
 

State of North Dakota 
 

 

 
 

 

 

Module 8 ï General Ledger 
PeopleSoft Financials 9.0 

 
 

 

 

 

 

 

 
 
 
 
 
 

Office of Management & Budget - Fiscal Management 

01/01/2011 



 

 

Introduction  
 

The PeopleSoft Financials Training Guide was produced by using the User Productivity 

Kit (UPK) / On Demand Training application.  The Training Guide is comprised of 3 

levels: 

 

 Module ï PeopleSoft component 

 Lesson ï Description level 

 Topic - Procedure 

 

 

All levels are identified with the prefix ñSTò for STATE.   

 

 

PeopleSoft Financial Modules Training Guides are available on the Office of 

Management & Budget website: www.nd.gov/fiscal/accounting/manuals.   

 

 

The PeopleSoft Financials Module Online Tutorials and Job Aids are available by 

clicking on the Help menu in PeopleSoft Financials. 

 

 

 

 
 

 

 

 

 

 

 

Notice to Users: 

 

 All Training Guide content was recorded in the PeopleSoft Test environment 

(NDFT).  The NDFT logo will appear on the screen shots in this document; 

however, this will not be seen in the Production environment. 

 

 

 The PeopleSoft Tools upgrade was implemented in October 2010.  This change 

does not affect the actual material represented in the Training Guides/Job Aids; 

however, the main menu screens in the training material may look different than 

the actual PeopleSoft Production environment. 

http://www.nd.gov/fiscal/accounting/manuals
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ST Module 8 - General Ledger 
General Ledger Module  

  

General Ledger serves as the core of the PeopleSoft Financial Management System.  Journals 

encompass correcting journal entries, InterDepartmental Billings (IDB's) and online deposits; 

they also represent transactions that are processed through the General Ledger and Posted to the 

"Actuals" ledger.   

  

To view or print the General Ledger Training Guide, click on OMB's training webpage:  

(http://www.nd.gov/fiscal/accounting/manuals/) 

  

 

 

ST Lesson 8.1 - Journal Entry 
Journal Entry  
  

Journal Entries in General Ledger consist of Header and Line totals which uniquely identifies the 

journal entry and records the monetary amount to the affected Chartfields.  

  

The journal Header contains three attributes that uniquely identify the journal:  Journal ID, 

Journal Date, and Business Unit.  

  

The journal Lines record the monetary and statistical amounts and ChartField values associated 

with each line of the transaction.  

  

A single journal entry can have many detail lines, but must have at least two, because the total 

debits must equal the total credits.  

  

 

 

ST 8.1.1 - Creating a Journal Entry - Revenue 
Creating a Journal Entry - Revenue   

 

Navigation:  General Ledger > Journals > Journal Entry > Create/Update Journal Entries  

  

  

A journal entry to correct revenue must contain the correct chartfield account codes.  A correcting 

journal entry can contain both revenue and expenditure accounts; however, the cash account must 

be used if moving between funds. 

  

  

For a listing of PeopleSoft Revenue and Expenditure Accounts, click on the link below:  

(http://www.nd.gov/fiscal/accounting/revenue/)  

http://www.nd.gov/fiscal/accounting/manuals/
http://www.nd.gov/fiscal/accounting/revenue/


 
 

 
 

 Page 2 

Procedure 

 
This topic shows how to Create a Revenue Journal Entry correction and the required information 

associated with it. 

 

NOTE:  When correcting from fund to fund, cash lines must be included in the journal entry. 

 

 

 

Step Action 

1. Click the General Ledger link. 
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Step Action 

2. Click the Journal Entry  link. 

 

3. Click the Create/Update Journal Entries link. 

 

4. The Business Unit will default based on the User's preferences. 

 

Journal ID will default to NEXT.  The system automatically assigns the next 

available journal number to the Journal Entry. 
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Step Action 

5. Journal Date will always default to the current date or may be applied back to an 

open accounting period (for example, when applying back a journal to prior 

month/fiscal year, use 6/30/0000).  

 

The entry cannot be back-dated to a closed accounting period. 

 

Click the Choose a date (Alt+5) button to display the current calendar month.  The 

date can also be typed into the Journal Date field. 

 

6. Select the date of the current month, or click on the left arrow to view the previous 

month.  

 

7. Click the desired date.  If you want to apply to the prior month, select the 

appropriate date. 
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Step Action 

8. Note: The journal date cannot be changed after you Add the journal.   

 

For example, if you want to apply the journal to the prior open month/accounting 

period, it must be done on this screen. 

9. Click the Add button. 

 

 

 

 

 

Step Action 

10. Enter the desired information into the Long Description field. Enter "Correction to 

account". 

 

Note: This field is useful for recording a detailed description regarding the journal.  

The length of this field is 254 characters; however, only the first 30 will appear in 

prompt lists for journals. 

11. Enter the desired information into the Source field. Enter "ONL ". 
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Step Action 

12. You will only need to populate the Long Description and Source fields on the 

journal Header page. 

 

13. Click the Lines tab. 

 

 

 

 

 

Step Action 

14. Enter the desired information into the Account field. Enter "482008". 

 

15. Enter the desired information into the Fund field. Enter "790". 

16. Enter the desired information into the Dept field. Enter "5500". 

17. Project, Activity, and Analysis Type  would be used at this point, if necessary.   

 

Note:  PC Business Unit field must be populated prior to adding project information. 
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Step Action 

18. Enter the desired information into the Amount field. Enter "250.00". 

 

Reminder:  Positive amounts are debits and negative amounts are credits.   

 

19. The Reference field is optional.   It is a 10 character field used for transaction 

descriptions. 

 

Enter the desired information into the Reference field. Enter "correction". 

20. This field is optional.  It is a 30 character field used for transaction descriptions.  If 

left blank, this field will default to account code description. 

 

Enter the desired information into the Journal Line Description field. 

Enter "correction to account". 

21. Click the Insert Lines button. 

 

22. Chartfield values will populate from Line 1 into Line 2 except for Account Code, 

Reference and Journal Line Description. 

23. Enter the desired information into the Account field. Enter "472015". 

 

24. Amount will populate into Line 2 as the appropriate corresponding accounting 

entry.   

Note:  Positive amounts are debits and negative amounts are credits. 

 

In this example on Line 2, a credit will increase the revenue account.  

 

If additional coding is needed for the journal correction, add Lines with appropriate 

coding and amount distributions. 

 

If moving from fund to fund, cash lines must be included in the transaction or the 

journal will be out of balance.  Cash account code is 105251. 

25. The Reference field is optional.   It is a 10 character field used for transaction 

descriptions. 

 

Enter the desired information into the Reference field. Enter "correction". 

26. This field is optional.  It is a 30 character field used for transaction descriptions.  If 

left blank, this field will default to account code description. 

 

Enter the desired information into the Journal Line Description field. 

Enter "correction to account". 

27. Click the Process button. 
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Step Action 

28. Click the OK  button.  After the journal is processed, a unique journal number will 

be assigned to it.   

 

Note:  Journal Status and Budget Status must both be Valid (V) before journal will 

post. 
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Step Action 

29. Click the Process drop down list. 
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Step Action 

30. Click the Submit Journal list item.  This will initiate the process to send the journal 

to the Final Approver's work list. 
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Step Action 

31. Click the Process button. 

 

32. Click the OK  button. 

 

33. This topic showed how to Create a Revenue Journal Entry. 

End of Procedure. 
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ST 8.1.2 - Creating a Journal Entry - Expenditure 
Creating a Journal Entry - Expenditure  

 

Navigation:  General Ledger > Journals > Journal Entry > Create Update Journal Entries  

  

  

A journal entry to correct an expenditure must contain the correct chartfield account codes.  A 

correcting journal entry can contain both revenue and expenditure accounts; however, the cash 

account must be used if moving between funds.  

  

For a listing of PeopleSoft Revenue and Expenditure Accounts, click on the link below:  

(http://www.nd.gov/fiscal/accounting/revenue/)  

  

 

Procedure 

 
This topic shows how to Create an Expenditure Journal entry correction and the required 

information associated with it. 

 

NOTE:  When correcting from fund to fund, cash lines must be included in the journal entry. 

 

http://www.nd.gov/fiscal/accounting/revenue/
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Step Action 

1. Click the General Ledger link. 

 

 

 

 

Step Action 

2. Click the Journal Entry  link. 

 

3. Click the Create/Update Journal Entries link. 

 

4. The Business Unit will default based on the User's preferences. 

 

Journal ID will default to NEXT.  The system automatically assigns the next 

available journal number to the Journal Entry. 
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Step Action 

5. Journal Date will always default to the current date or may be applied back to an 

open accounting period (for example, when applying back a journal to prior 

month/fiscal year, use 6/30/0000).  

 

The entry cannot be back-dated to a closed accounting period. 

 

Click the Choose a date (Alt+5) button to display the current calendar month.  The 

date can also be typed into the Journal Date field. 

 

6. Select date of the current month, or click on the left arrow to view the previous 

month.  

 

7. Click the desired date.  If you want to apply to the prior month, select the 

appropriate date. 
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Step Action 

8. Note: The journal date cannot be changed after you Add the journal.   

 

For example, if you want to apply the journal to the prior open month/accounting 

period, it must be done on this screen. 

9. Click the Add button. 

 

 

 

 

 

Step Action 

10. Enter the desired information into the Long Description field. Enter "Central 

Services adjustment". 

 

Note: This field is useful for recording a detailed description regarding the journal.  

The length of this field is 254 characters; however, only the first 30 will appear in 

prompt lists for journals. 
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Step Action 

11. Enter the desired information into the Source field. Enter "ONL ". 

12. You will only need to populate the Long Description and Source fields on the 

journal Header page. 

13. Click the Lines tab. 

 

 

 

 

 

Step Action 

14. Enter the desired information into the Account field. Enter "536035". 

15. Enter the desired information into the Oper Unit  field. Enter "110". 

 

Operating Unit is a required chartfield when using an expenditure account. 

16. Enter the desired information into the Fund field. Enter "790". 

17. Enter the desired information into the Dept field. Enter "5300". 
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Step Action 

18. Enter the desired information into the Class field. Enter "11030". 

 

Class is a required chartfield when using an expenditure account. 

19. Project, Activity, and Analysis Type  would be used at this point, if necessary.   

 

Note:  PC Business Unit field must be populated prior to adding project information. 

20. Enter the desired information into the Amount field. Enter "1500.00". 

 

Reminder:  Positive amounts are debits and negative amounts are credits.   

 

21. The Reference field is optional.   It is a 10 character field used for transaction 

descriptions. 

 

Enter the desired information into the Reference field. Enter "correction". 

22. This field is optional.  It is a 30 character field used for transaction descriptions.  If 

left blank, this field will default to account code description. 

 

Enter the desired information into the Journal Line Description field. 

Enter "correct account code-exp". 

23. Click the Insert Lines button. 

 

24. Chartfield values will populate from Line 1 into Line 2 except for Account Code, 

Reference and Journal Line Description. 

25. Enter the desired information into the Account field. Enter "535085". 

 

26. Amount will populate into Line 2 as the appropriate corresponding accounting 

entry.   

Note:  Positive amounts are debits and negative amounts are credits. 

 

If additional coding is needed for the journal correction, add Lines with appropriate 

coding and amount distributions. 

 

If moving from fund to fund, cash lines must be included in the transaction or the 

journal will be out of balance.  Cash account code is 105251. 

27. The Reference field is optional.   It is a 10 character field used for transaction 

descriptions. 

 

Enter the desired information into the Reference field. Enter "correction". 

28. This field is optional.  It is a 30 character field used for transaction descriptions.  If 

left blank, this field will default to account code description. 

 

Enter the desired information into the Journal Line Description field. 

Enter "correct account code-exp". 
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Step Action 

29. Click the Process button to Edit the journal. 

 

 

 

 

 

Step Action 

30. Click the OK  button.  After the journal is processed, a unique journal number will 

be assigned to it.   

 

Note:  Journal Status and Budget Status must both be Valid (V) before journal will 

post. 
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Step Action 

31. Click the Process drop down list. 
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Step Action 

32. Click the Submit Journal list item.  This will initiate the process to send the journal 

to the Final Approver's work list. 
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Step Action 

33. Click the Process button. 

 

34. Click the OK  button. 

 

35. This topic showed how to Create an Expenditure Journal Entry. 

End of Procedure. 
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ST 8.1.3 - Deleting a Journal Entry 
Deleting a Journal Entry  

 

Navigation:  General Ledger > Journals > Journal Entry > Create/Update Journal Entries  

  

  

Journal Entries in General Ledger can only be deleted if they have not been posted.  The system 

makes no audit trail of the deletion because it assumes you are correcting a mistake.  

  

  

Procedure 

 
This topic shows how to delete a journal entry if the Journal Status is not Posted (P).   

 

 

 

Step Action 

1. Click the General Ledger link. 
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Step Action 

2. Click the Journal Entry  link. 

 

3. Click the Create/Update Journal Entries link. 
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Step Action 

4. Click the Find an Existing Value tab. 

 

5. Click the Journal Header Status list.   
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Step Action 

6. Click the "blank" list item.   
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Step Action 

7. Enter the desired information into the Journal ID  field. Enter "0000931358". 

 

All fields should be blank except for Business Unit and Journal ID.  This will allow 

the system to locate the journal more efficiently. 

8. Click the Search button. 

 

9. Verify this is the journal you want to delete. 
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Step Action 

10. Click the Lines tab. 

 

11. Note: The Journal must be in Valid status (V) to be deleted.  If the Journal Status is 

posted (P), it cannot be deleted.  A posted journal will have to be reversed.  See 

topic 8.1.5. 
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Step Action 

12. Click the Process list. 
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Step Action 

13. Click the Delete Journal list item. 
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Step Action 

14. Click the Process button. 

 

15. Click the Yes button. 
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Step Action 

16. Click the OK  button. 

 

17. This topic showed how to Delete a Journal Entry. 

End of Procedure. 
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ST 8.1.4 - Copying a Journal Entry 
Copying a Journal Entry  

 

Navigation:  General Ledger > Journals > Journal Entry > Create/Update Journal Entries  

  

  

General Ledger enables you to copy the information of an existing journal.  Copying a journal 

saves time as you can use an existing journal entry as the basis for the new one.  You can copy 

journals that are posted, unposted, or saved and then change the Header or Line information, as 

desired.  

  

  

Procedure 

 
This topic shows how to copy a journal.  The journal which you are copying from can have a 

Journal Status of Valid (V) or Posted (P). 

 

Copying a journal saves time as you can use an existing journal as the basis for a new journal 

entry. 
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Step Action 

1. Click the General Ledger link. 

 

 

 

 

Step Action 

2. Click the Journal Entry  link. 

 

3. Click the Create/Update Journal Entries link. 
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Step Action 

4. Click the Find an Existing Value tab. 

 

5. Click the Journal Header Status list. 
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Step Action 

6. Click the "blank" list item. 
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Step Action 

7. Enter the desired information into the Journal ID  field. Enter "0000931348". 

 

All fields should be blank except for Business Unit and Journal ID.  This will allow 

the system to locate the journal more efficiently. 

8. Click the Search button. 

 

9. Verify this is the journal you want to copy. 
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Step Action 

10. Click the Lines tab. 
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Step Action 

11. Click the Process list. 
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Step Action 

12. Click the Copy Journal list item. 
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Step Action 

13. Click the Process button. 
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Step Action 

14. Journal Date will always default to the current date or may be applied back to an 

open accounting period (for example, when applying back a journal to a prior 

month/fiscal year, use 6/30/0000).  

 

The entry cannot be back-dated to a closed accounting period. 

 

Click the Choose a date (Alt+5) button to display the current calendar month.  The 

date can also be typed into the Journal Date field. 

 

15. Click the previous month button. 

 

16. Click the 30 link. 

 

17. Click the OK  button. 
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Step Action 

18. The new/copied journal description can be changed or modified.  The only change in 

this example will be an addition to the description. 

 

Enter the desired information into the Long Description field. Enter " - July". 
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Step Action 

19. Click the Process button. 
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Step Action 

20. Click the OK  button. After the journal is processed, a unique journal number will be 

assigned to it.   

 

Note:  Journal Status and Budget Status must both be Valid (V) before journal will 

post. 
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Step Action 

21. Click the Process list. 
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Step Action 

22. Click the Submit Journal list item. 
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Step Action 

23. Click the Process button. 

 

24. Click the OK  button. 

 

25. This topic showed how to Copy a Journal Entry. 

End of Procedure. 
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ST 8.1.5 - Reversing a Journal Entry 
Reversing a Journal Entry  

 

Navigation:  General Ledger > Journals > Journal Entry > Create/Update Journal Entries  

  

  

A journal entry can be reversed by preparing a new journal with reversed accounting signs, or by 

copying the original journal and reversing the accounting signs.  This topic will show how to 

copy the original journal and reverse the accounting signs. 

  

Refer to ST 8.1.4 - Copying a Journal Entry, if necessary. 

  

  

Procedure 

 
This topic will show how to Reverse a Journal Entry by copying an existing journal and selecting 

the Reverse Signs checkbox. 
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Step Action 

1. Click the General Ledger link. 

 

 

 

 

 

Step Action 

2. Click the Journal Entry  link. 

 

3. Click the Create/Update Journal Entries link. 
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Step Action 

4. Click the Find an Existing Value tab. 

 

5. Click the Journal Header Status list. 
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Step Action 

6. Click the "blank" list item. 
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Step Action 

7. Enter the desired information into the Journal ID  field. Enter "0000931348".  

 

This is the journal from which you are going to copy from and reverse. 

 

All fields should be blank except for Business Unit and Journal ID.  This will allow 

the system to locate the journal more efficiently. 

8. Click the Search button. 

 

9. Verify this is the correct journal to copy and reverse. 
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Step Action 

10. Click the Lines tab. 
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Step Action 

11. Click the Process list. 
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Step Action 

12. Click the Copy Journal list item. 
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Step Action 

13. Click the Process button. 
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Step Action 

14. Click the Reverse Signs option. 
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Step Action 

15. Journal Date will always default to the current date or may be applied back to an 

open accounting period (for example, when applying back a journal to prior 

month/fiscal year, use 6/30/0000).  

 

The entry cannot be back-dated to a closed accounting period. 

 

Click the Choose a date (Alt+5) button to display the current calendar month.  The 

date can also be typed into the Journal Date field.. 

 

16. Select date of the current month, or click on the left arrow to view the previous 

month.  

 

17. Click the desired date.  If you want to apply to the prior month, select the 

appropriate date. 
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Step Action 

18. You may want to apply back the reversal journal entry if the original entry was done 

in the prior month, so the entries will offset each other within the same accounting 

period. 

19. Click the OK  button. 

 

20. Accounting entry amounts (signs) have been reversed. 

 

 

 

 

Step Action 

21. Click the Process button to Edit/Validate the journal. 
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Step Action 

22. Click the OK  button. 

 

 



 

Training Guide 
Module 8 ï General Ledger 

 

 Page 61 

 

 

Step Action 

23. Click the Process drop down list to submit the journal for final approval. 
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Step Action 

24. Click the Submit Journal list item. 
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Step Action 

25. Click the Process button. 

 

26. Click the OK  button. 

 

27. This topic showed how to copy and Reverse a Journal Entry.   

End of Procedure. 
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ST 8.1.6 - Errors on a Journal Entry 
Errors on a Journal Entry   

 

Navigation:  General Ledger > Journals > Journal Entry > Create/Update Journal Entries  

  

  

For any journal entry to post, the Journal Status and Budget Status must both be Valid (V), after 

the journal is processed.  If the Journal Status or Budget Status is in Error (E), the journal must be 

corrected and re-processed. 

  

  

Procedure 

 
This topic shows how to correct Errors on a Journal Entry. 
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Step Action 

1. Click the General Ledger link. 

 

2. Click the Journals link. 

 

3. Click the Journal Entry  link. 

 

4. Click the Create/Update Journal Entries link. 

 

 

 

 

 

Step Action 

5. Click the Find an Existing Value tab. 
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Step Action 

6. Click the Journal Header Status list. 

 

 

 

 

 

Step Action 

7. Click the "blank" list item. 
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Step Action 

8. Enter the desired information into the Journal ID  field. Enter "0000932213". 

9. Click the Search button. 
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Step Action 

10. Click the Lines tab. 

 

11. Journal Status is E (Error).  Click on the error hyperlink for more information. 

 

Note:  In this example, the journal is missing the Fund chartfield on Line 1 and 2. 
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Step Action 

12. Enter the desired information into the Fund field. Enter "790". 

13. Enter the desired information into the Fund field. Enter "790". 

14. Click the Process button. 

 

15. This topic showed how to correct Errors on a Journal Entry. 

End of Procedure. 
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ST 8.1.7 - Spreadsheet Journal Import 
Spreadsheet Journal Import  

 

Open JRNL_TEMPLATE.XLS <NEW>  

  

  

The spreadsheet journal workbook allows you to enter journal information offline using Excel and 

then import the journal into PeopleSoft. 

  

  

Procedure 

 
This topic shows how to create a Spreadsheet Journal Import. 

 

Step Action 

1. The journal template  

JRNL_TEMPLATE.XLS and macro file is required for this upload process.  Contact 

OMB  for these files. 
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Step Action 

2. Once the template file is open, click the Options... button. 

 

3. The Security Alert - Macros & ActiveX screen will default to:  

Help protect me from unknown content (recommended). 

 

The default must be changed. 
 

Click the Enable this content option. 

 

4. Click the OK  button. 

 

5. Click the New icon under Journal Sheets options. 
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Step Action 

6. Enter the desired information into the New Journal Sheet Name: field. 

Enter "TESTOMBUPK ". 

 

 

 

 

Step Action 

7. Click "OK". 
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Step Action 

8. Click the + (plus) to enter New Journal Header Information. 

 

9. Enter the desired information into the New Journal Header field. Enter "11000". 

10. Enter the desired information into the New Journal Header field. 

Enter "TESTOMBUPK ". 

 

This field cannot exceed 10 characters. 

11. Click in the Journal Date: field to enter the desired journal date. 

 

Note:  This is where you apply back the journal date, if necessary. 

 

12. Enter the desired information into the New Journal Header field. Enter "Test 

Journal Upload". 
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Step Action 

13. Click the OK  button. 

 

14. Click the +... to add journal lines. 

 

Note:  This number will be the number of actual lines on the Excel spreadsheet, not 

the line number. 

 

15. Enter the desired information into the Insert Multiple Lines  field. Enter "16". 

 

Note:  This information comes from the journal lines on the Excel spreadsheet 

template. 

16. Click the Insert button. 

 

17. Once the Line fields are populated, click back to the original Excel journal 

spreadsheet. 

18. Toggle back to Excel spreadsheet file that you are copying from. 

19. Copy selection from Business Unit (BU) to Class and down to last journal line.  

 

Note: If you have project information, copy selection from Business Unit to Activity 

and down to last journal line. 

 

Do not copy Line # as this is already populated in the Journal Template. 

 

Press [Ctrl+C] . 

20. Make sure the cursor is positioned at the Unit field and not Line # field. 

21. Click the Paste Special... button. 

 

22. Click the Values option. 

 

23. Click the OK  button. 

 

24. This template must be saved as a different file name.  If you click Save, it will save 

over the Journal Template. 

 

Note:  Remember where the file is saved to, as you will need to retrieve it before the 

upload. 

 

Click the Save As (File Save As) button. 
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Step Action 

25. Once "Save As" is selected, you will be prompted to name the new file. 

 

Note:  Make sure to select a name/location where all the upload files will be saved 

together. 

Click the Save button. 

 

26. Click the Home object. 

 

27. Click the Write File object. 

 

28. Select the file that was currently saved. 

 

Click the TESTOMBUPK  list item. 

 

Note:  This is the Journal Sheet name from the template, not the Excel file you just 

named. 

 

29. Click the OK  button. 

 

30. Access PeopleSoft Financial's.  If you are not already signed into PeopleSoft, do so 

at this time. 
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Step Action 

31. Click the General Ledger link. 

 

32. Click the Journals link. 

 

33. Click the Import Journals  link. 

 

34. Click the Spreadsheet Journals link. 
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Step Action 

35. After navigating to the import screen, the user will be asked to enter a Run Control 

ID: 

 

The Run control is a database record that allows a user to define criteria for a 

specific process. The Run Control is saved after it is created and can be used again, 

or modified, the next time the same process is run. Run Controls are unique to a user 

ID.  

 

The first time a report is run you will need to Add a New Value. The Run Control 

can be any alpha/numeric combination but cannot have spaces. Once the Run 

Control is entered you will proceed to the parameters page.  

 

 

 

 

Step Action 

36. Click the Search button to select the Run Control. 
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Step Action 

37. The previously uploaded file must be deleted before the current file can be added, 

unless this is the first time using this Run Control. 

 

Click the Delete button. 

 

38. Click the Add button. 

 

39. Click the Browse... button. 
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Step Action 

40. Locate the file you want to upload. 

 

Double-click the 110JVTEST list item. 

 

 


