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I. Objectives	
 
By the end of this procedure, you should be able to: 

• Create a Journal Entry 
• Print a Journal Entry 
• Inquire on a Journal Entry 

 
 

II. Tips	and	Tricks			
 

Here are few tips and tricks when creating a Journal Entry: 
 

• A JE must be self-containing and self-supporting so that someone reviewing the entry 
(including AUDITORS) can see what adjustment was made and why.  
 

• Supporting documentation must be attached to the JE. Types of supporting documentation 
are: 

o Pages or screenshots from PeopleSoft or the Finance Intranet can support the entry 
amount. 

o Spreadsheets with labels, emails, or memos can support why the JE is being 
submitted. 

o Relevant attachments are required for the JE to be approved and posted. 
 

• Remember the different required chartfields (depending on project/non-projects). 
 

• Journal Reference/Journal Line descriptions should reflect the purpose of the JE and is required 
for JE approval.  These descriptions appear on the queries and GL Activity on the Intranet and 
provide a quick view of why the transactions was created. 

 
• When submitting a JE and a project is involved, use the Speed type field to automatically 

populate the chartstring. The speed type for a project is the letter P followed by the project ID 
(Pxxxxxxx).  

 
• SAVE often when working in PeopleSoft!   
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III. Understanding	Journal/Budget	Status		

 
Errors could be caused by various things, including chartfield errors, exceeds budget, or budget date 
out of bounds. Below are different status codes and their definitions. 
 

Status Code Description Definition 
N Not Edited Not edited, cannot be processed 
E Error Edited, contains errors 
V Valid Valid, ready for posting to GL 
P Posted Posted to the GL 
T Incomplete Marked incomplete to bypass processing 
I In Process Process still running, email GL if status remains for extended period 

 
Note: If you use an award that has been expired for more than 60 days the system will show E for Error 
because all expenses should have been posted before that time.  If you have permission to charge after 
the 60 days, contact GFM. 
 

IV. Creating	a	Journal	Entry	
 
Use a journal entry (JE) to correct: 

• Deposit corrections; 86/81 transfers; Creating/Correcting internal charges 
• ONL source transaction adjustment (Online Journal Entry) 
• Any Single Pay AP payment Vouchers 

 
This is an example of correcting an internal charge, where one USC department provides a good or 
service to another USC department.  
 
To create a JE, navigate to: 
Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entry 
 
Step 1: On the Add a New Value page, click the New button. Please do not change any information on 
this page. 
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Tab #1: Header Tab 
 
Step 2: Enter a description for the correction in the Long Description field. The level of detail in the 
information should be sufficient for someone unfamiliar with the JE to accurately comprehend the 
specific actions being performed. 
 
Step 3: Click the Attachment link. 
 

 
 
Step 4: Click the Add Attachment button. 
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Step 5: Enter a description for the attachment in the Description field. 
 
Step 6: Click the Ok button. 
 

 
 
Tab #2:  Lines Tab 
The lines tab contains the accounting strings and debits/credits for the entry. When creating a journal 
entry, at least 2 journal lines need to be added, a positive line and a negative line. 
 
Step 7: Begin by adding additional lines. For this example, three lines are needed. Enter 2 in the Lines to 
add field and click the + plus button.  

• Line one is the positive line. 
• Lines two and three are the negative lines for the departments that will receive the internal 

charge. 
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Step 8: Enter information in the Reference field. 
 
Step 9: Enter the amount that needs to be transferred in the Amount field. 
 
Step 10: Enter the chartfield string for the department providing the goods or service. The 6xxxx account 
code is the credit/negative value on the JE. The 6xxxx account acts as a revenue for the department for 
financial reporting purposes. 
 

 
 
Step 11: Scroll over and enter information in the Journal Line Description field. This entry is stored in 
the system and can be helpful after the entry posts when running queries or Finance Intranet reports. 
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Step 12: Enter information in the Reference field. 
 
Step 13: Enter the amount that needs to be transferred in the Amount field. 
 
Step 14: Enter the chartfield string for the department receiving the goods or service. The 5xxxx account 
code is the debit/positive value on your JE and determines the 6xxxx contra account to use.   
 

 
 
Step 15: Scroll over and enter information in the Journal Line Description field. This entry is stored in 
the system and can be helpful after the entry posts when running queries or Finance Intranet reports. 
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Step 16: Enter the project speedtype in the Speedtype field and hit the Tab key on your keyboard. This 
auto-populates a chartfield string when entering a project. In the Speedtype field, simply type the letter 
“P” followed by the full project number, the system will automatically populate the full chartfield but 
will not include the account. 
 
Step 17: Enter information in the Reference field. 
 
Step 18: Enter the amount that needs to be transferred in the Amount field. 
 
Step 19: Enter the applicable account number in the Account field. 
 

 
 
Step 20: Scroll over and enter the Analysis Type for this chartfield. Analysis types are used in the Project 
Costing module for creating invoices for sponsors and running other processes. They are required on ALL 
lines that use a project within USCSP, USCIP, USCEN, and USCSA business units. For this example, enter 
GLE for expenses and contra expenses (5xxxx and 6xxxx account codes) 
 
Step 21: Enter information in the Journal Line Description field. This entry is stored in the system and 
can be helpful after the entry posts when running queries or Finance Intranet reports. 
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Step 22: Select Edit Journal from the Process drop-down and click the Process button. The process is 
checking accounting, debits and credits, and validity of chartfields. 
 

 
 
Step 23: The system assigned a Journal Entry number. Click the Ok button to continue. 
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Step 24: The message gives you an opportunity to decide if you want to wait for the JE to process. For 
this example, click the Yes button.  
 

 
 
Step 25: Verify the Journal Status and Budget Status are V and V, indicating the JE is valid and ready for 
posting. 
 
Note: If different balancing chartfields (such as operating unit, fund, or project) are utilized in the entry, 
it will result in the automatic creation of 10300 lines. These lines are crucial and cannot be modified as 
they ensure that the cash is accurately allocated in the appropriate locations within the general ledger. 
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Tab #3: Errors 
 
Step 26: Click the Error tab to determine if there are any errors you may have with brief explanations of 
each. 
 

 
 
Tab #4: Approval 
 
Step 27: Click the Approval tab. This is where the JE is submitted for approval and shows where the JE is 
in the approval process. 
 
Step 28: Click the Submit button. 
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Step 29: Once submitted, the approval workflow information becomes available. Click on the Multiple 
Approvers link to see who can approve the JE at each approval level. 
 

 
 

V. Printing	a	Journal	Entry	
 
The system provides a printable version of the journal entry. 
 
Step 1: Click the Process drop-down and select Print Journal from the list. 
 
Step 2: Click the Process button. 
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Step 3: Click the Report Manager link. 
 

 
 
Step 4: Click the Refresh button until the PDF row appears indicating the process is complete. 
 
Step 5: To view the pdf version of the JE, click the pdf link. 
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Step 6: Click the pdf link. 
 

 
 
Step 7: From here you can download and/or print the JE. 
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VI. Inquiring	on	a	Journal	Entry	

 
Use the Find an existing Value button the Create/Update Journal Entries page to view Status, Date, 
Description, etc. for a Journal Entry. 
 
To inquire on a journal entry, navigate to: 
 
Main Menu → General Ledger → Journals→ Journal Entry → Create/Update Journal Entries 
 
Step 1: Click the Find an Existing Value button. 
 

 
 
Step 2: To find a JE, search by name, date, JE #, etc. For this example, enter the Journal ID. 
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Step 3: Review the JE details. 
 

 
 

VII. Personalizing	Your	Journal	Entry	Lines	Page	
 
On the Lines tab page use the Grid Action Menu icon on the left of the screen to personalize the order 
of the individual fields for your entries or to download your entry to Excel as needed. 
 
Step 1: To personalize your journal line, click the Grid Action Menu icon. 
 
Step 2: Click the Personalize option from the drop-down. 
 

 
 
Step 3: Highlight the field you would like to move and use the arrows to move it up or down. 
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Step 4: Notice the Amount field is now moved closer to the beginning of the row. Click the Ok button to 
return to the Lines page. 
 

 
 
Step 5: The Amount field is now visible at the beginning of the lines row. 
 

 


