click OK to return to the LINES panel.
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How to View an Existing Journal

Main Menu =
= Budaet = Deposits = Iwvoices
Journals Erter deposit =l Create an
Create and informatian in an ahbreviated
update budget ahbrevisted format. tortnat of & kil
Jourmals online.

- = Purchase Orders E Vouchers
E sate neu E Add or modity PO == | Enter Youchers
journal entries header, ling,
oF retrieve schedule, snd
existing journal distribution
Enitries informeatian

At the Main Menu, click on Journals.

Revised November 2005
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Create Journal Entry

CEIGEMEISIOVEID), 1o atew e

Business Unit. ¢y @
Journal ID:  |NEXT
Journal Date: 031812005 [

Add

Find an Existing Value | Add a New Value

The Create Journal Entry panel appears. Click on the Find an Existing Value tab.

Revised November 2005
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Create Journal Entry

Enter any information you have and click Gearch. Leave fields blankfor 3 list of all values.

Find an Existing Value

Business Unit:

Journal ID:

Journal Date:

Document Sequence Number:
Line Business Unit:

Journal Header Status:

Budget Checking Header Status:
Source:

e R —
beging with v”
= v| [ [
begins with |
O T R

v |

]

S v |

-]

E R —

Search I Clear Basic Seatch Save Search Criteria

Find an Existing Value | Add 3 Mev Yalue

To search for a specific Journal, enter the Journal ID and Journal Date using the

appropriate criteria.

Revised November 2005
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Find an Existing Value |1 & ¢

Business Unit: - oo &
Journal ID: begins with ~ [[102

Journal Date: = v 5
Document Sequence Number: | pegins with |

Line Business Unit: = | ‘ U [¢}
I

Journal Header Status: = ¥ v
Budget Checking Header Status:| = v ‘ | v
Source: |= = [ Q

Search Clear | Basic Search [F] Save Search Criteria

Search Results

650331 85 0}
52033.31 0}

cu 10250010 1141412000 0 U Posted Valld  ACTUALS POS

cu 10250210 10302002 0 (lank  CU Posted Valld  ACTUALS POS

cu 10260410 1110242008 0 (blanky €U Posted Valid ~ ACTUALS POS 56893 85 0f
u 10270310 10129/2003 0 {blank  cU Posted Valid  ACTUALS POS

952343 0
< | |

=
&5
]

of
ILine
2

UsD 2
Z
2

c
(e
(]

A Search Results box will appear with all Journals listed that meet the criteria
listed.
Click on the Journal ID to open the desired journal.

NOTE: Journals can be sorted by clicking on the header column of the row.

Revised November 2005
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Unit:  cuU JournalID: 1025001 Date: 11/14/2000
Long Description: Journal entries for Octoher 2000

‘Ledger Group: Auto Generate Lines

Ledger:

'Source: Fiscal Year: 2001
Reference Number: Period: a

SJE Type: ADB Date:

Journal Class: Save Journal Incomplete Status

Transaction Code:

Currency Defaulls: LSD /1

Beversal: Do Not Generate Reversal Commitment Control
Esavel [ QRetumto Search) (4= NestinList] (1= ENetity ) | Refresh Bradd

Header | Lines | Totals | Erors | Approval | Journal Print

The selected journal header appears. Click on the Lines Tab to view Journal
details.

Revised November 2005
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Journal Print

11142000 'Process; EditJournal v Process

Erosony 2 (2 Line:| 60 ) 7]

Unit:  cU Joumal ID: 1025001 Date;

Template List  Search Critetia

14 4657 603 130 1400000 5,031.85
130 1400000 -64,931.84

2 Q 1410 14 4657 (oo

Customize |

Unit Total Lines Total Debits Total Credits Journal Status |
v

5,931.85 65,931.85 P v

Bsave MENMMM) 12 Eunity ) |2 Refresh

Header | Lines | Totals | Erors | Approval | Journal Print

The Journal details are displayed. Click on Return to Search to go back to the

search screen to select another Journal.
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How to Correct Journal Errors

Budaet
E Journals
Create and

upchate budget
Journals

Journal
journal entries
af retrieve

existing journal

Enitries

Deposits
Enter deposit
informatian in an
abbrevisted format.

2 2

= Ivoices
E Create an
abhreviated
tfarmat of & bil
anline.

Purchase Orders
E Add or modify PO

header, ling,
schedule, snd
distribution
informeatian

E Vouchers
=24 [ Enter Youchers

At the Main Menu, click on Journals.

Revised November 2005
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Create Journal Entry

Y e ——
(CEnem EISIO VAL, A lew Vo

~—~— —

Business Unit. ¢y @
Journal ID:  |NEXT
Journal Date: 031812005 [

Add

Find an Existing Value | Add a New Value

The Create Journal Entry panel appears. Click on the Find an Existing Value
Tab.

Revised November 2005
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Create Journal Entry

Business Unit:

Journal 1Dz

Journal Date:

Document Sequence Number:
Line Business Unit:

Journal Header Status:

Budget Checking Header Status:

Source:

Find an Existing Value Add a Mew Value

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

e R C—

beying with v”

- ¥ | B

hegins with ~ ||
= v cu Q

-

v Etrorin Budget Check

B2 I S—

@ Clear | Basic Search Save Search Criteria

To search for a specific Journal, enter the Journal ID and Journal Date using the

appropriate criteria. Click Search.

Revised November 2005
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Create Journal Entry
Enter any infarrnation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add

Business Unit: - B cu Q

Journal ID: begins with v ||

Journal Date: = v] | [
Document Sequence Number: [ egins with v ||

Line Business Unit: E o &

Journal Header Status: = v| |
Budget Checking Header Status:| = ~| [Error in Budget heck v
Source: E Q

Search Clear | Basic Search [5] Save Search Criteria

Search Results

Frst [4] 1100 of 133
[Journal -

ournal [Budpet Checking Uournal |Journal Total o
lunit dournall p e o |HeaderStatus | """ Total Lines Debits =
ey 0000377185 09/01/2005 Valid Error Bl 4 1318 Changing praject number to rev
cu CCRO300324 0930/2005 Valid Error CCR 4 80 05-09-30
cu CCRO301373 0930/2008 Valid 1ror CCR T 17064 05-00-30
cu CCR9301355 09/30/2005 Valld Etror CCR 13 137.3 05-0-30
cu CCS9300381 0930/2005 Valid Error cCs 4 12 05-09-30

A Search Results box will appear with all Journals listed that meet the criteria
listed. Click on the Journal ID that is to be corrected. NOTE: Journals can be
sorted by clicking on the header column of the row.

Revised November 2005
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Unit:  cU JournalID: 0000377185 Date:  09/01/2005

Changing project nurmber to revenue account

‘Ledger Group: Auto Generate Lines
Ledger:

‘Source: Fiscal Year: 2006
Reference Number: ar7ezg Period: 3

SIEType: ADE Date:
Journal Class: Q [Isave Journal Incomplete Status

Transaction Code: Q

Currency Defaults: UISD i 1

Reversal: Do Mot Generate Reversal Commitment Contral
B zave) [QRetunto Search [4E Hextin List EHotity ) 2 Refresh Bhadd

Header | Lines | Totals | Errors | Approval | Journal Print

The Journal Header appears. Click on the Lines Tab to look at the error.

Revised November 2005
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Journal Print

Header i Totals Ermors 0va
Unit:  cU Journal ID: 0000377195 Date:  (9i01j2005 ‘Process: EditJoumal v Process
Template List  Search Criteria  Change Yalues InfedivaUnit | Enorsony (= ] e[ 80 3 2

~ Lines

Select  |Line |— ‘Account Fund Program  (Class Project {Amount Reference
Q 7w Q1 Q Hild Qmz Q@ frsoome O 659
[l 2 Q [ Qs Qfnr Q [z Q30 Q@ [1s00000 Q| 650 |

0 3 Q [r207 Qe Qfnr Q2 Q[0 Q@ [r400087 Q| 650 |
o 4 Q [1130 Q[isQ [sr7 Q202 Q130 |Q [1400087 [Q | -6.59 |

Custorize | Find |

o T i ]

cu 4 1218 13.18 ¥ E

Bsave)l [QRetwnto Seach | (+EHextinList) (157 - oo -1 [ElNoity ) [ Refresh

Header | Lines | Totals | Errors | Approval | Journal Print

On the Lines tab, scroll all the way to the bottom right and click on the letter E in

the Budget Status section. NOTE: You may have to turn off the pop-up menu to

view the error.

Revised November 2005
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GL Journal Exceptions | Line Exceptions

Business Unit:  ¢U Journal ID: 0000377185 & Journal Date: 097012005
“Exception Type: Override Transaction (i) = LT‘Q
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria

Search

First 21 1 0f 4 L2 Last

Customi i i ol
Exception Que: n:te Transfer
a

@ )eu ORG No Budget Exists G005

A new window opens with the error description listed. Click on the magnifying

glass to look at the transaction line details.
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General Ledger Journal Line Drill Down

Transaction Line Identifiers

Business Unit: cu Journal ID: 0000377185 5 |Date:  Dmintizoos

Line: 1 Ledger: ACTUALS

Transaction Line Details

Account Department Project Fund Code  |Class Field |Program Code
7207 5717 1500000 15 130 202
Line Status: Errar
Budget Date: 08/01/2005
Line Amount: -6.59 usD
.\
S—

The Transaction Line Details are shown. Click OK to return to the previous error

listing screen or the Journal ID to return to the original Journal to be corrected.
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GL Journal Exceptions

Business Unit: cu

Journal Ix 0000377185 5 Journal Date:  09/01/2005
‘Exception Type: Override Transaction [i] L= LV_‘Q
Maximum Rows: 100 More Budgets Exist

Advanced Budget Criteria
Search

Budgets with Exceplions
[ Budget override T Bucget Charttields

Mo Budget Exists

To check Budgets click on Go To.
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Flease select one ofthe following links:

Goto Budget Exceptions
Goto Budaget Inguiny

Cancel |

Clicking on one of the following links will open a new window for Budget Inquiries
or Budge Exceptions. Click on cancel to return to the previous screen.
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GL Journal Exceptions | Line Exceplions

Business Unit: ~ CU Journal ID: 1000377183 & Journal Date:  0%01/2005

‘Exception Type: Override Transaction Li] 7 o
Maximum Rows: 100 More Budgets Exist Atvanced Budget Critetia
Search

Budgets with Exceptions Customize | Find | iew &1 | ]
[ Budget Override T Budget Chartfields

1 @. clU ORG Mo Budget Exists |:| GoTo.. 5

Click on Journal ID to return to the Journal to be corrected.
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Please select one ofthe following links:

Goto Source Entry

010 oource INQuUiry

Cancel |

Click on Go to Source Entry to return to the original journal entry to be corrected.

A new window will open with the source journal entry.
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Journal Print

Unit:  cU JournallD: 0000377165 Date:  0%/01/2005 ‘Process: Editloumal  v| Process
Template List  Search Critetia  Chanie Yalues Intefintralnit | Emorsonly (=] [Z] 1ine: | 80 3 7]

~ Lines

O Qlaor @is  Q@lfmr @z Qo Qfisoon Q[ 6ae

2 Q 1130 Qs @[5 Q oz Qfis0 @ fsoomon @[ esa |

0 3 Q [ra07 Qe @ lsrr Q oz Q30 @ [4oomer @[ ess| |
4 Q [ian a s Qs Q oz fizo @ feooer o[ esa |

First () 1 of 1 L Last

cuU 4 1318 1318 ¥ E

save Retum to Search | [ENetify ] (€ Refresh
ity JI&

Header | Lines | Totals | Erars | Approval | Journal Print

Make any changes/edits to the Journal if needed, then click on Save. The

Journal will be edited, budget checked, and posted overnight.

Revised November 2005

36



Journal Entry

Slide 37

How to Print Journals

Budaet
E Journals
Create and

upchate budget
Journals

E‘ Journals

journal entries
af retrieve
existing journal
Enitries

Deposits
Enter deposit
informatian in an
abbrevisted format.

= Purchase Orders

2 2

= Ivoices
E Create an
abhreviated
tfarmat of & bil
anline.

Vouchers

E Add or modify PO
header, ling,
schedule, snd
distribution
informeatian

= | Enter “ouchers

At the Main Menu, click on Journals.
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Create Journal Entry

Y e ——
(CEnem EISIO VAL, A lew Vo

~—~— —

Business Unit. ¢y @
Journal ID:  |NEXT
Journal Date: 031812005 [

Add

Find an Existing Value | Add a New Value

The Create Journal Entry panel appears. Click on the Find an Existing Value
Tab.

Revised November 2005
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Create Journal Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Business Unit: E ’pui Q
Journal 1Dz hegins with VH

Journal Date: = v | [+
Document Sequence Number: | hegins with ‘

Line Business Unit: = v T <X
Journal Header Status: B v v
Budget Checking Header Status:| = v v
Source: Zl I -

Search | Clear | Bagic Search Save Search Criteria

Find an Existing value | Add 2 Mew Yalue

To search for a specific Journal to print, enter the criteria needed.
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Create Journal Entry

Find an Existing Value

Business Unit:

Search Results

U APCLBEBBN
ICU APPO3RBATZ
IcU APPO368513
IcU APPO368514

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

o T —

r

070142005 Posted
07/0142005 Posted
0710142005 Posted
07/0142005 Posted

Search Clear_| Basic Search [g] Save Search Criteria

[Busg:
Checking

Journal ID: begins with ||

Journal Date: = v| [o7io1s2008 [
Document Sequence Number: | begins with v

Line Business Unit: =~ o &

Journal Header Status: = v v
Budget Checking Header Status: = v ‘ v ‘
Source: =~ (s}

20958 84
122110
2000
17046.16

AP Closure
AP Accrual
AP Accrual
AP Avcrual

A list of journals will be displayed based on the selected criteria. Click on the

journal you wish to print.
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Header

Unit: cu

Long Description:

‘Ledger Group:
Ledger:

‘Source:

SJE Type:
Journal Class:

Transaction Code:

Reference Number:

Journal ID: - APCL369914 Date: 0740142005

AP Closure

Curtency Defaults: USD fi1

Reversal: Do Mot Generate Reversal Commitrment Contral
& save] [ QRetumto Search | (4= NextinList] (1= [EdMotify | (% Refresh |

Auto Generate Lines

Fiscal Year: 20068
Period: 1
ADB Date:

Save Journal ncomplete Status

Header | Lines | Totals

Errors | Approval | Journal Print

Click on the Journal Print Tab.
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Errars Al wal Journal Print
JOURNAL ENTRY DETAIL
Bus. Unit:  cU Ledger Group: ACTUALS Reversal: N
Journal ID: APCL363914 Source: AP Reversal Date:
Date: 07/01/2005 Rate Type:
Description: |AP Closure TOTALS
Lines: ]
Dehits: 20058 84
Credits: 20958 84

#of ’7
Lines to 60

displ

1 17216 10 0188|207 1000238 USD | 161630 12 TPMS10HRIR.30V,
2 17216 0189|207 1000228 USD | -5034.36 | 230 Auto Sand Filters Fresno v
3| 37218 0188 207 1000228 USD -2331.70 m&;(su A0 EElED AEestiE
4 4 7216 0189|207 1000228 USD -2276.71 Scorpio Stand alone 16 station
5 57216 0189 207 1000228 USD -B02.08 174" Hyd. tubing 3000 ral

6 67216 0188|207 1000228 USD | -1045.03 4" water metericantrol valve w
7 TITE A0 0189207 A3 1000728 USD | -1112.88 10-1006PH Jasco Fertiizer inj

The default number of lines to display is 60 lines. The up/down arrows can be
used to scroll through the lines 60 rows at a time, or whatever number is
indicated in the “# of Lines to display” box. You can change the number in the
“Lines to display” box up to 500 Lines. Press enter after changing the line
number. The screen will refresh and display the number of lines/rows you
indicated or the number of lines in the journal. This may take some time

depending on the number entered.
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Cannot display more than 500 lines. Press Ok to return to panel.

Ok | Cancel

If you put in a number greater than 500, you will receive a message stating that

more than 500 lines cannot be displayed. Click OK to return to the Journal Print

panel.
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Journal Print
JOURNAL ENTRY DETAIL
Bus.Unit:  cU Ledger Group: ACTUALS Reversal: N
Journall: APCLIGAOT4  Source: P Reversal Date:
Date: 070112008 Rate Type:
Description: |AP Closure TOTALS
Lines: 9
Debits 20958.84
Credits: 20958.84
P
Tnesto 522

display:

17216 10 0189207 131 1000228 USD 81630 B2 112 TPHSTOHP.IP.230%
2 27216 10 0189207 131 1000228|USD | -5034.36|230 Auto Sand Fifters Fresno v
3 3zt 1o lotes20r 131 1000228 UsD  -233170 X350 120 Galon Pressure
4 47216 10 0189207 131 1000228USD | -227.71 Scorpio Stand alone 16 station
5 57216 10 0183207 131 1000228 USD | -808.08 14" Hyd. ubing 300" roll

2l Create Journal Entries - Microsoft Internet Explorer
Edit W¥iew Favortes Tools Help

‘s

i

eBack M ) @ @ ‘;j /_‘ Search 'i‘l}l"FavUntes {‘_! {-' \..'

There are three ways to print the Journal. The first way is to select File — Print.
The second way is to click on the Printer Icon in the toolbar at the top of the

screen.
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3 Print Preview

g ||« = page[1 o1 = % BB 7 || onty the setected name | |Je | cose
Jowal Entry Fage 1 of |
e Wi cou | Qustemize Page 1%
I Header ] tnes I Towsls j| Erors | fopronal | Joumsl Prirt |
JOURNAL ENTRY DETAIL
B Wht cu Ledlger Group: ACTUALS Fauersal
Joumal ID: APELI0OIE Source 8 Fieversal Date
Dote:  ornin0s Fiste Type:
Ciseription: (4P Closure TOTALS
Lines 9
et aassza
orecits: 95854
#at
Lines 1/ 902
sz
7 Jeecount mne o fersgran cincefmoret [cummn smonnt s cncer
[ T[f2te [ |ewsefar  [1a1 [1000zz6 USD | 1816306212 TPHMS 10HP.IP 230V, 3600
2| zfie |w |wesfor 503435 | 230 At Sand Fters Fresna v
[a] _sfais [ [omaafaor 233170 [ Wi350 120 Gallon Pressure Tank
2 _afzie_{w_[owsafaor 27871 [ Soorpi S
5| sl [w [weefor 80808 14 Hya.
o[ 6fzme [ |oafor 046,03 4" war et
7| rfmo fw |osefor 1120 10-
[ g[fie [0 [otzafor BT
o ojwor [w [msafr 131 iooozzs s | zoeess
= et ) T W ==
teader | Lines | Taals | BT | fonral | oumal Frine

The third way is to select File — Print Preview. If you choose Print Preview, be
sure to change the option to “Only the selected frame” rather than “As laid out on
screen” from the drop down menu. If you do not change this, it will only print the
one page of data displayed on the preview screen. Once you change the option
to “Only the selected frame”, it will show how many pages will be printed. Click

on Print.
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3 Print Preview

B 8] - P

=GR 7 || onlythe selected tame v | teb | pose

Jowal Entry

I Hosder i tnes M Tows || &nrs

Fage 1 of |

e i o | Qustenize Page |
1 #opral | Joomal Prirt |

JOURNAL ENTRY DETAIL

Header | Unes | Totals | Enes | fopmal | Joumal Prine

Bus it oo L G ACTUALS Faerss m
Sl I pPCLOROIG Srce AR Resersal Bse
Gt ominms e Tpe
Duscription: AP Closure TOTALS
Lines: )
e anesase
oreats 035084
[Tl
Lines ta| 502
asis
IR RS T 1820|5212 TPVIS 18P 1P 230, 7600
P Y P T 509428 |00 a0 s34 Fvers Fraena v
3] sfrzis [0 _Josalor [ia 2391.70] M350 120 Galln Pressure Tanke
[l afrzis 0 [oraslaor 227871 Soupi Sand sons 16 o
5] sfrais [ _Joaslaor 90608 14" by ubing 300"l
o] ofzts | [arsafr 104503 | w3t ool aive
|l w |oselr 111255 10-1006PH o Ferizer
3] sfais |0 [owafor 553170 [assored miso. ame needed 1
o] ofwor |w |orsofwr 20068 34| ccsourts Payabie
Bave un o Bxch | (B Mz 5] [ Bt | S hcinesh | = ]

Click Close to return to the Journal Print Screen.
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Account [Fund |Dest |Program
10 o7

1| 1|rze 0188 2 131 1000228 USD | -tp1n3n ot TPME TDHP.IPZI0Y,
2| 2r26 10 w88 207 131 1000228(USD | -5034.36 230 Auto Sand Filters Fresno v
3 97#M6 10 0188207 131 1000228|usD | -zaan.o Moo0 120 Gallon Fressure
4| altm6 10 mee 207|131 1000228|USD | -2278.71 Scorpio Stand alone 16 station
5 slrz216 10 088207 131 1000228 |UsD -a08.08 144" Hyd tubing 3000° ol

B 67216 10 0188207 131 1000228 USD -1045.02 4" water metercontrol valve w
7| 77216 10 w88 207 131 1000228|USD | -1112.88 10-100GFH Jagca Fertiizer Inj
8 872186 10 0188207 131 1000228 USD -6631.79 assorted misc. items needed f
9 92001 10 088 207 131 1000228|USD | 2085884 Accounts Paysble

& szve| (CLRstumte Search| (+SNextinList) (1= |E|Nwry % Refrash | Bradd| [

Header | Lines | Totals | Errors | Approval | Journal Print

To print more than one journal, click on either Return to Search, Next in List, or

Previous in List.
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