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Creating a New Journal Entry 1.0

Supplemental Job Aid

Date: 07/02/2014 

Target Audience: Departmental GL Journal Processor 

[bookmark: _GoBack]Purpose: This Supplemental Job Aid provides the instructions for creating a new journal entry.

Creating a New Journal Entry:
[image: ]



Step 1: Navigate to the “Create/Update Journal Entries” page:
· Navigation: Main Menu  General Ledger  Journals  Journal Entry  Create/Update Journal Entries  Click on the Add a New Value Tab 
· Verify your business unit is defaulted in the Business Unit Field. The Journal ID field will be grayed out with “NEXT” and the Journal Date field will default with the current date.  [image: ] 
· Click on the “Add” button. The user will be directed to the “Create Journal Entry” page on the Header tab.


Step 2: On the Header tab enter in a Long Description, Ledger Group, and Source.
· Long Description: This is the reason for the journal entry
· Ledger Group: Will default to MODACCRL, but can be changed if needed by clicking on the Magnifying Glass, also known as the Look up option, and selecting the ledger group that fits your need.
· Source: Enter or select “ONL” = Online Journal Entry. Other sources can be selected based upon the purpose of the journal.
[image: ]


· Save the journal. There are two options to save:
· Option 1 – You can click on the “Save” button. You will get the following message (see screen shot below). Click “OK” and you will be redirected to the Lines Tab screen.
[image: ]



· Option 2 – You can click on the Lines tab, and the system will save and redirect you to the Lines Tab screen.
[image: ]
The Lines Tab screen – Use this screen to record transactions that comprise a journal.
The Unit field derives the default value from the business unit that is specified from the previous Header Page.
The Ledger field displays the name of the ledger that is specified from the previous Header page.


The screen shot below shows a limited amount of columns. 
[image: ]
	
To see more columns, click the scrollbar.
[image: ]


Step 3: You are now ready to begin entering information into the desired ChartFields for the debit entry. 
· Enter the desired information into the Appropriation Reference field (Approp Ref).
· Enter the desired information into the Fund field.
· Enter the desired information into the Account field.
· Enter the desired information into the Alternate Account field
· Enter the desired information into the Enactment Year field (ENY).
· Enter the desired information into the Program Field (if applicable).
· Enter the desired information into the Reporting Structure field (if applicable).
· Enter the desired information into the Amount field. 
[image: ]

[image: ]

· You are now ready to enter in a new journal line (credit). Click on the “Insert Lines” button. The Fund field and the Amount field will automatically be populated, with the Fund field showing the same fund used on the previous line, and the Amount field showing as a negative amount. 
· Repeat the process in Step 3 in order to enter in a second line entry.
[image: ]



· After repeating Step 3, you are now ready to save your entries. Click the Save button.
· You will see a message box that says, “Journal xxxxxxxxxx is saved”. You can now click the OK button.
[image: ]


Step 4: Process the journal after saving. Select the “Edit Journal” option in the Process field, and then click the Process button
[image: ]
· The Edit Journal process will edit and budget-check the Journal at the same time. The Journal Status and the Budget Status will be “V” for Valid.
[image: ]
Step 5: Submit the journal for approval after validation is completed. To submit the journal, select the “Submit Journal” option in the Process field, and then click on the Process button.
[image: ]
· To see if the Journal Entry is ready for the Approval process, click on the “Approval” tab.
[image: ]
· You will be directed to the “Approval” page. Look at the Journal Workflow section. You will see your Unit ID, Journal ID, the Date and the status of “Pending”.
[image: ]
You have successfully completed Creating a New Journal Entry. 
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