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Reviewing Journal Status 1.0

Supplemental Job Aid

Date: 09/11/2014

Target Audience: Department GL Journal Processor

Purpose: This Supplemental Job Aid provides Department GL Journal Processors the instructions for reviewing a Journal Status.

Reviewing Journal Status:
In this example, this job aid reviews the Journal Status of a journal and defines the different journal statuses encountered when processing a journal. It also explains some of the different budget statuses, because the Journal and Budget Status must both be ‘Valid’ to post the journal. If the Journal Status is anything other than ‘P’, the journal will not post.
Step 1: Navigate to the Create/Update Journal Entries page:
· Navigation: Main Menu  General Ledger  Journals  Journal Entry  Create/Update Journal Entries
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[bookmark: _GoBack]

Step 2: Click the Find an Existing Value tab.
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NOTE: The Find an Existing Value tab is used to enter criteria to search for existing information in FI$Cal.  This page can be used to search for all of the Journal ID's for a Department. However, the user performing the search must have the appropriate access and security permissions to view a Business Unit's results.

Step 3:  Searching for an existing Journal ID:
· Click Journal ID drop down menu and select contains
· Click the Journal ID field and enter the last several digits of the Journal ID (e.g. 0606)
· Click Search
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Step 4: Select the desired search result from the populated Search Results.
· Click the 0000000606 Journal ID link

NOTE: Clicking on any link in this row will obtain the same search results.

[image: ]


Step 5: Click the Header tab. The Header tab displays the Journal Header information.
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Step 6: Click the Lines tab to review the Journal Status for the journal. A Journal Status can be any of the following:
· Valid (V): The journal entry has been edited and is ready to be approved.
· Posted (P): The journal entry has successfully been edited and posted to the ledger or ledgers.
· Error (E): The journal has run through the Edit Journal process and has ChartField errors. The errors must be corrected before the journal can be submitted into workflow.
· Not Chk'd (N): (Not Checked) The journal has been saved but has not run through the Edit Journal process. The journal must successfully run through the Edit Journal process before it can be posted.
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NOTE: In this example the Journal Status “E” exists because the journal is not balanced.


Step 7: The Lines tab also displays the Budget Status for the control budget ledger. A Budget Status can be any of the following:

· Error (E): The journal entry failed to pass budget checking.
· Valid (V): The entry passed budget checking and the process updated the control budget.
· Not Chk'd (N): (Not Checked) The Edit Journal process has not been run and the Budget Processor has not processed the entry.
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NOTE: In this example the Budget Status “N” exists because the Budget Processor has not processed the journal entry.


Step 8: Click the Lines tab, to review the journal line data for Journal and/or Budget status errors. The “Lines” section displays the journal line data including; the ChartFields used, the transaction amount DR (debit), and the transaction amount CR (credit).
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Step 9: Click the Horizontal Scrollbar to the right to view more journal line data.

[image: ]


Step 10: The Lines tab, the “Totals” section displays the number of lines in the journal entry and the total amount of debit and credits. This information is helpful when checking for Journal and/or Budget Status errors.
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Step 11: Click the Errors tab to review the “Header Errors” section and the “Line Errors” section for the journal.

NOTE: The “Message Text” fields explains the Journal Status error(s).
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Step 12: Click the (E) in the “Totals” section of the Lines tab to view the Budget Status errors.
The “GL Journal Exceptions” tab displays ‘Budgets with Exceptions’ information for the journal entered on the ‘Lines’ page. This information helps the user understand Budget Status errors.
[image: ]
[image: ]


Step 13: Click Return to Search to review another Journal Status.
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Step 14: Clearing the Journal Status Error:

· After the Journal Status error is identified, make the update on the Lines tab to resolve the Journal Status error (e.g. enter a balanced journal entry, Line 2).
· Click Save.
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· When the “Message” box displays indicating the journal was saved, click OK.
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Step 15: Editing Journal Process:

· On the Lines tab, click the Process field drop down menu and select Edit Journal
· Click Process
· When the “Message” box appears indicating the journal was saved, click OK

NOTE: The Edit Journal process verifies the journal lines are balanced and checks the validity of the ChartField combinations. Once the Edit Journal process is complete and deemed valid the Journal Status and Budget Status will display “V”. These statuses indicate the chartField information is valid, all lines in the journal passed the budget checking process and the affected budgets have been updated.

At this point, the journal can be posted or submitted for approval, depending upon the user’s appropriate access and security.
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Step 16: Submitting the journal for approval:

· Click the Process field drop down menu and select Submit Journal
· Click Process

Notice there is now an audit log associated with this journal once it is submitted for approval. Audit logs track the journal and the events that affect the journal.
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Step 17: Checking Approval Status:

· Click the Approval tab

The journal is now in “Pending” status and awaiting approval from Department GL Journal Approvers.

NOTE: Workflow approval methods must be established and users must have the appropriate access and security in order to approve journals.
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You have successfully completed reviewing a Journal Status.
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