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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. 

 
 

Step Action 

2. The Create/Update Journal Entries page appears. 
Click the Find an Existing Value tab. 
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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. 

 
4. Click the Search button. 
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Step Action 

5. A list of journals based on the search criteria will appear.  Choose the Journal to 
copy. 
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Step Action 

6. The Journal appears.   
Click the Lines tab. 

 
7. Choose Copy Journal from the dropdown list. 

 

 
 

Step Action 

8. Click the Process button. 
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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.   

 
10. Click the OK button. 

 
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. 
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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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