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Copying a Journal

Information Technology Services Reference Sheet
Copying a Journal

Procedure

This guide explains how to copy an existing or old journal to edit or update the information.

Step Action

1. Log into PeopleSoft Financials.

Click the General Ledger menu item,

Click the Journals link.

Click the Journal Entry link.

Click the Create/Update Journal Entries link.

WAl CASE WESTERN RESERVE
UNIVERSTITY ~ poromg Home | Workist | Addto Favorites Sign out
Search: New Window | Help | 15

> My Favorites Create/Update Journal Entries

> Employee Self-Service
[ Vendors J_Eind an Existing Value '} Add a New Value ',
[ Purchasing

> eProcurement

> Senvices Procurement Business Unit:

[ Accounts Payable

" Journal 1D:
- Commitment Contral
> General Ledger Joumal Date: [p9/20/2010 [
< Journals
= Journal Entry
— Create/Update Journal Add

Entries

D;—Q*;CQ ‘Jj’“ma'ﬁ Wewwue

rocess Journals

[> Review Financial

Information

— General Ledger Center

> Case Departmental
Deposits

[- Case Petty Cash
Management

[» SCM Integrations

> Set Up Financials/Supply
Chain

[ Worklist

(- Tree Manager

[» Case Reports

> Reporting Tools

- PeopleTools

— My Personalizations

— My System Profile

|— My Diclionany
Done «/ Trusted sites | Protected Mode: On F100% -
Step Action
2. The Create/Update Journal Entries page appears.

Click the Find an Existing Value tab.
[Find an Existing Valug|
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Home Worklist Add to Favorites Sign out

Search: New Window | Help | 2,
- My Favorites Create/Update Journal Entries

- Employee Self-Service Enter any information you have and click Search. Leave fields blank for a list of all values,

[- Vendors

1> Purchasing { Find an Existing Value {_Adda New Value ',

[- eProcurement
[- Services Procurement
[ Accounts Payable Business Unit: = CASE1
[ Commitment Control
[~ General Ledger
7 Joumals Journal Date: = - 5
< Journal Entry
BT RN e Journal Header Status: = M M
Entries Budget Checking Header Status: = - -~
— Copy Journals
> Process Joumnals Sourcs: =T Q
I Review Financial
- g;‘;’g:;‘f:dae,cme, Search | Clear |Ba5|c search |5 Save Search Criteria
[> Case Departmental
Deposits
> Case Petty Cash
Management
> SCM Integrations
[ Set Up Financials/Supply
Chain
[- Worklist
> Tree Manager
[» Case Reports
> Reporting Tools
> PeopleTools
— My Personalizations
— My System Profile
— My Dictionary

Journal ID: beginswith ~ |

Find an Existing Value | Add a New Value

Done «/ Trusted sites | Protected Mode: On ®100% ~

Step

Action

3.

Use the search criteria to find a journal to copy. In this example, enter the full
Journal ID number or change the drop down to contains to enter a partial journal
number.

begins with |

Click the Search button.
Search
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Search:

&

> My Favorites

- Employee Self-Service
[- Vendors

> Purchasing

[- eProcurement

[- Services Procurement
[ Accounts Payable

[ Commitment Control

ASE RES)
UNIVERSITY  por g

ERVE

Add to Favorites

New Window | Help | B,

Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value {_Adda New Value ',

Business Unit: =

e Journal ID: beginswith ~ 0000204196
~ Journals Journal Date: = - ]
< Journal Entry
Create/Update Journal Journal Header Status: = - M
Entrie: Budget Checking Header Status: = - -
— Copy Journals
[» Process Journals Source: =T a
I Review Financial
_ g;i’g:;‘f:dae, Coaey Search | Clear |Ba5|c search [ save Search Criteria

[> Case Departmental

Sign out

m

Deposits Search Results
> Case Petty Cash
Management 112 of 12
> SCM Integrations Budget Journal
> Set Up Financials/Supply Joumaiip Joumal  UnPost ‘#:;;":r' Checking Ledger Soume(nrrencw%m P
Chain —  Da Se nencsm Header Grou = Code Lines Debits Statistical —
[> Worklist = Status =~ Units
[ Tree Manager 0000204196 09/13/20100 Valid Valid ACTUALSUGN USD 7 50 o Reclass copy charges for alloc
[ Case Reports 0000204197 09/13/2010 0 valid  Valid ACTUALSUGN USD 2 50 0 TRANSFER FUNDS TO OFR ACCO
eSS 0000204185 0913/20100 Vaid Vel ACTUALSUGN USD 2 0 @ 250 characters: 250 characlers
e . 0000204199 09/13/2010 0 Valid  Valid ACTUALSUGN USD 2 R Journal journal journal journa
— My Personalizations " :
- My System Profile 0000204200 09/13/2010 0 WValid Valid ACTUALSUGN USD 2 50 o Moving copy charges from cost
— My Dictionary 0000204201 09/13/20100 Valid Valid ACTUALSUGN USD 2 50 o This journal is being done bec
0000204202 09/13/2010 0 Valid Valid ACTUALSUGN USD 2 50 o Training journal, leaming how
0000204203 09/13/20100 Valid Valid ACTUALSUGN USD 2 50 o To correct charge made to Mand
0000204204 09/13/20100 Yalid Valid ACTUALSUGN USD 2 50 o Eell asleep while entering reg m
000020420500M12/20100 Valid Valid ACTUALEUGN USD 2 5 o Training journal.
0000204206 09/13/20100 Valid Valid ACTUALSUGN USD 2 24716 0 SCTL meeting 9.15.10 incorrect
0000204209 09/13/20100 Edit Req'd Not Chk'd ACTUALS UGN USD 2 o o SCTL meeting 9.15.10 incorrect
o il | i
« Trusted sites | Protected Mode: On H100%
Step Action

5.

A list of journals based on the search criteria will appear. Choose the Journal to

copy.
0000204196

CASEWES
UNIVERSITY

Menu &
] ®

[ My Favorites
> Employee Self-Semnvice
[ Vendors
> Purchasing
[- eProcurement
[- Services Procurement
[+ Accounts Payable
[ Commitment Control
[~ General Ledger

= Journals

< Journal Entry

Create/Update Journal
Entrie:

— Copy Joumnals
[> Process Journals
[» Review Financial
Information
— General Ledger Center
[» Case Departmental
Deposits
- Case Pefty Cash
Management
[> SCM Integrations
> Set Up Financials/Supply
Chain
[ Worklist
[ Tree Manager
[» Case Reports
> Reporting Tools
- PeopleTools
— My Personalizations
— My System Profile
— My Dictionary

TERN RESERVE

*Ledger Group: ACTU Auto Generate Lines

Ledger: Adjusting Entry: Non-Adjusting Entry

*Source: UG Fiscal Year: 2011

Reference Number: Period: 3

SJE Type: ADB Date: 2

Journal Class: Q [7] save Journal Incomplete Status Nicole N Dyme

Transaction Code: GENERAL Q TRNADOT
368-0001

Currency Defaults: USD / CRRNT /1
Commitment Cantral

ESave| .QRetumtDSean:hl ] Frevious in Lis | ] Next in Lisll ElNutify| %, Refresh

Header | Lines | Errors | Approval | Backup Documentation

EST 1826 Hom: Wil _Add to Favorites _Sian out
Mew Window | Help | Customize Pace |
[ Header Y Lines | Emors y Approval | BackupD 1Y
Unit:  CASE1 Journal ID: 0000204196 Date: 09/13/2010
*Long Description: Reclass copy charges for allocation purposes r

Done

+/ Trusted sites | Protected Mode: On ®100% ~
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Step

Action

6.

Lines

The Journal appears.
Click the Lines tab.

[ -]

Choose Copy Journal from the dropdown list.

CASE WESTERN RESERVE

— Copy Jounals
[> Process Journals

UNIVERSITY gorpg Home | Workist | Addta Favorites Sign out
Search: Mew Window | Help | Customize Page | /5,
& My Favorites [ Header f Lines Y Emors | Approval | BackupD 1Y
- Employee Self-Senvice . ' -
% Vendors Unit:  CASEY JournallD: 0000204195 Date:  09M3/2010 Process: |SETIIE] _Frocess |
- Purchasing Template List  Search Criteria  Change Values Errors Only Line: 10
[- eProcurement
[- Services Procurement ¥ Lines
> Accounts Payable x
Line Account ~Journal Line Description Project Event
b e B Select Line  Speed Type Account Journal Line Description Amount Prolect Event
[~ General Ledger B 1 OPR211417 O, 532610 . 9M0 Copy Charges 50.00 AXBG059813
= Journals
< Journal Entry | o2 OPR261221 O 532610 @, 9110 Copy Charges -50.00 AXBB05913
~ Create/Update Joumal
Entrie Linestoadd: 1 =

omize | Find | V

[> SCM Integrations

> Set Up Financials/Supply
Chain

[- Worklist

[ Tree Manager

[» Case Reports

> Reporting Tools

> PeopleTools

— My Personalizations

— My System Profile

— My Dictionany

3 ﬁ::rfﬂ“g‘ﬂlﬂ"“ﬁ' Unit Total Lines Total Debits Total Credits Journal Status Budget Status
— General L edger Center @E= 2 5000 5000 ¥ ¥
[» Case Departmental
Deposits & save | S\Returnto Search [ 1 4[] Next in List ‘ otify | % Refresh
- Case Pefty Cash
Management Header | Lines | Errors | Approval | Backup Documentation

il ] v

«/ Trusted sites | Protected Mede: On H100% -

Step

Action

Process

Click the Process button.
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Search:
[ My Favorites

> Employee Self-Semnvice
[ Vendors
> Purchasing
[- eProcurement
[- Services Procurement
[+ Accounts Payable
[ Commitment Control
[~ General Ledger
= Journals
< Journal Entry
— Create/Update Journal
Entries
— Copy Jourmnals
[> Process Journals
[» Review Financial
Information
— General Ledger Center
[» Case Departmental
Deposits
- Case Pefty Cash
Management
[> SCM Integrations

> Set Up Fir ipply

Journal Entry Copy

Business Unit: CASE1

Journal ID:
Journal Date:
ADB Date:

‘Currency Effective Date:

@ Do Not Generate Reversal
© Beginning of Next Period
(©) End of Next Period

) Next Day

) Adjustment Period

) On Date Specified By User
Period:

Chain
[- Worklist
[ Tree Manager
[» Case Reports
> Reporting Tools
- PeopleTools
— My Personalizations
— My Svstem Profile
— My Dictionary

Reversal Date:

ok | cancel | Refresn |

09/20/2010 |3

El

Copying a Journal

Add to Favorites

Sign out

Mew Window | Help | Customize Page | 5}

Copy From ID: 0000204196 Copy From Date:  09/13/2010
Ledger: ["I Reverse Signs
New Ledger: Recalculate Budget Date

Document Type: [] save Journal Incomplete Status

(@ same As Journal Reversal
On Date Specified By User

ADB Reversal Date:

Done

«// Trusted sites | Protected Mode: On ®100% ~

Step Action

9. The Journal Entry Copy page appears. If necessary, check the Reverse Signs

checkbox to reverse the signs of the original journal being copied.
||:| Reverse Sign5|

10.

Click the OK button.

OK

11.

The Journal has been copied, make note of the new Journal ID number. Also, note
the Journal and Budget Status are now N.

Click on the Header tab to update the header description and other information
that is necessary.

Published 9/22/2010

Page 5




I VER

CASE WESTERN RESERVE
l U N ERSITY rst 1826

Copying a Journal

CASE WESTERN RESERVE
UNIVERSITY ~ po a6 Ho Workiist Add to Favorites | _Sign out

Search:
®

New Window | Help | Customize Page |

[ Header f Lines Y Emors | Approval | BackupD ion |

[ My Favorites

[ Employee Self-Service . .
[> Vendors Unit:  CASE1 JournallD: 0000204210 Date: 09/20/2010 Process:
> Purchasing

[- eProcurement

[- Services Procurement
[+ Accounts Payable o - . —
- Commitment Contral Select Lin Speed Type Account Journal Line Description Amount
I~ General Ledger F 1 OPR211417 @, 532610 €, 9M0 Copy Charges 50

= Journals
= Journal Entry [ 2 OPR261221 O, 532610  Q 9/10 Copy Charges -50.00 AXBE05913 ]

ate/Update Journal
Tl Lines to add: 1 =

— Copy Jounals
[> Process Journals
3 ﬁ::rfﬂ“g‘ﬂlﬂ"“ﬁ' Unit Total Lines Total Debits Total Credits Journal Status Budaet Status
— General Ledger Center CASE1 2 000 000 N N
[ Case Departmental
Deposits ﬁs:ave| QREtum(DSEan:hl 108 Previous in Lis | 4[] Nextin Lisll ElNutify| %) Refresh
- Case Pefty Cash
Management Header | Lines | Errors | Approval | Backup Documentation
[ SCM Integrations
> Set Up Financials/Supply
Chain
[- Worklist
[ Tree Manager
[» Case Reports
> Reporting Tools
> PeopleTools
— My Personalizations
— My System Profile
— My Dictionary

Edit Journal n Process
Copy Journal
Delete Journal

Edit Journal

Template List Search Criteria Change Values Errors Only

Event
AXBE05913

) I ] +
+/ Trusted sites | Protected Mode: On % 100% ~

Step Action

12. To complete the new journal follow the Edit and Submit process using the Process
dropdown choices.

13. This completes the instructions for copying a journal.
End of Procedure.
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