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There are three main parts to process a journal successfully: ESP. The first step is
Edit. During the edit process the system checks the journals for errors. The next
step is to Submit the journal. This will submit your journal to workflow. The last
step is Print. You must print a copy of the journal and forward it along with
supporting documentation to Grants Accounting or the Controller’s Office as
appropriate.

Creating a Journal

1.

2.
3.
4

From the left hand navigation menu, click General Ledger.
Click Journals.

Click Journal Entry.

Click Create Journal Entries.

The Journal Entry search screen will appear.

Journal Entry

J/ Find an Existing ¥alue " Add a New Value |

Business Unit:
Journal ID:

Journal Date: [g3r01/2007 |[5

Add

Find an Existing Yalue | Add a hew Walue

5. Verify or enter the Journal Date.

jo

A journal is posted in the period based on the journal date. You may back date your
urnal to post in a prior period as long as that period is still open. (i.e. on March 2, 200x,

February 200x — period 8 remains open until March 5, 200x, therefore you are able to back
date your journal to a date in February 200x, 02/28/200x).

If you back date a journal to a period that is no longer open the journal status will be “E”

for error.

6. Click ﬁ.

The Journal Entry Header screen will appear.
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[ Header Y Lines Y Totals " Ewors Y Approval |

Unit:  CASE1 Journal ID: - NEXT Date: 03/01/2007

Long Description:

‘Ledger Group: ACTUALS Q Auto Generate Lines
Ledger: Q Adjusting Entry
‘Source: UGH QY Fiscal Year: 2007
Reference Number: Period: 9|
SJE Type: b ADE Date:
Journal Class: Q []save Journal ncomplete Status
Transaction Code: GEMERAL |2
Currency Defaults: USD Y CRRMT 11 Dwrne Micole W
Cammitment Control TRNADD
B Save = Waotify s Refrash B Add Update/Display

Header | Lines | Totals | Ertors | Approval

7. Enter a Long Description that describes the journal entry.
The description should include “why”” you are doing the journal.

The first 30 characters will display on search lists when you search for the
journal.

% For cost transfers that fall into the 90 day and over category, this
information should be entered as part of the long description.

8. Click the Lines tab.
The Journal Entry Lines screen will appear.

[ Header " Limes Y Totals J Ewmars Y Approval

Unit:  CASE1 Journal ID: NEXT Date: 03/01/2007  ‘Process: | EditJournal | Process
Template List Change Yalues
¥ Lines
Select Line Speed Type Account Journal Line Description  Amount Projects Event Fund
O 1 Q Q, Projects Q,

Lines to add: 1 =]

Custamize | Find | Wiew All | Hi First [4] 1of 1 [+ Last

Unit Total Lines Total Debits Total Credits  Journal Status Bs;—';ltill%
CASE1 1 0.000 0.000 2] ]
B Save | [E]  Motify %, Refresh

Header | Lines | Totals | Errors | Approval

9. Enter the SpeedType for the journal line.

You may also click the < to select a SpeedType from a list of pre-defined
values.
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10. Enter the Account for the journal line.

% You may also click the <L to select an Account from a list of pre-defined
values.
11. In the Journal Line Description, override the default and provide the original
description of the transaction in question.

The first 30 characters of this description will appear on reports.

12. Enter the Amount for the journal line.

% For a SpeedType receiving a credit, the amount will appear as a negative
(i.e. -50.00).

For a SpeedType receiving a debit, the amount will appear as a positive
(i.e. 50.00).

13. Enter an Event, if applicable.
14. Click the next to the Lines to Add field to add the next line.

Lines to add: 1 =

15. Follow steps 10 through 15 until all lines are entered.

16. Click =52

%% A 10 digit journal number is assigned by the system as the Journal ID. You
may want to record the number for future reference.

% % Note: If you are processing a large journal, please be sure to save
frequently to avoid the loss of data.
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Editing and Budget Checking the Journal

After the journal is entered, run the edit process. This process verifies that there are
no edit errors in the journal and it also budget checks the journal. Once the process is
complete the journal status and budget status located in the bottom right hand portion
of the Lines tab will change from none (N) to valid (V). Any status other than “V”
can not be submitted for processing.

[ Header " Limes Y Totals ) Erors ) Approval

Unit:  CASE1 Journal ID:  NEXT Date:  05/08/2007 ‘Process: | SubmitJournal »| Process
Template List Change Yalues
Select Line Speed Type Account Journal Line Description  Amount Projects  Event Fund DeptiD
O 1 OPR2E1221 |CQ |532610 QL |April CDpy{Charges -100.00| Projects Q97600 261221
O 2 OPR211417 |CQ |532610 Q |April Copy Charges 100.00) Projects Q97700 211417

Lines to add: 1 =

Customize | Find | View &l | B Firsi th 4 of 1.0 Last

Budget
Status

Unit Total Lines Total Debits Total Credits / Journal Status

CASE1 2 100.00 100.00
This is the “E”” in the ESP process!

1. From the Lines tab, select Edit Journal from the Process field.

[ Header Y Limes Y Totals " Emors Y Approval Y

Unit:  CASET Journal ID: - Q000020516 Date: nzr22r2005C*Process: | Editdourmal | Process
Template List Search Criteria  Change Walues Errors Only Line:
. Frocess
2. Click .
This allows the system to run the edit process and the budget checking process for
the journal.

{ Header " Limes { Totals |y Emors " Approval |

Unit:  CASE1 Journal ID: 0000020576 Date:  0508/2007 ‘Process;| Editdournal v
Ternplate List  Search Criteria  Change Values Errors Only Line: | 10
~ Lines
Select  Line Speed Type Account Journal Line Description  Amount Projects Event Fund DeptiD
O 1 OFRZ61221 |2 |532610 C, |April Copy Charges -100.00| Projects Q97600 261221
O 2 OFRZ11417 |2 |532610 C, |April Copy Charges 100.00| Projects Q97700 211417

Lines to add: 1 =

Customize | Find | view all | B8 First 1405 s D agt

Budget
Status

CASE1 2 100.00 100.00 Y Y

Unit Total Lines Total Debits Total Credits / Journal Status

% If the Journal Status is anything but “V”, click either the Errors tab or the
Errors Only box (located under the journal date) to find out more details about the
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error. Return to the Journal Entry Lines screen to correct the error. Each time
you make a change, you MUST save and re-run the Edit Journal process
(steps 1 through 2).

If there is an “E” in the Budget Status you will need to wait for verification
before moving to the next step. You will receive an email notification instructing
you to re-run the Edit Journal process. Otherwise, you will receive notification
informing you what to do next.

Submitting the Journal to Workflow

This is the ““S” in the ESP process!

After the journal is edited, budget checked and any errors are corrected you must run
a process to submit the journal into workflow.

1. When the Journal Status and Budget Status is “V”, select Submit Journal from
the Process field.

[ Header " Lines Y Totals Y Ewors Y Approval

Unit:  CASE1 Journal ID: NEXT Date: osinzizo07 CProcess: | Submitdournal (v Process

Template List Change Walues
. Process
2. Click

% If the journal contains SpeedTypes that begin with CSR, OSA, RES, SPC, or
TRN then the journal is sent electronically to Grants Accounting for approval.

% If the SpeedType begins with anything else, the journal will be sent
electronically to the Controller’s Office for approval.

To verify this, click on the Approval tab. An approval status (circle) of Pending

Approval means the journal is on the grants worklist and awaiting documentation
for approval. An approval status of Approved to Post requires no documentation
and will post when the post process is ran. Approval status of none indicates the
journal has NOT been successfully submitted.
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Printing a Journal

This is the “P”” in the ESP process!

1. From the Lines tab, select Print Journal from the Process field.

[ Header ¥ Lines Y Totals Y Emors Y Approval )

unit:  CASE1 Journal ID: 000020576 Date:  nsmnazon7 CProcess: |PrintJournal ] Process
Template List  Search Criteria  Change Yalues Errors Only Line: | 10

. Process
2. Click

3. Click the New Window blue underlined hyperlink at the top right hand corner of
the screen. A new PeopleSoft window will appear.
4,

MNewy Window | Help | Custornize Pade | rﬁn

[ Header " Lines \ Totals | Emors Y Approval |

Unit:  CASE1 Journal ID: 0000020516 Date: 02/22/2005 ‘Process: | EditJournal v| Process
Template List  Search Criteria Change Yalues Errors Only Line: | 10

5. In the new window, click Reporting Tools from the menu.
6. Click Report Manager.
The Report Manager screen will appear.

[ Lst Y Ewplorer ( Administration §) Archives |

Folder: ¥ | Instance: to: Refresh

MName: Created On; EJ Last:| 1| Days b
Customize | Find | Al # First E 1 of 1 E Last
. Completion Process
| Beport Description Folder Name - | ———
Report Report Description Folder Name DateTime Report ID Instance
1 Report

7. Click the Administration tab.
The Administration screen will appear.

% Click until the Status is “Posted”.
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{ List Y Ewplorer " Administration Y Archives

User ID: |:| Type: | hd

Last: IE Days w Refresh ‘
o] |

Custamize | Find | view 4/ | B8 First (4] 1.7 0r 7 M Last
Select FF&IM ::ﬁ"ce Description Request Date Time Format Status

Status: FoI{Ier:| hd | Instance: |

Report List

Details

) nzr2zr2007 Acrohat :
Journal EATR FnT v Letails
117326 351636 Journal Entry Print 10004 47 A0 = pdf Posted )Details

8. Click the blue underlined hyperlink Journal Entry Print.
The report (journal) will appear in a new window.

Congratulations you have just completed your journal (ESP process)!

Be sure to submit documentation where applicable or your journal will not be
approved.

When closing out of the journal page or PeopleSoft entirely, you may

receive the message below that indicates there is unsaved data on the page. Click Cancel
to continue.

Windows Internet Explorer fE

\:{/ You have unsaved data on this page. Click Ok to go back and save, or Cancel ko continue.

Ik l [ Cancel
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