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[bookmark: _GoBack]Creating a Statistics Journal 1.0

Supplemental Job Aid

Date: 09/02/2014

Target Audience:  Department GL Processor

Purpose: This Supplemental Job Aid provides the GL Processor instructions on how  to create statistics journal in FI$Cal to track the Floor Space in square footage and to account for hours and days worked for a specific account by resources. The Statistics Journal can also be used to facilitate financial analysis and reporting, as well as to form the basis for allocating certain expenses.

Creating a Statistics Journal: 


Step 1.  Navigation: Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

· Select the Add a New Value Tab 
· Enter the  Business Unit and then click the Add button
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Step 2.  Enter the desired information into the Long Description field.
Step 3. 
· Click the  Look up Ledger Group button and select Statistic
· Enter ONL into the Source field
· Click the Save Journal Incomplete Status option
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Step 4.  Use the lines page to record transaction detail lines for the journal by clicking the Lines tab.
Step 5.  When creating a statistical entry using a statistical account, make sure a journal entry template that includes the Stat Amt field is used.
5.1  Click the Template List link located in the Lines tab
NOTE: The Template List link is located in the Lines tab. 
5.2  Select the STAT Template ID since it includes the Stat Amt field by clicking the Selected option.
5.3  Deselect the State Template ID because it does not include the Stat Amt field by clicking the Selected option.  Then click OK button.
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Step 6.  If the Chartield Values are known, they can be typed directly into the fields.  To search for values use the Look Up icon following each field.  Enter the following ChartFields: Approp Ref, Fund, ENY, Account, Program, and Rptg Structure, if applicable.
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Note:  Click the horizontal scrollbar under the ChartFields to see more of the columns including the Rptg Structure field.


Step 7.  Click the Stat Look up (Magnify Glass) button next to the Stat field and select  either “Hours”, “Days” or “Square footage”.
Step 8.  Enter either the number of hours, days worked by resources or the  square footage into the Stat Amt field.
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Step 9:  The statistical journal is ready to be edited and posted.  Click the Process button, then click OK.
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Step 10.  Select  the PostJournal from the dropdown list. 
· Click the Process button  
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Step 11.  The journal has now been posted.  The Journal Status will display a “P” to indicate it has been posted.
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Step 12.  You have successfully completed the Creating a Statistics Journal. 
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