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Creating a Journal

Concept
This business process explains how to create a journal using the ESP process.
Procedure

There are three main parts to process a journal successfully: ESP. The first step is Edit. The edit
process system checks the journals for errors. The next step is Submit the journal. This submits
your journal to workflow. The last step is to Print the journal. You must print a copy of the
journal and forward it along with supporting documentation to Sponsored Projects Accounting or
the Controller's Office as needed.
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Workiist Add to Favorites Sign out
Search: Main Menu >

® % General Ledger

> My Favorites
Access General Ledger.

> Employee Self-Semnice

[ Vendors & General Ledger Center K] Journals ﬁ Review Financial Information

> Purchasing Access General Ledger. Create, import, review, correct, and process Run inquiries on journals, ledgers, or
[> ePracurement journal entries. accounting entries.

> Services Procurement L Journal Entry = Journals

[> Accounts Payable [ Process Journals

[ Commitment Control

[ General Ledger

[> Case Departmental
Deposits

- Case Petty Cash
Management

[» SCM Integrations

> Set Up Financials/Supply
Chain

[+ Worklist

[ Tree Manager

- Reporting Tools

> PeopleTools

— My Personalizations

— My System Profile

— My Dictionary

«/ Trusted sites | Protected Mede: On #100% -

Step Action

1. Click the General Ledger link in the Menu.
| General Ledger |

2. Click the Journals link in the left-hand menu or the Main Menu in the center of the
screen.

[+ Journals
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Creating a Journal

Step Action

3. Click the Create/Update Journal Entries link in the Main Menu in the center of
the screen.
|_? Create/Update Journal Entries |

4. The Journal Entry search screen will appear. Verify or enter a new Journal Date.
NOTE: A journal is posted in the period based on the journal date.

If you back date a journal to a period that is no longer open the journal status will
update to "E" = error, as a result of the edit process.

gi.\xl:\\'l.‘s"[ ERN RESERVE

Home Worklist Add to Favorites Sign out

Search: New Window | Help | 5}
[ My Favorites Journal Entry
[ Set Up Fir
Chain /_Eind an Existing Value ) Add a New Value |
[ Vendors

[» Purchasing

[ eProcurement

> Accounts Payable Journal ID:

[ Commitment Cantrol

- General Ledger Journal Date: a/02/2000 [H
< Journals

Business Unit:

= Journal Entry

— Create Journal Entries Add
— Copy Journals
I Process Joumnals Find an Existing Value | Add a New Value
> Review Journal/Ledger
Data
[» Case Departmental
Deposits
[ Data Exchanges
[- Worklist
(- Application Diagnostics
[ Tree Manager
> Case Reports
> Reporting Tools
- PeopleTools
— My Personalizations
— My Systern Profile
— My Dictionary

javascript:Select("EPGL_REVIEW_JOURNAL_PROCESSING',"https://erp3.case.edu:8670/psc/fstm/t [ € Intemet | Protected Mode: On #100% ~

Step Action

5. Click the Add button.
Add
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. ASEWESTERN RESERVE

U NIVERSITY * eormu Home | Workist | AddtoFavorites | Sign out
Menu 8
Search: New Window | Help | Customize Page | &
& Wy Favorites @ { Header Y Lines | Ermors Y Approval ) Backup Doc )]
> Employee Self-Service
[> Vendors Unit:  CASE1 Journal ID:  NEXT Date: 08/02/2010
[» Purchasing
> eProcurement *Long Description: |
[- Services Procurement
[+ Accounts Payable
> Commitment Control *Ledger Group: [acTuas o Auto Generate Lines

== General Ledger

< Journals Ledger: [ <\ Adjusting Entry:

< Journal Entry +Source: unay Fiscal Year:

= Create/Update Journal
Entries Reference Number: |:| Period:

= Copy Journals

2011
I Process Joumals SJE Type: ADB Date: l:|

[> Review Financial .
Information Joumnal Class: :Q [ save Journal Incomplete Status Nicale N Dyme
= General Ledger Center
[> Case Departmental Transaction Code: GENERAL | Q TRNADD1
Deposits .
[- Case Petty Cash 368-0001
Management Currency Defaults: USD / CRRNT /1

Eg%’fj'”fgm‘“”fﬁ . Commitment Control

et Up Financials/Supply
Chain &) save | (=] Notify | & Refresh [EYN

[- Worklist

[> Tree Manager Header | Lines | Errors | Approval | Backup Documentation

[- Case Reports

[» Reporting Tools

[ PeopleTools

- My Personalizations

|~ My System Profile

= My Dictionary

|
€ Irternet $y v min <

|~
=

Step Action

6. Enter the desired information into the Long Description field. This is a required
field. For example, enter "To Charge monthly copy Charges for March 2009".

The description should include why you are processing a journal. The first 30
characters will display on search lists when you search for the journal. This is a

required field.

NOTE: If the journal entry requires cost share override, please indicate so with the
fist characters of the description in upper case: COST SHARE OVERRIDE.

7. Click the Lines tab.
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CASE WESTERN RESERVE

Search:
®

[ My Favorites
> Employee Self-Senvice
[ Vendors
> Purchasing
[- eProcurement
[- Services Procurement
[+ Accounts Payahle
[+ Commitment Control
< General Ledger
= Journals
< Journal Entry

- Create/Update Journal
Entries

= Copy Joumnals
[> Process Journals
[» Review Financial
Information
= General Ledger Center

CASEWESTERN RESERVE
SUNIVERSITY g Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | 5]

[ Header f Lines Y Emors | Approval ) Backup Documentation |

Unit:  CASE1  Journal ID:  NEXT Date:  08/02/2010 “Process: | EditJournal ¥| _Process |

Template List Change Values
¥ Lines
Select Line Speed Type Account Journal Line Description Amount Project Event

o1 | o | I \ [ 1

Lines to add: = M|

Total Lines Total Debits
CASE1 1 o.00 000 N N

& save ‘ Hotify | b Refresh

[» 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

Header | Lines | Errors | Approval | Backup Decumentation

< | >

€ Internet h v 0% -

Step

Action

The journal entry screen will appear.

Enter the SpeedType into the Speed Type field.

Enter the Account number in the Account field. This will be a 6 digit number,
usually starting with a 5. Use the Lookup icon to search for the correct Account.

10.

Enter the desired information into the Journal Line Description field. This is a
required field. For example, enter "copy charges for January".

This is the description that will appear on your monthly reports for reconciliation
purposes.

11.

Enter the desired information into the Amount field. Enter "50.00".

NOTE: For a SpeedType receiving a credit, the amount will appear as a negative.
For a SpeedType receiving a debit, the amount will appear as a positive.
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Search:
®

[ My Favorites
> Employee Self-Senvice
[ Vendors
> Purchasing
[- eProcurement
[- Services Procurement
[+ Accounts Payahle
[+ Commitment Control
< General Ledger
= Journals
< Journal Entry

Create/Update Journal
Entrie:

= Copy Joumnals
[> Process Journals
[» Review Financial
Information

= General Ledger Center

‘WESTERN RESERVE

EST 126 Home Add to Favorites Sign out
New Window | Help | Customize Page | 5]
[ Header f Lines Y Emors | Approval ) Backup Documentation |
Unit:  CASE1 JoumallD:  NEXT Date:  08/02/2010 *Process: | Edit Joumal ¥] _process |
Template List Change Values
¥ Lines
Select Li Speed Type Account =Journal Line Description Amount Project Event
o [oPR211417 |@ [532610 | [Copy charges for January || 50.00] [ ]

= &3

| |
Total Credits Journal Status

Budget Status
000 N N

Unit Total Lines

Unit Total Debits
CASE1 1

o.00

& save ‘ [=] Motify | b Refresh

[» 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

Header | Lines | Errors | Approval | Backup Decumentation

€ Internet h v 0% -

Step

Action

12.

Enter an Event in the Event field if you are using Event.

Create/Update Journal
Entries
= Copy Joumnals
[> Process Journals
[» Review Financial
Information
= General Ledger Center

CASE WESTERN RESERVE
UNIVERSITY porpg Home Add to Favortes | Sign out
fr— New Window | Help | Customize Page | 5]
Wy Favorites [ Header f Lines Y Emors | Approval ) Backup Documentation |
[> Employee Self-Serice . .
- Vendors Unit:  CASE1 JournallD:  NEXT Date: 08022010 Process: | EdiJournal | | Process
[ Purchasing Template List Change Values
(> eProcurement ¥ Lines
[> Services Procurement . - —
[> Accounts Payable Select Line Speed Type Account Journal Line Description Amount Project Event
(- Commitment Control 0o o |oPR211417 |, [532610 | [Copy charges for January || 50.00]
<~ General Ledger
= Journals
< Journal Entry Lines to add: = E|

smize | Find | !
Total Credits Journal Status

Total Debits Budget Status
0.00 0.00 N N

Unit Total Lines
CASE1 1

& save ‘ [=] Motify | b Refresh

[» 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

Header | Lines | Errors | Approval | Backup Decumentation

|
€ Internet h v 0%k -
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Step

Action

13.

Click the + to enter as many journal lines as you will need. You may enter a
number in the Lines to add: box and then click the + to add multiple lines at one
time.

Repeat previous steps to enter as many journals as you will need.

14.

After you have added a journal line, enter the information for the credit to a
SpeedType and Account.

15.

Enter the desired information into the Journal Line Description field. This is a
required field, for example, enter "Copy Charges for January "

16.

When you are finished, Click the Save button.
Or you may skip to step 19 where the edit process saves, edits, and budget checks
in the one step and will provide the journal number all at at once.

Bl save

. ASEWESTERN RESERVE

UNIVERSITY g Home | Workist | AddtoFavortes | _Sian out
Search: New Window | Help | Customize Pag Saved

& My Favorites Header  Lines Y Erors ) Approval  Backup Documentation

- Employee Self-Service . )
e Unit:  CASE1 JournallD: 0000204172 Date:  08/02/2010 Process: | EditJoumnal ¥] _Process |

[N =co Template List  Search Criteria  Chanae Values ;| 2
[ eProcurement Line:
[> Services Procurement ~ Lines
1> Accounts Payable Select Line Speed Type Account +Journal Line Description Amount Project Event
[ Commitment Control
- General Ledger [ |oPR211417 |, [532610 | [Copy Charges for January || 50.00] TRAINING | Q)
= Journals
= Journal Entry 0O 2 [oPR261221 |, [532610 @ [copy Charges for January| | 50.00| TRAINING |

- Create/Update Joumnal
Entries Lines to add: = m

= Copy Journals

[> Process Journals

[> Review Financial Unit Total Lines
Information CASE1 2

> Ca(;szﬂ[?ga;::r:eigzﬁ:emm L Journal 0000204172 is saved. (5210,6)
Deposits @ save | [=] Notify | s Refresh

[» Case Pefty Cash — - -
Management deader| Lines | Errors | Approval |

[> SCM Integrations

> Set Up Financials/Supply
Chain

[- Worklist

[ Tree Manager

[» Case Reports

> Reporting Tools

Customize | Find | Vie 8 First [ gore 0 Last
Total Credlls Journal Status Budget Status
50.00 N N

Message from webpage ‘5|

> PeopleTools

- My Personalizations
|~ My System Profile
= My Dictionary

< | >

Done € Internet i v H0%h -
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Step Action

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

NOTE: If you are processing a large journal, be sure to save frequently to avoid
the loss of data.

Cllck the OK button.

. ASEWESTERN RESERVE

UNIVERSITY perus Home | Workist | Addto Favortes | _Sign out

Search: New Window | Help | Customize Page | 5]
Wy Favories [ Header /' Lines y Emors } Approval | Backup Documentation |
> Employee Self-Senvice
[> Vendors Unit:  CASE1 Journal ID: 0000204172 Date: 08/02/2010
> Purchasing
[- eProcurement Approval Status ind First [4] 4 o1 4 [F Last
[- Services Procurement
[> Accounts Payable Unit: CASE1
[+ Commitment Control Approval Check Active: Y
< General Ledger

= Journals Approval Status: None

~ Journal Eniry Approval Action:

- Create/Update Jounal
Entries Comments for Denial

= Copy Journals Email:
[> Process Journals
> Review Financial
Information Step Path Status Date/Time Stamp User ID

= General Ledger Center

[» Case Departmental
Deposits

[» Case Pefty Cash
Management

[> SCM Integrations

> Set Up Financials/Supply

Chain & save Notify | i Refresh [Es Add Update/Display
[- Worklist
[> Tree Manager Header | Lines | Errors | Approval | Backup Documentation
[» Case Reports
> Reporting Tools

> PeopleTools

- My Personalizations
|~ My System Profile
= My Dictionary

€ Internet h v 0% -

Step Action

18. Journals that need approval and backup documentation can now attach
documentation to the Journal.

Click the Backup Documentation tab.
[Backup Documentation|
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Search:
®

[ My Favorites
> Employee Self-Senvice
[ Vendors
> Purchasing
[- eProcurement
[- Services Procurement
[+ Accounts Payahle
[+ Commitment Control
< General Ledger
= Journals
< Journal Entry

- Create/Update Journal
Entries

= 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

WA CASE WESTERN RESERVE
AN UNTVERSITY e

New Window | Help | Customize Page |

[ Header Y Lines  Emors |  Approval |y BackupD ion

CAS

E WESTERN RESERVE
IVERSITY .

V E R r 182G

Home Worklist Add to Favorites Sign out

Unit:  CASE1 Journal ID: 0000204172 Date: 08/02/2010

‘Comments

&

Attached File: ‘

& Save | [Z] Notify | % Refresh [+ Add UpdateiDisplay

Header | Lines | Errors | Approval | Backup Documentation

Done

€ Internet

R v ma% -

Step

Action

19.

Enter Comments relating to your attachement into the Comments field.

20.

To add an attachment, click the Add button.

Add

NOTE: Only 1 attachment may be added per journal. It is best to consolidate your
attachments into one file.

Page 8
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CASE WESTERN RESERVE

IVERSTEY  pors

New Window | Help | &

®

[> My Favorites
> Employee Self-Semnvice
[> Vendors ‘ |[ Browse... |

> Purchasing
* sProcurement _Upload | Canea |
[- Services Procurement
[+ Accounts Payahle
[+ Commitment Control
< General Ledger
= Journals

< Journal Entry

= 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

I~ My Personalizations

|~ My System Profile

= My Dictionary

Done € Internet h v 0% -

Step Action

21. The Upload window will open.
Click the Browse... button.

CASEW’ESIERNRESERVE
UNIVERSITY  per g

&

Add to Favorites Sign out

New Window | Help | &
[> My Favorites

> Employee Self-Semnvice
[> Vendors ‘ |[ Browse... |

> Purchasing
[- eProcurement teload ﬂl

[- Services Procurement

[+ Accounts Payahle
[ Commitment Control Choose File to Upload

< General Ledger

= Journals Lok in: [ (9 Archive -l ofrr@
< Journal Entry
Creat ate Journal _-2 {4]CAPS Certification Process and Pragram Polidies
Enfrie: (2] caps_archives
= Copy Joumnals My Recent 2 ]caps_archivesl
> Process Journals Documents (E]caps_archivesz
b Review Financial F Current ERF Training
Information —
N ;asu%'i ::,: ef‘{; enter Deskiop  &@10ngaing Training For Financials
Depasits - ] ongoing Training for Finandials Proposed
> Case Petty Cash \’) 1] st atistics nesded by ERP Training Team
Management L

[» SCM Integrations My Documents

> Set Up Financials/Supply

Chain g"
[ Worklist
[ Tree Manager My Computer
[» Case Reports

> Reporting Tools
> PeopleTools

&

- v Personalizations My Network File name: |nguing Training Calendar =l e |

I~ My System Profile Places

|~ My Dictionary Files of type: IAH Files 2] ~| Cancel

Done € Internet h v 0%k -
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Step

Action

22,

Open

The dialog box will open. Choose the file from your list and click
the Open button.

Search:
®

> My Favorites
> Employee Self-Semnvice
[ Vendors
> Purchasing
[- eProcurement
[- Services Procurement
[ Accounts Payable
[ Cormitment Contral
= General Ledger
= Journals
< Journal Entry

= Create/Update Journal
Entries

= Copy Journals
[- Process Journals
[» Review Financial
Information
= General Ledger Center
[» Case Departmental
Deposits
> Case Petty Cash
Management
- SCM Integrations
> Set Up Financials/Supply
Chain
[ Waorklist
[ Tree Manager
[ Case Reports
[» Reporting Tools
> PeopleTools
|~ My Personalizations
= My System Profile
= My Diclionary

CASEWESTERN RESERVE
RS UNIVERSITY po g

‘Z:\Traimng\CAF’S\Archwe\Ongumg Training Calendar.xls ” Browse.. |

Upload Cancel

Home Worklist Add to Favorites Sign out

New Window | Help |

Dane

€ Ireemet

45 - Hiow -

Step

Action

23.

Upload

The file path populates in the field.
Proceed to click the Upload button.

Page 10
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W) CASE WESTERN RESERVE
SIUNIVERSITY g Home | Workist | AddtoFavortes | Signout
Search: New Window | Help | Customize Pagt Saved
[ Header Y Lines ' Emors |  Approval |y BackupD ion

[ My Favorites
> Employee Self-Senvice
[> Vendors Unit:  CASE1 Journal ID: 0000204172 Date: 08/02/2010
> Purchasing
[- eProcurement
[+ Accounts Payahle
[+ Commitment Control
= General Ledger Type Comments here. @
= Journals

< Journal Entry

- Create/Update Journal
Entries

= Copy Joumnals ‘
[> Process Journals :
I Review Financial Attached Fle:
Information Delete view |
= General Ledger Center
[» Case Departmental
Deposits
[» Case Pefty Cash
Management
[> SCM Integrations
> Set Up Financials/Supply
Chain
[- Worklist

[ Tree Manager
> Case Reports B save | [ Notify | 7% Refresh [ES Add Update/Display

> Reporting Tools
[ PeopleToals Header | Lines | Errors | Approval | Backup Documentation

I~ My Personalizations
|~ My System Profile
|~ My Dictionary

Done € Internet h v 0% -

Step Action

24, Notice the Add button is greyed out and you can not add more attachments.

To View your attachment click the View button. NOTE: Internet Explorer users,
hold Ctrl key and click View button.

To delete your attachment, click the Delete button.

Delete View
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CASE WESTERN RESERVE
NIVERSTTY  pop,ag Home Viorkiist Add to Favorites Sign out

Search: Mew Window | Help | Customize Page | 5,

& My Favorites @ Header  Lines Y  Erors ) Approval  Backup Documentation

- Employee Self-Service . )
e Unit:  CASE1  JournallD: 0000204172 Date:  08/02/2010 Process: | EditJoumnal ¥] _Process |

- Purchasing Template List  Search Criteria  Chanae Values Line:

[- eProcurement

[- Services Procurement ~ Lines

1> Accounts Payable Select Line Speed Type Account *Journal Line Description Amount Project Event

[+ Commitment Control

| General Ledger O |oPR211417 |, [532610 | [Copy Charges for January || 50.00] TRAINING | Q)]
=~ Journals
0O 2 [oPR261221 |, [532610 @ [copy Charges for January| | 50.00| TRAINING |

< Journal Entry

- Create/Update Joumnal
Entries Lines to add: = m

= Copy Journals
[- Process Journals ¢ mize | Find | V First [ 1of1 [ Last
3 ‘RET!WEW::‘MHM' Unit Total Lines Total Debits Total Credits Journal Status Budget Status
nformation
= General Ledger Center EES) 2 2000 2000 o u
[» Case Departmental
Deposits & save | [=] Motify | 7 Refresh
[ Case Petty Cash JQQ
Management deader | 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

< | >
€ Internet h v 0% -

Step Action

25. Next you will need to Edit your journal. This process validates there are no errors
and budget checks your journal. N status mean None, V status means Valid, any
other status can not be submitted.

I I
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[ Purchasing Template List  Search Criteria  Change Values

[- eProcurement

*Journal Line Description Amount

182
Y CASE WESTERN RESERVE
SUNIVERSITY g Home | Workist | AddtoFavortes | Signout
fr— Mew Window | Help | Customize Page | 5,
Wy Favorites Header  Lines Y  Erors ) Approval  Backup Documentation
[> Employee Self-Serice N _
e Unit:  CASE1  JournallD: 0000204472 Date:  08/02/2010 Process: | EditJoumal v _rocess |

Line:

‘Q ‘Cupy Charges furJanuaryH

[> Services Procurement ~ Lines
1> Accounts Payable Select Line Speed Type Account
[ Commitment Control
|~ General Ledger O [oPR211417 | [s32810
= Journals
0O 2 [oPR261221 |, [532610

< Journal Entry

‘O\ ‘Cupy Charges fnrJanuaryH

Project Event
50.00] TRAINING | Q)
50.00| TRAINING |

- Create/Update Journal
Entries

= Copy Joumnals
[> Process Journals
[> Review Financial
Information
= General Ledger Center
[» Case Departmental
Deposits
[» Case Pefty Cash
Management
[> SCM Integrations
> Set Up Financials/Supply

Lines to add: = Mm

Unit Total Lines
CASE1 2

& save Notify | 3 Refresh

Chain
[- Worklist
[ Tree Manager
[» Case Reports
> Reporting Tools
> PeopleTools
- My Personalizations
|~ My System Profile
|~ My Dictionary

Total Debits
50.00

deader| Lines | Errors | Approval | Backup Documentation

- " . L 28

Customize | Find | View All | &

Total Credits Journal Status Budget Status
50.00 N N

First [4] 1 or 1 [} Last

>

€ Internet H100% v

e

Step

Action

26.

completed.

Process

Edit Journal w

Choose Edit Journal from the Process drop down and click the Process button.
This is the "E" in the "ESP" process.

After clicking Process, you will see Processing text in the top right corner until it is

27.

change to a "V" for Valid.
LYV v

After the Edit Journal has processed your Journal Status and Budget Status should

Published on: 8/2/2010
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WA CASE WESTERN RESERVE
R UNIVERSITY pop g Home | Workist | AddtoFavortes | Sign out
Search: New Window | Help | Customize Page |
: 2¢ | i,

[ Header /' Lines y Emors } Approval | Backup Documentation |

[ My Favorites
> Employee Self-Senvice

[> Vendors Unit:  CASE1 Journal ID: 0000204172 Date: 08/02/2010
> Purchasing
> eProcurement Approval Status Fing  First (4 1 or4 [H Last
[- Services Procurement
[> Accounts Payable Unit: CASE1
[+ Commitment Control Approval Check Active: Y
< General Ledger
= Journals Approval Status: None

~ Journal Eniry Approval Action:

- Create/Update Jounal
Entries Comments for Denial

= Copy Journals Email:
[> Process Journals
> Review Financial
Information Step Path Status Date/Time Stamp User ID
= General Ledger Center
[» Case Departmental
Deposits
[» Case Pefty Cash
Management
[> SCM Integrations

> Set Up Financials/Supply
Chain & Save | [Z] Wotify | b Refresh B Add Update/Display

[- Worklist

[ Tree Manager

[» Case Reports

> Reporting Tools

> PeopleTools

- My Personalizations
|~ My System Profile
= My Dictionary

Header | Lines | Errors | Approval | Backup Documentation

€ Internet h v 0% -

Step Action

28. The Journal Status is V" after Editing your Journal. Click on the approval tab.
When a Journal has only been edited and not submitted, the Approval Status is
None. The Journal has not been Submitted yet.

29. Once you have a Valid status you can Submit your journal. Choose Submit Journal
from the Process drop down and click the Process button.
This is the "S" in the "ESP" process.

Submit Journal W Process
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CASE WESTERN RESERVE
UNIVERSITY rorpg Home Add to Favorites Sign out
Search: New Window | Help | Customize Pagt Saved

- My Favorites @ [ Header f Lines Y Emors | Approval ) Backup Documentation |

- Employee Self-Service . .
e Unit:  CASE1 JournallD: 0000204172 Date: 08022010 Process: | Edllaumal ¥] _process |

[- Purchasing

[- eProcurement
[- Services Procurement ¥ Lines
[+ Accounts Payahle

Template List Search Criteria Change Values Errors Only

2EiCLl LG ’ ripti
> Commitment Control elect Line Speed Type Account Journal Line Description Amount Project Event
= General Ledger Fl 4 [oPR211417 |Q, [532610 @ [copy charges for January || 50.00] TRAINING |
=~ Journals
< Journal Entry O 2 |oPR261221 |Q, [532610 | [Capy Charges for January| | -50.00] TRANING ||

Create/Update Journal
T Lines to add:

= Copy Joumnals
[> Process Journals
[> Review Financial Message from webpage
Information

= General Ledger Center A

b ezl A This journal entry requires further approval before it can be posted ta the ledger. Approval request is sent by
Deposits workFlow processing.

[» Case Pefty Cash
Management

[> SCM Integrations

> Set Up Fir i} ipply
Chain

[- Worklist

[ Tree Manager

[» Case Reports

> Reporting Tools

> PeopleTools

- My Personalizations

|~ My System Profile

= My Dictionary

= m

First 4] 4 or 1 [M Last
urnal Status Budget Status
This journal requires Further approval. (5000,119) v v

Done & Internet v 0%k -

Step Action

30. After Submitting your Journal, if further approval is necessary, a message will
appear.

This journal requires further appraswal,

CASEWESTERN RESERVE
UNIVERSITY ~ gor s Home Add to Favorites Sign out
Search: Mew Window | Help | Customize Page | &,

(©)]

& Wy Favorites | Header | Lines J Emors " Approval | Backup Documentation |

[» Employee Self-Service

[> Vendors Unit:  CASE1 Journal ID: 0000204172 Date: 08/02/2010
[» Purchasing
[ eProcurement Approval Status
[> Services Procurement N
[> Accounts Payable Unit: CASE1
[ Commitment Contral Approval Check Active: Y
<~ General Ledger
= Journals Approval Status: Pending Approval
= Journal Entry Approval Action: Approve
= Create/Update Journal
Entrie Comments for Denial
- Copv Journals Email:
[> Process Journals .
> Review Financial |Approval History
Information Step Path Status Date/Time Stamp User ID
N aGeﬂéfﬂ '—:U 9;?““” 0 A Initiated 08/02/2010 9:09:51AM TRAODT
T 01 A Skipped 08/02/2010 9:095 14K
- Case Petty Cash 02 A Skipped 08/02/2010 9:09:51AM
Management 03 A Pending 08/02/2010 9:09:51AM
PEEICE Ee 04 A NotApplicable 08/02/2010 9:08:51AH
> Set Up Financials/Supply
Chain

Eﬁ::‘ﬂnagar & save | [E]Hotify | b Refresh [E+ Add UpdatelDisplay
e Header | Lines | Erros | Approval | Backup Documentation
- PeopleTools

= My Personalizations
= My System Profile

= My Diclionany

€D Ireemet A S L

Published on: 8/2/2010 Page 15




Creating a Journal

Step

Action

31.

The Journal Status is "V" after Submitting your Journal. Click on the approval tab.
When a Journal has been submitted Approval Status is Pending Approval. There
will also be information in the Approval History section.

L CASE WESTERN RESERVE
A UNTVERSTTY pq g

Search:
®

[ My Favorites
> Employee Self-Semnvice
[ Vendors
> Purchasing
[- eProcurement
[- Services Procurement
[+ Accounts Payahle
[+ Commitment Control
< General Ledger
= Journals
< Journal Entry

- Create/Update Journal
Entries

= 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

Home Worklist Add to Favorites Sign out

New Window | Help | Customize Page | 5]

[ Header f Lines Y Emors | Approval ) Backup Documentation |

“Process; | FPrintJournal | Process

Template List  Search Criteria  Change Values Errors Only Line:

¥ Lines

Unit:  CASE1  Joumnal ID: 0000204172 Date: 08/02/2010

Select Line Speed Type Account *Journal Line Description Amount Project Event
Fl 4 [oPR211417 |Q, [532610 @ [copy charges for January || 50.00] TRAINING |
oz |oPR261221 |Q, [532610 | [Capy Charges for January | -50.00] TRAINING |

Lines to add: =
First [4] 1 or 1 [H Last

Customize | Find | View All | ]
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
CASE1 2 5000 50.00 v v

& save | (=] Hotify | & Refresh

Header | Lines | Errors | Approval | Backup Documentation

|
€ Internet h v 0%k -

Step

Action

32.

Once you see Saved in the top right corner you can Print your journal if you want
or need to. Choose Print Journal from the Process list and click Process.
This is the "P" in the "ESP" process.

Print Journal

V| Frocess
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CASE WESTERN RESERVE
UNIVERSITY gorpg Home | Workist | AddtoFavortes | Signout

=3
New Window | Help | Customize Page |

[ Header f Lines \_ Ermors | Approval | Backup Documentation |

Unit:  CASE1  JournalID: 0000204172 Date:  08/0212010 *Process: | PrintJournal | _Process | Reportiianager

Template List Search Criteria Change Values Errors Only Line:

~ Lines

Select Line  SpeedType  Account “Journal Line Description Amount Project Event Reference Fund  Df
0o 4 [oPR211417 | [532510 | @ [Copy Charges for January || 50.00] [TRaimmG | 97700 21
o 2 |oPRes1221 | [s32810 | [Copy Charges for January | 5000/ [TRammE | 97600 26

Lines to add: = m

mize | Find | All | First 4] 10f1 O] Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
CASE1 2 50.00 50.00 v v

2 save | (=] Notify | @ Refresh

Header | Lines | Errors | Approval | Backup Documentation

< | >
€ Internet h v 0% -

Step Action

33. Click the Report Manager link, which appears next to the Process button after you
select Print and click Process.

Eeport Manager

CASEWESTERN RESERVE
U ITY ikl

NIVERS Home Worklist Add to Favorites Sign out
Search: INew Window | Help | Customize Page |
& My Favorites [ List Y Explorer |’ inistration \__ Archives |
> Employee Self-Semnice
[- Vendors
» Purchasing User ID: TRNAQ Type: - Last 1 Days ~ _ Refresh
b PR G Status: - Folder: ~ Instance: to:

[- Services Procurement
[ Accounts Payable
[ Commitment Control

- General Leager Select  heport PSS pescription Request DatefTime ~ Format Status  Details
- Case Departmental D Instance

Deposits : 02/22/2010

Journal Entry Print Details

. Case Petty Cash 748589 1873898 Journal Entry Print 2:93-12PM Acrobat (* pdf) Posted  Delails

Management 02/22/2010 TextFiles
' SCM Integrations 748588 1873897 PSIGL Online Joumal Edit 3525201 ek Posted  Details
> Set Up Financials/Supply

Chain
[ Worklist
> Tree Manager
[~ Reporting Tools IzSele:ﬂ\l\ DDQSE\QHAH

— Report Manager
> PeopleTools |_Deete_|ciick the delete button to delete the selected reports)

— My Personalizations
— My 8ystem Profile
|— My Dictionary

&) save

List| Explorer | Administration | Archives

«/ Trusted sites | Protected Mode: On H100% -
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Step

Action

34.

your Journal Entry Print process.

Administration

A new window will open and default to the Administration tab where you can see

CASEWESTERN RESERVE
BRMUNITVERSITY ik

748588 1873897 PS/GL Online Journal Edit Posted Details

(- SCM Integrations
[ Set Up Financials/Supply
Chain
[- Worklist
> Tree Manager
= Reporting Tools Selem Al @Dese\em All
— Report Manager
|_Dekte |ciickthe delets button to delets the selected rapor(s)

> PeopleTools

3:18:33PN =t

— My Personalizations
— My System Profile
— My Dictionary

B save

List | Explorer | Administration | Archives

Home | Workist | AddtoFavorites | Signout

Search: New Window | Help | Customize Page | 15,
> My Favorites J Lst " Explorer { Administration {__ Archives |
> Employee Self-Service
[ Vendors
[> Purchasing User ID: Type: ~ Last 1 Days - M
- ePracurement Status: v Folder: - Instance: to:
[ Services Procurement
[- Accounts Payable customizs Viey ot [ 1 [F] | ast
© Commitment Control Customize | Find | Vie Firs 12 0f 2 Las|
> General Ledger Select ~ Deport Pres Request DatelTime  Format Status ~ Details
[> Case Departmental D Instance

Deposits 02/22/2010

743589 1873898 Journal Entry Print AcrTobat Posted Details

- Case Pefly Cash 2:53:12PM (.pan

Management 02/22/2010 Text Files

J/ Trusted sites | Protected Mode: On

®100% ~

Step

Action

35.

appear when the process is complete.
Refresh

Click the Refresh button until the Status says "Posted" and a link titled Details will

36.

Journal Entry Print

Click the blue link Journal Entry Print in the Description column.

37.

Print this file.

= O

A new window will open with a pdf file version of your Journal. You may Save or

Click on the X in the top right to close this window and return to the Journal page.
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CASE WESTERN RESERVE

Home | Workist | Addito Favortes | _Sionout
(=3
Mew Window | Help | Customize Page | /5,
[ Header | Lines \ Totals | Erors _} Approval
Unit  CASE1 JournalID: 0000080998 Date:  04/02/2009 *Process: Frintloumal  ~  Process
Template List  Search Criteria  Change Values Errors Only Line: 10
~ Lines
Select Line Speed Type Account Journal Line Description Amount Projects  Event Fund  DeptiD Class  Led
" 1 OPR211417 L 532610 Q. distribute copy charges 5000 Projects  TRAINS Q97700 211417 10 ACT]
B 2 OPR261221 Q@ 532610 @, distribut Copy Charges -50.00 Projects Q o7600 251221 10 ACT]
Linestoadd: 1 = m
Windows Internet Explorer ===
Unit Total Lines @GN Youhave unsaved data onthis page. Click OK to go back and save, or
casEl 2 & cancel to continue.
B sae Notify o Refresh |

<

Header | Lines | Totals

B+ Add
=

Errors | Approval

T

javascriptisaveWarning( TargetContent’, null, _top’, hitps:///erp3.case.edu:2670/ psp/fstm/EMPLO"

r

=il [@ € Internet | Protected Mode: On #100% -

Step

Action

38.

When you are finished and going to move to another screen or sign out if a
message pop's up (see note below), click Cancel button to continue.

Windows Internet Explorer

‘_g/ ‘You have unsaved data on this page. Click O to go back and sawve, or Cancel to continue.,

a4 ] [ Cancel

Step

Action

39.

End of Procedure.
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