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I. Objectives

By the end of this procedure, you should be able to:
e Create aJournal Entry
e Print aJournal Entry
e Inquire on aJournal Entry

II. Tips and Tricks
Here are few tips and tricks when creating a Journal Entry:

e A JE must be self-containing and self-supporting so that someone reviewing the entry
(including AUDITORS) can see what adjustment was made and why.

e Supporting documentation must be attached to the JE. Types of supporting documentation

are:
o Pages or screenshots from PeopleSoft or the Finance Intranet can support the entry
amount.
o Spreadsheets with labels, emails, or memos can support why the JE is being
submitted.

o Relevant attachments are required for the JE to be approved and posted.

* Remember the different required chartfields (depending on project/non-projects).

* Journal Reference/Journal Line descriptions should reflect the purpose of the JE and is required
for JE approval. These descriptions appear on the queries and GL Activity on the Intranet and
provide a quick view of why the transactions was created.

*  When submitting a JE and a project is involved, use the Speed type field to automatically
populate the chartstring. The speed type for a project is the letter P followed by the project ID

(PXxXXXXX).

* SAVE often when working in PeopleSoft!
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III. Understanding Journal/Budget Status

Errors could be caused by various things, including chartfield errors, exceeds budget, or budget date
out of bounds. Below are different status codes and their definitions.

Status Code \ Description \ Definition

N Not Edited Not edited, cannot be processed

E Error Edited, contains errors

Y Valid Valid, ready for posting to GL

P Posted Posted to the GL

T Incomplete Marked incomplete to bypass processing

| In Process Process still running, email GL if status remains for extended period

Note: If you use an award that has been expired for more than 60 days the system will show E for Error
because all expenses should have been posted before that time. If you have permission to charge after
the 60 days, contact GFM.

IV. Creating a Journal Entry

Use a journal entry (JE) to correct:
* Deposit corrections; 86/81 transfers; Creating/Correcting internal charges
*  ONL source transaction adjustment (Online Journal Entry)
* Any Single Pay AP payment Vouchers

This is an example of correcting an internal charge, where one USC department provides a good or
service to another USC department.

To create a JE, navigate to:
Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entry

Step 1: On the Add a New Value page, click the New button. Please do not change any information on
this page.

New Window | Help

Create/Update Journal Entries
Add a New Value Q, Find an Existing Value
*Business Unit USCO1 Q.

*Journal I NEXT

*Journal Date  04/12/2024 iz
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Tab #1: Header Tab

Step 2: Enter a description for the correction in the Long Description field. The level of detail in the
information should be sufficient for someone unfamiliar with the JE to accurately comprehend the
specific actions being performed.

Step 3: Click the Attachment link.

sas/Updats Joumal Em

Journals.  Searcn

Header Lines. Totals

Unit  USCO1

Header | Lines | Totals | Errors

Errors Approval

Journal ID NEXT

Date  04/12/2024

Journal Class. Q

Transaction Code GENERAL ~ Q

SJE Type

Currancy Defaults: USD / CRRNT/ 1

Attachments (0)

Revaersal: Do Not Generate Reversal

Entored By BASHOJAS
Entered On

Last Updated On

|kw Notify Retresh

|_Approval

Long Description | CAS Electran Biling charges for the month of February 2024, =
194 characters remaining
“Ledger Group ACTUALS ~ Q Adjusting Entry  Non-Adjusting Entry v
Ledger Q Fiscal Year 2024
“Source OMNL Q Period 10
Reference Number ADB Date 04/12/2024

O Auto Generate Lines

[ Save Journal Incomplete Status
U Autobalance on 0 Amount Line

Oeta

Commitment Control

Jason W. Bashore

Add Update/Display

Step 4: Click the Add Attachment button.

Journals ~ | Search Ay

Header | Lines  Totals

Unit  usco1

Errers Approval

Journal ID  NEXT

184 charactars ramaining

Long Description  CAS Electron Billing charges for the month of February 2024.

Date  0412/2024
&

v

| NewWindow | Help | Personalize Page

Referance
Journ;

Transactis

Last Updats

Journal ID NEXT

Unit  USCO1
Details
B Q
:':m Show to Approver?  Description

View

Journal Entry Attachments

Date  04/12/2024

User Name

Adding large attachments can take some lime to upload, therafore, it is advisable to save tha transaction

before adding large attachments.

Enters
Entare

OK...

Help

| Viewall

(s | vy | mo e R
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Step 5: Enter a description for the attachment in the Description field.

Step 6: Click the Ok button.

A% | SOUTH CAROLINA
| NewWindow | Help | Personalize Page]
Header Lines. Totals Errors Approval
Unit  USCO1 Journal ID NEXT Date  04/12/2024
Long Description  CAS Electron Bllling charges for the month of February 2024. &
7
194 characters remaining
“Ledgs Journal Entry Attachments X
Help
Unit  USCO1 Journal ID NEXT Date  04/12/2024
Reference, Details
Journi B Q T10f1 v | ViewAl
Transactid Show to
File Name Approvery | Description User Name DatefTime Stamp
S, 1 i

JE_sample_attachment xisx i gllmsmal Charges February 2024 I i -
Adding large attachments can take some time to upload, therefore, it is advisabie to save the transaction
before adding large attachments.

Enters

N

Last Updats
Hoader | Lines | Totals | Efrors | Approval

Tab #2: Lines Tab

The lines tab contains the accounting strings and debits/credits for the entry. When creating a journal
entry, at least 2 journal lines need to be added, a positive line and a negative line.

Step 7: Begin by adding additional lines. For this example, three lines are needed. Enter 2 in the Lines to

add field and click the + plus button.
e Line one is the positive line.

e Lines two and three are the negative lines for the departments that will receive the internal

charge.

Joumnals =

Search

2 | SOUTH CARDLINA

oacer | [_ines || Toas || Erors || aspovat
Unit  usco1 Journal ID NEXT
Template List
InterfintraUnit *Process  Edit Journal
~ Lines
5 Q
Solect Linet “Unit *Ledger SpeedTyps
o 1 uscot Q. ACTUALS
wewws [ 2] [ - @
~ Totals
B Q
Unit Total Lines Total Debits
uscot 1 0.00
Save Notify Refresh
Header | Lines | Totals | Errors | Approval

Date  04/12/2024
Change Values

Budget Date Reference

04/12/2024

Process.

Amount

1101 ~

Total Credits  Journal Status.

0.00

T

Cost Share

| View Al

Budgot Status

N

Oper Unit

Add

| MewWindow | Help | Persanalize Page

1-10f1 v

Dept

Update/Display
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Step 8: Enter information in the Reference field.
Step 9: Enter the amount that needs to be transferred in the Amount field.
Step 10: Enter the chartfield string for the department providing the goods or service. The 6xxxx account

code is the credit/negative value on the JE. The 6xxxx account acts as a revenue for the department for
financial reporting purposes.

Wiorkist | i Home | SignOut

. -
Joumals | Search Advanced Searc e To ¥ o ®

FIHCAROUNA

Motfcations N
| MewWindow | Help | Personalize Page
Header Lines. Totals Errors Approval
Unit  USCO1 Journal ID NEXT Date  04/12/2024
Template List Change Values
InterfintraUnit *Process  Edit Journal v Process
~ Lines
" Q 1-30f3 ~
Select Linet Budget Date™ Reference Amount Gost Share Oper Unit Dept Fund Accountd Class
a 1 0411212024 H w2 || -750,00 Q| fcoss Q220000 Q| Eosss Q  s2070 Q| 202 QI
u] 2 04/12/2024 ] Q Q Q Q Q Q
o 3 04/12/2024 =] Q Q Q Q Q Q

Step 11: Scroll over and enter information in the Journal Line Description field. This entry is stored in
the system and can be helpful after the entry posts when running queries or Finance Intranet reports.

| New Window | Help lizs Page
Header | Lines | Totals | Emors | Approval
Unit  USCD1 Journal D NEXT Date  D4/12/2024
Template List Changa Values
InterfintraUnit *Process  Edit Journal ~ Process
~ Lines
B Q 13013 v

Select Linet Fund Accountd Class PC Bus Unit Project Activity An Type Journal Line Description

a 1 1 Eosss Q  s2070 Q202 Q Q Q Q Q IFEbmary 2024 Billing] I

u] 2 2 Q Q

a 3 2 Q =3 a a Q Q Q
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Step 12: Enter information in the Reference field.

Step 13: Enter the amount that needs to be transferred in the Amount field.

Step 14: Enter the chartfield string for the department receiving the goods or service. The 5xxxx account
code is the debit/positive value on your JE and determines the 6xxxx contra account to use.

Entries.

Cost Share

Journals. | Serch
SOUTH CAROLINA
Header | Lines | Totals | Emors | Approval
Unit  USCOD1 Journal ID NEXT
Template List
Interfintralnit *Process | Edit Joumal v
~ Lines
B Q
Select Line Budget Date Reference Amount

o 1 04/12/2024 INV 1-2 ~750.00

a 2 04/12/2024 INV 1 | :I 250.00

o 3 0411212024

Date 04122024
Change Values

Warkiist

& Home

P

Sign out

O]

Mavaar

AddTe =

Notcaticns

| MNewWindow | Help | Persanaliza Paga

Process
1303 v

Oper Unit Dept Fund Account Class
Q  closs Q 220000 Q  Eo6s8 Q 62070 Q202 Q
Q E cLoo Q E 620499 Q E ADDOY Q | s2070 Q : 602 Q
Q Q Q Q Q

Step 15: Scroll over and enter information in the Journal Line Description field. This entry is stored in
the system and can be helpful after the entry posts when running queries or Finance Intranet reports.

SOUTH CAROLINA

Header Lines. Totals. Errors
Unit USCO1
Template List
Inter/intraUnit
~ Lines
B Q

Select Line. Fund
o 1 0858
[u] 2 | Ao0o1
[u} 3

Qa

Approval

Journal ID

*Process

Account

62070 Q

| 52070 Q !

NEXT
Edit Joumal
Class
202 Q
602 Q

os

Journais =

PC Bus Unit

Search

Project

Date  04/12/2024

Change Values
Process
Activity
Q Q
&l

An Type

Journal Line Description

February 2024 Billing

Sign out

O]

Notfications  Navaar

| MNewWindow | Help | Personalize Page

1303 v

February 2024 Billing
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Step 16: Enter the project speedtype in the Speedtype field and hit the Tab key on your keyboard. This
auto-populates a chartfield string when entering a project. In the Speedtype field, simply type the letter
“P” followed by the full project number, the system will automatically populate the full chartfield but
will not include the account.

Step 17: Enter information in the Reference field.

Step 18: Enter the amount that needs to be transferred in the Amount field.

Step 19: Enter the applicable account number in the Account field.

Joumnal Entry =

Crema/Update Joumal Ennes

Amount

Date 04122024
Change Values

Header | Lines | Totals | Emors | Approval
Unit USCO1 Journal ID NEXT
Tempiate List
Interfintralinit *Process | Edit Joumal
~ Lines
B Q

Select Line SpeedType Budget Date. Reference
o 1 04/12/2024 INV 12
o 2 04/12/2024 1NV 1
a 3 | PBODO00T1 | 04n12/2024 [ |uwz

Process
Cost Share Oper Unit
-750.00 Q  cLme
250.00 Q  cLoo
500.00 | Q | cLes

Dept

Q  z20000 Q

Q620489 aQ

Q | 111800

Q | Envoo

Q{52070

worklist | i Homa
.

raeov ®
’

tiens  Never

Sign Out

| NewWindow | Help | Parsonaliza Paga

1-30f3 v
Account
62070

52070

Step 20: Scroll over and enter the Analysis Type for this chartfield. Analysis types are used in the Project
Costing module for creating invoices for sponsors and running other processes. They are required on ALL
lines that use a project within USCSP, USCIP, USCEN, and USCSA business units. For this example, enter

GLE for expenses and contra expenses (5xxxx and 6xxxx account codes)

Step 21: Enter information in the Journal Line Description field. This entry is stored in the system and
can be helpful after the entry posts when running queries or Finance Intranet reports.

General Ledger +

Joumals = 5 Joumal Eniry =

Search
Header Lines. Totals Errors Approval
Unit  USCO1 Journal ID NEXT Date  04/12/2024
Template List Change Values
Inter/intraUnit *Process  Edit Joumnal ~ Process
~ Lines
5 Q 1303 v
Select Line Account Class PC Bus Unit Project Activity An Type Journal Line Description Product
a 1 Q 62070 Q202 Q Q Q February 2024 Billing
o 2 Q | s2070 Q sz a | Q Q February 2024 Billing
(u] 3 Q | s2070 qQ 202 Q | usclP Qi B000DOTT Q i1 Q | GLE Q [ February 2024 Billing
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Step 22: Select Edit Journal from the Process drop-down and click the Process button. The process is
checking accounting, debits and credits, and validity of chartfields.

Journal Entry ~ F z Workls sign Out

2° @

Nolffieations  NevBar

Main Menu ¥

Faworties

oxnvnsiry or Joumnals ~ Sesrch % arcn AddTo
SOUTH CAROLINA

Budget Check Journal | NewWindow | Help | Personalize Page
Header Lines Totals Errors Approval Copy Journal
Delete Journal
Unit  USCO1 Edit [ Pre-Check Date 04/12/2024
Template List Edit Chartfield Change Values
e R i
Post Journal
silloss Print Journal
B Q Refresh Journal 13013 >
Submit Journal
Select Line *Unit Reference Amount Cost Share Oper Unit Dept
u] 1 UsCcot Q  ACTUALS 04/1212024 INV 12 -750.00 Q  cLoag Q2200
8] 2 uscot Q  ACTUALS 04/1212024 NV 1 250.00 Q  cLoto Q 6204t
i i T T I I I i T
(] 3 | uscot Q ACTUALS | P80000071 | 04/12/2024 LINV2 ! 500.00 Q |cLos2 Qs
Lines to add 2 = m
v Totals
B Q t-1of1 v | View Al
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
uscot 3 0.00 000 T N
| save Notify Rofresh Add Update/Display
Header | Lines | Totals | Errors | Approval

Step 23: The system assigned a Journal Entry number. Click the Ok button to continue.

Sign Out

0 ®

Notfications  NavBar

SOUTH CAROLINA

| NewWindow | Help | Personalize Page
Header Lines Totals Errors Approval
Unit  uscot Journal ID  NEXT Date  04/12/2024
Template List Change Values
Inter/intraUnit | “*Process  Edit Journal v Process
~ Lines
B Q 13073 v
Select Line *Unit *Ledger SpeedType Budget Date Reference Amount Cost Share Oper Unit Dept.

o 1 uscot Q  ACTUALS 04/12/2024 INV 12 -750.00 Q CLO49 Q 22000

(=] 2 uscot Q  ACTUALS 04/12/2024 250.00 Q cuoto Q  e204
q T T Journal s saved. (5210,6) T

o }3 usco1 Q. [ACTUALS P80000071 S 04/12/2024 500.00 Q i CLo32 Q 150
i i i i i i i i

Lines to add 2= a
v Totals
B Q 11001 v | ViewAl

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
uscot 3 0.00 0.00 T N
@ Notify ~ Refresh Add  Update/isplay “
Header | Lines | Totals | Emors | Approval

e —
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Step 24: The message gives you an opportunity to decide if you want to wait for the JE to process. For
this example, click the

SOUTH CAROLINA

Yes button.

Header = Lines  Totals  Emors | Approval
Unit  uscol Journal ID  NEXT Date 0411212024
Template List Change Values
InterfintraUnit “Process  Edit Journal v Process
¥ Lines
B Q 13013 v
Select Line *Unit “Ledger SpeedType Budget Date Reference Amount Cost Share Oper Unit Dopt
o 1 uscot Q. ACTUALS 150,00, Q. cLog Q22000
o 2 uscot Q Acrl Would you like to wait for confirmation that the Edit process has completed? (5010,465) CLO10 Q6204
f H I I Your request is currently in process. If you choose to wait, once the process has completed, you will be retumed to the updated Joumal. If you e
- %3 i uscot Q (AT choose notto wai, piease check the Process Monitor o veriy that the scheduled process has complsted befors accessing the Journal. CL032 Q | 115
-
Lines to add 2 + = a
v Totals
5 Q 1-10f1 v | Viewall
Unit Total Lines Total Debits. Total Credits  Journal Status Budget Status
uscot 3 0.00 0.00 T N
save | Notify i Refresh Add Update/Display.
Header | Lines | Totals | Errors | Approval

| NewWindow | Help | Personalize Page

Notfications  NavBas

Step 25: Verify the Journal Status and Budget Status are V and V, indicating the JE is valid and ready for

posting.

Note: If different balancing chartfields (such as operating unit, fund, or project) are utilized in the entry,
it will result in the automatic creation of 10300 lines. These lines are crucial and cannot be modified as
they ensure that the cash is accurately allocated in the appropriate locations within the general ledger.

Header || Lines | Toss | Ermors | Approval
unit uscot Journal 1D 0000180281
Templato List Search Criteria
Intosfintralnit “Process | Edit Journal v
~ Lines
5 Q
Select Line™ “Unit *Ledger SpeedType Budget Date
a] 1 uscot Q ACTUALS vanzizzs
o 2 Usco1 Q ACTUALS 0411212024
o 3 uscot Q ACTUALS 41212024
4 uscat ACTUALS. 041212024
s uscot ACTUALS 041212024
5 uscot AGTUALS. 0411212024
7 uscat ACTUALS. 041212024
Unestossa | 1+ — B
~ Totals
w Q
unit Total Lines Total Debits.
uscot 7 1.500.00
| swe || mouty || Refrosn

Date  04n212024 Errors Gnly
Chango Valuos Viaw Audit Logs
Process Une 10
Tol7 v
Reference Amount Cost Share Oper Unit Dept
NV 12 750.00 Qa  cuMe Q220000
INV 1 25000 Q  cfo Q) 62Mm
w2 500.00 a omz Q) [mso
25000 cLde 000000
250,00 cLoio 000000
500.00 cLode 000000
500,60 cuosz 000000
11of1 v | view an
Total Cradits. | Journal Status Budget Status,
1.500.00 v v
Add || Update/Display

| Hew Window | Help | Persanalize Page

Creating a Journal Entry
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Tab #3: Errors

Step 26: Click the Error tab to determine if there are any errors you may have with brief explanations of
each.

| New Window | Help

Header || Lines || Touis IE Avproval

Unit  USCO1 Journal ID 0000180281 Date  04/12/2024

~ Header Errors

B Q 11001 v

Field Long Name Message Text

No journal headers are marked in error.

™ Line Errors

B Q o1 v
Field Long Name Message Text
No journa line botweon fine 1 and line 7 is marked in error.
Save Return to Search Noti Refresh Add Update/Display
|

Tab #4: Approval

Step 27: Click the Approval tab. This is where the JE is submitted for approval and shows where the JE is
in the approval process.

Step 28: Click the Submit button.

Mavar

| MewWindow | Help | Persenalize Page

owtr | s | i || on

Approval Status. Q| 10f1 v

unit Uscot
Approval Cheek Active ¥

Approval Status  None

Approval Action | Agprove ~

Deny Comments @

254 characters remaining

> Approval Histary

l Save | Return to Search Notify Rofresh. Add Updato/Display

Header | Lines | Tolals | Errors | Approval

Creating a Journal Entry April 2024
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Step 29: Once submitted, the approval workflow information becomes available. Click on the Multiple
Approvers link to see who can approve the JE at each approval level.

| Hew Window | Help | Persanalize Page

Header Lines Totals Emors || Approval

Submit
unit - yscot doumalll - g900180281 Date gastarzoze =

Approval Status a i 1of1 v

Unit - Uscot
Approval Check Active Y
Approval Status  Pending Approval
Approval Action | Approve ~

Deny Comments

254 charastors remaining

GL JE Journal roval
= Unit USCO1, ID 0000180281, Date 2024-04-12, Line Unit USCO1:Pending
oL soural Enry 2pprovat

Pending Not Routed
Multiie Approvers __,, Multile Approvers
© & uaiEntyhosrome 1 @ 1€ o oo

» Approval History

| save | Retmtosecn | motty | Resn Add | UpdataiDisplay

Hoador | Lines | Tolals | Ermors | Approval

V. Printing a Journal Entry
The system provides a printable version of the journal entry.

Step 1: Click the Process drop-down and select Print Journal from the list.

Step 2: Click the Process button.

i | SOUTH CARDUNA

| Hew Window | Help | Personalize Page

Header || Lines | Tows | Emors | Approval
unit - useot Date 0411212024 Errors Only
Template List Change Values View Audit Logs
+ Lines
5 Q of 7 v
Select Line? “Unit Reference Amount Cost Share Oper Unit Dept
(=] 1 uscot Q  ACTUALS 041272024 NV 12 -750.00 Q  clode Q@ 2zo000
o 2 usco1 QA ACTUALS 0411272024 INV 1 25000 Qi Q) s2amw
o 3 usco1 Q  ACTUALS Dai122024 INV2 500.00 Q  cmsz Q111800
4 uscot ACTUALS 4h12r2024 250,00 cLoe 000000
5 uscot ACTUALS. 0411212024 250,00 cLoio 000000
[ uscot ACTUALS. 0411212024 500,00 cLoe 00000
7 uscot ACTUALS. 04r12r2028 -500.00 cLosz 00000
Linos to add 1 + - L
+ Totals
5 Q 1-10f1 | Viewan
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
uscor 7 1,500.00 1,500.00 v v
save || Notity || Refresh Add || Updateisplay
Header | 1 Toials | E py
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Step 3: Click the Report Manager link.

# Hare | Sign Out

| Mew Windaw | Help | Personali
Hoader || Linos || Totals | Emos | Approval
Unit  USCO1 Joumal ID 0000150281 Date  04/12/2024 Errors Only
Templale List Soarch Criteria Ghange Values Wiew Audit Logs
Intorfintralinit *Process | Print Joumal v Process Line 10
Process Monitor
~ Lines
5 Q 17017 v
Select Line™ “unit “Ledger SpacdType Budget Datet Referance Amount GCost Share Oper Unit Dept
fa) 1 uscot Q| AcTUALS 041212024 mv iz 750,00 Q cuds Q000
o 2 usCot Q| ACTUALS 04(12/2024 I 1 250,00 a  clte Q620480
o 3 uscot a| actuas 041212024 e 50000 Q cwz Qo
4 uscor ACTUALS 0411212024 250.00 cLus 000000
s uscor ACTUALS 04r122024 -250.00 CcLoto 000000
[ uscor ACTUALS o4/122028 500.00 cLosa 000000
7 uscor ACTUALS 0411212024 500.00 cLoaz 000009
Lnestosss | 1+ — A
+ Totals
B Q 11001 v | viewan
Unit Total Lines Total Dabits: Total Cradits  Journal Status Budget Status
uscoi 7 150000 1.500.00 v v
Retur to Search | Nofity | Refresh Add | Updatelisplay
Heoder | Lines | Toials | Erors | Aoorovel

Step 4: Click the Refresh button until the PDF row appears indicating the process is complete.

Step 5: To view the pdf version of the JE, click the pdf link.

Joural By Viorkist | fiHome | SignOut

B | ey or AsdTo
2 | SOUTH CAROLINA

New Window | Help | Personalize Page

List | Explorer  Administraion || Archives

View Reports For

Foldr iatance 0

Name Created On Last v 1 Days v
Reports

B Q 14004 | ViewAn
Completion Process
Report Report Description Folder Name eyt Report ID it
LX7501 - GLX7501.PDF General 04112726 11:35AM 1899634 3013024
3 GL_JEDIT_O PS/GL ONUINE JOURNAL EDIT  Goneral 04112726 11:32AM 1899630 3013920
4 GL_JEDIT_0 PS/GL ONUINE JOURNAL EDIT  Goneral 04112724 11:15AM 1899629 3013919

(savey)

List | Explorer | Administration | Archives

Creating a Journal Entry April 2024
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Step 6: Click the pdf link.

Sign Out

New Window | Holp | Personalize Page
Report
ReportID 1899634 Process Instance 3013924 Message Log
Namo  XMLP Process Typo XML Publishor
Run Status  Success
GLX7501 - GLXT501 pdf

Distribution Details

Distribution Node DNODE Expiration Date 04/27/2024
File List
scdid File Size (bytes) Datetime Created

@ 8048 041272024 11:35:16.317946AM EDT
Distribute To

Distribution ID Type “Distribution ID

Dber: BASHOUAS

Return

Step 7: From here you can download and/or print the JE.

= GLX7501.pdf

PeopleSoft Finandials
Joursad Enty Dot gt

i

O

i

PaoplaSoft Fnancials
Repar Daiton L1 Jourma Entry Dotai Repat

w e
e e
s =
SRS st

vt i Fo

i[ii !;[i

H
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VI. Inquiring on a Journal Entry

Use the Find an existing Value button the Create/Update Journal Entries page to view Status, Date,
Description, etc. for a Journal Entry.

To inquire on a journal entry, navigate to:
Main Menu - General Ledger - Journals-> Journal Entry - Create/Update Journal Entries

Step 1: Click the Find an Existing Value button.

A Home | Sign Out

2 ®
Notwzators  Navear

New Window | Help

Create/Update Journal Entries

Add a New Value

*Business Unit UsCo1 Q
*Journal ID NEXT

“Journal Date  04/12/2024 [

Add

Step 2: To find a JE, search by name, date, JE #, etc. For this example, enter the Journal ID.

Joumals » Seach

8 | SOUTHCAROLINA

New Wingow | Help
Create/Update Journal Entries

Use Saved Search: v

Find an Existing Value @ Add a New Value

 Search Criteria

Entar any information you have and click Search. Leava fields biank for a st of all values.

D Rocant  Choose fram recant searchas ~ @ saved  Choose from saved searches ~ 7
Searches Searches
Gusiness Unit | = + uscot aQ
}Anurnal ID | bagins with | 0000180281 I
Joumnal Date | = ~

Document Sequence Number | bagins with

Line Business Unit | = + Q
Journal Hoader Status | = ~ -
Budget Checking Header Status | = “ -
Source | = v onL Q
Entored By | pegins with ~ | BASHOJAS a
Attachmont Exist | = ~ ~
Journal Class | begins with ~ @

Long Descriptian | begins with ~

. Shaw ewer apties.

[ Case Sensitive

S
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Step 3: Review the JE details.

16

~ Search Results
1rows - Business Unit "USCO1" Journal ID *0000180281° +2 more
Document  Line Journal
S:Rh'u il;umu\ .;:m-l ;'::Ir:‘“ Sequence Business  Header
Number Unit Status
USCOl  000D1BOZ8Y 041272024 O (Gank)  USCO1  valid

udget

8
Chacking  Ledger
Header  Group
Status.

idof1 v | View i
Gumency  joumal - Joumal - JoumalNet o,y Attachment  Journal  Long
Source Total Total Statistical Entored By
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VII. Personalizing Your Journal Entry Lines Page

On the Lines tab page use the Grid Action Menu icon on the left of the screen to personalize the order
of the individual fields for your entries or to download your entry to Excel as needed.

Step 1: To personalize your journal line, click the Grid Action Menu icon.

Step 2: Click the Personalize option from the drop-down.

Header Lines. Totals

Emors. Approval

Uit USCot
Template List

Journsl 1D NEXT

Inteefintralinit “Process  Edil Joumal

~ Lines
Bl Q

Personalize
-

Zoom Lines

“Ledger SpeedType

ACTUALS

Dewnload Lines Tabie lo Excel

Lines to add 1

v Totals
5 Q

Unit Total Lines Total Debits:
uscor 1 009
l Save J Notify Relresh

Header | Lines | Tolals | Errors | Approval

Budget Datet

oai12iz024

| Mew Window | Help |
Date  pan22024
Change Values
Process.
Hott
Reference Cost Share Oper Unit Dept Fund
a a Q c
ot v | Viewal
Total Credits  Journal Status Budget Status
0.00 T N
Add | UpdateiDiaplay

Step 3: Highlight the field you would like to move and use the arrows to move it up or down.

Grid Customization

22 | SOUTHCAROUINA
Header Lines. Totals Errors. Approval
Unit  USCO1 Journal D NEXT
Template List
InterfintraUnit *Process | Edit Joumal
~ Lines
n Q
Select Line?: “Unit “Ledger Spoed
a 1 uscot Q  ACTUALS
umstosad [ 9 + — @
 Totals
5 Q
Unit Total Lines Total Debits
uscot 1 0.00
[ save || Moty | Retresn
Hoader | Unes | Totals | Erors | Approval

Help | NewWindow | Help | Personaiize Page|
Lines
{Personalize Column and Sort Order
| To ordor columns or add fields to sort ordor, highight cokumn namo, then press the appropriate button.
Frozen columns display under every tab.
Column Order Sort Order
Tirozen] = (Acoount (desc) @

Line (frazen) = Budget Date o 11001
-unit = Selact >

“Lodgar Cper Unit

O Hidden (Dept (085c) Descendin

Buciget Date O Frozen [Ameunt " B Fund.
Reference oct

ICost Snara Retarance (desc) Q c
Oper Unit IPC Bus Unit

[oept und

Furd

|Account

[ciass

PC Bus Unit

Project

IActiity

laoT,

t

Product

[SPEEDTYPE_SHOW

Funding Source

Caiculate

siat

stat Amt

PC Ststus

rojected Batance L | Add  Updatemisplay

o Cancel || Preview | Gopy Satiings S"ae Settings Delete Satings
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Step 4: Notice the Amount field is now moved closer to the beginning of the row. Click the Ok button to
return to the Lines page.

| SO CGArouNA

Header | Lines = Towls  Ermors
Unit USCO1
Tomplato List
InterfintraUnit
~ Lines
5 Q
Select Line? “Unit
o 1 uscol
Lines to add 1 * = o
v Totals
® Q
unit Total Lines
UsCo1 1
Notity  Refresh
Header | Lines | Tolals | Errors | Approval

Approval

Journal 1D NEXT

*Process

ACTUALS

Edit Journal

0.00

[—

Grid Customization
Help

Lines

Personalize Column and Sort Order

To order columns or add felds to sort order, highfight cokumn name, then press the appropriate button
Frozen columns display under every tab.
Column Order Sort Order
Select (frozen)
Ui (frozen)

“Unit Select

“Ledger Unit
SpeedType OHidden (Dept (desc) Descending
[Budget Date OFrozen

ot
[Reference (desc) Q
IPC Bus Unit s

Oper Unit Fund.
Dept

Praview | Copy Settings SPr Settings Delote Satiings

Sign Out

Notfcatces
| NewWindow | Help | Personalize Page

Step 5: The Amount field is now visible at the beginning of the lines row.

Header | Linos || Totsis | Emore
unit uscol
Tormpiate List
Intorntratinit
~ Lines
B Q
Select Line? “unit
o ' uscot
Unestoass | 1 2+ — 0
~ Totals
m Q
Unit Total Lines
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save || Notty || Reiresn

Journal ID

“Process

“Ledger

Q ACTUALS

NEXT

Edit Joumal

SpeedType

Total Debits

000
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Budget Dato Raferance Amount Cost Share Oper Unit
0411212024 a
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Total Cradits  Journal Status Budgst Status
000 T N
Add

1011
Dept
a
Update/Display

| New Window | Help | Pe
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