PEOPLESOFT FINANCIALS: Search for An Existing G/L Journal
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: USED FOR: ¢ looking up & displaying existing journals by either: Ids :
: Dates :
: Reference Numbers :
Access the Financial Production database: https://my.uh.edu/fs Remember to use
. . . L . ALL CAPS
Or, See the SignOn Financial Production job aid.
NAVIGATION
Under Menu click on: (Menu
»General Ledger Search: &
’Journals [» My Favarites
»Journal Entry [ Business Processes
. [> Cust R rt
- Create Journal Entries e
[> Wendors
> Purchasing
[ Accounts Pavahle
[ Asset Management
[ Cammittment Cantrol
|7 weneErEl LecnEr Be sure to add to
= Jdaurnals o . v
Favorites™!
— Create Journal Entries
— Cngxduurngﬂ‘ :]
[» Frocess Journals O
L e el ata] e e O
o
Search:
)
(Can minimize menu by clicking on the minus b Wy Favarites Journal Entry
. [ Business Processes
S|gn-) [> Custam Reports .'( Find an Existing Walue Y Adlid a New Valu
[ Computer Operations
[ Wanodor:
INSTRUCTIONS
STEP 1: Journal Entry
> I k h II.( \:I / Find an Exjsting Yalue Add a New Value
Click on the | Eind an Existing “alue ?‘\5
tab . Business Unit:IDDT-'ES &}
) Journal ID: MEXT
Journal Date: ME‘J
add |
STEP 2 JournalrEntry )
—_— Enter any information yvou have and click Search. Leave fields blank for a list of all values
- . . § Find an Existing Value % Add a Mew value
NOTE: When entering search criteria, you can enter ) ]
a full or partial value for any key field; and Business tnit: == [oo7es S
n ” Journal ID: |begins WithLII
on dates can use the “between” feature. S Dot =
ournal Date: I= =1 el
. . . Line Business Unit: IE |DD?65 Q
>Enter the Informatlon you a-re SearChIng Journal Header Status: I: LI IND Status - Needs to be Edited ;I
by Journal ID Budget Checking Header Stmus:l: LI | LI
ource: I: VI (=}
‘]ournal Date ::Sleference Number: |begins WithL“GEN
Reference Number
Search I Clear I Basic Search Save Search Criteria
Find an Existing “alue | Add a3 Mew value
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w Journal Entry
>Make sure that these fleldS are blank' Enter any information vou have and click Search. Leave fields blank for a list of all wvalues.

[ Find an Existing Value {_Add a Mew Valug

Journal Header Status
>Click @/ and select the blank line. Business Unit: -8 [o07es Q

Journal ID: |begins with;”
Journal Date: |= = El

P

Budggt Ch ecklng Header Status Y — [o0765 a,
> if necessary, click Q| and select the .
blank line \ Journal Header Status: |: LI Ll
' i Budget Checking Header Status: | H LI | ;l
Source Source: I: 'I . | aQ
> Leave blank by highlighting and deleting. G UULCLE U B 6 | beging with ]|
The Source Code is the type of journal Search I Clear I Basic Search Save Search Criteria
entry it is. It will appear on the 1074. v

4

AN

A complete listing can be found on the |,
Source Journal Listing Sheet .

Find an Existing Walue | Add a Mew Yalue

STEP 4: -’

»Click | search |,

If a listing of journals matching the criteria appears in Search Results, do Step 5,
otherwise it will bring up the requested journal--go to Step 6.

STEP 5 Search Results
n Budget Journal
H H H H . Line Joumal S4EL Journal Journal —
>Click ar:]yWh.ere on the de.S”'eld jQurnaI id 3:?:118st""3| D .Iljgltl;nal ggr::itnwBusi“mHeade[CE:EI;ML:gl(lt:r Snun:e:5::;;':':953:;:"M Toal s_faﬂsumne“'i“i““
line (link) once. This will display - o S i sius _— T Lines Debits
the Journal 00765 000D8695R903/31/20040 00765 Posted Walid ~ ACTUALSACC (blank) USD 6 m 0 V0012486, Recard E
’ 00765 (0F_R957003/31/20040 00765 Posted Walid — ACTUALSACC (blank) USD 4 1086920 VOD12485 Record E
STEP 6 /" Header % Lines ¥ Totals ¥ Erors Approval | Documents
Unit: 00765 Journal ID: 0000869569 Date:  03/31/2004
ReSU It Long Description: | ﬂ
*Ledger Group: ™ Auto Generate Lines
Journal is Displayed. Ledger: I Adjusting Entry
*Source: Fiscal Year: 2004
Reference Number: Period: [+
SJE Type: ADB Date:
Journal Class: ™ Save Journal Incomplete Status
Transaction Code: ’7
Currency Defaults: USD F CREMNT /1
Reversal: Do Mot Generate Reversal Commitment Control
& save)l Qi Retunto Search | [4SNextinList] (+=Pravious inList] ([EINotity | (£ Refrash | Eadd
Header | Lines | Totals | Errors | Approval | Documents
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If you need a printout of this journal:

getHeader ) BudgetLines ) BudgetEmors | Approval 2\ Agproval Histony | Documents )

» Click on Documents tab
> Click on Print Journal Entry Detail link t: 00765 Journal ID: 0001127856 Date: 06/13/2005

lget Header Status: 1

A new window will open and the Journal
will appear in PDF format.
(Remember to print Landscape.)

v

Erint Journal Entry Details

To Lookup another journal: Transaction Code: |
/\ Currency Defaults: USD/ CRRNT /1
N
> Click on the Qﬂeturn ta Search and yOU will \Eewl;Du Mot Generate Reversal Comrmitment Control
be returned tO the JOUI’na| Entry panel Bsave] (QRetumto Search] JENextinList) fEPremousinList] [Tty ) '&Refresh) M)
Where yOU can elther: Header | Lines | Tatals | Erars | Approval | Docurnents

» select another journal:
- From list in Step 5,
- Or, see NOTE below

> or, enter other search criteria (go to

Step 2).
NOTE: If alist appeared in Search Results: Transaction Code: |
Currency Defaults: USD J CRRMT /1
Click on |+EHextinList | or | +EFrevieus inList | 1J ' EIerale Heversa Commitment Conrol
SCl’O” baCk and forth thrU I|St Bsave) [ QRetunto Search | |45 NextinList) |45 Previous inList| [EJNatity | (2 Refresh | Bhadd)
Header | Lines | Totals | Errors | Approval | Documents
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