| PEOPLESOFT FINANCIALS — GL JOURNAL ENTRY
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Used for: » correcting a voucher that has already been posted 2MUST APPEAR ON 1074 FIRST!
> as the second part of moving budgeted monies from one cost center to another;
> part of deposits processing;
> reimbursing another cost center/department for expenses;
> will need forms 1063.2 or 1074.1, or 1074.3b to be attached as back-up.
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Access the Financial Production database: https:/my.uh.edu Remember to use
ALL CAPS

Please check to make sure that you are set up for workflow process by, Above the PeopleSoft M click
on: Contents
Or See the SetUp for WorkFlow in Financial Production job aid

This is a
one-time
process.

NAVIGATION / PATH

Under Menu click on: Search;
P General Ledger | D
» Journals [+ My Favorites
P Journal Entry [* Business Processes
P Create Journal Entries [> Custom Reports
[* Computer Operations
[ vendors

[+ Accounts Payahle
[* Commitment Control
= General Ledoger
=~ Journals
=7 Journal Entry

Be sure to add
to “Favorites”!

= Create Journal Entries
[* Process Journals S

[ Suspense Caorrection

Option:
In order to have more viewing of
Voucher panel, minimize the Menu by
clicking on the red minus sign.

Menu
Search;

[ My Favarites
[* Business Processes
[» Custom Reports
[* Computer Operations
[ vendors
[* Accounts Payable
[* Commitment Control
5 General Ledger

< Journals Journal Date: (03022004 [
57 Joumal Entry
= Create Journal Entries
[» Prorese lnnrmals

It will then appear as an Expand button

k| if needed again.

Journal ID:
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PEOPLESOFT FINANCIALS — GL JOURNAL ENTRY

INSTRUCTIONS

STEP 1: Under the Add a New Value tab:

»Business Unit: Defaults to whatever
your Business Unit is. (ie., 00765 for
UHV).

»Journal ID: NEXT
(Default; should always be NEXT)

»Journal Date: (Defaults to the current date.)

»>Click __ Add I

Journal Entry

/ Eind an Existing ¥alue | Add a New Value _ |

Business Unit: 00765 |C

Journal 1D: MEXT

Journal Date: |04i06/2006 |[#

Add

Find an Existing Yalue | Add a Mew Value

STEP 2: Under the Header tab:
Enter the following information:

»Long Description: precise description
of transaction.

»Ledger Group: ACTUALS (Default)
»Source: Per departmental “Source”

»Reference #: enter your department’s
reference number. (appears on 1074
report):

ﬁ (SEQNO

the 2 digits of your DeptID chartfield
->SEQNO should be a sequentially
assigned number in your department

»Transaction Code: GENERAL

(Default)

»Click on the Lines tab at top of window
or Lines link at the bottom of the
panel.

Long Description:
supplies (53911) on voucher # 20669,

Currency Defaults: USD S CREMT S 1

Reversal: Do Mot Generate Reversal Commitment Contral

B sae | B oy
Header | Lines | Totals | Errors | Approval? | Documents

| i Refresh

/" Header Y  Lines ) Totals Y Emors Y Approval? ) Documents |
Unit: 00765 Journal ID: - NEXT Date: 0410672006
To correct account number from general office supplies (53900} to camputer o~

b

‘Ledger Group: ACTUALS QU [CJAuto Generate Lines

Ledger: Q [l adjusting Entry

Source: GEN Fiscal Year: 2008
Reference Number: W10 Period: 8/

SJE Type: i ADB Date: 041062006 |[=
Journal Class: Q [Isave Journal Incomplete Status
Transaction Code: GEMERAL |3

Er  Add

Unddg
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| PEOPLESOFT FINANCIALS — GL JOURNAL ENTRY

STEP 3: Under the Lines tab:

»Enter the SpeedType, then hit
your tab key and the cost
center will populate.

»Enter the Account Number.

>May have to scroll right.

»Enter the Amount and Journal
Line Description. (The
system automatically puts in a
Journal Line Description for
the Account number you have
entered, if you wish to change
the description, just type over

it.)

»Click on the _+ | button to add a
line or lines (It will copy the
journal line down with all values
populated).

f Header Y Lines Y Totals Y Errars Y Approval Y Documents \

Unit: 00765 Journal ID: NEXT Date:  04/12/2004 *Process: |Edit Jourmal =] Process
Ternplate List Channe Yalugs Interfintralnit

Select Line *Unit *Ledger SpeedType Account Fund DeptlD Program Bud Ref  Project Chartfield 1

o [O0FES | (@ ACTUAL [co—| [52om0 @ oe3 (o onid @ Janars @) [Braons @ ua, al
/
Lines to add:ﬁ ll ;I

Customize | Find First (] 10r4 [H] Last
Unit Total Lines Total Debits Total Credits Journal Status %‘fi
oo7es 1 0.00 0.00 i} il

B save] [Elotify | | Refresh

Header | Lines | Totals | Errors | Approval | Documents

¥ Lines

‘Process: | EditJoumal v Process

DeptlD Program  Project Bud Ref Chartfield 1 \mﬂ Amount Reference Journal Line Descriptio
10010 Qo548 QL [NA Q, |BP2008 O Q -100.00 V20B69-Corect Acetho

Template List Chande Walues

*Ledger

|nn?55 G AacTUALS

SpeedType Account Fund DeptiD

@ [sz200] & [zo62] (& [vooio &l

[11527

STEP 4: Now enter the second line
of the entry.

»Change whatever is necessary:
—>Account number
—>Cost Center
—Journal Line Description

>Click on [E to show totals.

»Click on [El save

»If finished with the entries go to
Step 5, otherwise, repeat
Steps 3 & 4, as needed.

[ Header Y Lines '\ Totals | Emors ) Approval2 | Documents |

Unit: 00765 Journal ID:  NEXT Date: 04062005 ‘Process:| Editloumal  |w|  Process
Template List Change Yalues
¥ Lines
Select  Line Unit ‘Ledger SpeedType  Account  Fund DeptiD Program Project Bud Ref Chartfield 1
O 00765 QL ACTUALS 1627 Q53000 O 1008 | (vO010 Q) FOS48 O MA O |BP2006 O Q
L} 2 00765 QL ACTUALS Q53911 Q1008 |Q (voo10 Q. FOS48 QL MNA Q |BP2006 & Q

First [ 10t 1 [F] Last

Unit  TotalLines Tatal Debits Total Credits Journal Status ~ Stet
007Es 2 100.00 100.00 b u

B save)  [Elnotity |2 Refresh

eadet | Lines | Tatals | Errors | Apnroval | Documents

[ Totals should equal ]
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PEOPLE

SOFT FINANCIALS — GL JOURNAL ENTRY

STEP 5: Budget Check Journal:

This process edits, budget-checks,
and saves the journal.

Notice change in status:\

Header " Lines Y Totals | Emors " Approval | Documents |
Unit: 00765 Journal ID:__MEXT Tz 004 *m@w Process
»Process: Edit Journal (Default) TiemEEL_ Change Values
Select Line  ‘Unit “Leduer SpeedType  Account Fund  Depfid  Program  BudRef  Proje
>Click on FIEEEES - [oo7es | (@) acTuALS [r1szr (@ [s3800] @ [z0e3] (@ [vooto) (@ [aoars | @ [BRzoos &) [na |
rooz [po7es | @) acTuaLs [ & [5aen1] @ [z063 (@ [vonto| (@ [anars | @ [Rzoas (@ [ua |

Lines to add: 1o+ =]

Firat (4] 101 1 [F] Last
Unit Total Lines Total Debits Total Credits  Journal Status %ﬂ%
00785 2 100.00 100.00 B B

Save

Enotity |14 Refrash

ader | Lines | Totals | Errors | Approval | Docurments

1 O S AR AL TUAL 1 Y EEEAEIREN A RS N KRR LSS o S FA =TT N | =1 o0 NE T

Lines to add:

First 4] q0r1 (7] Last
Budge
Status
W

Unit Total Lines Total Debits Total Credits/ Journal Status

ooves 2 100.00 100.00

Blezvel  Elumin | (EEefecn |

[ NOTE:

| Once you process the Edit function, PeopleSoft will generate “Claim on Cash”

| increase your totals, but all you need to do is make sure that the Debits &

| Credits balance.
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PEOPLESOFT FINANCIALS — GL JOURNAL ENTRY

Approval Status is Pending)

Business Unit

Journal Date

OperlD

System Source

STEP 6: Under the Approvalz tab: [ 13Ra8®r  Lines | Totals ¥ Emors | Approval2 Y} Documents |
»Select r riate S r Unit:  00T6S Journal ID: 0001231843 Date:  04/06/2006 'Process: |EditJournal v Process
elect appropriate source — ]
i *Please selg riate approval path: }
»Process: click on|¥] to select ©DeptiCollDiv - Accounting Pepartment
Approve ource v

[—

»Clickon  #oply | (NGw—0_]
— 1]

Journal ID 00012312843

04f06/2006
TRAINYIC6 Apply
GL Panel

ao01 2231240

Approval Instance 843544

Approval Status FPending

Approval Action

ooy ]

Microsoft Internet Explorer

You will receive this message.

Click [__2__| to enter the journal
into workflow.

f: This journal requires further approwval, {5000,119)

This journal entry requires Further approval before it can be posted to the ledger. Approval request is sent by
WorkFlow processing,

No manager’s signature is necessary if changing an account number & the

original voucher has proper signature(s)—Source the journal to AAP—AIlso, be

! sure to attach a copy as a back-up.

Journal is denied/recycled to you.

N e e == —

Once the journal has been approved you cannot make any changes unless the
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| PEOPLESOFT FINANCIALS — GL JOURNAL ENTRY

Journal Date 045062006 Approval Action

STEP 7: Under the Approval2 tab, opert
Approval History section: TRAINVIGT B |

System Source  GL Panel

The Approval History section Comment Log  —_—
ShOWS WhO |n|t|ated the 04-06-06 04:44 PM : Approve : Victoria - Training 16:
journal and what stage the
journal is in the approval
process . Add Comment

If the journal is denied or recycled, \
the Approval History will only

show the last round of Boigaval History .
. Step Status Date Time Stamp User ID
approvals after the journal Initiated 04/0BI06 4:44:15PM TRAINVICT 6
was denied or recycled. Step 1 Approved 04/06/06 4:44:15PM TRAINVIC1 G
Step 2 Pending D4/0BI06 4:44:15PM

Also, the Comment Log captures
all Workflow approvals,
including previous journal
denials or recycles, as well as
comments pertaining to the
approval of the journal.

STEP 8: Display the Journal

[ Header | Lines | Totals ) Emors Y Approvalz | Documents |
»Click on Documents tab. Unit: 00785 Journal ID: 0001231840 Date:  D4/0F/2006

Print Jaurnal Entry Detail

»Click on Print Journal Entry
Detail link to preview.

Display Active Documents Only Add New Document

A new window will open and the

journal will appear in PDF
format B sava)  [QRetunto Search | ([ENotity | | Retresh | B idd

Header | Lines | Totals | Errors | Approval | Documents

»Check on the journal contents:

0 Header Description
o Journal Line Detalil
0 Budget Check Status

STEP 9: Attach Appropriate Backup
»1074 detail to show item(s) are posted

»Get additional signatures if needed.

See Debit Vs. Credits for GL Journal Examples at www.uhv.edu/peoplesoft/journals.asp
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