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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:

e Modulei PeopleSoft component

e Lessori Description level
e Topic- Procedure

Al | |l evel s are i dentified with the prefix AST

PeopleSoft Financial Modies Training Guides are available on the Office of
Management & Budget websiteww.nd.gov/fiscal/accounting/manuals

The PeopleSoft Financials Module Online Tutorials and Job Aids are avdilable
clicking on the Help menu in PeopleSoft Financials.

ORACLE’

Noticeto Users:

e All Training Guide content was recorded in the PeopleSoft Test environment
(NDFT). TheNDFT logo will appear on the screen shots in this document;
however, this will nbbe seen in the Production environment.

e 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 mateagllook 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 Systeals

encompass correcting jomal 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 OMBising webpage:
(http://www.nd.gov/fiscal/accounting/manudls/

ST Lesson 8.1 - Journal Entry
Journal Entry

Journal Entries in General Ledger considtiebderandLine totals which unigaly identifies the
journal entry and records the monetary amount to the affected Chartfields.

The journal Header contains three attributes that uniquely identify the jodmainal ID,
Journal Date, and Business Unit.

The journal Lines record thmonetary and statistical amounts and ChartField values associated
with each line of the transaction.

A single journal entry can have many detail lines,rbust have at least twdecause 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 ¢odesecting
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/revenye/
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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 fundash Ines must be included in the journal entry.

ﬁfmplnyee-h(ing registry content - Windows Internet Explorer HE E
@A )= [&] heeps:ivwm. connectnd.usipsp/ndft/EMPLOYEE [ERP hi7tab=DEFALLT =l & |4 x| [@en L~

File Edit ¥iew Favorites Tools Help

o nd

7. Favorites | 513 05 ND Office of Management a... 251 Morth Dakota State Govern...  9S% ConnectND Operational Emv... @8 Suogested Sikes = @ | Web Slice Gallery =

>
/& Employee-facing registry content '?-?? -8 -

| M= - Page - Safety - Tools - '@v
Search: [~

| @
[ My Favarites

[» Employee Self-Service
[> Manager Selt-Service
[> Bupplier Contracts

[» Customers

[ lterms

[» CostAccounting

[> Wendars

[= Purchasing

I Inventary

[> eProcurement

[> Services Procurement
[» Sourcing

[> Project Costing

[+ Travel and Expenses
[> Travel Administration
&> Billing

[» Accounts Receivable
[» Accounts FPayahle

[> Asset Management

[» Commitrment Control
[> General Ledger

[> Allocations

[ Set Up FinancialsiSupply Chain
[ Worklist

[» Tree Manager

[» Reporting Tools

[» PeopleToaols

[= MD Liilities & Interfaces
[ ND'S Reports

— Tax Center

— Backto Portal

— Change iy Password
— My Personalizations

— iy System Profile

=l

-
https:f fww, connectnd usfpspindfE/EMPLOYEE /ERPYs/WEBLIE_PTPP_SC HOMEPAGE  FieldFarmula. IScript_AppHP?pE_ '{r% |\\—_-J Local intranet #a = | H100% - A
3

&/ start J & JI & Employee-facing regi... J L78 IT

Step Action

1. Click theGeneral Ledgerlink.
[ General Ledgej
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6=Base MNavigation Page - Windows Internet Explorer
@?: |- |g, https: s, connectnd. us{pspfndft EMELOYEE [ERF s/ WEBLTE_PTPP_SC. HOMERAGE. FisldFarmula, 15cript j ([ #2 | |b Bing L~

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ %5 95 ND Office of Management a... 5 Morth Dakota State Govern.., 08 ConnectMD Operational Env... 8 Suogested Sikes = @ | web Slice Gallry =

(& Base Mavigation Page

s*NDFT++

Menu =
[> Purchasing = i =
[ Inventony
[ eProcurement General Ledger
E gsmgiisngcuremem Access General Ledoer
[ Project Costing <52 General Ledger Center ﬁ Journals ﬁ Open tems
[> Travel and Expenses &3 Access General Ledger. Cresate, import, reviewy, cotrect, and process Review and reconcie open tems
[ Travel Administration journal entries. =l Review Status Online
> Billing 5ol Ertry. =l open tem Listing Report
[ Accounts Receivable Climgort Journals
[ Accounts Payahle SiProcess Journals
E 'ésusrs:n“ﬁ?::ngte&i?rtul Rwiew_F_inanc_ial Information ﬁ General Reports )

~ Run inguirie= on journals, ledgers, or Access journal, ledger, trial balance,
> General Ledger accounting entries. recancilistion, and InterUnit reports.

[ Journals ElLeduer Activity

L Gpen ltems F=l.Journal Entry Detsil

[» Review Financial = Ttial Balance

Information ElLeduer Summary

[> General Reports
— General Ledoer Center
[> Allocations
[> Set Up FinancialsiSupply
Chain
[+ WWorklist

[: MDD Ltilities & Interfaces
[ NDS Reports

— Tax Center

— Backto Partal

— Chane My Password
— Mty Personalizations

— My Systern Profile

https:f fwe, connectnd usfpsc/ndft/EMPLOYEE/ERPY s WEBLIE_PTPP_SC HOMEPAGE FieldFormula, IScript_appHP?scn. % |g Local intranet v’;] - |""\ 100% -

Efstart J @ JI @ Base Mavigation Page... J (7] |:

-

Step Action

2. Click theJournal Entry link.
3. Click theCreate/Update Journal Entrieslink.

Ereateﬂ.lgdate Journal Entries

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

Journal ID will default to NEXT.The system automatically assigns the next
available journal number to the Journal Entry.
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(_:‘Ereatel‘-"Update Journal Entries - Windows Internet Explorer

@: - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj % 2| X Ib Bing 2|

File Edit ‘“iew Favorites Tools  Help

7.7 Favarites \ 9. 08 ND Office of Management a... 25 Morth Dakota State Govern... 28 ConnecthD Operational Env...  #8 Suagested Sikes = @ | Weh Slice Gallery =

{& CreateUpdate Journal Entries

s« NDFT#*

ﬁ ~B - @; ~ Page = Safety = Tools - -@v

=

New Window | Help | &,

Create/Update Journal Entries
Find an Existing Walue | Adda New Value \'
Business Unit:{11000] C

Journal ID: NEXT

Journal Date: [07i2152010 [5)

Add

Find an Existing Value | Add a New Yalue

javascript: DatePrompt_winO{'JRNL_HEADER_JOLRMAL_DATE','JRML_HEADER_JOURNAL_DATE$prompt’,'450, truel; % |\:§ Local intranet ¥g - |'3‘g 100% =

& start J & JI & Create/Update Journ... J (7} |:

Step Action

5. Journal Date will always default to the current date or may be applied back to
open accounting period (ffexample, when applying back a journal to prior
month/fiscal year, use 6/30/0000).

The entry cannot be baclated to a closed accounting period.

Click theChoose a date (Alt+5putton to display the current calendar monitine
date can also be typeatd the Journal Date field.

6. Select the date of the current month, or click on the left arrow to view the prev
month.
7. Click the desired datelf you want to apply to the prior month, select the

appropriate date.
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Step Action

8. Note: The journal dateannot be changedafter youAdd the journal.

For example, if you want to apply the journal to the prior open month/accountir
period, it must be done on this screen.

9. Click the Add button.
Add

(,:‘Ereatel‘-"Update Journal Entries - Windows Internet Explorer

6: b |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,l’EMFLOVEE,I’ERFICIPROCESS_JOURNALS.JOURNAL_ENTR\"_IE.GBL?FCj % 2| X Ib Bing P~

File Edit ¥iew Favorites Tools Help

j:} Faworites ‘ {.5 E MD Office of Management a... Sodv Morth Dakota State Gowvern. .. 3;1 ConnectND Operational Env... 2 Suogested Sites + £ | web slice Gallery ~

»

(@ CreatejUpdate Journal Entries - B - [ e o+ Page - Safety - Tools - (@~

s« NDFT#*

| (Elg

Mew Window | Help | Custornize Page | 5

{ Header Y Lines ) Totals Y  Emors Y Approval |

Unit: 11000 Journal ID:  NEXT Date: ars2iz2010

Long Description: || ﬂ
*Ledger Group: IACTUALS Q " Auto Generate Lines

Ledger: I aQ Adjusting Entry: INon-Adjustmg Entry 'I
*Source: | Q, Fiscal Year: 2011

Reference Number: I Period: I 1
S5JE Tyne: I 'l ADE Date: IU?J’21.I’2EI1 0

Journal Class: I Q. ¥ Save Journal Incomplete Status
Transaction Code: IGENERAL Q [ Autobalance on 0 Amount Line
Currency Defaults: ISD J CRENT /1

REeversal Do Mot Generate Reversal Commitment Contral

B save | [=] Motify | 4 Refresh | [Es 2dd | UpdateJDisplayl

Header | Lines | Totals | Errars | Approval

Done ’_’_’_’_’_’_’@Pg Local intranet ’\;ﬁ_'l 00 =
i start J e JI & Create/Update Journ... J (7} F

Step Action

10. Enter the desired information into theng Description field. Enter"Correction to
account'.

Note: This field is useful for recording a detailed description regarding the jourt
The length of this field is 254 characters; however, only the first 30 will appear
prompt lists for journals.

11. Enter the desired information into tis®urcefield. Enter"ONL".
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Step Action

12. You will only need to populate tHeong DescriptiorandSourcefields on the
journal Header page.

13. Click theLines tab.
Lines

(_;‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@: - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj % 2| X Ib Bing £~

File Edit Wiew Fawvorites Tools  Help

<l Favorites | 5%, 25 ND Office of Management a... 7 North Dakota State Govern,.. 25 ConnectND Operational Erw... @8 Suggested Sites = & | Web Slice Gallery +

{@ CreatefUpdate Journal Entries X3 - B0 - 0 o+ Page - Safety - Tools - -

s« NDFT#*

=

Mew Window | Help | Custornize Page | 5

[ Header ¥ Limes Y Totals Y Emors Y Approval |
Unitt 11000 JournallD:  MEXT Date: 072152010 Process: [EdtJouma | M

Template List Change Values Interintraltnit |
Select Line *Unit Account Oper Unit Fund Dept Program Class EﬁnBus Project Activity
[ [t1oo0 @ @ Q| Q| al al al al al al

Linestuadd:l 1 =

Customize | Find | view Al | B8 First (4401 4 [M Last
Unit Total Lines Taotal Debits Total Credits Journal Status  Budget Status
11000 1 0.0o .00 T M
& save | [=] Matity | s Refresh
Headet | Lines | Totals | Etrors | Apgroval
4] | i
Done ’_’_’_’_’_’_’@Pj Local intranet ¥a - | 00 A

& start J & JI & Create/Update Journ... J 70 |:

Step Action

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

15. Enter the desired information into tRend field. Enter"790'".

16. Enter the desired information into tBept field. Enter'5500'.

17. Project, Activity, and Analysis Typ&vould be used at this point, if necessary.
Note: PC Busness Unit fieldmust be populategrior to adding project informatior
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Action

Enter the desired information into tAenount field. Enter"250.00.

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

19.

The Reference field igptional. It is a 10 character field used for transaction
descriptions.

Enter the desired information into tReferencefield. Enter"correction”.

20.

This field isoptional. It is a 30 character field used for transaction descriptitins.
left blank, this fieldwill default to account code description.

Enter the desired information into theurnal Line Description field.
Enter"correction to account'.

21.

Click thelnsert Lines button.

22.

Chartfield values will populate from Line 1 into Linee2cept forAccountCode,
Reference and Journal Line Description.

23.

Enter the desired information into tAecount field. Enter"472015.

24,

Amount will populate into Line 2 as the appropriate corresponding accounting
entry.
Note: Positive amounts are debits and negadiveunts 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 approp
coding and amount distributions.

If moving from fund to fund, cash linesust be included in the transaction or the
journal will be out of balanceCash account code is 105251.

25.

The Reference field igptional. It is a 10 character field used for transaction
descriptions.

Enter the desired information into tReferencefield. Enter"correction”.

26.

This field isoptional. It is a 30 character field used for transaction descriptitins.
left blank, this field will default to account code description.

Enter the desired information into theurnal Line Description field.
Enter"correction to account'.

27.

Click theProcessoutton.
Process
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7 Create /Update Journal Entries - Windows Internet Explorer

@?}' |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj [ 42| X Ib Bing R~

File Edit “iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

{& Create/Update Journal Entries

s« NDFT#*

L3 - [ - [ o+ Page - Safety - Tools - -

Home:

=

Mew Window | Help | Custornize Pag Saved

[ Header ¥ Limes Y Totals Y Emors Y Approval |
Unit: 11000  JournallD: 000093 360 Date: 072112010 “Process: [E0Iourna =] process |

Template List  Search Criteria  Change Values Interintratinit I I~ Errars onty Line: I 10

sage from webpage [ x|

Select Line *Unit Account Oper Unit nit
1 Journal DO00931360 is saved, (5210,6) —
o 11000 G Q [482008 Q| [ Q| a | a |
o3 [11000 & Q@ [472015 Q| | Q| a | a |

Linestuadd:l 1 =

Unit Total Lines Total Debits Total Credits Budget Statu:
11000 2 260.00 26000 W W

B save | [=] Matity | s Refresn

Headet | Lines | Totals | Errors | Anproval

I i
Dione ’_’_’_’_’_'_’%@ Local intranet a v | miore -
& start J & J I & Create/Update Journ... J (7} |:

Step Action

28. Click theOK button. After the journal is processed, a unique journal number w
be assigned to it.

Note: Journal Status and Budget Status must both be Valid (V) beforeowill
post.

K
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@; j = @] https:j wwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42| % | [ Bing

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ i 95 ND Office of Management a... 5 Morth Dakota State Govern.., 08 ConnectMD Operational ... € Suogested Sikes = @ | Web Slice Gallry =

'_ré CreatefUpdate Journal Entries

s*NDFT++*

Home
| [Ellg

ﬁ - B - g;q -~ Page = Safety =~ Tools ~ @v

Mew Window | Help | Customize Page |

[ Header " Limes Y Totals Y Emars | Approval |

Unit: 11000  JournallD: 000093 38D Date: 0772112010 Process: |EditJournal =] [ Process |
Template List  Search Criteria  Chanoe Values Inter.ﬂmraUnltI I~ Errors Only Line:l 10

~ Lines

Select Line *Unit Account

Oper Unit Fund Dept Program  Class Eﬁnﬂus Project Activity
o1 [11000 & Q. [482008 Q| Q [ren @ [s500 Q| a | Q| a | Q|
oz 11000 @ Q [472015 Q| Q [re0 @ [s500 Q| Q| Q| Q| Q|

Linestnadd:l 1 =

€ iize | Find | First [4] 1of 1 [¥] Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 2 250.00 250,00 W W

& Save | [Z]Matify | s Refresh

Header | Lines | Totals | Errars | Approval

4

|
’—’—,—,_,_’_’%@ Local intranet "’(ﬂ_'l H100% -

Je

ﬂfstart J @ JI @ Create/Update Journ...

ENNIES

Step Action

29. Click theProcessdrop down list.
| EditJournal |
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jpdate Journal Enl

- Windows Internet Explorer

G0

- |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj E 2| X Ib Eing

File Edit ‘“iew Favorites Tools  Help

ﬁ Favarites ‘ i:;& 'i‘,,,d- MD OFfice of Managerment a...

(& Create/Update Journal Entries

s« NDFT#*

3&; Morth Dakota State Govern. .. ng ConnecthD Operational Erv. .. @ Suggested Sites = @ | Weh Slice Gallery -

Mew Window | Help | Custornize Page | 5

Template List

[ Header ¥ Limes Y Totals Y Emors Y Approval |
Unit: 11000  JournallD: 000093 360 Date: 072112010 *Process: | EditJournal =] | Prosess

Search Critetia  Change Values

Budget Check Journal
Copy Journal

Interiintralnit I ™ Errors Onty

T ..
Ihes Edit Chartfield

Linestuadd:l 1 =

Unit Total Lines
11000 2
B save | [=] Matity | s Refresn

Headet | Lines | Totals | Errors | Anproval

4

i *Unit i Edit Journal PC Bus o L
Select Line Unit Account Oper Unit Fund Dept ~ Project Activity
- PostJourmal Unit
Frint Journal {Crystaly |
O 11000 G Q [482008 Q| Q [ra0 @ [s500 A LRy | a | a |
o3 [171000 @ @ [472015 Q| Q [ren @ [s500 Refresh Journal B | a | a |

ubmit Journal

First [4] 1 o 1 [M] Last

Total Debits Total Credits Journal Status Budget Status
260.00 26000 W W

B

&/ start J &

J I & Create/Update Journ...

[Z ~ [®amee =
Jof

|
’_ ,_ ,— ,— ,— ,_ ,% @ Local intranet

Step Action

30.

Click theSubmit Journal list item. This will initiate the process to send the jourr
to the Final Approver's work list.
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@; j = @] https:jwwn. connectnd. us/pspfndft/EMPLOYEE JERP/c/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42| % | [ Bing 2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ % 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Env... # Suogested Sikes = @ | web Slice Gallry =
Ko~ ) - 0 o= v Page v Safety v Tools v (@)~

'_ré CreatefUpdate Journal Entries

s*NDFT++*

Sign out

Home

=
Mew Window | Help | Customize Page |

[ Header " Limes Y Totals Y Emars | Approval |

Process |

Submit.Journal

Unit: 11000  JournalID: 000093 260 Date:  07/21/2010 ‘Process:
Template List  Gearch Criteria  Change Values Interfintralinit I I~ Errors Only Line: W
Select Line  ‘Unit Account Oper Unit Fund Dept Program  Class Eﬁnﬂus Project Activity
o1 [11000 & Q. [482008 Q| Q [ren @ [s500 Q| a | Q| a | Q|
oz 11000 @ Q [472015 Q| Q [re0 @ [s500 Q| Q| Q| Q| Q|

Linestnadd:l 1 =

omize | Find | First [4] 1of 1 [¥] Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 2 250.00 250,00 W W

& Save | [Z]Matify | s Refresh

Header | Lines | Totals | Errars | Approval

4| I
’—’—,—,_,_’_’%@ Local intranet "’(ﬂ_'l H100% -

& start J a JI@Ereaterpdate Journ... J 0 |«

ENNIES

Step Action

31. Click theProcesdbutton.
Process

32. Click theOK button.
Ok

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 > Journalriznt Create Update Journal Entries

A journal entry to correct an expenditure must contain the correct chartfield account&odes.
correcting journal entry can contain both revenue and expenditure accounts; however, the cash
account must be used if nmiag between funds.

For a listing of PeopleSoft Revenue and Expenditure Accounts, click on the link below:
(http://www.nd.gov/fiscal/accounting/revenye/

Procedure

This topic shows how t@reate an Expenditure Journal entry correction and the required
information associated with it.

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

(,;‘Empluyee-facing registry content - Windows Internet Explorer

@: )= |&] https: v connectnd.us/pspindft/EMPLOYEE JERP b7t sb=DEFALLT =l & |4 x| [ Ein P~

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Env... 8 Suogested Sikes = @ | web Slice Gallry =

@ Employee-facing registry content

s*NDF T+

Personalize Content | Layout
Menu =

Search:
®

[ Mty Favorites

[» Employee Self-Sernvice
[> Manager Self-Service
[> Supplier Contracts

[» Customers

[ tems

[» Cost Accounting

[* Vendors

[> Purchasing

[+ Imientary

[> eProcurement

[> Services Procurement
[> Sourcing

[> Project Costing

[ Travel and Expenses
[» Travel Administration
[= Billing

[> Accounts Receivahle
[» Accounts Payable

[> Asset Management

[> Commitment Control
[» General Ledger

[» Allocations o
I» Set Up Financials/Supply Chain
[ ¥vorklist

[> Tree Manager

[» Reporting Tools

[> PeopleTools

[ MD Utilities & Interfaces

I MD'S Reports |
https:f fww connectnd usfpspindfE/EMPLOYEE/ERPY s/WEBLIE_PTPP_SC HOMEPAGE  FieldFarmula.IScript_appHP?pE_ % |N\-J Local intranet 5 - |"'\ 100% -

I start J a JI@Empluyeeffacing regi. J 7 0 F
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Step Action
1. Click theGeneral Ledgerlink.

|[> General Ledgej

ﬂ:Base Navigation Page - Windows Internet Explorer

6?;." |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’s)’WEELIB?PTPP?SC.HOMEPAGE.FieIdFormuIa‘IScript,j g 2% Ib Eing 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operationsl Erw... @8 Suggested Sites = & We Slice Gallery -

/& Base Mavigation Page i - [ - [ = o+ Page - Safety - Tools - @

s«NDFT#*

Menu
[» Purchasing
[ Irventory

[> eProcurement %= General Ledger
[ Services Procurement
[> Sourcing

[> Project Costing i General Leduer Center ﬁ Journals ﬁ Open ltems

[ Travel and Expenses " Access General Ledger Creste, import, review, correct, and process Review and reconcile open tems
[> Travel Administration journal entries. ElReview Status Online

Home:

Access General Ledger

b Billing [ Journal Entry = Open ttem Listing Repart
[> Accounts Receivable Siimport Journals
> Accounts Payabla CIProcess Journals
E ésnﬁmﬁsr?f&i?:m Review Financial Information ﬁ General Reports
Run inguiries on journals, ledgers, or Access journal, ledger, trial balance,
----- accounting entries. reconciistion, and InterUnit reports.

b Journals ElLecrer Activiy

[» Open ltems =l Journal Ertry Detail

[» Review Financial =1 Trisl Balance

Information ElLedger Summary

[: General Reports

— General Ledger Center
[ Allocations
[» Set Lp Financials/Supply

Ghain
[: Wiorklist
[> Tree Manager
[> Repaorting Tools
[» PeopleTools
[ MD Liilities & Interfaces
[ MDS Reports
— Tax Center
— Backto Portal
— Change by Password
— My Personalizations
— My System Profile ~
https: ffwe connectnd, us/psc/ndft/EMPLOYEE/ERPYs/WEBLIE_PTPP_SC HOMEPAGE FieldFormula I5eript_sppHPrsen. | | [ [ [ [Ty [% Localintranst hov [ -
i start| | @ | | /& Base Navigation Page... |o|7 |:

Step Action
2. Click theJournal Entry link.
3. Click theCreate/Update Journal Entrieslink.

Ereateﬂ.lgdate Journal Entries

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 thbé Journal Entry.
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(_:‘Ereatel‘-"Update Journal Entries - Windows Internet Explorer

@: - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj % 2| X Ib Bing 2|

File Edit ‘“iew Favorites Tools  Help

7.7 Favarites \ 9. 08 ND Office of Management a... 25 Morth Dakota State Govern... 28 ConnecthD Operational Env...  #8 Suagested Sikes = @ | Weh Slice Gallery =

{& CreateUpdate Journal Entries

s« NDFT#*

ﬁ ~B - @; ~ Page = Safety = Tools - -@v

=

New Window | Help | &,

Create/Update Journal Entries
Find an Existing Walue | Adda New Value \'
Business Unit:{11000] C

Journal ID: NEXT

Journal Date: [07i5:2010 [5)

Add

Find an Existing Value | Add a New Yalue

javascript: DatePrompt_winO{'JRNL_HEADER_JOLRMAL_DATE','JRML_HEADER_JOURNAL_DATE$prompt’,'450, truel; % |\:§ Local intranet ¥g - |'3‘g 100% =

& start J & JI@create/Update Journ... J 0= |:

Step Action

5. Journal Date will always default to the current date or may be applied back to
open accounting period (for example, when applying back a journal to prior
month/fiscal year, use 6/30/0000).

The entry cannot be baclated to a closed accounting period.

Click theChoose a date (Alt+5putton to display the current calendar monitine
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 peevio
month.
7. Click the desired datelf you want to apply to the prior month, select the

appropriate date.

Page 14



Training Guide
Module 8 1 General Ledger

Step Action

8. Note: The journal dateannot be changedfter youAdd the journal.

For example, if you want to apply the journal to the prior open martbweting
period, it must be done on this screen.

9. Click the Add button.
Add

(,:‘Ereatel‘-"Update Journal Entries - Windows Internet Explorer

6: b |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,l’EMFLOVEE,I’ERFICIPROCESS_JOURNALS.JOURNAL_ENTR\"_IE.GBL?FUj % 2| X Ib Bing P~

File Edit ¥iew Favorites Tools Help

j:} Faworites ‘ {.5 E MD Office of Management a... Sodv Morth Dakota State Gowvern. .. 3;1 ConnectND Operational Env... 2 Suogested Sites + £ | web slice Gallery ~

»

(@ CreatejUpdate Journal Entries - B - [ e o+ Page - Safety - Tools - (@~

s« NDFT#*

| (Elg

Mew Window | Help | Custornize Page | 5

{ Header Y Lines ) Totals Y  Emors Y Approval |

Unit: 11000 Journal ID:  NEXT Date: aris2010

Long Description: || ﬂ
*Ledger Group: IACTUALS Q " Auto Generate Lines

Ledger: I aQ Adjusting Entry: INon-Adjustmg Entry 'I
*Source: | Q, Fiscal Year: 2011

Reference Number: I Period: I 1
S5JE Tyne: I 'l ADE Date: IU?H [TEGOEN

Journal Class: I Q. ¥ Save Journal Incomplete Status
Transaction Code: IGENERAL Q [ Autobalance on 0 Amount Line

Currency Defaults: LSO CRRNT 1

REeversal Do Mot Generate Reversal Commitment Contral

B save | [=] Motify | 4 Refresh | [Es 2dd | UpdateJDisplayl

Header | Lines | Totals | Errars | Approval

’_’_’_’_’_’_’@Pg Local intranet ’\;ﬁ_'l 00 =
i start J e JI & Create/Update Journ... J (7} F

Step Action

10. Enter the desired information into theng Description field. Enter"Central
Services adjustmernt.

Note: This field is useful for recording a detailed destoip regarding the journal.
The length of this field is 254 characters; however, only the first 30 will appear
prompt lists for journals.
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Step Action
11. Enter the desired information into tBeurcefield. Enter"ONL".

12. You will only need to populate tHeong Desription andSourcefields on the
journal Header page.

13. Click theLines tab.
Lines

=l

@T\:‘/ = €] hitps: {frus. connectnd. us{pspindft/EMPLOYEE JERP/c/PROCESS_IOURNALS. JoURNAL_ENTRY_IE.GEL7PC || G || 42 || % | [© Eing 2|

File Edit Wiew Favorites Tools Help

7 Favarltes ‘ 9 35 MO Office of Management a... 350 Morth Dakota State Govern... 255 ConnectMD Operational Erv.,. @8 Suooested Sies @ web Slice Gallery -

ﬁ < Q | g@; ~ Page » Safety » Tools » l@v

_fg CreatefUpdate Journal Entries

s*NDF T+

| Ell

Mew Window | Help | Customize Page | 5

[ Header ¥ Limes Y Totals Y Ewars | Approval |
Unit: 11000  JournalID:  NEXT Date:  07/152010 “Pracess: [Editiourta =] Proess |

Template List Change Yalues Interfrdralinit |
Select Line *Unit Account Oper Unit Fund Dept Program  Class Eﬁ“Bus Project Activity
[ mi [1ro007c & Q| Q| Q| Q| Q| | Q| =y

Linestoadd:l 1 =]

Cugtomize | Find | % £ First |I| 1of 1 |E| Last
Unit Total Lines Total Debits ournal Status Budget Status
11000 1 0.00 T N

B save | [=] Motify | ts Refresh

Header | Lines | Totals | Errors | Approval

4 | i
[T [T [fe N3 cocalintranet [F5 ~ [®me -~

iistart| | @& J|@create/UpdateJuum... |e|3 |:

Step Action
14. Enter the desired information into tAecountfield. Enter"536035.
15. Enter the desired information into tBgper Unit field. Enter"110".

Operating Uniis a required chartfield when using an expenditure account.
16. Enter the desired information into tRend field. Enter"790'".
17. Enter the desired information into tBept field. Enter'5300'.
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Action

Enter the desired information into tiéassfield. Enter"11030'.

Class is a required chartfield when using an expenditure account.

19.

Project, Activity, and Analysis Typ&ould be used at this point, if necessary.

Note: PC Business Unit fielthust be populategrior to adding project informatior

20.

Enter thedesired information into th&mount field. Enter"1500.00.

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

21.

The Reference field igptional. It is a 10 character field used for transaction
descriptions.

Enter the desiremhformation into theReferencefield. Enter"correction”.

22.

This field isoptional. It is a 30 character field used for transaction descriptitins.
left blank, this field will default to account code description.

Enter the desired information into theurnal Line Description field.
Enter"correct account codeexp'".

23.

Click thelnsert Lines button.

24.

Chartfield values will populate from Line 1 into Linefcept forAccount Code,
Reference and Journal Line Description.

25.

Enter the desired informationto theAccount 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 correctiid Lines with appropriate
coding and amount distributions.

If moving from fund to fund, cash lines must be included in the transaction or t
journal will be out of balanceCash account code is 105251.

27.

The Reference field igptional. It is a 10character field used for transaction
descriptions.

Enter the desired information into tReferencefield. Enter"correction".

28.

This field isoptional. It is a 30 character field used for transaction descriptitins.
left blank, this field will defaulto account code description.

Enter the desired information into theurnal Line Description field.
Enter"correct account codeexp'".
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Step Action

29. Click theProcessbutton to Edit the journal.
Process

(:‘Ereatel‘-"Update Journal Entries - Windows Internet Explorer

@?}' |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj & 42| X IbEing 2=

File Edit “iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = &) We Slice Gallery -

& Create/Update Journal Entries M3 ow [ - [ o+ Page - Safety - Tools - @

s«NDF T

Home: Wiarklist Aiicl to Favaorites
=

Mew window | Help | Customize Pag Saved

lines Y Totals U Erors Y Approval

Journal ID: 0000831346 Date:  07/152010 *Process: | ECitJourmal =] _process |

earch Criteria  Chanoe Values Inter/IntratJnit I I~ Errors Onty Line: | 10

Message from webpage [ x|
*Unit Account Oper Unit Fund Dept Project Activity An Type Amount
Journal 0000931348 is saved, (5210,6)
J11000 @ @ [538035 Q f110 Q fra0 Q@ (5300 ! ) | Q| al a

[11000 @ @ [s35085 a, Ji1o a [reo @ [sa0c [ a | al a

Total Debits
1,500.00 1,500.00

ournal Status Budget Status
) )

J 5y Refresh |

bls | Etrors | Aparoval

Kl | i
Cione ’_’_’_’_’_'_mlg Local intranet v’;] - | 100% v 2
i start J & J | /@ Create/Update Journ... J Gk |:

Step Action

30. Click theOK button. After the journal is processl, a unique journal number will
be assigned to it.

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

(0.4
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@; j = @] https: wwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URMAL_ENTRY_IE.GBL7PC || G || 42| % | [ Bing 2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 5 ND Office of Management a... 5 Morth Dakota State Govern.., 08 ConnectMD Operational ... € Suogested Sikes = @ | Web Slice Gallry =

ﬁ - B - g;q -~ Page = Safety =~ Tools ~ @v

'_ré CreatefUpdate Journal Entries

s*NDF T+

Home

=
Mew Window | Help | Customize Page | B

lines Y Totals | Emors ¥ Approval

Journal ID: 0000831348 Date: 07452010 “Pracess: | EditJournal ][ Process |

earch Criteria Chanoe Yalues Interintra Uit I I~ Errors Only Line: m

Unit Account Oper Unit Fund Dept Program  Class EE.RB“S Project Activity AnType Amoum
[11000 @ @ [538035 &, f11o Q Jra0 @ (5300 a | SRITTERsN| Q| Q| Q| aQ

J11o000 @ @ [535085 @ f110 Q fra0 @ (5300 Q| Q [11o30 Q| Q| Q| al a

ines Total Debits Total Cred ournal Status Budget Status
1,500.00 1,500.00 Y y

J 74 Refresh |

bl | Errors | Approval

Kl | 2
Done ’_’_’_’_’_’_’%|g Local intranet ’v“,]_v| FI00% -

& start J & JI & Create/Update Journ... J o

Step Action

31. Click theProcessdrop down list.
| EditJournal |
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ﬂ:‘treatel‘-"Update Journal Entries - Windows Internet Explorer

@: - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj g 2% Ib Eing

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operationsl Erw... @8 Suggested Sites = £ We Slice Gallery -

& Create/Update Journal Entries

s« NDFT#*

Home:

=

New Window | Help | Customize Page | /5,
lines Y Totals Y Emors Y Approval
Journal ID: 0000331348 Date:  07/152010 *Process: | EitJourmal =] _Process

Budget Check Joumnal
earch Criteria  Chance Yalues I~ Errors Onty Copy Journal

11
Edit Chartfield

InterfintraUnit |

ﬁ B - @; ~ Page = Safety = Tools - -@v

An Type Amount

al lal

*Uni i EditJournal PC Bus o o
Unit Account Oper Unit Fund Dept - Project Activity
PostJournal Unit
Frint Journal (Crystal) 15,
J11000 @ @ [538035 Q f110 Q [re0 Q@ [5300 QPrlnt.Jnumal(}(MLP) | Q| a |
[11000 @ @ [s35085 &, Ji1o Q Jra0 @ [s300 Pefresh Journal | Q| Q|

brnit Journal

Budyet Status
1,500.00 W W

Total Debits

1,500.00

J 1y Refresh |

bhls | Etrors | Aparoval

al al

B

Cione

|
’_ ,_ ,— ,— ,— ,_ ,% |g Local intranet

&/ start J &

J I & Create/Update Journ...

»
a v | miore -
«

Jols [

Step

Action

32.

Click theSubmit Journal list item.

This will initiate the process to send the jouri

to the Final Approver's work list.
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@; j = @] https:jwwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42| % | [ Eing 2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 8 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Erv... € Suagested Sikes = @ | web Slice Gallry =

'_ré CreatefUpdate Journal Entries

s*NDF T+

| [Elg

Mew Window | Help | Customize Page | B

lines Y Totals | Emors ¥ Approval

Frocess |

Submit.Journal

Journal ID: 0000931348 Date:  07A5/2010 “Process:
earch Criteria Chanoe Yalues Interfintralinit I I~ Errors Only Line: | 10
“Unit Account Oper Unit Fund Dept Program  Class EE.RB“S Project Activity AnTyne Amour
[11000 @ @ [538035 &, f11o Q Jra0 @ (5300 a | SRITTERsN| Q| Q| Q| aQ
J11o000 @ @ [535085 @ f110 Q fra0 @ (5300 Q| Q [11o30 Q| Q| Q| al a
First H] 1 of 1 [¥] Last
ines Total Debits Total Credits Journal Status Budget Status
1,500.00 1,500.00 W v

J 74 Refresh |

bl | Errors | Approval

. |
T T [P 8 ocalintranet [Fa - R0 -

& start J & JI@Ereaterpdate Joutn... J 0|2

ENNIES

Step Action

33. Click theProcessbutton.
Process

34. Click theOK button.
Ok

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 theyrm\®een postedThe system
makes no auditail of the deletion because it assumes you are correcting a mistake.

Procedure

This topic shows how to delete a journal entry if the Journal Statas Bosted (P)

ﬁEn1pIDyee—[acing registry content - Windows Internet Explorer

@A J = @] https:jjwmn. connectnd.usjpspindft/EMPLOYEE JERP hy?tsb=DEFALLT =l & |[#2|[ % | [ Eing 2

File Edit ¥iew Favorites Tools  Help

< Favorites ‘ 9% 29 MD Office of Management a... 75 Morth Dakota State Govern... DS ConnectMD Operational Env... @ Suggested Sites = @ Web Slice Gallery +

— »
& Employee-facing registry conkent R v B0 - 0 mm o+ Pags - Safety - Tools + g~

> My Favorites -]
[» Employee SelfService

[> Manager Self-Service

[» Supplier Contracts

[» Customers

[ tems

[» CostAccounting

[> Yendors

[> Purchasing

[ Inventary

[> eProcurement

[» Services Procurernent
[» Sourcing

[ Project Costing

[» Travel and Expenses

[> Trawvel Administration

&> Billing

[» Accounts Receivable

[> Azcounts Payable

[ Asset Management

[» Gommitment Gontrol

[ General Ledger

[» Allocatiohs

[ 8et Up FinancialsiSupply Chain
[ Worklist

[> Tree Manager

[ Reporting Toaols

[» PeopleToaols

[ MD Utilities & Interfaces
[ ND'S Reports

— Tax Center

— Backto Portal

— Change by Password
— My Personalizations

— Mty Systern Profile

K1l

https:f fww connectnd usfpspindfE/EMPLOYEE/ERPY s/WEBLIE_PTPP_SC HOMEPAGE  FieldFarmula.IScript_appHP?pE_ '{r% |.d Local intranet ¥a = | £ 100% - A

&/ start J & JI & Employee-facing regi... J (7] |:

Step Action
1. Click theGeneral Ledgerlink.

[ General Ledgej
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(:Base Navigation Page - Windows Internet Explorer !E E
@?} L d |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’s)’WEELIB?PTPP?SC.HOMEPAGE.FieIdFormuIa‘IScript,j 2% Ib Eing 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5%, 25 ND Office of Management a... 7S North Daknka State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = &) We Slice Gallery -
K3 v [ - [ = o+ Page - Safety - Tools - -

E Base Mavigation Page

s«NDFT#*

Menu
[> Purchasing
[ Inventory
[> eFrocurement
E gimg;sgpmwremem Access General Ledger
[> Froject Costing 7' General Leduer Center ﬁ Journals ﬁ Open ltems
[» Travel and Expenses G Access General Ledger. Create, import, review, correct, and process Revigw and reconcile open items
[ Travel Administration journal entries. ElReview Status Online
[ Billing 1 Journal Erdry =l Cpen ttem Listing Report
[: Accounts Receivable Ellmport Journsls.
> Accounts Payable CIProcess Journals
E ésnﬁmﬁsr?f&i?:m Review Financial Information ﬁ General Reports
o Run inguiries on journals, ledgers, or Access journal, ledger, trial balance,
General Ledger accounting entries. reconciistion, and InterUnit reports.
b Journals ElLecer Activiy
I» Open lterns =l Journal Ertry Detail
[» Review Financial ElTrisl Balance
Information ElLedger Summary
[: General Reports
— General Ledger Center
[ Allocations
[» Set Up Financials/Supphy
Ghain
[ Waorklist
[> Tree Manager
[> Repaorting Tools
[» PeopleTools
[ HD Ltilities & Interfaces
[ MDS Reports
— Tax Center
— Backto Portal
— Change by Password
— My Personalizations
— My System Profile =
https: ffwe connectnd, us/psc/ndft/EMPLOYEE/ERPYs/WEBLIE_PTPP_SC HOMEPAGE FieldFormula Isecript_sppHPrsen. | | | [ [ [Ty [% Localintranst “hov [ -
dstart| | @ | | /& Base Navigation Page... |o|3

Step Action

2. Click theJournal Entry link.
3. Click theCreate/Update Journal Entrieslink.

Ereateﬂ.lgdate Journal Entries
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[~ Create /Update Journal Entries - Windows Internet Explorer

@?}' |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj [ 42| X Ib Bing R

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7Sh North Daknta State Govern,.. 25 ConnectND Operationsl Erw... @8 Suggested Sites = & We Slice Gallery -

(& CreateUpdate Journal Entries L3 - [ - ) = o+ Page - Safety - Tools - @

s« NDFT#*

Home:

=

NewWindow | Help | &

Create/Update Journal Entries
Find an Existing Yalue | Add a New Value ]
Business Unit:{11000] C

Journal ID: NEXT

Journal Date: [07i26:2010 [

Add

Find an Existing Value | Add a New Yalue

javascript: submitAction_win0{document.wind, '#ICSwitchMode"); ’_ '_ '_ '_ '_ '_ '% @ Local intranet ¥g - | o100 - A
& start J & JI & Create/Update Journ... J Gl 13

Step Action

4, Click theFind an Existing Valuetab.
[Find an Existing Yalue]

5. Click theJournal Header Statuslist.
| Mo Status - Needs to be Edited |
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Create/Update Journal Entries - Windows Internet Explorer

@; J = @] https:jjwwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URMAL_ENTRY_IE.GBL7PC || G || 42| % | [ Bing

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Erv... € Suagested Sikes = @ | web Slice Gallry =

'_ré CreatefUpdate Journal Entries

s*NDF T+

ﬁ - B - g;q -~ Page = Safety =~ Tools ~ @v

Home

| [Elg

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 {_ Add a New Value

Business Unit: = 'l |1 1000 QU

Journal ID: | begins with j|
Journal Date: |= = El

Document Sequence Number: | begins with j|

Line Business Unit: = 'l I Q
Journal Header Status: |= j |Nn Status - Meeds to be Edited j
Budget Checking Header Status:

Deleted - anchor jml unposted

Source: = Joural Entry Incormplete
Journal Has Errars
Mo Status - Meeds to be Edited
Search | Clear |Elasm search [E Save §Posted to Ledgers)

Posting Incomplete-Repost ASAP
Unposted

Upgrade Journal - Gan't Unpost
alid Journal - Edits Complete
Walid SJE Madel -- Do Mat Past

Fird an Existing Value | Add a New Value

Done ’_’_’_’_’_’_’%@ Local intranet ’v“,]_v| FI00% -
& start J a J I & Create/Update Journ... J 0|2 I

Step Action
6. Click the"blank" list item.
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ﬂ:‘treatel‘-"Update Journal Entries - Windows Internet Explorer

@: - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj 3 42| % Ib Bing 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7Sh North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

{& Create/Update Journal Entries

s« NDFT#*

ﬁ B - @; ~ Page = Safety = Tools - -@v

=

New Window | Help | &,

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

{ Find an Existing Value Y Add a Mew\alue

Business Unit: = v[ |1 1000 Q

Journal ID: [beging with =[]
Journal Date: [= = El

Document Sequence Number: | hegins with L”

Line Business Unit: = 'I I Q

Journal Header Status: |= = =
Budget Checking Header Status: | = j | j
Source: = 'l | Q
Search | Clear |Elaswc Search [E Save Search Criteria
Find an Existing value | Add a Newvalue
Done ’_’_’_’_’_'_’%@ Local intranet sg - |'°|“ 100% =

& start J & JI & Create/Update Journ... J (73

T @l

Step Action
7. Enter thedesired information into thdournal ID field. Enter"0000931358

All fields should be blank except for Business Unit and JournalTlfds will allow
the system to locate the journal more efficiently.

8. Click theSearchbutton.
Search

0. Verify this is the jairnal you want to delete.
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@; ) ® @] https:j wwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42| % | [ Bing 2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Erv... €8 Suogested Sikes = @ | Web Slice Gallery =

'_ré CreatefUpdate Journal Entries

s*NDF T+

Sign out

=
Mew Window | Help | Customize Page |

{ Header Y Lines ) Totals ¥ Emars | Approval |

Unit: 11000 JournalID: 0000931358 Date: a7r21z2010

Long Description: Iborrection to department id ﬂ
“Ledger Group: IACTUALS I auto Generate Lines

Ledger: I Adjusting Entry: INUn-Adjustmg Entry 'I
*Source: IONL Fiscal Year: 2011

Reference Number: I Period: I 1
SJE Tyne: I 'l ADB Date: ID?I21I2D1 iNE]

Journal Class: [ & [~ Save Journal Incomplete Status
Transaction Code: Im aQ [~ Autobalance on 0 Amount Line
Currency Defaults: LISD S CRRNT /1
Eeversal: Do Mot Generate Reversal Comrnitrment Contral
& save | L4 Return to Search | [=] hotify | ts Refresh Er Add | | Upciste Dizplery

Header | Lines | Totals | Errors | Approval

javascript: submitAction_winO{docurment, wind, ' #ICPanel1"); ’_’_’_’_’_’_’%@ Local intranet v’;] - | 0% - A
& start J a_ JI & Create/Update Journ... J 0|2 I

Step Action

10. Click theLines tab.

11. Note: The Journal must be in Valid status (V) to be deletethe Journal Status is
posted (P), it cannot be deletedl.posted journal will have to be reverseBee
topic 8.1.5.
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' d |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj E 2| X Ib Eing 2=

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = £ We Slice Gallery -

M3 - [ - [ = o+ Page - Safety - Tools - @

{& CreateUpdate Journal Entries

s« NDFT#*

Mew Window | Help | Custornize Page | B

Approval
Date: 072172010 ‘Process: IEd'tJDUTnal ~| Process |
Interintralnit I Errors Only Line: W

per Unit Fund Dept Program Class EﬁﬂBus Project Activity An Type Amount Base Currency  Open
Q [fe0 QO [s500 Q| Q| Q| Q| Q| aQ Q| 250.00 USD [
Q [ra0 @ [s500 Q| a | Q| a | a | Q, a | -250.00 USD |

Total Debits Total Credits Journal Status Budget Status
260,00 250.00 W W
Kl | b

Dione ’_l_l_l_l_l_lﬁlg Local intranet aov | miore -
& start J & JI & Create/Update Journ... J Gl 3

Step Action

12. Click theProcesdist.
| Edit Journal |
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@; j = @] https:j wwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. JOURNAL_ENTRY_IE.GBL7PC || G || 42| % | [ Eing 2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 2 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Env... € Suogested Sikes = @ | web Slice Gallry =

'_ré CreatefUpdate Journal Entries

s*NDF T+

| [Elg

Mew Window | Help | Customize Page |

PApproval
Date:  07/21/2010 ‘Process: :d;tJutLg:alw v‘ e
dge eckJdaurha
Intetfintralnit I Errors Only Cgp,gf Journal

Edit Charffield
per Unit Fund Dept EgthJUnqurfall Eﬁnﬂus Project Activity An Type Amount Base Currency Open
PrintJournal (Crystal)
740 5500
4 I a I Print Journal ML)

Refresh Journal
Submit Journal

| a | a | ol Jaf 250.00 USD [
[ a| a al a] 250.00 USD [

Q [fe0 Q@ [s500

ye)

Total Debits Total Credits Journal Status Budget Status
250.00 250.00 W W
] |

|
Done ’_’_’_’_’_’_’%|g Local intranet ’v“,]_v| FI00% -
& start J & JI & Create/Update Journ... J 0|2 )

Step Action
13. Clic
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@?}' |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj 3 2| X IbEing 2=

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknka State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -
M3 - [ - [ = o+ Page - Safety - Tools - @

{& CreateUpdate Journal Entries

s« NDFT#*

Home:

=
Mew Window | Help | Custornize Page | B

i Approwal
Date: 072172010 ‘Process: |IIERRIITGE] Process |
InterfIntralnit I~ Errors Only Line: I 10

per Unit Fund Dept Program Class EﬁﬂBus Project Activity An Type Amount Base Currency  Open
Q [fe0 QO [s500 Q| Q| Q| Q| Q| aQ Q| 250.00 USD [
Q [ra0 @ [s500 Q| a | Q| a | a | Q, a | -250.00 USD |

Total Debits Total Credits Journal Status Budget Status

250.00 250.00 W e
Kl | b
Done ’_l_l_l_l_l_lﬁlg Local intranet ¥g - | F00% v

T @0

& start J é JI & Create/Update Journ... J (73

Step Action

14. Click theProcessbutton.
Process

15. Click theYesbutton.
Yes
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Create/Update Journal Entries - Windows Internet Explorer

% = @] https: fus. connectnd. us{pspindft/EMPLOYEE JERP/c/PROCESS_JOURNALS. JoURNAL_ENTRY_IE.GBL7PC ]| G [|#2 || % | [ Bing

File Edit Wiew Favorites Tools  Help

7 Favorites ‘ %5 95 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Env... 8 Suogested Sikes = @ | Web Slice Gallry =

I - [ psh v Page - Safety = Todls - (@~

? CreatefUpdate Journal Entries

s*NDF T+

Home

> Travel and Expenses s "
> Travel Administration = New Window | Hel) Saved
I Billing .
[ Accounts Receivable Create/Update Journal Entries
[ Accounts Payahle Enter any information you have and click Search. Leave fields blank for a list of all values
[» Asset Management
[P GG il { Find an Existing Value Y Add a New Value
I~ General Ledger
= Journals
= Journal Entry Business Unit: Message from webpage
Journal ID:
': Journal 0000931358 is deleted. (5210,7)
— Copy Joutnals Journal Date:
[ Import Journals
b Blmeess Jounals Document Sequence Number:
> Openltems Lihe Business Unit:
[ Review Financial
Information Journal Header Status: |= j |Nn Status - Meeds to be Edited j
b gs:s:: E;SDSSCemer Budget Checking Header Status: |= = =

[> Allocations Source: = 'I I Q

[> Set Up FinancialsiSupply
Chain

[ Worklist Search | Clear |Elasm Search 5 Save Search Criteria

[> Tree Manager

[» Reporting Tools

[> PeopleTools Find an Existing Value | Add a Mew Yalue

[: MDD Ltilities & Interfaces

[ NDS Reports

— Tax Center

— Backto Partal

— Chane My Password

— Mty Personalizations

— My Systern Profile

Done ’_’_’_’_’_’_W@ Local intranet ’fﬂ_v| 0% - A
& start J a@ JI & Create/Update Journ... J o2 |:

-

Step Action

16. Click theOK button.
oK

17. This topic showed how to Delete a JourBatry.
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 jouonaling a journal
saves time as you can use an existing journal entry as the basis for the n&@woan copy

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

Procedure

This topic shows ha to copy a journal.The journal which you are copyiritom 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.

(fEn1p|Dyee-facing registry content - Windows Internet Explorer

@’\ )= €] https:jwwm. connectnd.us/pspindft/EMPLOYEE JERP hy?tsb=DEFALLT =l & |4 x| [ Ein P~

File Edit ¥iew Favorites Tools  Help

< Favorites ‘ 9% 29 MD Office of Management a... 75 Morth Dakota State Govern... DS ConnectMD Operational Env... 8 Suggested Sites = @ Web Slice Gallery +

m — »
& Employee-facing registry conkent B v Bl - 0 mm o+ Pags -+ Safety - Tools ~ g~

Search: ;I

®

[ Mty Favorites
[+ Ernployee Self-Service

[> Manager Self-Service
[> Supplier Contracts

[» Customers

[ tems

[» Cost Accounting

[» Vendars

[> Purchasing

[+ Imientary

[» eProcurement

[> Services Procurement
[» Sourcing

[> Project Costing

[ Travel and Expenses
[» Travel Administration
[> Billing

[> Accounts Receivahle
[» Accounts Payahle

[> Asset Management
[» Commitment Contral
[» General Ledger

[+ Allocations

I» Set Up Financials/Supply Chain
[ ¥vorklist

[> Tree Manager

[» Reporting Tools

[ PeopleTools

[ MD Utilities & Interfaces
[ MDS Reponts

— Tax Center

— Back to Portal

— Change by Password
— My Personalizations
— My System Profile

Bl
hittps: ffwe connectnd, us/pspindft/EMPLOYEE/ERP/s/WEELIE_PTPP_SC,HOMEPAGE. FisldFormula. Iseript_sppHerpt_ | | [ [ [ [ [Fg [% Localintranet S5 - [Eme -

o/ start J & JI & Employee-facing regi... J L8 F
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Step Action
1. Click theGeneral Ledger link.

|[> General Ledgej

s “Base Navigation Page - Windows Internet Explorer

6?;." |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’s)’WEELIB?PTPP?SC.HOMEPAGE.FieIdFormuIa‘IScript,j g 2% Ib Eing 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operationsl Erw... @8 Suggested Sites = & We Slice Gallery -

/& Base Mavigation Page i - [ - [ = o+ Page - Safety - Tools - @

s«NDFT#*

Menu
[» Purchasing
[ Inventory
[ eProcurement
E gimg;sgpmwremem Access General Ledger
[ Project Costing 7' General Leduer Center ﬁ Journals ﬁ Open ltems
[ Travel and Expenses " Access General Ledger Creste, import, review, correct, and process Review and reconcile open tems
[ Travel Administration journal entries. ElReview Status Online
b Billing [ Journal Entry = Open ttem Listing Repart
[: Accounts Receivable Siimport Journals
> Accounts Payabla CIProcess Journals
E ésnﬁmﬁsr?f&i?:m Review Financial Information ﬁ General Reports
Run inguiries on journals, ledgers, or Access journal, ledger, trial balance,
----- accounting entries. reconciistion, and InterUnit reports.
b Journals ElLecrer Activiy
[» Open ltems =l Journal Ertry Detail
[» Review Financial =1 Trisl Balance
Information ElLedger Summary
[: General Reports
— General Ledger Center
[ Allocations
[» Set Lp Financials/Supply
Ghain
[: Wiorklist
[> Tree Manager
[> Repaorting Tools
[» PeopleTools
[ MD Liilities & Interfaces
[ MDS Reports
— Tax Center
— Backto Portal
— Change by Password
— My Personalizations
— My System Profile ~
https: ffwe connectnd, us/psc/ndft/EMPLOYEE/ERPYs/WEBLIE_PTPP_SC HOMEPAGE FieldFormula I5eript_sppHPrsen. | | [ [ [ [Ty [% Localintranst hov [ -
i start J a J | /@ Base Navigation Page... J 7] |:

Step Action

2. Click theJournal Entry link.
3. Click theCreate/Update Journal Entrieslink.

Ereateﬂ.lgdate Journal Entries
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@?}' |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj E 2| X Ib Bing R

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7Sh North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

{& CreateUpdate Journal Entries L3 - [ - ) = o+ Page - Safety - Tools - -

s« NDFT#*

Home:

=

NewWindow | Help | &

Create/Update Journal Entries
Find an Existing Yalue | Add a New Value ]
Business Unit: Q

Journal ID: NEXT

Journal Date: [07i23r2010 [5)

Add

Find an Existing Value | Add a New Yalue

javascript: submitAction_win0{document.wind, '#ICSwitchMode"); ’_l_l_l_l_l_lﬁlg Local intranet ¥g - | o100 - A
& start J & JI & Create/Update Journ... J (7} |:

Step Action

4, Click theFind an Existing Valuetab.
[Find an Existing Yalue]

5. Click theJournal Header Statuslist.
| Mo Status - Needs to be Edited |
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Create/Update Journal Entries - Windows Internet Explorer

@; ) ® @] https:jjwwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42| % | [ Bing

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ % 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational ... € Suogested Sikes = @ | web Slice Gallry =

'_ré CreatefUpdate Journal Entries

s*NDF T+

ﬁ - B - g;q -~ Page = Safety =~ Tools ~ @v

Home

| [Elg

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 {_ Add a New Value

Business Unit: = 'l |1 1000 Q

Journal ID: | begins with j|
Journal Date: |= = El

Document Sequence Number: | begins with j|

Line Business Unit: = 'l I Q
Journal Header Status: |= j |Nn Status - Meeds to be Edited j
Budget Checking Header Status:

Deleted - anchor jml unposted

Source: = Joural Entry Incormplete
Journal Has Errars
Mo Status - Meeds to be Edited
Search | Clear |Elasm search [E Save §Posted to Ledgers)

Posting Incomplete-Repost ASAP
Unposted

Upgrade Journal - Gan't Unpost
alid Journal - Edits Complete
Walid SJE Madel -- Do Mat Past

Fird an Existing Value | Add a New Value

’_’_’_’_’_’_mﬁg Local intranet ’v“,]_v| FI00% -
& start J @ JI (& Create/Update Journ... J 7 0 |:

Step Action
6. Click the"blank" listitem.
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ﬂ:‘treatel‘-"Update Journal Entries - Windows Internet Explorer

@: - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj 3 42| K Ib Bing 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknka State Govern,.. 25 ConnectND Operationsl Erw... @8 Suggested Sites = & We Slice Gallery -

& CreateUpdate Journal Entries

s« NDFT#*

ﬁ ~B - @; ~ Page = Safety = Tools - -@v

=

New Window | Help | &,

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

{ Find an Existing Value Y Add a Mew\alue

Business Unit: = v[ |1 1000 Q

Journal ID: [beging with =[]
Journal Date: [= = [H

Document Sequence Number: | hegins with L”

Line Business Unit: = 'I I Q

Journal Header Status: |= = |
Budget Checking Header Status: | = j | j
Source: == I—Q

Search | Clear | Basic Search [ Save Search Criteria

Find an Existing value | Add a Mew Value

’_’_’_’_’_'_mlg Local intranet a v | miore -
& start J & JI & Create/Update Journ... J 0= |:

Step Action
7. Enter the desired information into theurnal ID field. Enter"0000931348

All fields should be blank except for Business Unit and JournalTlfds will allow
the system to locate the journal more efficiently.

8. Click theSearch button.
Search

0. Verify this is the journal you want to copy.
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Create/Update Journal Entries - Windows Internet Explorer

@; J = @] https:jjwwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42| % | [ Bing

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 95 ND Office of Management a... 15 Morth Dakota State Govern.., D8 ConnectMD Operational ... € Suogested Sikes = @ | Web Slice Gallery =

(& CreatsfUpdate Journal Entries ]’ﬁ} S 5 IR | Q;q ~ Page - Safety ~ Tools - @v

+*NDF T+

Home

| [Elg

Mew Window | Help | Customize Page |

{ Header Y Lines ) Totals ¥ Emars | Approval |

Unit: 11000 JournalID: 0000931348 Date: a7ra2010

Long Description: IICemraI Senices adjustment ﬂ
“Ledger Group: IACTUALS I auto Generate Lines

Ledger: I Adjusting Entry: INUn-Adjustmg Entry 'I
*Source: ORL Fiscal Year: 2011

Reference Number: I Period: I 1
SJE Tyne: I 'l ADB Date: ID?H 52010 3]

Journal Class: [ & [~ Save Journal Incomplete Status
Transaction Code: Im aQ [~ Autobalance on 0 Amount Line
Currency Defaults: LISD S CRRNT /1
Eeversal: Do Mot Generate Reversal Comrnitrment Contral
& save | L4 Return to Search | [=] hotify | ts Refresh Er Add | | Upciste Dizplery

Header | Lines | Totals | Errors | Approval

javascript: submitAction_winO{docurment, wind, ' #ICPanel1"); ’_’_’_’_’_’_mm Local intranet v’;] - | 0% - A
wstart J @ JI @Ereaterpdate Journ... J (7] |:

Step Action
10. Click theLines tab.
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' d |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj E 2| X Ib Eing

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... b North Daknta State Govern...

& CreateUpdate Journal Entries

s« NDFT#*

ng' ConnecthD Operational Env. .. @ Suggested Sites = @ | Weh Slice Gallery -

L3 - [ - [ = o+ Page - Safety - Tools - @

Mew Window | Help | Custornize Page | B

Interintratinit |

Template List  Search Criteria  Change Values

[ Header ¥ Limes Y Totals Y Emors Y Approval |
Unit: 11000 JournallD: 000093 348 Date: 07152010 “Process: [E0Iourna =] process |

™ Errors Onty

- Lines

Line: W

Linestuadd:l 1 =

Select Line  ‘Unit Account Oper Unit Fund Dept Program  Class EﬁﬂB"s Project Activity
O fi1oo0 @ @ |s36035 Q [110 Q a0 @ [s300 Q| Q [11030 Q| Q| Q|
oz [11000 & Q. [s35085 a, [i1o Q [ren @ [53m0 Q| & oz @ | a | Q|

First [4] 1 o 1 [M] Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 2 1,500.00 1,500.00 W W
B save | S\Returnto Search | [=] Matify | s Refresh
Headet | Lines | Totals | Etrors | Apgroval
< | i
Done ’_’_’_’_’_'_’%@ Local intranet sg - | F00% v
& start J & J I & Create/Update Journ... J (7} |:
Step Action
11. Click theProcesdlist.
|EditJ|:|urnaI j|
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Wiew Favorites  Tools  Help

Training Guide
Module 8 1 General Ledger

T:F Favorites ‘ i}:‘& '?‘,,,d' MD Office of Management a...

29 Morth Dakota State Govern,.,.

@'.T: |- |g, https: {frov. connecknd. us{pspindft EMPLOYEEJER P cfPROCESS _JOURMALS, JOURMAL_EMTRY _IE GEL?PC j ([ #2 | IbEing
Filz  Edit

'_ré CreatefUpdate Journal Entries

s*NDF T+

;:,’, ConnectMD Operational Ene. .. E Suggested Sites * @ | Web Slice Gallery

ﬁ - B - g;q -~ Page = Safety =~ Tools ~ @v

Home
=
Mew Window | Help | Custornize Page | B
[ Header " Limes Y Totals Y Emars | Approval |
Unit: 11000 JournallD: 000093 348 Date: 071152010 “Process: [EdiLouna =] Frocess
I Budget Check.Jourmal
Template List  Search Criteria  Chanoe Values Interfintralnit I~ Errors Only It |

Select Line *Unit Account

Oper Unit

Fund
o1

Dept
[11000 @ @ [536035

i lournal

Q, [i1o Q [ren @ [5300
ro:z

[11000 @ Q. [535085

a, |10 Q [re0 @ [s5300
Linestnadd:l 1 =

Unit Total Lines

Total Debits
11000 2

1,500.00
Bl save | SLReturnto Search | [Z] Motify

is Refresh
Header | Lines | Totals | Errars | Approval

4

Cone

o Print Journal (Crystal)
Print Jaurnal <ML

Q|
al

Total Cre

ournal Status Budget Status
1,500.00 v v

istart| | @&

J I @ Create/Update Journ...

|
’_ ,_ '— ,— ,— l_ m @ Local intranet

a M -

Step Action

ENNIES

Je

12.

Click theCopy Journal list item.
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Update Journal Entries ndows Internet Explorer

@: - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj 3 42| X Ib Bing 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

Fi - B - e -

»

& Create/Update Journal Entries Page = Safety = Tools = .@-

s« NDFT#*

Home:

Mew Window | Help | Custornize Page | 5

[ Header ¥ Limes Y Totals Y Emors Y Approval |

Pracess |

Unit: 11000 JournallD: 0000931348 Date: 071152010 *Process:

Template List  Search Criteria  Chancge Values Interfintralinit I I~ Errors Only Line: I 10

Select Line *Unit Account Oper Unit Fund Dept Program Class EﬁﬂB"s Project Activity
O {11000 @ Q. [536035 Q [110 Q a0 @ [s300 Q| Q [11030 Q| Q| Q|
oz [11000 & Q. [s35085 a, [i1o Q [ren @ [53m0 Q| & oz @ | a | Q|

Lines to add: 1 =

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 2 1,5800.00 1,500.00 W W

Bl save | S\Returnto Search | [E] Motity | s Refresh
v

Headet | Lines | Totals | Errors | Anproval

4] |
Dione ’_’_’_’_’_'_’%@ Local intranet a v | miore -
& start J & J I & Create/Update Journ... J o

e

Step Action

13. Click theProcessbutton.
Process
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@: J = @] https: v connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URMAL_ENTRY_IE.GBL7PC ||| G || 42| % | [ Bing 2|

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 5 ND Office of Management a... 5 Morth Dakota State Govern.., 08 ConnectMD Operational ... # Suagested Sikes = @ | web Slice Gallry =

'_ré CreatefUpdate Journal Entries

s*NDF T+

ﬁ < m - [ g&; ~ Page = Safety ~ Tools = |®v

| [Elg

Mew Window | Help | Custornize Page | 5

Journal Entry Copy

Business Unit: 11000 Copy From ID; 0000931348 Copy From Date: 077152010

Journal ID: INEXT Ledger: I [ Reverse Signs

Journal Date: IUT"J’23"201 0 NewLedger: I ¥ Recalculate Budget Date

ADB Date: I Ed—"wm..-.-,.wt I ™ save Journal Incomplete Status
Currency Effective Date: I Eﬂ

' Do Not Generate Reversal ' Same As Journal Reversal

" Beginning of Next Period " On Date Specified By User

' End of Next Period ADE Reversal Date: |— B]
" Next Day

' ndjustment Period
' On Date Specified By User

Adjustment Period: I Q,

Reversal Date: I [

Ok Cancel | Refresh |

Javascript: DatePrompt_win0{ JRAL_COPY_iwRK_MEW_JOURNAL_DATE, JRNL_COPY_wiK_MEw_JoURMaL DaTEsora] | [ [ [ [ [Fg [% Localintranet v (R -

E;‘Start J @ JI @ Create/Update Journ... J (7] |:

Step Action

14, Journal Date will always default to the current date or may be applied back to
open accounting period (for example, when applying back a journal to a prior
month/fiscal year, use 6/30/0000).

The entry cannot be bactlated to a closed amgnting period.

Click theChoose a date (Alt+5putton to display the current calendar monitine
date can also be typed into the Journal Date field.

15. Click theprevious month button.
16. Click the30link.
17. Click theOK button.

Ok
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fUpdate Journal Entries - Windows Internet Explorer

S Favortes | 35 @] Suggested Sites ~ @] Weh Slice Galery -

E CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

Favovrites §MainvMenu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries

Lines | TIotals | Erors || Approval

G(L; - |g, https:J‘,l’www.connectnd.us;’psp,l’ndFt,l’EMPLO\"EEJ‘ERPJc,I’PROCESS?JOURNALS.JOURNAL?ENTRY?IE.GBL?Fonj 3 |‘?|| X | Il’f Live Search

Home |

B rewrindow P Help B customize Page B hitp

MutiChannel ¢

htEn

Unit:

11000 Journal ID: 0000931363 Date: 07232010

Long Description: ICemraI Senvices adjustmenﬂ

IACTUALS

*Ledger Group: [~ auto Generate Lines

Ledger: I— Adjusting Entry: Im
*Source: m Q Fiscal Year: 011

Reference Number: li Period: |—1

SJE Type: = ADB Date: [07i232010 5

Journal Class: [ & [ Save Journal Incomplete Status

™ Autobalance on 0 Amount Line

GEMERAL |G

Currency Defaults: USDF CRRMT /1
Reversal Do Mot Generate Reversal

Transaction Code:

Commitrment Cantral

B Save | &L Returnto Search | ([E] Motity 1 Refresh
]

Header | Lines | Totals | Errars | Approval

4

Es Add UpdlateDisglay.

Cone

f"Startl J i T & JI (& Create/Update Journ...

,7 ,7 ,7 ’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF

=

|
a v [®mi0e -
« @ Wi

Step Action

18.
this example will be an addition to the description.

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

Enter the desired information into theng Description field. Enter "- July".
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@? j = @] https:j wwn. connectnd. us/pspfndft/EMPLOYEE JERP/c/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42 || % | [ Bing

ol
File Edit ¥iew Favorites Tools  Help
7 Favorites ‘ 9% 29 MD Office of Management a... 5 Morth Dakota State Govern... 25 ConnectMD Operational Env... 4 Suggested Sites = @ Web Slice Gallery +
(& CreatsfUpdate Journal Entries ﬁ - B - g;q v Page » Safety ~ Tools ~ @'
+*NDFT**

| [Elg

Home

Mew Window | Help | Customize Page |
[ Header " Limes Y Totals Y Emars | Approval |
Unit: 11000 JournalID: 0000931363 Date:

071232010 ‘Process: | EditJournal =l [_Process |

Template List  Search Criteria

Change Values Interintrallnit | ™ Errors Only Line:m
Select Line  ‘Unit Account OperUnt  Fund  Dept Progam Class  ECPUS  projest Acthity
o1 [11000 & Q. [s36035 Q, [i1o Q [ren @ [5300 Q| Q11030 & r a | Q|
| i [11000 @ Q. [535085 Q [110 Q a0 @ [s300 Q| Q [11030 Q| Q| Q|
Linestoadd: | 1 =1

Unit Total Lines

€ iize | Find | First [4] 1of 1 [¥] Last
Total Debits Total Credits Journal Status Budget Status
11000 2 0.00 0.00 M M
B Save | S\Returnto Search | [Z] Mtify | L Refresh
Header | Lines | Totals | Errars | Approval
4 | |
Done ’_’_’_’_’_’_’%@ Local intranet ¥ - | FI00% -
ﬂfstart J @ JI @ Create/Update Journ... J (7] |:

Step Action
19.

Click theProcessoutton.

FProcess I
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@?}' |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj [ 42| X Ib Bing R~

File Edit “iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

{& CreateUpdate Journal Entries

s« NDFT#*

L3 - [ - [ o+ Page - Safety - Tools - @

Home:

=

Mew Window | Help | Custornize Pag Saved

[ Header ¥ Limes Y Totals Y Emors Y Approval |
Unitt 11000  JournallD: 000093 363 Date: 072372010 “Process: [E0Iourna =] process |

Template List  Search Criteria  Change Values Interintratinit I I~ Errars onty Line: I 10

sage from webpage [ x|

Select Line *Unit Account Oper Unit lass EﬁﬂB"s Project Activity
1 Journal DO00931363 is saved, (5210,6) —
O {11000 @ Q. [536035 Q [110 A 1030 Q| a | Q|
oz 11000 Q, |535025 110 ! 1030
e ! al ol ol

Linestuadd:l 1 =

First E 1of 1 E

Customize | Find |
Unit Total Lines Total Debits Total Credits Jou
11000 2 1,500.00 1,500.00

Last

Bl save | S\Returnto Search | [E] Motity | s Refresh
v

Headet | Lines | Totals | Errors | Anproval

4 | i
Dione ’_’_’_’_’_'_’%@ Local intranet a v | miore -
& start J & J I & Create/Update Journ... J (7} |:

Step Action

20. Click theOK button. After the journal is processed, a unique journal number w
assigned to it.

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

IR
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@? j = @] https:j wwn. connectnd. us/pspfndft/EMPLOYEE JERP/c/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42 || % | [ Bing

ol
File Edit ¥iew Favorites Tools  Help
7 Favorites ‘ 9% 29 MD Office of Management a... 5 Morth Dakota State Govern... 25 ConnectMD Operational Env... 4 Suggested Sites = @ Web Slice Gallery +
(& CreatsfUpdate Journal Entries ﬁ - B - g;q v Page » Safety ~ Tools ~ @'
+*NDFT**

| [Elg

Home

{ Header " Lines Y

Mew Window | Help | Customize Page |

Totals ¥ Emars Y Approval |

Unit: 11000 JournallD: 0000931363 Date: 071232010 “Pracess: | Editioumnal ][ Process |
Template List  Gearch Criteria  Change Values Interfintralinit I I~ Errors Only Line: W
Select Line  ‘Unit Account Oper Unit Fund Dept Program  Class Eﬁnﬂus Project Activity
o1 [11000 & Q. [s36035 Q, [i1o Q [ren @ [5300 Q| & 11030 @ | a | Q|
oz 11000 @ Q [535085 a, |10 Q [re0 @ [s5300 Q| Q [11030 Q| Q| Q|
Linestoadd: | 1 =1

Unit Total Lines

€ iize | Find | First [4] 1of 1 [¥] Last
Total Debits Total Credits Journal Status Budget Status
11000 2 1,500.00 1,500.00 % v
B Save | S\Returnto Search | [Z] Mtify | L Refresh
Header | Lines | Totals | Errars | Approval
4 | |
Done ’_’_’_’_’_’_’%@ Local intranet ¥ - | FI00% -
ﬂfstart J @ JI @ Create/Update Journ... J (7] |:

Step Action

21. Click theProcesdist.
| EditJournal |
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Update Journal Entries ndows Internet Explorer

@: - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj g 2% Ib Eing

File Edit ‘“iew Favorites Tools  Help

& Create/Update Journal Entries

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

Fi - B - e -

s« NDFT#*

Home:

Page = Safety = Tools = '@-

Mew Window | Help | Custornize Page | 5

Unit: 11000 Jou
Template List  Searc

[ Header ¥ Limes Y Totals Y Emors Y Approval |

mallD: 0000921363 Date: 072372010 *Process: | EditJournal =] | Prosess

P Budget Check Journal
h Criteria Change Values nterintratinit | I Errors onty Copy.Jaumal

T ..
Ihes Edit Chartfield

»

Lines to add: 1

11000 2

Unit Total Lines

G &

Total Debits Total Credits Journal Status Budget Status
1,5800.00 1,500.00 W W

Bl save | S\Returnto Search | [E] Motity | s Refresh
v

4

Headet | Lines | Totals | Errors | Anproval

i *Uni i Edit Journal PC Bus . L
Select Line Unit Account Oper Unit Fund Dept ~ Project Acti
PastJournal Unit Acthity
Frint Journal {Crystaly |
O {11000 @ Q. [536035 Q [110 Q [re0 @ [5300 A LRy | Q| Q|
oz [11000 & Q. [s35085 a, [i1o Q [ren @ [53m0 Refresh Joumal a | |

Cione

i/ start J &

|
’_ '_ '_ '_ '_ '_ '% @ Local intranet
J I & Create/Update Journ...

a v | miore -

Jo

e

Step

Action

22.

Click theSubmit Journal list item.
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@; j = @] https:jjwwn. connectnd. us/pspfndft/EMPLOYEE JERP/c/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42 || % | [ Bing

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ % 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Env... # Suogested Sikes = @ | web Slice Gallry =
Ko~ ) - 0 o= v Page v Safety v Tools v (@)~

'_ré CreatefUpdate Journal Entries

s*NDF T+

Sign out

Home

=
Mew Window | Help | Customize Page |

[ Header " Limes Y Totals Y Emars | Approval |

Process |

Submit.Journal

Unit: 11000  JournalID: 000093 363 Date:  07/23(2010 ‘Process:
Template List  Gearch Criteria  Change Values Interfintralinit I I~ Errors Only Line: W
Select Line  ‘Unit Account Oper Unit Fund Dept Program  Class Eﬁnﬂus Project Activity
o1 [11000 & Q. [s36035 Q, [i1o Q [ren @ [5300 Q| & 11030 @ | a | Q|
| i [11000 @ Q. [535085 Q [110 Q a0 @ [s300 Q| Q [11030 Q| Q| Q|

Linestnadd:l 1 =

omize | Find | First [4] 1of 1 [¥] Last

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 2 1,500.00 1,500.00 v v

B Save | S\Returnto Search | [Z] Mtify | L Refresh

Header | Lines | Totals | Errars | Approval

1] |

Done ’_’_’_’_’_’_’%@ Local intranet ¥ - | 0% -
& start J a JI & Create/Update Journ... J 0 |«

ENNIES

Step Action

23. Click theProcessbutton.
Process

24. Click theOK button.
Ok

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 pseparinga new journal with reversed accounting signs, or by
copyingthe original journal and reversing thecounting signsThis topic will show how to
copy the original journal and reverse the accounting signs.

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

Procedure

This topic will show how to Reverse a Journal Entry by copying an exigtimnal and selecting
the Reverse Signs checkbox.

[;('.“Emplnyeef[acing registry content - Windows Internet Explorer

@"" Ié. https: v, connecktnd. us psp/ndft EMPLOYEE [ERFP by #hab=DEFALLT ﬂ % *2 ([ X IbEing 2
File Edit Wiew Favorites Tools Help

‘? Favorites ‘ TJ:‘;S "9'&' MO Office of Management a... ';ﬂ, Morth Dakota State Govern,. . 5‘:‘.’; ConnecthD Operational Erv... €8 Suggested Sites ~ £ | Web Slice Gallery ~

Search: LI
]

m ~ »
& Employee-facing registry content M- [ - [ o= v Page - Safety ~ Tools - @~

[ My Favorites

[» Employee Self-Sernvice
[» Manager SelfFService
[> Supplier Contracts

[> Custamers

[ tems

[> Cost Accounting

[* Vendors

[» Purchasing

[+ Imientary

[» eProcurement

[> Services Procurement
[> Sourcing

[> Project Costing

[> Travel and Expenses
[> Trawvel Administration
[ Billing

[» Accounts Receivahle
[» Accounts Payable

[» Asset Management
[> Commitment Control
[» General | edget

[> Allocations
> Set Up Finanjecses GeneralLeder |
[ ¥vorklist

[> Tree Manager

[» Reporting Tools

[> PeopleTools

[ MD Utilities & Interfaces
> NDS Reports

— Tax Center

— Back to Portal

— Change My Password
— Mty Personalizations

— My Systern Prafile

=
https: {fwesss connectnd, usfpspfndft EMPLOYEE [ERPJs{WEBLIE_PTPF_SC,HOMEPAGE. FieldFormula. I5cript_sppHerpt_| | [ [ [ [ [y [% Localintranet 7h v [ B -

i/ start J @ JI@Empluyee—facing regi.. J o7 G

Page 48



Training Guide
Module 8 1 General Ledger

Step Action
1. Click theGeneral Ledgerlink.

|[> General Ledgej

ﬂTBase MNavigation Page - Windows Internet Explorer

@; J = @] https:jjwwn. connectnd. us/pspindft/EMPLOYEE JERP /s WEBLIB_PTPP_SC. HOMEPAGE. FicldFormula 15eript, ||| G || 42| % | [ Eing 2

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ % 95 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Erv... 8 Suogested Sikes = @ | web Slice Gallry =

(& Base Mavigation Page

s*NDF T+

I eProcurement General Ledger
[> Services Procurement

[» Sourcing
[ Project Costing 47 General Ledger Center ﬁ Journals ﬁ Open ltems

[> Travel and Expenses €F  Access General Ledger. Create, import, Feviev, correct, and process Feview and reconcile open tems
[ Travel Administration journal entries. ElReview Status Online

> Billing 3 Journal Ertry = Open ftem Listing Report

I Accounts Receivable Cimport Journals

[> Accounts Payahle CiProcess Journals

Access General Ledger

gasect Management Review Financial Information ﬁ General Reports
b Ummllmem Control Run inguiries on journals, ledgers, or Access journal, ledger, trial balance,
* General Ledger accounting entries. reconciliation, and InterUnit reports.
[» Journals ElLeder Activity
[ Open ltems Elournal Entry Detsil
[> Review Financial ElTrisl Balance
Information ElLedoer Summary

[> General Reports
— General Ledier Center
[> Allocations
[> Set Up FinancialsiSupply
Chain
[ WWorklist

[: MDD Ltilities & Interfaces
[ NDS Reports

— Tax Center

— Backto Partal

— Chane My Password
— Mty Personalizations

— My Systern Profile

https:f fwe, connectnd usfpsc/ndft/EMPLOYEE/ERPY s WEBLIE_PTPP_SC HOMEPAGE FieldFormula, IScript_appHP?scn. % @ Local intranet v’;] - |""\ 100% -

i start J a JI@Base Navigation Page... J o7

-

Step Action

2. Click theJournal Entry link.
3. Click theCreate/Update Journal Entrieslink.

Ereateﬂ.lgdate Journal Entries
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@?}' |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj [ 42| X Ib Bing R

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7Sh North Daknta State Govern,.. 25 ConnectND Operationsl Erw... @8 Suggested Sites = & We Slice Gallery -

(& CreateUpdate Journal Entries L3 - [ - ) = o+ Page - Safety - Tools - @

s« NDFT#*

Home:

=

NewWindow | Help | &

Create/Update Journal Entries
Find an Existing Yalue | Add a New Value ]
Business Unit: Q

Journal ID: NEXT

Journal Date: [07i27:2010 [5)

Add

Find an Existing Value | Add a New Yalue

javascript: submitAction_win0{document.wind, '#ICSwitchMode"); ’_ '_ '_ '_ '_ '_ '% @ Local intranet ¥g - | o100 - A
& start J & JI & Create/Update Journ... J Gl 13

Step Action

4, Click theFind an Existing Valuetab.
[Find an Existing Yalue]

5. Click theJournal Header Statuslist.
| Mo Status - Needs to be Edited |
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Create/Update Journal Entries - Windows Internet Explorer

@; J = @] https:jjwwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URMAL_ENTRY_IE.GBL7PC || G || 42| % | [ Bing

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Erv... € Suagested Sikes = @ | web Slice Gallry =

'_ré CreatefUpdate Journal Entries

s*NDF T+

ﬁ - B - g;q -~ Page = Safety =~ Tools ~ @v

Home

| [Elg

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 {_ Add a New Value

Business Unit: = 'l |1 1000 QU

Journal ID: | begins with j|
Journal Date: |= = El

Document Sequence Number: | begins with j|

Line Business Unit: = 'l I Q
Journal Header Status: |= j |Nn Status - Meeds to be Edited j
Budget Checking Header Status:

Deleted - anchor jml unposted

Source: = Joural Entry Incormplete
Journal Has Errars
Mo Status - Meeds to be Edited
Search | Clear |Elasm search [E Save §Posted to Ledgers)

Posting Incomplete-Repost ASAP
Unposted

Upgrade Journal - Gan't Unpost
alid Journal - Edits Complete
Walid SJE Madel -- Do Mat Past

Fird an Existing Value | Add a New Value

Done ’_’_’_’_’_’_’%@ Local intranet ’v“,]_v| FI00% -
& start J a J I & Create/Update Journ... J 0|2 I

Step Action
6. Click the"blank" list item.
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ﬂ:‘treatel‘-"Update Journal Entries - Windows Internet Explorer

@: - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj 3 42| % Ib Bing 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7Sh North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

{& Create/Update Journal Entries

s« NDFT#*

ﬁ B - @; ~ Page = Safety = Tools - -@v

=

New Window | Help | &,

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

{ Find an Existing Value Y Add a Mew\alue

Business Unit: = v[ |1 1000 Q

Journal ID: [beging with =[]
Journal Date: [= = El

Document Sequence Number: | hegins with L”

Line Business Unit: = 'I I Q

Journal Header Status: |= = =
Budget Checking Header Status: | = j | j
Source: = 'l | Q
Search | Clear |Elaswc Search [E Save Search Criteria
Find an Existing value | Add a Newvalue
Done ’_’_’_’_’_'_’%@ Local intranet sg - |'°|“ 100% =

& start J & JI & Create/Update Journ... J (73

T @l

Step Action
7. Enter the desired information into theurnal ID field. Enter"0000931348

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

All fields should be blank except for Business Unit and JournalTli}s will allow
the system to locate the journal more efficiently.

8. Click theSearchbutton.
Search

9. Verify this is the correct journal to copy and reverse.
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Create/Update Journal Entries - Windows Internet Explorer

@; ) ® @] https:j wwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42| % | [ Bing

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Erv... €8 Suogested Sikes = @ | Web Slice Gallery =

(& CreatsfUpdate Journal Entries ]’ﬁ} S 5 IR | Q;q ~ Page - Safety ~ Tools - @v

s*NDF T+

Home

| [Elg

Mew Window | Help | Customize Page |

{ Header Y Lines ) Totals ¥ Emars | Approval |

Unit: 11000 JournalID: 0000931348 Date: a7ra2010

Long Description: IICemraI Senices adjustment ﬂ
“Ledger Group: IACTUALS I auto Generate Lines

Ledger: I Adjusting Entry: INUn-Adjustmg Entry 'I
*Source: ORL Fiscal Year: 2011

Reference Number: I Period: I 1
SJE Tyne: I 'l ADB Date: ID?H 52010 3]

Journal Class: [ & [~ Save Journal Incomplete Status
Transaction Code: Im aQ [~ Autobalance on 0 Amount Line
Currency Defaults: LISD S CRRNT /1
Eeversal: Do Mot Generate Reversal Comrnitrment Contral
& save | L4 Return to Search | [=] hotify | ts Refresh Er Add | | Upciste Dizplery

Header | Lines | Totals | Errors | Approval

javascript: submitAction_winO{docurment, wind, ' #ICPanel1"); ’_’_’_’_’_’_mm Local intranet v’;] - | 0% - A
& start J a_ JI & Create/Update Journ... J 0|2 I

Step Action

10. Click theLines tab.
Lines
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jpdate Journal Enl - Windows Internet Explorer

' d |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj E 2| X Ib Eing 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -
L3 - [0 - [ = o+ Page - Safety - Tools - @

{& Create/Update Journal Entries

s« NDFT#*

Mew Window | Help | Custornize Page | B

[ Header ¥ Limes Y Totals Y Emors Y Approval |
Unit: 11000 JournallD: 000093 348 Date: 07152010 “Process: [E0Iourna =] process |

Template List  Search Criteria  Change Values Interintratinit I I~ Errors Only Line: I 10

Select Line *Unit Account Oper Unit Fund Dept Program Class EﬁﬂB"s Project Activity
o 1000 G @ [s38035 SR Q [re0 @ [5300 Q| Q [11030 Q| Q| Q|
oz [11000 & Q. [s35085 a, [i1o Q [ren @ [53m0 Q| & oz @ | a | Q|

Lines to add: I 1 =

First (4] 1 o 1 0] Lact
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 2 1,500.00 1,500.00 W W

Bl save | S\Returnto Search | [E] Motity | s Refresh
v

Headet | Lines | Totals | Errors | Anproval

< | i
Dione ’_’_’_’_’_'_’%@ Local intranet aov Mo -
& start J & J I & Create/Update Journ... J Gl 3

Step Action

11. Click theProcesdist.
| Edit Journal |

Page 54



Create/Update Journal Entries - Windows Internet Explorer

Wiew Favorites  Tools  Help

Training Guide
Module 8 1 General Ledger

T:F Favorites ‘ {:‘5 '?‘,,,d' MD Office of Management a...

29 Morth Dakota State Govern,.,.

@'.T: |- |g, https: {frov. connecknd. us{pspindft EMPLOYEEJER P cfPROCESS _JOURMALS, JOURMAL_EMTRY _IE GEL?PC j ([ #2 | IbEing
Filz  Edit

'_ré CreatefUpdate Journal Entries

+*NDFT++

;:,’, ConnectMD Operational Ene. .. E Suggested Sites + @ | Web Slice Gallery

ﬁ - B - g;q -~ Page = Safety =~ Tools ~ @v

Home
=
Mew Window | Help | Custornize Page | B
[ Header " Limes Y Totals Y Emars | Approval |
Unit: 11000 JournallD: 000093 348 Date: 071152010 “Process: [EdiLouna =] Frocess
I Budget Check.Jourmal
Template List  Search Criteria  Chanoe Values Interfintralnit I~ Errors Only It |

Select Line *Unit Account

Oper Unit

Fund
o1

Dept
[11000 @ @ [536035

i lournal

Q, [i1o Q [ren @ [5300
ro:z

[11000 @ Q. [535085

o Print Journal (Crystal |

Print Jaurnal <ML I ~ I 4 I
a, |10 Q [re0 @ [s5300 | Q| Q|
Lines to add: I 1 =
Unit Total Lines Total Debits Total Cre ournal Status Budget Status
11000 2 1,500.00 1,500.00 % v
B Save | S\Returnto Search | [Z] Mtify | L Refresh
Header | Lines | Totals | Errars | Approval
4| | i
Done ’_’_’_’_’_’_’%@ Local intranet ¥ - | FI00% -
& start J & JI & Create/Update Journ... J 0|2 )

Step Action

12.

Click theCopy Journal list item.
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Update Journal Entries ndows Internet Explorer

@?\." |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj g 2% Ib Eing 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & Web Slice Gallery -

»

& CreateUpdate Journal Entries L3 - [ - ) = o+ Page - Safety - Tools - @

s« NDFT#*

Home:

Mew Window | Help | Custornize Page | B

[ Header ¥ Limes Y Totals Y Emors Y Approval |

Pracess |

Unit: 11000 JournallD: 0000931348 Date: 071152010 *Process:

Template List  Search Criteria  Chancge Values Interfintralinit I I~ Errors Only Line: I 10

Select Line *Unit Account Oper Unit Fund Dept Program Class EﬁﬂB"s Project Activity
O {11000 @ Q. [536035 Q [110 Q a0 @ [s300 Q| Q [11030 Q| Q| Q|
oz [11000 & Q. [s35085 a, [i1o Q [ren @ [53m0 Q| & oz @ | a | Q|

Lines to add: 1 =

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 2 1,5800.00 1,500.00 W W

Bl save | S\Returnto Search | [E] Motity | s Refresh
v

Headet | Lines | Totals | Errors | Anproval

< | i
Dione ’_’_’_’_’_'_’%@ Local intranet aov Mo -
& start J é J I & Create/Update Journ... J Gl 3

Step Action

13. Click theProcessbutton.
Process

Page 56



Training Guide
Module 8 1 General Ledger

% = [&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEE/ERP /c/PROCESS_JOURNALS JOURNAL_ENTRY_IE.GBL7Fol ]| G [|## || X | [ 5 Live Search (2=

{; Favorites ‘ {:‘5 €| Suggested Sites + @ | Web Slice Gallery +

»
(& CreatsfUpdate Journal Entries @ < | @ -~ Page - Safety - Tools @v

ORACLE" You are on Database: NDFT

Home: | | MuttiChannel | Add to F;
Favorites | Main Menu > General Ledger : Joumnals > Jowrnal Entry > CreatefUpdate Journal Entries
: - - -

@New\l\finduw ?Help E{'Custum\zepage htlp

hEEn

Journal Entry Copy

Business Unit: 11000 Copy From ID; 00003831348 CopyFrom Date:  07/15/2010

Journal ID: MEXT Ledger: ™ Reverse Signs

Journal Date: 117232010 E‘j New Ledger: ¥ Recalculate Budget Date

ADB Date: Bl Document Type: ¥ Save Journal Incomplete Status
Currency Effective Date: ]

& Do Not Generate Reversal @ Same As Journal Reversal

" Beginning of Next Period ” On Date Specified By User

" End of Mext Period ADB Reversal Date: =
' Next Day

 Adjustment Period
” On Date Specified By User

Adjustment Period: Q
Reversal Date: [
ok | Cancel | Refresh |

'_,_,_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A
;YStartl J N JI (& Create/Update Journ... 3 LS

Step Action

14, Click theReverse Signsption.
| ¥ Reverse Signs
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(_;‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@: - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj % 42| X Ib Bing 2|~

File Edit ‘“iew Favorites Tools  Help

7.7 Favarites \ 9% 0 ND Office of Management a... 25 Morth Dakota State Govern... 28 ConnecthD Operational Env...  #8 Suagested Sikes = @ | Weh Slice Gallery =

{& Create/Update Journal Entries

s« NDFT#*

& ~B - @; ~ Page = Safety = Tools - -@v

=

Mew Window | Help | Custornize Page | 5

Journal Entry Copy

Business Unit: 11000 Copy From ID: 0000931348 Copy From Date:  07/15/2010

Journal ID; MEXT Ledger: I ¥ Reverse Signs

Journal Date: [07i27201d B NewlLedger: | I¥ Recalculate Budget Date

ADB Date: I Ei‘jl I I Save Journal Incomplete Status
Currency Effective Date: I [

' Do Not Generate Reversal " Same As Journal Reversal

' Beginning of Next Period ~ On Date Specified By User

© End of Next Period ADR Reversal Date: [ o
" Next Day

' Adjustment Period
" On Date Specified By User

Adjustment Period: I Q

Reversal Date: I [

Ok Cancel | Refresh |

javvaseript: DatePrompt_winO{ JRNL_COPY_WRK_NEW_JOURNAL_DATE, JRNL_COPY_WRK_MEW_JOURNAL DATESpra| | | | | | [F [% Localintranst h v [ -

& start J & JI@create/Update Journ... J Gl @

Step Action

15. Journal Datevill always default to the current date or may be applied back to a
open accounting period (for example, when applying back a journal to prior
month/fiscal year, use 6/30/0000).

The entry cannot be baclated to a closed accounting period.

Click theChoose a date (Alt+5putton to display the current calendar monitine
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 datef you want to apply to the prior month, select the

appropriate date.
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Step Action

You may want to apply back the reversal journal entry if the original entry was
in the prior month, so the entries will offset each other within the same accoun

period.
19. Click theOK button.
0K
20. Accounting entry amounts (signs) have been reversed.

lf‘l:reate,«"Update Journal Entries - Windows Internet Explorer

6\:‘/ - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,l’EMPLOVEE,l’ERPICIPROCESS_JOURNALS.JOURNAL_ENTR\"_IE.GBL?PCﬂ g 42| K Ib Bing 2=
File Edit ‘“iew Favorites Tools  Help
7.7 Favarites \ 9% 05 ND Office of Management a... 25 Morth Dakota State Govern... 28 ConnecthD Operational Env... @8 Suagested Sikes = @ | Weh Slice Gallery =
E CreatefUpdate Journal Entries
s*NDFT**
| (SIS
Mew window | Help | Customize Page | 5
010 ‘process: | EditJaumal =] [_Process |
I~ Errors Only Line:| 10
i Dept Program  Class Eﬁnﬁ Project Activity An Type Amount Base Currency  Open ltem Key
0 @ [s300 Q| G 11030 @ | a | a | a a -1,500.00 USD | C
0@ [5300 Q| Qo3 @ | Q| a | s} a | 1,500.00 USD | [«
First (4 1 o 1 [F] Last
nal Status Budget Status
N N
Kl | i
’_l_l_l_l_l_lﬂlg Local intranet g |““ 100% -
& start J @ JI /& Create/Update Journ... J (7} ?

Step Action

21. Click theProcessbutton to Edit/Validate the journal.

Frocess I
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jpdate Journal Enl - Windows Internet Explorer
@T} =[] https:feww. connectnd,usipspindft/EMPLOYEE,[ERPjc{PROCESS_IOURNALS, JoURNAL_ENTRY_IE GBLPc ]| S || 42| X | J© B | 2|~

File Edit “iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

E CreatefUpdate Journal Entries

s« NDFT#*

Mew windaw | Help | Custamize Pag Saved

0o *Process: IEdlt.JnumaI ' Process

I~ Errors Only Line: I 10

PC Bus J|Message from webpage [ x|

ol Dept Program Class Unit Proj e Amount Base Currency  Open ltem Key

_ = Jnurral D000931385 is saved, (5210,6
0 @ [s300 Q| Q [rioan @ | m ssmved SO0 = o | ~1,500.00 USD [ c
0@ [s300 Q| Q o @ | ol a | 1,500.00 USD | c

Total Credits Journal Status Budget Status
1,500.00 W W

Kl | ol
Done ’_’_’_’_’_'_’%@ Local intranet 'v'}]_vl F00% v
& start J & J I /& Create/Update Journ... J Gl 3

Step Action

22. Click theOK button.
O
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@; j = @] https:j wwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7PC || G || 42| % | [ Bing 2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 9% 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational ... €8 Suogested Sikes = @ | Web Slice Gallery =

'_ré CreatefUpdate Journal Entries

s*NDF T+

Sign out

=
Mew Window | Help | Customize Page | B

B
010 *Process: |EditJuumaI j Prucessl

™ Errors Only Line: I 10

!a Dept Program  Class Eﬁnﬂ"s Project Actiity AnType Amount Base Currency  Open ftem Key

0o [s300 Q| Q o o r Q| a | al af 1,500.00 USD | d
0@ [s300 Q| Q oo @ | Q| a | al af 1,500.00 USD [ c

Total Credits Journal Status Budget Status
1,500.00 W W

Kl | 2
Done ’_’_’_’_’_’_’%|g Local intranet ¥ - | FI00% -
& start J s J I & Create/Update Journ... J 0|2 I

Step Action
23. Click theProcessdrop down list to submit the jooal for final approval.
| EditJournal |
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jpdate Journal Enl

- Windows Internet Explorer

' d |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj E 2| X Ib Eing

File Edit ‘“iew Favorites Tools  Help

{& CreateUpdate Journal Entries

s« NDFT#*

3

< Favorites | 5% 25 ND Office of Management a... 7S North Daknka State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

M3 - [ - [ = o+ Page - Safety - Tools - @

Mew Window | Help | Custornize Page | B

hmit Journal

Total Credits Journal Status
1,500.00 W

K]

010 *Process: | Editdournal | Process
- Budget Check Journal
Errors Onty Copy Jourmal

Celete Journal
Edit Chartfield
Edit Journal

il De . An Type Amount Base Currency  Open ltem Key

Dept PostJournal Unit Anype Smoum

el I PrintJournal {Crystal) i |+ I—c

0 2 Jsz00 QF'rmt.Jnurn:a\ EMLPY I Q I & I Q £ 1.500.00] USD:

0 Q |5300 Refresh Journal | Q| a | Q, (e} | 1,500.00 USD | C

Budget Status
¥

B

4/ start J &

J I & Create/Update Journ...

’_ ,_ ,— ,— ,— ,_ ,% |g Local intranet

o

a v Mmoo
7 @ls

Step Action

24,

Click theSubmit Journal list item.
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

@; j = @] https:j wwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. JOURNAL_ENTRY_IE.GBL7PC || G || 42| % | [ Eing

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 955 29 MD Office of Management a,.. 75 Morth Dakota State Govern... 25 ConnectMD Operational Env... 4 Suggested Sites = @ Web Slice Gallery +
'_ré CreatefUpdate Journal Entries

s*NDF T+

Wiorklist v Sign out
| [Elg

Mew Window | Help | Customize Page | B

010 *Process: |l Frocess
™ Errors Only Line: I 10
o Dept Program  Class Eﬁnﬂ"s Project Actiity AnType Amount Base Currency  Open ftem Key
o @ [s300 Q| SHITERsN| Q| a | Q, Q, | -1,500.00 USD | C
0@ [s300 Q| Q [11o30 Q| Q| a |

al af 1,500.00 USD [ c

)1 | B First [E1] 1 of 1 ] Last
Journal Status Budget Status
1,500.00 W W

K]

I 2
’_’_’_’_’_’_’%|g Local intranet ’v“,]_v| FI00% -

| |2 @G

wstart J @ JI @ Create/Update Journ...

Step Action

25. Click theProcessbutton.
Process

26. Click theOK button.
Ok

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 8tasiidoth be Valid (V)after

the journal is proessed.If the Journal Status or Budget Status is in Error (E), the journal must be
corrected and rprocessed.

Procedure

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

f;(“Emplnyeef[acing registry content - Windows Internet Explorer

@" - Ié, https:/ funwe . connectnd. us) pspndft/EMPLOYEE [ERP/h 7 tab=DEFALLT j % B | X I).l Live Search 2 |-

7 Favaries ‘ 9% @ Suggested Sites = @ | Web Slice Gallery =

% Connecting, .. | | - E - (=] o= - Page - Safety = Tools = '@" »
[> Travel and Expenses -]
[> Travel Administration

& Billing

[» Accounts Receivable

[> Accounts Payable

[» eSettlernents

[> Azset Management

[ IT Asset Management

[» Banking

[> Cash Management

[> Deal Managerment

[» Risk Management

[> Financial Gateway

[= VAT and Intrastat

[> Excise and Sales TaxWAT IMD
[ Commitrment Contral

I» General Ledget

[> Allocations

- Statutary Redccess General Ledger. |
[> SCM Integrations

[> Set Up Financials/Supply Chain
[» Enterprise Components

[» Government Resource Directary
[> Background Processes

[= Warklist

[> Application Diagnostics

[> Tree Manager

> Reporting Tools

[ PeopleTools

[» Packaging

[ MD Uilities & Interfaces

[> WDy HE Applications

> NDS Reports

— Tax Center

— Treasury Management Center

— Treasury Processing Center

— Treasury Definitions Center

— Back to Paortal

— Change My Password

— My Personalizations
— b Qwvctarn Profila :I
hittps: ffwemw connectnd. us/pspindft/EMPLOYEE/ERP/s/WEBLIE_PTPP_C HOMEPAGE FieldFormula.tsc | | [ [ [ [ [@ intemet | Protected Mode: OFf

f‘startl J ia 4] 'al @ JI @Empluyee—[acing regi...

4
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Step Action
1. Click theGeneral Ledgerlink.
[l General Ledaed

2. Click theJournalslink.
3. Click theJournal Entry link.
4. Click theCreate/Update Journal Entrieslink.

Ereateﬂ.lgdate Journal Entries

(f‘l:reate,‘-"Update Journal Entries - Windows Internet Explorer

5@: % [&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS JoURNAL_ENTRY_IE.GBL7PoI ]| G [|#2 || X | [ 5 Live Search |2 |-
T:f Favorites ‘ {c‘; €| Suggested Sites + @ | Web Slice Gallery +

= »
(& create{Update Journal Entries ﬁ < - [ mm -~ Page - Safety » Tools - @v

ORACLE" You are on Database: NDFT

| MutiChannel Consale | Addto Favortes | Sign out
Favarites éMain_Menu > General Ledger » Journals @ Jouwrnal Entry  » CreatefUpdate Journal Entries
E - - -

B Mew window 2 Help B http

hkEa

Create/Update Journal Entries

( Eind an Existing Yalue \

Business Unit:|11000 |G
Journal ID: MERT
Journal Date: [11/232010 [

Add

Find an Existing Value | Add a Mew Yalue

4] | i
javascript: submitAction_wind{document.wind, #ICSwitchMode"); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF g - | 100 - A
f'startl J i-. 4] 'Efl E JI @ Create/Update Journ... ﬂ @'ﬂﬂ

Step Action
5. Click theFind an Existing Valuetab.

|f Find an Existing “alue §
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Step Action

6. Click theJournal Header Statuslist.
| Mo Status - Needs to be Edited x|

jpdate Journal Entries - Windows Internet Explorer

% w [ I ritps: . connectnd.usfpspindft/EMPLOYEE JERFc/FROCESS_JOLRMALS JOURNAL ENTRY_I=.55Lpol 7| b |2 ][ x| [2 Live search |2+

7 Favarites ‘ % @] Suggested Sites - @ | Wsb Slice Gallsry -

»
{& Create/Update Journal Entries & - - [ gy - Page - Safety - Toos - @-

ORACLE" You are on Database: NDFT

Home |
Favarites | Main Menu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries

E Mew window P Help B htip

hEEn

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

Add 3 Mew Value

MasdmUm nUMBEE 0T Fows to returm (up to 3003 (300

Business Unit: l;l [floosa

Journal ID: | vegins with x| |

Journal Date: [= = El
Document Sequence Number: | begins with x|

Line Business Unit: IE A

Journal Header Status: lﬁ Im

Budget Checking Header Status: [= = =l
Source: = 'I Q
Search | Glear |pasic Search [ Save Search Criteria

Find an Existing Value | Add a Mew Value

4| | b
,7,7,7’7 ’7 ’7 ﬁ Internet | Protected Made: OFF Wl "'_‘( 100% -
ostart| | G B0 7] @ |[& Create/Update Journ... H@Ele @iy

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

[ ~ |
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{Update Journal Entries - Windows Internet Explorer

% = [&] https: fumn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS JoURNAL_ENTRY_IE.GBL7PoI ]| G [|#2 || X | [ 5 Live Search (2=

{;‘ Favorites ‘ i}:‘& €| Sugoested Sites + @ | Web Slice Gallery +

@ CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

Home
Favarites gMain_Menu ¥ GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries

 Mew window P Help B http

hkEa

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values

Add a Mew Value

Maxirmum number of rowes to return {up to 3003|300

Business Unit: = 'l 11000 Q

Journal ID: [negins with =] o]

Journal Date: |= = [
Document Sequence Number: | beging with j|

Line Business Unit: = B liq

Journal Header Status: |: ;I | ;I
Budget Checking Header Status: | = j | j

Source: = 'l Q

Search | Clear  |Basic Search [ Save Search Criteria

Find an Existing Value | Add a Mew Yalue

4] | |
'_,_,_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A
A"_'Startl J i Rl e J I (& Create/Update Journ... ﬂ' 5 @ﬂﬂ

Step Action

8. Enter the desired information into theurnal ID field. Enter '0000932213
9. Click theS_earch button.
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jpdate Journal Enl - Windows Internet Explorer

GED w [EE] ritps: . connectnd.usfpspindft/EMPLOYEEJERFc/FROCESS_JOLRMALS JOURNAL ENTRY_I=.55Lrpo) 7] | &4 |2 ][ x| [2 Live search =B

i Favortes | 35 @] Suggested Sites + @] Weh Sice Galery -

»
{8 Create{Update Journal Entries & - - [ gm - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Haome
Favovrites §MainvMenu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
B rewindow P Help B customize Page B hitp

htEn

Lines | TIotals | Errors | fpproval

Unit: 11000 JournalID: 0000932213 Date: 1232010

Long Description: ITest—Errurs onJournal Eniry

“Ledger Group: IACTUALS I auto Generate Lines

Ledger: I Adjusting Entry: INUn-Adjustmg Entry 'I
*Source: Fiscal Year: 011

IONL
Reference Number: Period: I &
SJE Type: I 'l ADB Date: 110232010 @

Journal Class: Q ™ Save Journal Incomplete Status
Transaction Code; GEMERAL O ™ Autobalance on 0 Amount Line
Currency Defaults: USDF CRRMT /1

Eeversal Do Mot Generate Reversal Commitrment Cantral

B Save | &L Returnto Search | ([E] Motity 1 Refresh
]

Aldd UpdlateDisglay.

Header | Lines | Totals | Errars | Approval

4| | i
javascript: submitAction_winO{docurment, wind, ' #ICPanel1"); ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A
f‘_’Startl J i m T é JI (& Create/Update Journ... ﬁ G @'ﬂD

Step Action
10. Click theLines tab.

11. Journal Status is E (ErrorLlick on the error hyperlink for more information.

Note: In thisexample, the journal is missing the Fund chartfield on Line 1 and
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f_ Create/Update Journal Entries - Windows Internet Explorer
% % [&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS JoURNAL_ENTRY_IE.GBL7PoI ]| G [|#2 || X | [ 5 Live Search (2=

{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

»
(€ CreatsfUpdate Journal Entries @ < | @ -~ Page - Safety - Tools @v

ORACLE" You are on Database: NDFT

Home | | MultiChannel C e | AddtoFavortes | Signout
Favorites | Main Menu > General Ledger » Jounals > Jowrnal Entry  » CreatefUpdate Journal Entries
E - - -

Header Totals Errors Approval

@New\l\finduw ?Help E{'Custum\zepage htlp

hEEn

Unit: 11000  JournallD: 0000932213 Date:  11/23/2010 Process: [EdtJounal =l [ Process

Template List  Search Criteria Change Yalues Interfintralinit CErrorsony =] [Z] Line:m F =

Select Line  Error Wnit Account OperUnit  Fund Dept Class  EEBUS  project Activi an
m % (11000 [ @ [482008 | Q7 Q, |s500 Q| Q| Q| Q| Q| |
oz % [11oo0 @ @ 472018 Q| Q| Q, [s500 Q|| Q| Q| Q| al ]

Lines to add: 1 =

Customize | Find | view 0 [ B | # First KD 4 ora O Last
Unit Total Lines Total Debits Total Credits  Journal Status = Budget Status
11000 2 100.00 100.00 2 K

ﬁ Save ,Q Returnta Search: El Ilatify f:; Refresh

Header | Lines | Totals | Errars | Approval

< | b
'_,_,_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A
.:YStartl J N R J I (& Create/Update Journ... HEle =i

Step Action

12. Enter the desired information into tRend field. Enter"790'".
13. Enter the desired information into tRend field. Enter"790'".
14. Click theProcessbutton.

Process

15. Thistopic showed how to correct Errors on a Journal Entry.
End of Procedure.

Page 69



ST 8.1.7 - Spreadsheet Journal Import

Spreadsheet Journal Import

Open JRNL _TEMPLATE.XLS <NEW>

The spreadsheet journal workbook allows you to enter journal inforn@tiore 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 proc€smtact
OMB for these files.
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.-"' ‘;.3\-. H ey - = O_JRML_TEMPLATE [Compatibility Mode] - Microsoft Excel -2 Xx
) -
= Hame Thsett Page Layout Farmulas Data Review Wiew w - T X
= = - 3= Insert E - A
& | [aial -lu -[AN)|[E= =] (S ||| e 1= nse = \ﬁ
Er] = P Delete #- &
Faste /B 7 T - | A-ll===ll==Ea |'$ ~ 9% o |[%8 28| Conditional Format  Cell - Sort & Find &
- e 4 =l = T | J=E —'|| Formatting = as Table = Styles [ZlFarmat~ | 27 Filter- Select+
Clipboard ™= Font Alignment Mumber Shyles Cells Editing
x
l;) Security Warning Some active content has been disabled, Dptions..
L3o - fe | ¥
r General r Journal Sheets r Import Journals
D £
Setup New Inport Now
H] [ +H
Notes Edit Write File A
>
Delete
By
Copy
I
Ready u@@ | d00% (=) (1) (+)
i start J @ JI@_]I]_JRNL_TEMPLATE [C.. '] OMB Test Spreadsheet F... | (3 Journals J “J @ & [ & BE

Step

Action

Once the tem

Options...

late file is open, click Bgtions... button.

The Security Alert Macros & ActiveX screen will default to:
Help protect me from unknown content (recommended).

The default must be changed.

Click theEnable this contentoption.

|@ Enable this u:u:untenti

Click theOK button.

Click theNewicon under Journal Sheets options.

3

Mew
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Step

Action

Enter"TESTOMBUPK".

Enter the desired information into thiew Journal Sheet Namefield.

En) L
o —,
o Hame Thsett Page Layout Farmulas Data Reewi e Wiew @ - = X
B £ -l - [Aa || = ' e R I ¥ - - X
- Ee 22| PR Delete #- &
Paste (B m - [ - A - (& = % o |[%0 00||| conditional Format  Cell || o, Sort & Find &
- T — =0 Farmatting ~ as Table ~ styles - || Bl Format = || &2 Fitter - Select=
Clipboard = Font Alignment Mumber Styles Cells Editing
9 - fe | ¥
% = Al New Journal Sheet
Mews Journal Sheet Name:
r General r Journal Sheets
Cancel
0O
Setup New
| TESTOMBLFK
& ¥
Notes Edit Write File
P =
Delete
By
Copy
Ready u@@l | 4003 (=) (1] (+)
i start J @ J & Employee-facing rag\stry...l |53 Journals ”ﬁ; Microsoft Excel - 0_1... J (JJ @ ! |_| ' G

Step

Action

Click "OK".
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2

O\ & -9 -5 )= O_IRML_TEMPLATE [Compatibility Made] - Micrasoft Excel = =
] =
- Home Insert Page Layout Formulas Data Review Wiew W - @ X
- . ~ o - ) L S=Insert - A
B £ arial -l -l[alal|[E= = S ||[rext e / A 'j-él \ﬁ
— = || 3 Delete #]- =
Paste (B 7 uw - [&-A-l=====|=-||[$ - % »|[%5 2 conditional Format cen || ... Sort & Find &
- 7 = | £2 “ b Formatting = as Table = Styles LE'_'IFormat' (27 Filter~ Select~
Clipboard ™= Font Alignment Mumber Shyles Cells Editing
H11 - e | ¥
E H | J K 1§ I Il @) = Q R 5 i L

Spreadsheet Journal Import ] [EEY
il Header U503 Journial Diate Description
4

5 [+ b|& |-

L L N L P e P P
— D00~ 0t | G KD =D 0 00| || e D kD

<]

7 Unit Ledger Account Amount Oper Unit  Fund Dept ID Clazs Proj Unit Bctivity Res Type Category
g Iv 4 Iv 12 v Iv 12 4 4 4 Iv Iv 4

g + | - | +.. I T I Select fields to copy from a previous line by marking the checkboxes under each field

10

11 I .I

Ready

i start J &

J @ Emplovee-facing registry,.. | EI._] OME Test Spreadsheet F... ”Ell“_] 0_JRNL_TEMPLATE [C...

Step Action
8. Click the + (plus) to enter New Journal Header Information.
+
9. Enter the desired information into tNew Journal Headerfield. Enter"11000'.
10. Enter the desired information into tNew Journal Headerfield.
Enter" TESTOMBUPK".
This field cannot exceed Iharacters.
11. Click in theJournal 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 tNew Journal Headerfield. Enter" Test

Journal Upload".
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Step

Action

13. Click theOK button.

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

Note: This number will be the number of actual lines on the Excel spreadshee
the line number.
" +..

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

Note: Thisinformation comes from the journal lines on the Excel spreadsheet
template.

16. Click thelnsert 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 ngdyom.

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 Act
and down to last journal line.

Do not copy Line # as this is already populdtethe Journal Template.
PresqCtrl+C] .
20. Make sure the cursor is positioned at the Unit field and not Line # field.
21. Click thePaste Special..button.
e
22. Click theValuesoption.
" Walues
23. Click theOK button.
24, This template must be saved as a diffefide 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 befo
upload.

Click theSave Ag(File Save As) button.

&
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Step Action
25. Once "Save As" is selected, you will bmmpted to name the new file.
Note: Make sure to select a name/location where all the upload files will be sa
together.
Click the Savebutton.
26. Click the Home obiject.
[
27. Click the Write File object.
Write File
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
named.
29.
30. Access PeopleSoft Financial's.you are not already signed inReopleSoftdo so

at this time.
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g registry content - Windows Internet Explorer

@‘T - |g https: /e, connectnd, us/psp/ndfL EMPLOYEE JERP R 7 ab=DEFALILT

jlél 2| K IbEing

File Edit ‘“iew Favorites Tools  Help

(& Employee-facing registry content

7.7 Favarites \ 9% 08 ND Office of Management a... 25 Morth Dakota State Govern... 28 ConnecthD Operational Env... @8 Suagested Sikes = @ | Weh Slice Gallery =

X - El = ] m= - Page » Safety = Tools = '@-

o
[» Resource Management

[> Lease Administration

[ Travel and Expenses

[> Travel Administration

&> Billing

[» Accounts Receivable

[» Accounts Fayahle

[> eSetlements

[» Asset Managerment

[+ IT Asset Management

[ Banking

[» Gash Management

[> Deal Management

[» Risk Management

[> Financial Gateway

[+ AT and Intrastat

[ Excise and Sales TaxWAT IND
[> Commitrment Contral

> General Ledger

[» Allocations

[> Statutory Reports
[= SCM Integrations

[ et Up FinancialsiSupply Chain
[> Enterprise Components

[» Governrment Resource Directary
[» Background Frocesses

[ Warklist

[» Application Diagnostics

[> Tree Manager

[» Reporting Tools

[> PeopleTools

[> Packaging

[> MO Utilities & Interfaces

[ MD HE Applications

[* MD'S Repors

— Tax Center

— Treasury Managerment Center
— Treasury Processing Center

https: v connectnd . usfpspindfE{EMPLOYEE/ERP) s MEELIE_PTPP_SC . HOMEPAGE. FieldFarmul ||

&/ start J &

JI & Employee-facing regi... /] OMB Test Spreadshest f... | E2] 110VTEST [Compatibilit... |

[

’_ ,_ '— ,— ,— l_ W |l\._.J Local intranet

Jo|@ & [] @

-
cav | miore -

Step Action

31. Click theGeneral Ledgerlink.
[l General Ledoer]

32. Click theJournals link.

33. Click thelmport Journals link.

34. Click theSpreadsheet Journaldink.

Egreadsheet Journals
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Step Action

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

The Run catrol 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
or modified, the next time the same process is run. Run Controls are unique td
ID.

The first time a report is run you will need to Add a New Value. The Run Contr
can be any alpha/numeric combination ¢arinot have spacgdnce the Run
Control is entered you will proceed to the parameters page.

6:Spreadsheet Journals - Windows Internet Explorer HE E
@?} L4 |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS_JOURNALS.LOAD_JRNL_D\"N‘GBL?PORT‘j g 3| % Ib Bing FEaks

File Edit ¥iew Favorites Tools Help

j,:‘j Faworites ‘ j:.:‘s '?‘,,,d' MD Office of Management a,., '?‘,wd' Morth Dakota State Govern, ., Swd' ConnectMD Operational Ery.,,, €8 Suggested Sikes + & | web slice Gallery

»

(& spreadshest Journals ]’ﬁ} B - = Q;q ~ Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT
it | MuttiChanng
Favarites ?MainvMenu ¥ GeneraIvLedger > JDuLnaIs > ImnorthournaIs s Spreadsheet Journals

B Mews window P b

Spreadsheet Journal Impert

Enter any information vou have and click Search. Leava fields blank for a list of all values.

Find an Exist Add a Mew Yalue

Maximurm nurmber of rows to return up to 300y |300
Run Control ID: | begins with =] |

" Ccase Sensitive

. Search | Clear |pasic Search [§] Save Search Criteria

Find an Existing value | Add a Mew value

4] | i
Done ’_’_’_’_’_’_mﬁg Local intranet ¥ - | FI00% -
& start J @ JI & spreadsheet Journals... 421] OME Test Spreadshest F... I E1] 1100¥TEST [Compatibilt... I J 7] J @ ! |_| @

Step Action
36. Click theS_earchbutton toselect the Run Control.
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f: Spreadsheet Journals - Windows Internet Explorer HE E
% =[] https:feww. connectnd,usipspindft/EMPLOYEE,[ERPjc{PROCESS_IOURNALS.LOAD_JRNL D7 GBL7Falder ]| 4 || 42| % | J© 8na [2]-|

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & e Slice Gallery -

(& spreadshest Journals - - [ = - Page - Safety - Tools - @~ »

ORACLE" You are on Database: NDFT

Home 2 =ole Add to Favortes | Sign out
Favovrites MainvMenu > General Ledger > Journals > Import Journals > Spreadsheet Journals
H - - -

B Mew Window P Help E‘-/“Custnm\ze P
Spreadsheet Journal Import Request

Run ControlID:  spreadsheet_journal_import EeportManager Process bMonitar R0

Report Request Parameters
*Mumber of Data Files: | Single data file j

*Character Set: ASC s}
*If Journal Already Exists: Skip i
*If Journal is Invalid: Skip A

Acld | Delete | e fittached File: T10NTESTURKZ010xmI
B save | L Returnto Search | [+ PreviousinList | +E] NextinLlist | [[Z] Matity | [Eeae| [ Update/Display.|
Dione ’_’_’_’_’_’_’%@ Local intranet cav Mmoo

4 start J @ J 5] OM Test Spreadsheet f... | 151] 110VTEST [Compatbilt... || & spreadsheet Journals... J ) J @ & [ & &3

Step Action

37. The previously uploaded file must Heletedbefore the current file can be added
unless this is the first time using this Run Control.

Click theD_eIetebutton.

38. Click theAc_id button.

39. Click theBrowse.. button.
Browse. .
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Step

Action

40.

Locate the file you want to upload.

Doubleclick the110JVTEST list item.
110WTEST |
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