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I. Objectives

By the end of this procedure, you should be able to:
e Create aJournal Entry
e Print alJournal Entry
e Inquire on aJournal Entry

II. Tips and Tricks
Here are few tips and tricks when creating a Journal Entry:

o 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.

e 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!

e
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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

Vv Valid Valid, ready for posting to GL

P Posted Posted to the GL

T Incomplete Marked incomplete to bypass processing

| 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)
e 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.

Journal Entry ¥ > Create/Update Joumal Entries Workist | # Home | SignOut

2° @

Notfications ~ NavBar

New Window | Help

Create/Update Journal Entries
Add a New Value ‘ Q_Find an Existing Value |
*Business Unit | USCO1 Q

*Journal ID | NEXT

*Journal Date |04/12/2024
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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.

Favorites ¥ Main Menu v General Ledger v Journals ~ Joutnal Entry v Create/Update Joumnal Entries. Workiist | i Home Sign Out

.
ey or Aavanced seren oy A2
2% | SOUTH CAROLINA

Notfications ~ NavBar

| New Window | Help | Personalize Page

‘ Header ‘ ‘ Lines ‘ [ Totals | Emors ‘ ‘ Approval
Unit USCO1 Journal D NEXT Date 04/12/2024
Long Description | CAS Electron Billing charges for the month of February 2024. &
194 characters remaining
“Ledger Group |ACTUALS Q| Adjusting Entry ~ Non-Adjusting Entry v
Ledger Q ‘ Fiscal Year 2024
*Source | ONL Q Period 10
Reference Number ADB Date  04/12/2024
Journal Class Q|
Transaction Code |GENERAL ~ Q O Auto Generate Lines
Save Journal Incomplete Status
SJE Type ~ O Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT / 1

Octa
Reversal: Do Not Generate Reversal Commitment Control
Entered By BASHOJAS Jason W. Bashore
Entered On
Last Updated On

‘ Notity || Refresh ‘ Add H Update/Display

Header | Lines | Totals | Errors | Approval

Step 4: Click the Add Attachment button.

Favorites ¥ | Main Menu ¥ General Ledger ¥ Journals ¥ Journal Entry ¥ Create/Update Joumal Entries Worklist | i Home Sign Out

o
Advanced Search AddTo ¥ jal ®
SOUTH CAROLINA

Notfications  NavBar

| NewWindow | Help | Personalize Page
[ Header H Lines

[ Totals || Erors H Aproval |

Unit  USCO1 Journal D NEXT Date  04/12/2024

Long Description | CAS Electron Billing charges for the month of February 2024. &

194 characters remaining

*Ledge Journal Entry Attachments X
Help
Unit  UsCO1 Journal D NEXT Date  04/12/2024
Reference|  Details
B Q 1-10f1 v | ViewAll
Journ
Transacti :‘;:n o Show to Approver?  Description User Name DatefTime Stamp
S| View -

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments.

Ente
Add Attachment oK. |
Entere {

Last Update

e e
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Step 5: Enter a description for the attachment in the Description field.

Step 6: Click the Ok button.

Favorites ¥ | Main Menu ¥ Greate/Update Journal Entries Workist || 4 Home | SignOut
:
o 02
DUTH CAROLINA Notifications: NavBar
| New Window | Help | Personalize Pagel
Header ‘ Lines ‘ Totals ‘ Errors ‘ Approval ‘
Unit  USCO1 Journal ID  NEXT Date  04/12/2024

Long Description | CAS Electron Billing charges for the month of February 2024. &l

Z

194 characters remaining

“Ledgel

Journal Entry Attachments X
Help
Uit USCO1 Journal D NEXT Date  04/12/2024
Referencel  Details
Ja. B Q 1-10f1 v | View All
Transactl i Show to
File Name Approvers  Description User Name DatefTime Stamp
s

JE_sample_attachment xisx gllmemalchargesFehmaryzeu I i =1

Adding large attachments can take some time to upload, therefore, it s advisable to save the transaction
before adding large attachments.

Entel

= Add Attachment | | OK... |

Last Updats
-‘ Notify ‘;

Header | Lines | Totals | Errors | Approval

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.

e Line one is the positive line.

e Lines two and three are the negative lines for the departments that will receive the internal
charge.

Favorites ~ | Main Menu General Ledger ¥ > Jounals¥ > JoumalEntry ¥ > Create/Update Joumal Entries

Workiist | i Home Sign Out

.
- B ©
SOUTH CAROLINA| Notfications  NavBar
| NewWindow | Help | Personalize Page
Header ‘I Lines I‘ Totals | Emors H Approval ‘
Unit  USCO1 Journal D NEXT Date  04/1212024
Template List Change Values
Inter/intraUnit “Process | Edit Jounal v Process
v Lines
B Q 11of1 v
Select Linet *Unit *Ledger SpeedType Budget Date Reference Amount Cost Share Oper Unit Dept
[u}] 1 uscot Q| ACTUALS 04/12/2024 | Q Q

Lines to add - @

v Totals

B Q 1-10f1 v | ViewAll
Unit Total Lines Total Debits Total Credits ~ Journal Status Budget Status
uscot 1 000 0.00 T N

‘ Notify Refresh ‘ Add “ Update/Display

Header | Lines | Totals | Erors | Approval
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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.

Favorites ¥ | Main Menu ¥ G Journals v > Joumal Entry ¥ > Create/Update Joural Entries.

Workist | & Home Sign Out

.
B | oxvensivor [ vowmals -seacn | [RCEE AddTo Q G)
4 | SOUTH CAROLINA| Notfications  NavBar
| New Window | Help | Personalize Page
Header H Lines H Totals | Emors H Approval ‘
Unit  USCO1 Journal D NEXT Date  04/12/2024
Template List Change Values
Inter/intraUnit *Process | Edit Journal v [ Process
v Lines
5 Q 130f3 v
Select Linet Budget Date Reference Amount Cost Share Oper Unit Dept Fund Accounty Class
o 1 04/1212024 IINV1-2 | | -750.00 Q  |cLoas Q 220000 Q  |E0ess Q| |e2070 Q202 Q
s] 2 04/1212024 Q Q Q Q Q Q
o 3 04/12/2024 Q Q Q Q Q Q

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.

Favorites ¥ | Main Menu ¥ General Ledger ¥ > Journals ¥ > JoumalEntry ¥ > CreatefUpdate Joumal Entries

Workiist | & Home Sign Out
B
IR N - o woe B8
4 | SOUTH CAROLINA| Notficaions  NavBar
| NewWindow | Help | Personalize Page
Header H Lines H Totals ‘ Emors | Approval
Unit  USCO1 Journal ID NEXT Date  04/12/2024
Template List Change Values
Inter/intraUnit ] *Process | Edit Joumal v Process
~ Lines
B Q 1303 v
Select Line® Fund Accountd Class PC Bus Unit Project Activity AnType Journal Line Description
a} 1 2| Eosss Q 62070 Q 22 Q Q Q Q Q |February2024 Billng l
[u} 2 2 Q Q Q Q Q Q Q
o 3 2 Q Q Q Q Q Q Q
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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.

Favorites ¥ Main Menu ~ General Ledger v Journals ¥ Journal Entry v Create/Update Joumal Entries. Workiist | i Home Sign Out

:
B [ [ oo oo B9
24 | SOUTH CAROLINA

Notffications ~ NavBar

| New Window | Help | Personalize Page
Header H Lines H Totals Ermors H Approval ‘
Unit  Usco1 Journal ID NEXT Date  04/12/2024
Template List Change Values
[ Inter/intraUnit *Process | Edit Joumal v Process
™ Lines
B Q 1-30f3 v
Select Line Budget Date Reference Amount Cost Share Oper Uit Dept Fund Account Class
o 1 0411212024 INV 12 75000 Q| clse Q20000 Q Eoess Q| (6200 Q202 Q
o i2 |04/12/2024 INV 1 || 250,00 I Q| jcol0 Q620499 Q| | acm Q 500 Q je2 Q
[a] 3 04/12/2024 Q Q Q Q Q Q

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.

Main Menu ~ GeneralLedger ¥ > Joumals¥ > JoumalEntry ¥ > Create/Update Joumal Entries Workist | i Home | Sign Out

.
B scvarcea searn oy A
Notfaatons  Navsar

2| SO0 GaroLna

| New Window | Help | Personalize Page
Header H Lines H Totals | Emors H Approval ‘
Unit  USCo1 Journal D NEXT Date  04/12/2024
Template List Change Values
[ InterfintraUnit *Process | Edit Joumal ~ Process
v Lines
B Q 1-30f3 v
Select Line Fund Account Class PC Bus Unit Project Activity An Type Journal Line Description
o 1 E0658 Q| 62070 Q| 202 Q Q Q Q Q| | February 2024 Billing
a] i2 | A0001 Q| | 52070 Ql ez Q| al Q | Qi Q | | February 2024 Biling
=] 3 Q Q Q Q Q Q Q
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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.

General Ledger v Journals ~ Journal Entry v Create/Update Joumal Entries. Workiist | i Home Sign Out

ae
Notfcations  NavBar
| New Window | Help | Personalize Page
Header H Lines H Totals | Errors H Approval ‘
unit Uscot Journal ID NEXT Date  04/12/2024
Template List Change Values
‘ Inter/IntraUnit *Process | Edit Journal v Process
v Lines
B Q 1-30f3 v
Select Line SpeedType Budget Date Reference Amount Cost Share Oper Unit Dept Fund Account
=] 1 04/12/2024 INV 1-2 -750.00 Q  |cLodg Q| 220000 Q| |E0658 Q| |62070
s] 2 04/12/2024 INV 1 25000 Q [coto Q| le24e9 Q| [aooor Q| 52070
o i3 | P80000071 |§ou12/2024 |IN\/2 " 50000 |3 Q ez @ |111500 Q [envvoo Q Iszom |

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.

Favorites~ | Main Menu ~ GeneralLedger ¥ > Joumals > JoumalEntry ¥ > Create/Update Joumal Entries Workist | # Home | SignOut

.
8 s sovn s N
2% | SOUTH CAROLINA Notffications ~ NavBar
g S — | NewWindow | Help | Personalize Page

Header H Lines H Totals | Emors H Approval ‘
Unit  USCO1 Journal D NEXT Date  04/12/2024
Template List Change Values
| InterfIntraUnit *Process | Edit Joumal ~ Process
V Lines
B Q 1303 v
Select Line Account Class PC Bus Unit Project Activity AnType Journal Line Description Product
[u] 1 Q62070 Q| 202 Q Q Q Q Q  February 2024 Billing
[u] 2 Q | 52070 Q ez Q Q Q Q Q| February 2024 Billing
[u] 3 Q{52070 Q| 202 Q i usclP Q| 80000071 Q i1 Q| | GLE Q[ February 2024 Billing
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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.

Favorites ¥ | Main Menu ¥ General Ledger v

SOUTH CAROLINA

Journals ¥

Journal Entry ¥ > CreatefUpdate Journal Entries

Journals.

By Advanced Search

Workiist | i Home
.
Q

Notfcations

Sign Out

®

NavBar

AddTo ¥

B Budget Check Journal | NewWindow | Help | Personalize Page
Header H Lines H Totals Errors H Approval ‘ Copy Journal
Delete Journal
Unit  USCO1 FEMERRl  Edit/ Pre-Check Date  04/12/2024
Template List Edit Chartfield Change Values
Post Journal
Y Lines Print Journal
B Q Refresh Journal a0 v
Submit Journal
Select Line “Unit “Ledger Reference Amount Cost Share Oper Unit Dept
u] 1 uscot Q  ACTUALS 04/12/2024 INV 12 -750.00 Q  cLoss Q |22000
0 2 usco1 Q  ACTUALS 04/1212024 INV 1 250.00 Q [cLoto Q [6204¢
u] Q  ACTUALS PB0000071 041212024 invz 500.00 Q Q 1msc
Lines to add 2 + - =
v Totals
B Q 1-10f1 v | ViewAl
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
uscot 3 000 0.00 T N
save ‘ Notify Refresh | Add Update/Display
Header | Lines | Totals | Erors | Approval

Step 23: The system assigned a Journal Entry number. Click the Ok button to continue.

Favorites ™ | Main Menu ¥ General Ledger ¥

SOUTH CAROLINA|

Journals

Journal Entry ¥ > Create/Update Journal Entries

Journal Search B Advanced Search

Workist | & Home
.
Q

Notfications

Sign Out

®

NayBar

AddTo ¥

) ) B ] | NewWindow | Help | Personalize Page
‘ Header ‘ Lines [ Totals ‘ Errors | Approval
Unit Uscot Journal D NEXT Date  04/12/2024
Template List Change Values
I Inter/IntraUnit | “Process | Edit Journal ~ Process.
v Lines
B Q 1-30f3 v
Select. Line “Unit “Ledger SpeedType Budget Date Reference Amount Cost Share Oper Unit Dept
o 1 uscot Q| ACTUALS | | oantai024 INV 12 75000, Q clss  Q
"
u] 2 Usco1 Q| ACTUALS | | oann2iz024 250.00| Q [coo  Q
- ! Journal 0000180281 s saved. (5210,6)
0 Q  iAcTuALs P80000071 || 0an21004 - 50000 Q Q
Linestoada | 2|t — O
v Totals
B Q 1101 v | View All
Unit Total Lines Total Debits Total Credits  Journal Status. Budget Status
uscot 3 0.00 0.00 T N
Header | Lines | Totals | Errors | Approval
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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.

Favorites ¥ | Main Menu ¥ General Ledger ¥

SOUTH CAROLINA

Joumals ¥

Jounal Entry ¥ 5 Create/Update Joumal Entries Worklist | & Home | Sign Out

m° ®
Notifications NavBar

| NewWindow | Help | Personalize Page

AddTo

Journals ~ Search B ~canced search

| Header ‘ Lines ‘ Totals ‘ Errors H Approval ‘

Unit  USCO1

Template List

Journal D NEXT Date  04/12/2024

Change Values

‘ Notify H Refresh

Header | Lines | Totals | Errors | Approval

[ Inter/IntraUnit “Process  Edit Journal v Process
v Lines
B Q 1-30f3 v
Select Line “Unit “Ledger SpeedType Budget Date Reference Amount Cost Share Oper Unit Dept
o 1 uscot ACTUALS " | 04/12/2024 [l a2 e 75000 Q  cLo 22000
o 2 Usco1 ACTI Would you like to wait for confirmation that the Edit process has completed? (5010,465) 62041
i Your request s currentl in process. f you choose to wait, once the process has completed, you will be returned to the updated Joumal. If you
o usco1 Q choose not to wait, please check the Process Monitor to verify that the scheduled process has completed before accessing the Journal.
- No E
Lines to add 2 + - &
v Totals
B Q 1-10f1 v | ViewAll
unit Total Lines. Total Debits Total Credits  Journal Status Budget Status
uscot 3 0.00 0.00 T N

 Add H Update/Display

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.

Favortes ¥ Main Menu ~ General Ledger v > Joumals ¥

2

| SOUTHCAROLINA
Header ‘ Lines ‘ Totals || Erors || Approval
Unit Usco1
Template List
InterfintraUnit
~ Lines
5 Q
Seloct Line? “Unit
o 1 uscot a
o 2 uscot a
s} 3 uscot
4 uscot
5 uscot
6 uscot
7 uscot
Lines to add 1 + - a
~ Totals
5 Q
Unit Total Lines
uscot 7
Save ‘ Notify. Refresh

Joumal iy~ > CrotelUpdatedoul Enties Worklst | i Home | Sign out

.
Journals ~ ' Search oY Advanced Search AddTo ~ Q

Nolfcations

| NewWindow | Help | Personalize Page

NavBar

Journal ID 0000180281 Date  04/12/2024 Errors Only
Search Criteria Change Values View Audit Logs
*Process | Edit Journal v Process 5 @ Line 10
1T0f7 v
“Ledger SpeedType Budget Date ™ Reference Amount Cost Share Oper Unit Dept
ACTUALS 04/12/2024 INV 12 -750.00 Q| cLos Q| 220000
ACTUALS 04/12/2024 INV 1 250.00 Q| cLoto Q| | 620499
ACTUALS 04/12/2024 INV2 500.00 Q| | cros2 Q| | 111500
ACTUALS 0471212024 25000 cLog 000000
ACTUALS 04/12/2024 -250.00 cLoto 000000
ACTUALS 04/12/2024 500.00 cLoo 000000
ACTUALS 04/12/2024 -500.00 cLos2 000000
1-10f1 v | ViewAl
Total Debits Total Credits | Journal Status. Budget Status.
1,500.00 1,500.00] v v
‘ Add ‘ Update/Display
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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.

[ A ——— Workist | i Home | Sign Out

e 20 @

Nolffcations  NavBar

| NewWindow | Help | Personalize Page

teader | Lines || Toals “ Approval

unit  USCO1 Journal ID 0000180281 Date  04/12/2024

~ Header Errors
B Q 1-10f1 v

Field Long Name Message Text
No journal headers are marked in error.
~ Line Errors
B Q 1of1 v
Field Long Name Message Text

No joumnal line between line 1 and line 7 is marked in error.

‘ Return to Search Notify Refresh Add Update/Display.

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.

Workist | i Home | Sign Out

ae
Notfications  NavBar
| NewWindow | Help | Personalize Page

AddTo v

teader | Lines || Tois || Emors ‘
Unit yscor Journal 1B 000180281 Date 4411212024

Approval Status Qi 1of1 v

Uit UsCot
Approval Check Active Y

Approval Status  None

Approval Action | Approve v

Deny Comments 12

254 characters remaining

> Approval History

‘ Return to Search Notity Refresh Add | UpdateiDisplay

Header | Lines | Totals | Erors | Approval
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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.

Fovorios > | ManNonu~ > GeneraLedger= > Joumals > JoumalEnry~ > CrealeUpdae doumal s Workist | i Home | Sign out

e 20 @

Journals. + | Search B Acvanced Search N
Nolffcations  NavBar

| New Window | Help | Pesonalize Page
Header ‘ Lines H Totals ‘ Errors ‘ Approval

i Submit
Unit - yscot Journal 1D 500010281 Date  ga/1212024 o

Approval Status Qo 101 v

Unit USCO1
Approval Check Active Y
Approval Status  Pending Approval

Approval Action | Approve v

Deny Comments

254 characters remaining

GL JE Journal Approval
= Unit USCO1, ID 0000180281, Date 2024-04-12, Line Unit USC01:Pending

(5L dournl Enty Approval

[Pendi

Not Routed
?| @ e e sepner

(© {E doumalEnty Approver 1

> Approval History

Save ‘ Return to Search Notify ‘ Refresh Add Update/Display

Header | Lines | Totals | Errors | Approval

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.

WanMonu~ > GenoralLadger = > Jdoumals » > Joumal ey~ > GreatUpdae doumalEnis Workist | i Home | Sign out
Q

Nolffcations  NavBar

Favorios

JTHCAROLINA Budget Check Journal

AddTo v

ey ) | New Window | Help | Personalize Page
Header ‘ Lines ‘ Totals || Emors || Approval
Delete Journal
Edit/ Pre-Check.
Unit UsCo1 Date  04/12/2024 Errors Only
Template List Edit Chartfield Cha View Audit Logs
InterfintraUnit  Edit Journal 5 tne | 10 3 =
Post Journal
~ Lines
Print Journal
5 Q 170f7 v
B errecn ournar
Select Line® “Unit “Lodger Submit Journal Referance Amount Cost Share Oper Unit Dept
o 1 uscot Q| actuas 0411212024 NV 12 -750.00 Q| cue Q| 220000
o 2 uscot Q| actuas 0411212024 NV 1 250,00 Q| cwon Qe
[a] 3 uscot Q| actuas 04112/2024 N2 500.00 Q| cxz @l 150
4 uscot ACTUALS 0411212024 250,00 cLog 000000
5 uscot ACTUALS 0411212024 -250.00 cLoto 000000
6 uscot ACTUALS 04/12/2024 500.00 cLosg 000000
7 uscot ACTUALS 0411212024 -500.00 cLosz 000000
Lines to add 1 + - 8
~ Totals
5 Q 110f1 v | View Al
unit Total Lines Total Debits Total Credits  Journal Status. Budget Status
uscot 7 1,500.00 1,600.00 v v
‘ Notify Refresh | add || updatemispiay
beader | lines | Totals | Erors | L
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Step 3: Click the Report Manager link.

WanMona > > Gonoral Ladger = > doumals = > doumalEnity+ > CreateUpdat doumal Enins Workist | fi Home | Sign Out
.
Q

AddTo v S
Nolffcations  NavBar

vunersiryo Journals ~ | Search B Advanced Search

= \
4% | SOUTHCAROLINA

| New Window | Help | Personalize Page
Header ‘ Lines ‘ Totals || Erors || Approval
Unit  USCO1 Journal ID 0000180281 Date  04/12/2024 Errors Only
Template List Search Criteria Change Values View Audit Logs
InterfintraUnit *Process _ Print Journal M Process 5 @ Lne 10 3
Process Monitor
~ Lines
8 Q 1707 v
Select “Unit “Ledger SpeedType Budget Date ™ Reference Amount Cost Share Oper Unit Dept
(a] 9 usco1 Q  ACTUALS 04/12/2024 INV 12 -750.00 Q  [cLoas Q 220000
[a] 2 uscot Q  ACTUALS 04/12/2024 INV 1 250.00 Q cLoto Q 620499
] 3 uscot Q  ACTUALS 04/12/2024 INV2 500.00 Q |cLos2 Q 111500
4 uscot ACTUALS 04/12/2024 250.00 cLosg 000000
5 uscot ACTUALS 04/12/2024 -250.00 cLoto 000000
[ uscot ACTUALS 04/12/2024 500.00 cLosg 000000
7 uscot ACTUALS 04/12/2024 -500.00 cLos2 000000
Lines to add 1 + -
- Totals
5 Q 110f1 v View All
Unit Total Lines Total Debits Total Credits  Journal Status. Budget Status
uscot 7 1,500.00 1,500.00 v v
save || Retumtosearch | Notity || Refresh Add || UpdatolDisplay
Header | Lines | Totals | Errors | Aporoval

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.

Fovrtos > | Wan GeneaLodger = > Joumals v > JoumalEnty+ > CretoUpdale Jouna Enties > Repor Manager Workist | Home | Sign out

n*

8 | oo A~ Searcn Advanced Search Ao+ = ®
f 3 Notigatons_ Navsar

SOUTH CAROLINA
New Window | Help | Personalize Page

List ‘ Explorer ‘ Administration ‘ Archives

View Reports For

Name Created On Last v 1 Days v
Reports

B Q 1404 v | View Al
Report Report Description Folder Name Completion Report ID. Giocess
P & o Date/Time & Instance
GLX7501 - GLX7501.PDF General 04112124 11:35AM 1899634 3013924
3 GL_JEDIT_O PSIGLONLINE JOURNAL EDIT | General 04112124 11:32AM 1899630 3013920
4 GL_JEDIT_O PSIGL ONLINE JOURNAL EDIT | General 04112124 11:15AM 1899629 3013919

o |

List | Explorer | Administration | Archives

e
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Step 6: Click the pdf link.

Fovortos > | ManNonu~ > GonerlLedger = > Joumals™ > JoumalEnry~ > CrenleUpdae doumalEnes > Report Manager Workist | i Home | Sign out

g Acvancea searcn Mo~ 2
SOUTH CAROLINA Nolfcations

New Window | Help | Personalize Page

Report

ReportID 1899634 Process Instance 3013924 Message Log
Name  XMLP Process Type XML Publisher
Run Status  Success
GLX7501 - GLX7501.pdf
Distribution Details
Distribution Node DNODE Expiration Date  04/27/2024.

File List
Name File Size (bytes)  Datetime Created

GLX7501.pdf I 8,049 04/12/2024 11:35:18.317946AM EDT

Distribute To
Distribution ID Type “Distribution ID

User BASHOJAS

Return

Step 7: From here you can download and/or print the JE.

GLX7501.pdf 50% + | B ®

AcLE PeapleSoft Finandials Page 1or2
Ropot Dsfon: GLXT501 Joumal Eniry Detail Roport Runste: w1z
RunTme: 143503
uscor Lodger Group: Forsign Currncy:
oocoteczat Source: Rate Type:
aas Efectve Dae:
(CAS Clcon i hre e
o ety 3020

fomay sty

oy g

e e
Opentom

Dot oue ooz

oracLe PeopleSoft Finandials age: 2012
RegotDafron: GLXTS01 Joumal Entry Detail Roport

e
t1a503

Uit Uscai Lodger Group: cTunts
Jouml0: oocoteezat Source: on
anas Reversa: Nore
(CAS Elcton Bilng g o 0 .
oo ety 3038 Reversa Dae:

gt et st

jo A

s, e Tomeraon
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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.

GonoralLacger = > doumals = > Joumal it~ > reateUpdae JoumalErirs Workist | i Home | Sign out

.

a2 ©)
Notficatins  NavBar
New Window | Help

Create/Update Journal Entries

*Business Unit USCO1 Q.
“Journal ID | NEXT

*Journal Date  04/12/2024

Add

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

Joumal Enry~ > CreatoUpcatsJoumal Entes Workist | i Home | Sign Out

.
Q

Notfications  NavBar

New Window | Help

AddTo v

Create/Update Journal Entries

Use Saved Search: v

Find an Existing Value @ Add a New Value
Vv Search Criteria

Enter any information you have and click Search. Leave fields blank for  list of al values.

O Recent  Ghoose from recent searches 7 Fsaved | choose flom saved searches e
Searches Searches
Business Unit = v uscot Q

|JoumnIID begins with /| 0000180281

Journal Date = v

Document Sequence Number  begins with

Line Business Unit = v Q
Journal Header Status = v v
Budget Checking Header Status | = v v
Source = v ONL Q
Entered By beginswith /| BASHOJAS Q
Attachment Exist = v v
Journal Class  begins with Q

Long Description  begins with v/

A Show fewer optons:

(O Case Sensitive

Creating a Journal Entry April 2024



Step 3: Review the JE details.
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v Search Results
1rows -

Business  Journal  Journal  UnPost
unit D ate- Sequence

uscot 0000180281 04/1212024 O

Document
Sequence.
Number

(blank)

Business Unit "USCO1" Journal ID "0000180281" +2 more

Budget

Line Journal % Journal Journal Journal Net
Bumss Hamaar Gk Lotger g, G T Gl SO o e, Atschment
Unit Status. Lines Debits Units
Status
CAS Electron
usco1 Valid Valid ACTUALS ONL usD 7 1,500.00 0 Billing BASHOJAS Y
charges f

110f1 v

Journal

(blank)

| View All

Long
Description

CAS Electron

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.

Favories ¥ Main Menu General Ledger v

SOUTH CAROLINA

Header | Lines || Tos || Emors

Unit  Uscot
Template List

[ InterfintraUnit

~ Lines

IQ‘? | Q

Zoom Lines
uscot
Download Lines Table to Excel

+

Lines to add 1

v Totals

B Q
Unit Total Lines
uscot 1

(sw] | wour

Header |_Lines | Totals

Refresh

Errors | _Approval

Joumals +

Approval

Joumal Enry v

Journal ID

“Process

“Ladger

ACTUALS

Create/Update Joumal Enires

NEXT

Edit Journal

SpasdType

Total Debits

0.00

Journals + | Search

BY Advanced Search

Date 041212024
Change Values
v Process
1of1 v
Budget Date Raforance Cost Shara Oper Unit Dept Fund
04/12/2024 Q Q Q <
1-10f1 v | ViewAl
Total Credits  Journal Status. Budget Status
0.00 T N

Add Update/Display.

Worst | i Home | Sign out

a

AddTo v 2
Nolfcations

NavBar
| NewWindow | Help | Personalize Page

Step 3: Highlight the field you would like to move and use the arrows to move it up or down.

Favores ¥ | Main Menu ¥

General Ledger ~

Joumals

SOUTHCAROLINA|

[ Inter/intraUnit J

+ Lines
5 Q

Select Line ™ “Unit

o 1 uscot

Lines to add j\ + = u
+ Totals
5 Q
Unit Total Lines
uscot 1

save || Notity | Refresh

Header | Lines | Totals | Erors | Approval

‘ Header H Lines H Totals H Errors H Approval
Unit Uscot
Tomplato List

Q

Journal Entry

Journal ID

*Process

*Ledger

ACTUALS

Edit Journal

CreatelUpdate Journal Enlres

Grid Customization

Lines

NEXT

SpeedType.

Total Debits

0.00

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.

Frozen columns display under every tab.

Column Order Sort Order
R b B e
Line (frozen) 20 [BudgetDate
Unit ISelect
"Ledger lOper Unit
Spesdine O Hidden [Dep desc)
udget Date ount

Reioence OFrozen (o
Gost share Reference (desc)
(Oper Unit PG Bus Unit

Pt Fund
Fund
|Account
(Class
PG Bus Unit
Project
|Activity

ount
Product
[SPEEDTYPE_SHOW
[Funding Source
Calcul
stat
stat Amt
uom
PG Status

ok || cancel | Preview |copy setings Stare Setings Deete Setings

@
=

Help

10f1 v
Descending Fund

Q c

| Add || UpdatelDisplay

Worisl || #& Fome! | Sign out
a

AddTo = =
Notfications

NavBar.

| NewWindow | Help | Personalize Page|
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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.

Favortes ™ | Main Menu ™ General Ledger ¥ > Joumals ¥ > Joumal Entry ¥ > Greate/Update Journal Entries

Workist | & Home | _Sign out

Grid Customization P N
SOUTH CAROLINA Notfcatons  NavBar
Help | New Window | Help | Personalize Page
Heaten ‘ Tines ‘ Totals | Ermors H Approval ‘ Lines
Unit  USCO1 Journal ID  NEXT Personalize Column and Sort Order
Template List
fomeReES o order columns or add fields to sort order, highlight column name, then press the appropriate button.
[ Inter/intraUnit J *Process | Edit Journal Frozen columns display under every tab.
) Column Order Sort Order
+ Lines oy o,
Line (rozen) Budget Date .
s Q “Unit © Select S 1-10f 1
“Ledger Oper unit E
K K SpeedType O Hidden |Dept (desc) D ing
I Line? Unit Led edType idden esconding Fund
Select ine- nit edger Spes it Qiaden Dor [vt une
[ Project
| [Amount Reference (desc) i o
o 1 |uscot Q  ACTUALS oo i Q
| |oper Unit Fund 3
Dept
Fund
Linestoadd | 1 + - B [Rocount
Glass
PG Bus Unit
~ Totals. Project
| |actvty
5 Q An Type
Journal Line Desorption
uct
Unit Total Lines Total Debits SPEEDTYPE_SHOW
Funding Source
“Caloulate
uUscot 1 0.00 stat
StatAmt
| luom
PG Status
| Notify | Refresh | Add || UpdatelDisplay
Header | Lines | Totals | Erors | Approval oK | Cancel || Preview |Copy Settings Share Settings Delete Settings

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

Favortos | Main Menu + (Genoral Ladgor+ > Joumals ¥ > doumal Enry v > _ CroatafUpdata dournal Entics Workist | # Home | SignOut
.
Journals ~ Search BY cvanced Scarch aow 2
SOUTH CAROLINA Nolfcations  NavBar
| New Window | Help | Personalize Page
Header | Lines ‘ Towls | Ermors ‘ Approval
Unit - USCO1 Journal ID NEXT Date 0411212024
Template List Change Values
[ Inter/intraUnit *Pracess | Edit Journal v Process.
~ Lines
5 Q 110f1 v
Select Line™ “Unit “Ledger SpeedType Budget Date ™ Reference Amount Cost Share Oper Unit Dept
[s] 1 uscot Q  ACTUALS 04/12/2024 Q Q
Lines to add 1 + - &
~ Totals
B Q 1101 v | View Al
Unit Total Lines Total Debits Total Credits  Journal Status. Budget Status
uscot 1 0.00 0.00 T N
Notify | Refresh Add || Update/Display
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