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GL 01: Enter ajournal entry into the system

Procedure

This User Guide outlines the steps required to enter a journal entry into the system.
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Step Action

1. Click the General Accounting button.
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Action

Click the Journals button.

General Accounting Joumals

Dashboard

A
=)

Period Close

© © usERs, TEST Doctor ~

Data Access Set: UW CAD

Columns Hidden 9

Journals
A
4 Journals
Requiring Attention (0) = Requiring My Approval (0)  Pending Approval from Others (0)  Incomplete (2)  Import Errors (0)
View v Formatw B Freeze Wrap  Errors All(0) v 1)
Accounted Accountiny
Source  Journal Batch P Issue
Debit Credit
No data to display.
>
Columns Hidden 1
4 Process Monitor
View (& FlatList () Hierarchy
View w Resubmit Status Error ~ Time Range Last72 hours v @ﬁ
Process Name ProcessID  Status Scheduled Time OV""" Parameters
utput
No data to display.
>

Step

Action

Click the Go to Task menu.
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© © MukiaGoya~

General Accounting Journals Period Close
Dashboard
Data Access Set: UW CAD
E Journals
JOUITI&|S = Manage Journals
+ Create Journal
« Create Journal in Spreadsheet
4 Joumals « Create Encumbrance Journal in Spreadsheet
« Run AutoPost
— - ) - Run AutoReverse
Requiring Attention Requiring My Approval (0)  Pending Approval from Others (2)  Incomplete (0)  Import Erm
Allocations
view v Format v B Freeze (s Detach Wrap  Emors Al(0)v 1) « Create Allocation Rules
+ Generate General Ledger Allocations
Accounted N
Source Journal Batch .: « Generate Intercompany Allocations
Debit Credit Joumnal Import
No data to display. « Import Journals
+ Comrect Import Errors
Columns Hidden 1
« Delets Import Data
Subledger Accounting
A Process Monitor « Create Accounting
« Create Subledger Journal
View (@ Flatlist O Hierarchy « Create Subledger Journals in Spreadsheet
« Review Subledger Joumals
View v Resubmil Status Error v TimeRange Last7Zhours~ @)
Taxable Transactions
Process Name Process D Status Scheduled Time O‘f]'f":’“ Paran ~ * Creale Taxable Transactions in Spreadsheet
P + Correct Taxable Transactions in Spreadsheet
No data to display.
Catiems Uiddan o 1
https:/fefhe-test.fin.ca2.oraclecloud.com/ledger/faces/FndOverview?fnd=%38% lse963B256% I jeld de_general_accounting j

.

Step Action

4. Click the Create Journal link.

Create Journal

2 © @ users TESTDoctor-

Data Access Set: UW CAD

Create Journal
4 Journal Batch | snow More

Joumnal Batch

Description

4 Journal | Show More
Journal
Description

* Ledger UW CAD
= Accounting Date 31-Dec-2017

* Category  Adjustment

4 Journal Lines

Actions w View v Format w

" Accounting Period Dec-18
” Balance Type  Actual

Attachments None =

+

B

Save w  Complete ¥ Post w  Cancel

Projected Balances 29}

PTD w Total v

Baich Actions w

Source Manual

Approval Status  Required
Funds Status  Not attempted

Batch Status  Unposted

Completion Status  Incomplete

o+

Currency | CAD - Canadian Dollar
Conversion Date  31-Dec-2017
Conversion Rate Type User

E‘g Conversion Rate 1

Inverse Conversion
Rate

X E B Detach Wrap

Entered (CAD)

No lines selected

| Journal Actions w

Step Action

5. Validate the Accounting Period is correct and change as required.
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Data Access Set: UW CAD

Create Journal
4 Journal Batch | snow More
Joumal Batch
Description

* Accounting Period Dec-18
* Balance Type  Actual v

Attachments None =

4 Journal | Show More
Journal
Description
* Ledger UW CAD

* Accounting Date  31-Dec-2017 [y

* Category  Adjustment

4 Journal Lines

Adions w View v Fomalv 4 B X &

=4

Save ¥  Complete

Source

Approval Status

Funds Status

Batch Status

Completion Status

v

ot

¥ Post w | Cancel

Baich Actions w

Manual

Required

Not attempted

Unposted

Incomplete

| 4= | Journal Actions w

Currency | CAD - Canadian Dollar ¥

Conversion Date  31-Dec-2017

Conversion Rate Type User

Conversion Rate

Inverse Conversion

in"| Detach Wrap

Entered (CAD)

Projected Balances

PTD w Total v

Mo lines selected.

O © @ wusers, EsTDOO

Step

Action

Click the"+" icon to add attachments.
Add journal entry backup documentation, such as emails or spreadsheets, in

this area.

-

Attachments
Adtions v View w o= ¥
Type * File Name or URL

Nofle selected.

File

<

Rows Selected 1 Columns Hidden 1

Description

Attached By

traind

Attached De

11-Jan-2018

>

Step

Action

Click the Browse button to add files.

| Browse_. |
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@ File Upload X

4 |« UW » GL » Testscripts > ~ @ | Search Test scripts o

Organize = New folder B=v m @
~
|| odare A Name Date modified Type

[| Procurement || test seript 12/5/2017 954 AM  File folder
|| Test scripts ALM Test Scripts SIT2 - For Training - No...  12/7/20173:32PM  Microsol
8 Tris o Barb Test Scripts.xsx 12/14/201711:43 .. Microso
= Copy of SIT2 Prep GL Test Seriptsxisx 1/22/201710:22 .. Microso
=0 GL-012 Test Journal entry upload spreads...  12/14/2017 11:43 .. Microso
Intercompany GL - NEW.xlsx 1/11/2018 11:54 AM  Microso

& Downloads Intercompany Journal training.dsx 1/9/2018 11:28AM  Microso

b Music 0% Test GL-006 Spreadsheet Journalxisx 11/20/201711:38 .. Microso
] Pictures 11/20/201711:38 .. JPGFile
B Videos
25 0SDisk (C)

& Network v < I— >

Flkmm:“ v| Al Files (7] ~|

Description

Attached By

traind

Attached De

11-Jan-2018

>

Action

Select the file and Click the Open button.

Attachments

Adions v View v 4 ¥

Type * File Name or URL Title

I File TestJournal entryjpg Update... [rest Journal entryjpg

<
Rows Selected 1 Columns Hidden 1

Description

Attached By

traind

Attached De

11-Jan-2018

Action

Click the OK button.
OK
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ource wianuar ~
Description
< Approval Status Required
* Accounting Period Mov-17 v
Funds Status Not attempted
* Balance Type  Actual ~

Batch Status  Unposted

Attachments None ==
Completion Status  Incomplete

4 Journal | show More ~ o+ Joumal Actions ¥
Journal || Currency CAD - Canadian Dollar
Description Conversion Date  23-Nov-2017
“
1
* Losger [CRERS = Conversion Rate Type User
* Accounting Date  23-Nov-2017 e Conversion Rate 1
Inverse Conversion |
* Category Adjustment v

4 Journal Lines

Actions v View v Formatvy 4 [E X T E [&lDetach Wrap
Entered (CAD)
Line * Account Description
Debit Credit
P |
2
Total

Columns Hidden 7

Step Action

10. Enter the journal name into the Journal field.
Note: Please use the following naming convention for your journals in order to
facilitate finding your journal entry better: userid mmddyyyy.

KD unersiywwingsor @ *™ 2 © @ users TESTDoctor-

Data Access Set: UW CAD

Create Journal Save v | Complete v | Post v | Canget | 'olectedBalances 0

FTD v Tofal v
4 Journal Batch | show More Batch Actions w

Joumal Batch No lines selected

Source Manual

Description
4 Approval Status  Required
* Accounting Period Dec-18 v
Funds Status Not attempted
* Balance Type Actual v

Batch Status  Unposted

Attachments Nene ==
Completion Status  Incomplete

4 Journal | show More v + Journal Actions v
Journal | Test Journal Currency CAD - Canadian Dollar v
Description Conversion Date  31-Dec-2017
“
* vocner (DD = Conversion Rate Type  User »
* Accounting Date  31-Dec-2017 fe Conversion Rate !

Inverse Conversion
" Category  Adjustment v

4 Journal Lines

Acions w View v Format w = [F X

Entered (CAD) s i

Step Action

11. Enter description into the Description field. Please ensure you put as much
detail as possible in the entry to aid with review and posting
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2 © @ users TESTDOCtor

Data Access Set: UW CAD

Create Journal save w Complete ¥ Post w | Cancel Projected Balances £3)
FTD v Tolal w
4 Journal Batch | snow More Balch Actions v
Journal Batch No lines selected.
Source  Manual
Description
4 Approval Status  Required
* Accounting Period Dec-18 -
Funds Status  Not attempted
* Balance Type  Actual v

Batch Status  Unposted

Attachments None ==
Completion Status  Incomplete

4 Journal | Show More v | 4= o | Journal Actions ¥
Journal | Test Journal Currency | CAD - Canadian Dollar v
Description Conversion Date  31-Dec-2017
y
* Ledger | UW CAD = Conversion Rate Type  User >
* Accounting Date  31-Dec-2017 e Conversion Rate !
Inverse Conversion 1
* Category  Adjustment v Rate

4 Journal Lines

Actions w View w Format w o= [ ®

Entered (CAD) s

Step Action

12. Enter details for each required line. Repeat steps 12 through 17 as required.

Click the Operating Unit list of values button.
=

Account

[ oe seqments

FUND

DEPARTMENT

PROGRAM

PROJECT A4

NATURAL ACCOUNT -

CLASSIFICATION 000 w | NA-Default

INTERFUND 00 - NA

FUTURE USE 000 w | NA-Default

| - i i - general_accounting_joumals&_afr...
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Step Action
13. Enter the appropriate information into the following fields:
FUND
DEPARTMENT
PROGRAM
PROJECT
NATURAL ACCOUNT
CLASSIFICATION
INTERFUND
FUTURE USE
Step Action
14. Click the OK button.
OK
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4 Journal Lines

P2

Total

Columns Hidden

5

Approval Status  Required

* Accounting Period Dec-18 v

Funds Status  Not attempted

" Balance Type  Actual v

Batch Status  Unposted

Attachments Nene ==

Completion Status  Incomplete

Actions w View v Fomatw o H X §F Detach
. |a Entered | - mple format: #,##0.00;.
Line * Account :
O #ER0.00
Debit
Entered Debit
P 1 1.1410.14100.000000.82620.000.00.0 B 2500

4 Journal | show More v + Journal Actions ¥
Journal  Test Journal Currency CAD - Canadian Dollar v
Description Testing Conversion Date  31-Dec-2017
“
* L odger [ . Conversion Rate Type User
* Accounting Date  31-Dec-2017 fe Conversion Rate
Inverse Conversion
" Category  Adjustment v

Step

Action

15.

Enter the details into the Debit or Credit field.

Note: do NOT enter a negative for a credit. Input a positive number in the credit

column.

4 Journal Lines

Actions w  View w

100000.82620.000.00.(

.

Columns Hidden

Fomatw o B X

Approval Status  Required

* Accounting Period Dec-18 v

Funds Status  Not attempted

Balance Type  Actual

Batch Status  Unposted

Attachments Nene ==

Completion Status  Incomplete

Entered (CAD)

Unit of Measure sg;':""ﬁf; Description
Debit Credit
=3 2,500.00
2,500.00
5

4 Journal | show More v + Journal Actions v
Journal  Test Journal Currency CAD - Canadian Dollar v
Description Testing Conversion Date  31-Dec-2017
“
Ledger UW CAD Conversion Rate Type User
* Accounting Date  31-Dec-2017 Y Conversion Rate
Inverse Conversion
" Category  Adjustment v

Description

Step

Action

16.

Enter the description into the Description field.
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2 © @ users TESTDoctor-

Data Access Set: UW CAD

Edit Journal save | v | [ Complats | v | [ Post | = | [ Cancal PR ET RS 0
Last Saved 11-Jan-20188:48 AM | pTD v Tolal v
4 Journal Batch: Test Journal 11-JAN-2018 08:48:00 | snow More Batch Actions w

No lines selected
Joumal Batch  Test Journal 11-JAN-2018 ¢

Source  Manual
Description

Approval Status  Required

* Accounting Period Dec-18 v
Funds Status  Not attempted
Balance Type  Actual
Batch Status  Unposted

Attachments Nene ==
Completion Status  Incomplete

4 Journal | show More Test Journal v | 4= = | Journal Actions w
Journal  Test Journal Currency CAD - Canadian Dollar v
Description  Testing Conversion Date  31-Dec-2017

Ledger UW CAD Conversion Rate Type User

* Accounting Date  31-Dec-2017 iy Conversion Rate !

Inverse Conversion
* Category  Adjustment v Rate

4 Journal Lines

Actions w View v Fomatwy 4 B ¥ TF & Wirap
' fhe-test fin.ca a: FrdOverview?fnd=33B%3B53B% 3Bfalsc % 38256338 % 3833880 d G deld=itemNode_general accou

g joumals& afr... | =

Step

Action

17.

Click the Save button.

Save

2 © @ users TESTDOON

Data Access Set: UW CAD

Edit Journal Save | v Complete v | Post v | Cancel Projected Balances o

Last Saved 11-Jan-20188:48AM  pPTD v Total v
4 Journal Batch: Test Journal 11-JAN-2018 08:48:00 | Show More Baich Actions w

No lines selected
Joumal Batch  Test Journal 11-JAN-2018 ¢

Source Manual
Description

Approval Status  Required

* Accounting Period Dec-18 v
Funds Status  Not attempted
Balance Type  Actual
Batch Status  Unposted

Attachments None 4=
Completion Status  Incomplete

4 Journal | Show More Test Journal v | 4= | Journal Actions w
Journal | Test Journal Currency CAD - Canadian Dollar v
Description  Testing Conversion Date  31-Dec-2017

Ledger UW CAD Conversion Rate Type User

* Accounting Date 31-Dec-2017 o Conversion Rate !

Inverse Conversion
* Category  Adjustment v Rate

4 Journal Lines

Actions w View v Formatw < [EH ¥ T E i Detach Wrap
hitpsi//efhc-test fin.ca2.oraclecloud.c gerftaces/FndOverview?fnd =%38%38%3B%3Bfalse%38256%3B%38%38&fdG . general_accounting_joumals&_afr... | +

Step

Action

18.

Click the Complete button.
Complete
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* ™ @ © © USER4, TEST Doctor ~

Data Access Set: UW CAD

Edit Journal save | v v | Cance  Froected Balances ©
Last Saved 11-Jan-20188:48 AM | pTD v Tolal v
4 Journal Batch: Test Journal 11-JAN-2018 08:48:00 | snow More Batch Actions w

Mo lines selected.
Joumal Batch  Test Journal 11-JAN-2018 ¢

Source  Manual
Description

Approval Status  Required

* Accounting Period Dec-18 v
Funds Status  Not attempted

Balance Type  Actual
Batch Status  Unposted

Attachments Nene ==
Completion Status  Complete

4 Journal | show More Test Journal v | 4= = | Journal Actions w
Journal  Test Journal Currency CAD - Canadian Dollar v
Description  Testing Conversion Date  31-Dec-2017

Ledger UW CAD Conversion Rate Type User

* Accounting Date | 31-Dec-2017 iy Conversion Rate !
Inverse Conversion
* Category  Adjustment v

4 Journal Lines

Actions w View v Fomatw < [E 3 T E iZlDetach . Wiap
-—test fin.ca2. F iew?fnd=" false%3B256%3B% 38" itemNode_general_: ing_joumnalsde afr... |+

Step Action

19. Click the Post button.

Post |

[Z3 Confirmation

The journal requires approval before it can be posted, and has been forwarded to the approver.

Step Action

20. Click the OK button, Then click the Cancel button.
OK
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Data Access Set: UW CAD

Edit Journal

4 Journal Batch: Test Journal 11-JAN-2018 08:48:00 | snow More

Joumal Batch  Test Journal 11-JAN-2018 ¢

Description
" Accounting Period Dec-18 v
Balance Type  Actual
Attachments Nene ==

4 Journal | show More Test Journal

Journal  Test Joural
Description  Testing
Ledger UW CAD
* Accounting Date  31-Dec-2017 [y

* Category  Adjustment v

4 Journal Lines

Actions w View v Format w

+ B x B

Approval Status  Required
Funds Status  Not attempted
Batch Status  Unposted

Completion Status  Complete

Currency CAD - Canadian Dollar v
Conversion Date  31-Dec-2017
Conversion Rate Type User

Conversion Rate 1

Inverse Conversion
Rate

save | v | Post v | Cancel Projected Balances 0

Last Saved 11-Jan-2018 8:48 AM PTD w Total v

Baich Actions w

No lines selected

Source Manual

| Journal Actions w

o+

Wrap

- —testfin.ca 9 FndOverview?

% 3B25633B% 3B% 3B&FndGl deld=itemNode_general_accounting joumalsé afr... | +

Step

Action

21.

End of Procedure.
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