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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:

¢ Module — PeopleSoft component

e Lesson — Description level
e Topic - Procedure

All levels are identified with the prefix “ST” for STATE.

PeopleSoft Financial Modules Training Guides are available on the Office of
Management & Budget website: www.nd.gov/fiscal/accounting/manuals.

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

ORACLE’

Notice to Users:

e All Training Guide content was recorded in the PeopleSoft Test environment
(NDFT). The NDFT logo will appear on the screen shots in this document;
however, this will not be seen in the Production environment.

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 material may look different than
the actual PeopleSoft Production environment.


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

General Ledger serves as the core of the PeopleSoft Financial Management System. Journals
encompass correcting journal entries, InterDepartmental Billings (IDB's) and online deposits;
they also represent transactions that are processed through the General Ledger and Posted to the
"Actuals" ledger.

To view or print the General Ledger Training Guide, click on OMB's training webpage:
(http://www.nd.gov/fiscal/accounting/manuals/)

ST Lesson 8.1 - Journal Entry
Journal Entry

Journal Entries in General Ledger consist of Header and Line totals which uniquely identifies the
journal entry and records the monetary amount to the affected Chartfields.

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

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

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

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

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

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

For a listing of PeopleSoft Revenue and Expenditure Accounts, click on the link below:
(http://www.nd.gov/fiscal/accounting/revenue/)
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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 fund, cash lines 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 the General Ledger link.
[ 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 the Journal Entry link.
3. Click the Create/Update Journal Entries link.

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 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

< 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

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; % |g Local intranet ¥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 an
open accounting period (for example, when applying back a journal to prior
month/fiscal year, use 6/30/0000).

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

Click the Choose a date (Alt+5) button to display the current calendar month. The
date can also be typed into the Journal Date field.

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

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

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

9. Click the Add button.
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 the Long Description field. Enter "Correction to
account",

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

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

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

13. Click the Lines tab.
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 the Account field. Enter "482008".
15. Enter the desired information into the Fund field. Enter "790".
16. Enter the desired information into the Dept field. Enter "5500".
17. Project, Activity, and Analysis Type would be used at this point, if necessary.
Note: PC Business Unit field must be populated prior to adding project information.
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Step Action

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

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

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

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

20. This field is optional. It is a 30 character field used for transaction descriptions. If
left blank, this field will default to account code description.

Enter the desired information into the Journal Line Description field.
Enter "correction to account”.

21. Click the Insert Lines button.

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

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

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

Note: Positive amounts are debits and negative amounts are credits.
In this example on Line 2, a credit will increase the revenue account.

If additional coding is needed for the journal correction, add Lines with appropriate
coding and amount distributions.

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

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

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

26. This field is optional. It is a 30 character field used for transaction descriptions. If
left blank, this field will default to account code description.

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

27. Click the Process button.
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 the OK button. After the journal is processed, a unique journal number will
be assigned to it.

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

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 the Process drop down list.
| EditJournal |

Page 9



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 =

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 |

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

Headet | Lines | Totals | Errors | Anproval

4

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 the Submit Journal list item. This will initiate the process to send the journal
to the Final Approver's work list.
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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 the Process button.

Frocess
32. Click the OK button.
0K
33. This topic showed how to Create a Revenue Journal Entry.

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

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

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

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

Procedure

This topic shows how to Create an Expenditure Journal entry correction and the required
information associated with it.

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

(,;‘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 |
hittps: ffwe connectnd, us/pspindft/EMPLOYEE/ERP/s/WEELIE_PTPP_SC,HOMEPAGE. FisldFormula. Iseript_sppHerpt_ | | [ [ [ [ [Fg [% Localintranet v (R -
I start J a JI & Employee-facing regi... J 7 0 F
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Step Action

1. Click the General Ledger link.
|[> 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 the Journal Entry link.
3. Click the Create/Update Journal Entries link.

Ereateﬂ.lgdate Journal Entries

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

Journal 1D 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

< 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

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; % |g Local intranet ¥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 an
open accounting period (for example, when applying back a journal to prior
month/fiscal year, use 6/30/0000).

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

Click the Choose a date (Alt+5) button to display the current calendar month. The
date can also be typed into the Journal Date field.

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

appropriate date.
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Step Action

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

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

9. Click the Add button.
Add

6:‘Ereate,‘-"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 % 49| 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

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

Step Action

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

Note: This field is useful for recording a detailed description regarding the journal.
The length of this field is 254 characters; however, only the first 30 will appear in
prompt lists for journals.
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Step Action
11. Enter the desired information into the Source field. Enter "ONL".
12. You will only need to populate the Long Description and Source fields on the
journal Header page.
13. Click the Lines tab.
Lines
ate/Update Journa e =[=lx
@T\:\/ - |g, https: ffwnane. connectnd. uspspindft/EMPLOYEE ERP{cPROCESS _JOURMALS, JOURMAL_ENTRY _IE.GEL?PC jlﬁl 4| X |b 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 the Account field. Enter "536035".
15. Enter the desired information into the Oper Unit field. Enter "110".

Operating Unit is a required chartfield when using an expenditure account.
16. Enter the desired information into the Fund field. Enter "790".
17. Enter the desired information into the Dept field. Enter "5300".
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Step Action

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

Class is a required chartfield when using an expenditure account.

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

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

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

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

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

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

22. This field is optional. It is a 30 character field used for transaction descriptions. If
left blank, this field will default to account code description.

Enter the desired information into the Journal Line Description field.
Enter "correct account code-exp".

23. Click the Insert Lines button.

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

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

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

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

If additional coding is needed for the journal correction, add Lines with appropriate
coding and amount distributions.

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

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

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

28. This field is optional. It is a 30 character field used for transaction descriptions. If
left blank, this field will default to account code description.

Enter the desired information into the Journal Line Description field.
Enter "correct account code-exp".
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Step Action

29. Click the Process button to Edit the journal.
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 the OK button. After the journal is processed, a unique journal number will
be assigned to it.

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

(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 the Process drop 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 3 2| 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 Operationsl Erw... @8 Suggested Sites = £ We Slice Gallery -

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

& Create/Update Journal Entries

s« NDFT#*

Home:

=
New Window | Help | Customize Page | /5,

lines Y Totals Y Emors Y Approval

Journal ID; 0000931348 Date: 07A 52010 *Process: Edit Journal 'l Process
Interfintralinit | Budget Check Journal
earch Criteria  Change Values (=LA ERS A I~ Errors Onty Capy Jaurmal
I
Edit Chartfield
*Uni i Edit Journal PC Bus " s
Unit Account Oper Unit Fund Dept Fostdoumnal Unit Project Activity An Type Amount
Frint Journal (Crystal) 15, —
[t1oo0 @ @ [s3s0ss @ 110 Q [rao @ [s300 At oumat ey R Q| Q| al al |
[11000 @ @ [535085 Q [r1o Q Jra0 @ [s300 Refrehduum\ | Q| Q| al jal
himit Journal
1 =

Total Debits Budyet Status

1,500.00 1,500.00 W W
J 1y Refresh |
bls | Errors | Approval
Kl | ol
Done ’_’_’_’_’_'_mlg Local intranet sg - | F00% v
& start J é JI & Create/Update Journ... J 0= |:

Step Action

32. Click the Submit Journal list item. This will initiate the process to send the journal
to the Final Approver's work list.
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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 the Process button.
Process

34. Click the OK 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 they have not been posted. The system
makes no audit trail of the deletion because it assumes you are correcting a mistake.

Procedure

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

ﬁEn1pIDyee—[acing registry content - Windows Internet Explorer

@A J = @] https:jjwmn. connectnd.usjpspindft/EMPLOYEE JERP hy?tsb=DEFALLT

jlﬁl 2| X IbEing P

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 content

1;-} ~ [ - | m= ~ Page -~ Safety ~ Tools ~ |®v

[ My Favorites

[> Manager Self-Service
[» Supplier Contracts

[» Customers

[ tems

[» CostAccounting

[> Yendors

[> Purchasing

[ Inventary

[> eProcurement

[» Sourcing

[ Project Costing

[» Travel and Expenses
[> Trawvel Administration
&> Billing

[» Accounts Receivable
[> Azcounts Payable

[ Asset Management
[» Gommitment Gontrol
[ General Ledger

[» Allocatiohs

[ Worklist

[> Tree Manager
[ Reporting Toaols
[» PeopleToaols

[ ND'S Reports

— Tax Center

— Backto Portal

— Change by Password
— My Personalizations
— Mty Systern Profile

I> Employee Seift-Service

[» Services Procurement

[ 8et Up FinancialsiSupply Chain

[+ MD Utilities & Interfaces

istart| | @&

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

JI @ Employee-facing regi...

K1l

Jofe

Step

Action

Click the General Ledger link.

[ 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 the Journal Entry link.
3. Click the Create/Update Journal Entries link.

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 the Find an Existing Value tab.
[Find an Existing Yalue]

5. Click the Journal Header Status list.
| 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 the Journal ID field. Enter "0000931358".

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

8. Click the Search button.
Search

9. Verify this is the journal 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 the Lines tab.

11. Note: The Journal must be in Valid status (V) to be deleted. If the Journal Status is
posted (P), it cannot be deleted. A posted journal will have to be reversed. See
topic 8.1.5.
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' 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 the Process list.
| 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 the Process button.
Process

15. Click the Yes button.
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 the OK button.
oK

17. This topic showed how to Delete a Journal Entry.
End of Procedure.
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ST 8.1.4 - Copying a Journal Entry
Copying a Journal Entry

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

General Ledger enables you to copy the information of an existing journal. Copying a journal
saves time as you can use an existing journal entry as the basis for the new one. You can copy

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

Procedure

This topic shows how to copy a journal. The journal which you are copying from can have a
Journal Status of Valid (V) or Posted (P).

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

(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 the General 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 the Journal Entry link.
3. Click the Create/Update Journal Entries link.

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 the Find an Existing Value tab.
[Find an Existing Yalue]

5. Click the Journal Header Status list.
| 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" list item.
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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 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 the Journal ID field. Enter "0000931348".

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

8. Click the Search button.
Search

9. 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 the Lines tab.

Page 37



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

< 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 & JI & Create/Update Journ... J (7} |:
Step Action
11. Click the Process list.
|EditJ|:|urnaI j|
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Wiew Favorites  Tools  Help

Training Guide
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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 the Copy Journal list item.
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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 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 = & We Slice Gallery -

»

& Create/Update 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

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

e

Step Action

13. Click the Process button.
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 an
open accounting period (for example, when applying back a journal to a prior
month/fiscal year, use 6/30/0000).

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

Click the Choose a date (Alt+5) button to display the current calendar month. The
date can also be typed into the Journal Date field.

15. Click the previous month button.
16. Click the 30 link.

17. Click the OK button.

Ok

Page 41



fUpdate Journal Entries - Windows Internet Explorer

N a5 | [2er -
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 |i}| |i| II_J Live Search |P |
S Favortes | 35 @] Suggested Sites ~ @] Weh Slice Galery -

»
(& CreatefUpdate Journal Entries & - - [ gm - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Home | MutiChannel «
Favovrites EMainvMenu > General Ledger > Journals > Journal Entry  »  CreatefUpdate Journal Entries
H - - e
B rewrindow P Help B customize Page B hitp

htEn

Lines | TIotals | Erors || Approval

Unit: 11000 JournalID: 0000931363 Date: 07232010

Long Description: ICemraI Senvices adjustmenﬂ

“Ledger Group: IACTUALS I auto Generate Lines

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

Reference Number:

Period: I 1
SJE Type: I 'l ADB Date: 07232010 @

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
_ﬁ Save _.Q Returnto Search | _El Motify | f:; Refresh | E'q. Add | _ Update/Display, |

Header | Lines | Totals | Errars | Approval

4 |
Done ’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 00 -
f"Startl J i T & JI (& Create/Update Journ... = @lﬂ”

=

Step Action

18. The new/copied journal description can be changed or modified. The only change in
this example will be an addition to the description.

Enter the desired information into the Long Description field. Enter * - July".
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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 the Process button.

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 the OK button. After the journal is processed, a unique journal number will be
assigned to it.

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

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 the Process list.
| EditJournal |
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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 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 the Submit 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 the Process button.
Process

24, Click the OK 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 by preparing a new journal with reversed accounting signs, or by
copying the original journal and reversing the accounting signs. This topic will show how to
copy the original journal and reverse the accounting signs.

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

Procedure

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

[;('.“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
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Step Action
1. Click the General Ledger link.

|[> 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 the Journal Entry link.
3. Click the Create/Update Journal Entries link.

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 the Find an Existing Value tab.
[Find an Existing Yalue]

5. Click the Journal Header Status list.
| 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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@: - |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 the Journal ID field. Enter "0000931348".

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

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

8. Click the Search button.
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 the Lines tab.
Lines
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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 -
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 the Process list.
| Edit Journal |
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Wiew Favorites  Tools  Help
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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 the Copy Journal list item.
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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 = 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 = & Web Slice Gallery -

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

s« NDFT#*

Mew Window | Help | Custornize Page | B

[ Header ¥ Limes Y Totals Y Emors Y Approval |

Pracess |

Unit: 11000 JournallD: 0000931348 Date: 07152010 *Process:

Template List  Search Criteria  Change Values Interfintralinit I I~ Errors only Line: W

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|

Linestuadd:l 1 =

First [4] 1 o 1 [M] Last
Unit Tatal Lines Total Debits Total Credits Journal Status  Budget Status
11000 2 1,500.00 1,500.00 y Y

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 the Process button.
Process
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% = [&] 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 the Reverse Signs option.
| ¥ Reverse Signs
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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 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 Date will always default to the current date or may be applied back to an
open accounting period (for example, when applying back a journal to prior
month/fiscal year, use 6/30/0000).

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

Click the Choose a date (Alt+5) button to display the current calendar month. The
date can also be typed into the Journal Date field..

16. Select date of the current month, or click on the left arrow to view the previous
month.
17. Click the desired date. If you want to apply to the prior month, select the

appropriate date.
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Step Action
18. You may want to apply back the reversal journal entry if the original entry was done
in the prior month, so the entries will offset each other within the same accounting
period.
19. Click the OK button.
0]08
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 the Process button 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 the OK 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

**NDFT** ies | scoou

=
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 the Process drop down list to submit the journal for final approval.
| EditJournal |
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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... 7S North Daknka State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

{& CreateUpdate Journal Entries ﬁ B - @; ~ Page -

s« NDFT#*

Mew Window | Help | Custornize Page | B

3

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

Celete Journal
Edit Chartfield
Edit Journal

il Dept . An Type Amount Base Currency
PostJournal Unit

e l— PrintJournal {Crystal) i l_ |+

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, Q, | 1,500.00 USD

hmit Journal

Total Credits Journal Status Budget Status
1,500.00 W W

Kl |

Safety = Tools = @-

Open ltem Key
I &
I &

B

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

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

a v Mmoo
|o|7 @0

Step Action

24. Click the Submit 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 the Process button.
Process

26. Click the OK button.
Ok

217. This topic showed how to copy and Reverse a Journal Entry.
End of Procedure.
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ST 8.1.6 - Errors on a Journal Entry
Errors on a Journal Entry

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

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

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

Procedure

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

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

— Treasu i Pracessin i) Center
— Treasury Definitions Center
— Back to Partal

— Change My Passward

— My Personalizations

— b Qwvctarn Profila LI
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 the General Ledger link.
[l General Ledaed

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

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 gMain_Menu ¥ GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries
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 the Find an Existing Value tab.

|f Find an Existing “alue §

Page 65



Step Action

6. Click the Journal Header Status list.
| 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 the Journal ID field. Enter "0000932213".
9. Click the Search button.
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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 the Lines tab.

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

Note: In this example, the journal is missing the Fund chartfield on Line 1 and 2.
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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 the Fund field. Enter "790".
13. Enter the desired information into the Fund field. Enter "790".

14. Click the Process button.
15. This topic showed how to correct Errors on a Journal Entry.

End of Procedure.
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ST 8.1.7 - Spreadsheet Journal Import

Spreadsheet Journal Import

Open JRNL_TEMPLATE.XLS <NEW>

The spreadsheet journal workbook allows you to enter journal information offline using Excel and
then import the journal into PeopleSoft.

Procedure

This topic shows how to create a Spreadsheet Journal Import.

Step Action

1. The journal template
JRNL_TEMPLATE.XLS and macro file is required for this upload process. Contact
OMB for these files.
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O H o - s 0_JRML_TEMPLATE [Compatibility Made] - Microsoft Excel = =
e -
Hame Thsett Page Layout Farmulas Data Review Wiew w - T X
i — . L = - A
& ||l arial -l -llaa)||[E=s =] (S| e SjRTes: 2 7 \ﬁ
EE 22 T Delete j v
Paste B T -l {1 <t A -] = = | % - % » ||%8 28|/ Conditionzl Format Cell e Zort & Find &
- * 4 =l | “ b Formatting = as Table * Styles L;jFWmat' 87 Filter - Select
Clipboard ™= Font Alignment Mumber Shyles Cells Editing
. . x
O Security Warning Some active content has been disabled, Dptions..
L3o - fe | ¥
r General  Journal Sheets r Import Journals
D £
Setup Tew Tnport Now
H] [ +E
Notes Edit Write File A
]
Delete
By
Copy
I
Ready IEEEETENS) 0/ ()
& start J @ Jl@] 0_IRNL_TEMPLATE [C... (/] OME Test Spreadshest ... | L3 Journals J “J @ & [] @& BE

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

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

Help protect me from unknown content (recommended).

The default must be changed.

Click the Enable this content option.

|@ Enable this u:u:untenti

Click the OK button.

Click the New icon under Journal Sheets options.

3

Mew
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Step

Action

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

N [ =
ECE R
J Home Insert Page Layout Formulas Data Review Wiew '@) - x
o = X 1 Sa - A
j & Arial -0 ~||A A= i ;:___ S Insert = :f \ﬁ
= Ee} 2o I Delete j' 5
Paste B u - || &= A = | & - 9% » (|53 28| Conditional Farmat — Cell e Sort & Find 8
- T = = = . 20 =0 Farmatting - as Table + Styles - || Bl Format > || &2~ Filter+ Select~
Clipboard = Font Alignment Mumber Styles Cells Editing
a9 - fe | ¥
% = Al New Journal Sheet
Mews Journal Sheet Name:
r General ——— [~ Journal Sheets
Cancel
0O
Setup New
| TESTOMBLFK
& ¥
Totes Edit Write File
P =
Delete
=]
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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O\ & -9 -5 )= O_IRML_TEMPLATE [Compatibility Made] - Micrasoft Excel = =
a —
- Home Insert Page Layout Formulas Data Review Wiew W - @ X
- . ~ o - ) L S=Insert - A
B £ arial -l -l[alal|[E= = S ||[rext e 7 || &I 'j-él \ﬁ
— = . || 3 Delete #]- =
Faste B 7 U b A = = === a $ - 9% o+ |[%8 ;%8|| Conditional Format — Cell —— Sort & Find &
- 7 l U E A II== =5 ] “ |98 525 Formatting = as Table = Styles LE'_'IFormat' (27 Filter~ Select~
Clipboard ™= Font Alignment Mumber Shyles Cells Editing
Hil - (s e | ¥
= H | J K i It I 8} = ] R 5 F L
M Spreadsheet Journal Import ] [EEY
il Header U503 Journial Diate Description
4
5 | + B F B — ] B
<]
7 Unit Ledger Account Amount Oper Unit  Fund Dept ID Clazs Proj Unit Bctivity Res Type Category
g I I I 7 I I 7 I I I I I I
g + | - | +| _I Select fields to copy from a previous line by marking the checkboxes under each field
10
11 I .l

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

Ready

i Start J @ J @Employeeiaclng rag\stry...l EIJOMB Test Spreadsheet F... ”m J (7] J @ ! |_| .

Step Action

8. Click the + (plus) to enter New Journal Header Information.
+
9. Enter the desired information into the New Journal Header field. Enter "11000".
10. Enter the desired information into the New Journal Header field.
Enter "TESTOMBUPK".

This field cannot exceed 10 characters.
11. Click in the Journal Date: field to enter the desired journal date.

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

111602010

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

13. Click the OK button.

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

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

15. Enter the desired information into the Insert Multiple Lines field. Enter "16".
Note: This information comes from the journal lines on the Excel spreadsheet
template.

16. Click the Insert button.

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

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

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

Note: If you have project information, copy selection from Business Unit to Activity
and down to last journal line.

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

Press [CtriI+C].

20. Make sure the cursor is positioned at the Unit field and not Line # field.
21. Click the Paste Special... button.

b
22. Click the Values option.

" Walues

23. Click the OK button.

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

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

Click the Save As (File Save As) button.

&
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Step Action
25. Once "Save As" is selected, you will be prompted to name the new file.
Note: Make sure to select a name/location where all the upload files will be saved
together.
Click the Save button.
26. Click the Home object.
[
217. 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 just
named.
29.
30. Access PeopleSoft Financial's. If you are not already signed into PeopleSoft, do 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 the General Ledger link.
[l General Ledoer]

32. Click the Journals link.

33. Click the Import Journals link.

34. Click the Spreadsheet Journals link.

Egreadsheet Journals

Page 76



Training Guide
Module 8 — General Ledger

Step Action

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

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

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 the Se_zarch button to select the Run Control.
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%v J&] tips:ffwens connectnd. usipspindft /EMPLOYEE /ERP/</PROCESS_JOURNALS.LOAD_IRNL_DvH.GBL Falde ]| b || 42| % | J© Bna |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 -

E Spreadsheet Journals

ﬁ - - [ @ ~ Page = Safety = Tools - @- »

ORACLE" You are on Database: NDFT

Homme Warklis MutiChannel Console | AddtoFsvortes | Signout
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 -
*If Journal is Invalid: Skip v

Al | Delete || View

Attached File:  110JyTESTUPKZ010.xmI

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 be deleted before the current file can be added,
unless this is the first time using this Run Control.

Click the Delete button.

38. Click the Add button.

39. Click the Browse... button.
Browse. .
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,‘ff_ Spreadsheet Journals - Windows Internet Explorer =
Choose File to Upload ZUXN| e roide: || Dy |5| |Z| | Eing [2]-]
Look in I@ Journals j QX 2 E-

110WCFYO3_0GIW 1253\“””31 lational Erv... @8 Suggested Sites @ | Wb Slice Gallery +
125110081

125010063 i - [ g v Page - Safety - Tooks - (@~

O_IRML_TEMPLATE

1100131 2005_ENC_JAN_08
110V01312005_ENC_JAN_03
11006302007 _PO_ROLLOT
11006302007 _PO_ROLLOT1
11006302007 _PO_ROLLOT1
L10VOFO012007_PC_ROLLO7
LLOIVCFYOE _HGW
TLOIVCFYOE _HGW
LI0WCFYOE_ISKD
LI0WCFYOE_ISKD
LIOWCFYOE_LTD
LIOWCFYOE_LTD

1 1 L0vCRYos_omw 2 125M1008

»

Browse...

File name: [1omvTEST =l

Files of type: IAI\ Files ") j

’7’7’7’7’7’7@[@ Local intranet ¥ - | 0%~
i start J @ J @ OME Test Spreadsheet F... | 110VTEST [Compatibilit. .. ” e Spreadsheet Journals... J 7] JEJ T! j_l.” !2 _7:7 |

Step Action
40. Locate the file you want to upload.

Double-click the 110JVTEST list item.
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G@' [i€] tetps: 1w connectnd. usipspindt/EMPLOYEE [ERF/ciPROCESS_JOURNALS.LOAD_JRNL_DYH GeL7Folder ]| 4 |[42 ][ X | [@Eing |2~

File Edit ‘“iew Favorites Tools  Help

Spreadsheet Journals - Windows Internet Explorer [_[=]x]

< Favorites | 5% 25 ND Office of Management a... 78 North Daknka State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & e Slice Gallery -

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

ORACLE" You are on Database: NDFT
Haome
Favovrites §MainvMenu > GeneraI'Ledger > JDuLnaIs > Irnport'JournaIs > Spreadsheet Journals

File Attachment

IH.\_IUumaIS\1 10J%TEST. xml Browse...
| | Upload || cancel |

| T T [ [Fe & ocalintranet - [Fa-[®imw -
') start J € J E51] COME Test Spreadsheet F... I 1] 110TEST [Compatibilt... Ilm J he J @?:!ﬂ;l--e 7 .

Step Action
41. Click the Upload button.

42. Click the Run button.
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% spreadsheet Journals - Windows Internet Explorer [_ =]
% = @] https: ffws. connectnd. us{pspindft/EMPLOYEE JERP/c/PROCESS_JOURMALS. LOAD_JRNL_DvH.GBL?Folder || G4 [|#2{| % | [ Bing (2=

File Edit ¥iew Favorites Tools  Help

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

asDreadsheet Journals ]’ﬁ} - - [ @ ~ Page = Safety ~ Tools = @v

»

ORACLE" You are on Database: NDFT

Home: | MuttiChannel

Favorites | Main Menu > GeneraIvLedger > JDuLnaIs > ImnorthournaIs s Spreadsheet Journals

@New\l\finduw ?Help E{’Custum\zep

Process Scheduler Request

User ID: LOSHAMMOM@MND.GOY Run Control Il: spreadsheetjournal2

Server Name: I | RunDate: 11/16/2010 5 .
Recurrence: I Tl Run Time: 100591 8AM . Resetto Current DatefTime

Time Zone: Q

Select Description Process Hame Process Type Type *Format Distribution
cd Spreadsheet Journal Import GL_EXCL_JRML Application Engine  |Web - ITXT VI Distribution
QK | Cancel |

Done ’7’7’7’7’7’7’%@ Local intranet ¥ - | 0% -
& start J @ J ‘EﬁOMB Test spreadsheet F... | @ 110VTEST [Compatibilit. .. ” ﬁSpreadsheet Journals... J 7] J @ ! |_| @ 3

Step Action
43. Click the OK button.
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%v J&1 hutps: v, connectnd. usjpspindit/EMPLOYEE /ERP/ciPROCESS_JOURMALS.LORD_RML_D¥ GBLzFolder | &b || ##/| X | [ Eng |2
File Edit ‘“iew Favorites Tools  Help

i::? Favarites ‘ ﬁ @ MDD Office of Management ... ﬁ Morth Dakota State Govern. .. @ ConnecthD Operational Erv. .. e Suggested Sites = @ | Weh Slice Gallery -
E Spreadsheet Journals

ﬁ - - [ @ ~ Page = Safety = Tools - @- »

ORACLE" You are on Database: NDFT

Haome
Favovrites 'MainvMenu > GeneraI'Ledger > JDuLnaIs > Irnport'JournaIs > Spreadsheet Journals
B Mew Window P Help HCustnm\zeP
Spreadsheet Journal Import Request
Run Control ID:  spreadshestjournal2 Report Manager Process Monitor R0

Process Instance:a721544
Report Request Parameters

*Mumber of Data Files: | Single data file j
*Character Set: ASC s}

*If Journal Already Exists: Skip -
*If Journal is Invalid: Skip v

Add || Delete || View Attached File:  110JvTESTxrn|

& save | [=] ntity | E &dd | | J UpdateiDisplay |

javascript:submitAction_wind{document wind, PRCSRQSTOLG_WRK_LOADPRCSMONITORFET; [Fo & Local intranet
i start J &

J E5/] OMB Test Spreadshest ... | §51] 1100¥TEST [Compatibillt. .. || /& spreadsheet Journals...

ERE IR
DEERIEE

Step Action

44, Click the Process Monitor link.
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,_f'_ Spreadsheet Journals - Windows Internet Explorer

% =[] https: feww. connectnd.usjpspindftERPLOYEE JERRjc{PROCESS_JOLIRNALS.LOAD_IRNL_DYM GAL7Falder 7| S || 42| X | J© fing (2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 2 5 ND Office of Management a... 25 Morth Dakota State Govern.., D8 ConnectMD Operational Erv... €8 Suogested Sikes = @ | web Slice Gallery =

asDreadsheet Journals ]’ﬁ} - - [ @ ~ Page = Safety ~ Tools = @v »

ORACLE" You are on Database: NDFT

Home

Favorites | Main Menu > GeneraIvLedger > JDuLnaIs > ImnorthournaIs s Spreadsheet Journals

@New\l\finduw ?Help E{'Custurmzz o

Server List

View Process Request For

User ID; LDSHANNONE Q. Type: | =] Jiest =l E | . Refresh
Server: l—Ll Hame: ’7 Q, Instance: ‘ to |
Run [ [ Distribution [+ ¥ Save On Refresh
Status: Status:
Process List ¢ ind I © 4290129
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status gi:::sﬂ Dets N
= 5721544 Application Engine GL_EXCL_JRML LODSHANKOM@E@MD.GOY 11062010 10:59:18AM Gueued (HIEY Dietails
[l 5721530 Application Engine GL_EXCL_JRML LOSHANMMOM@E@MD. GO 11152010 305:31PM C5T Success Fosted Details
= a721184 Crystal MDS_GLOE LOSHAMMOME@MD G0N 110452010 2351 7FM COT Success Fosted Details
[l a721182 Crystal MDS_GLOoa LOSHAMMOME@MD G0N 110452010 2:28:52FM COT Success Fosted Details
= a721180 Crystal MDS_GLOE LOSHAMMOME@MD G0N 110452010 21 9:53FM COT Success Fosted Details
[l 721012 FEJob ARPREDCT LOSHAMMOM@E@MD. GO 1100172010 12:18:57PM COT Success Fosted Details
= 721005 FEJob ARUFPDATE LOSHAMMOME@MD.GOY 1100172010 12:16:42PM COT Success Fosted Details
= a721001 FEJob ARPREDCT LOSHAMMOME@MD GO 110172010 11:30:56AM COT Success Fosted Details
= 67200842 FEJob ARPREDCT LOSHAMMOME@MD.GOY 10028/2010 12:47:59PM COT Success Fosted Details
= 6720835 FEJob ARUPDATE LOSHAMMOMEMD. GO 10025/2010 12:44:08PM COT Success Fosted Details
= 5720834 SGER Report AR30003 LOSHAMMNOMNEMD.GOY 10/25/2010 12:35:50PM COT SuUccess Fosted Details =
4 | _’I_I
Process Instance:5721549 ’7’7’7’7’7’7’%@ Local intranet ¥ - | 0%~
& start J @ J 2/] OME Test Spreadshect F... | 5] LLOJVTEST [Compatibilt... |[2 Spreadsheet Journals... J @ J @ & [ & &0

Step Action

45, The Process List tab shows the Run Status of the process. The process may run
through several status types before Success.

Click the Refresh button.

46. Click the Details link.
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w [l httpsj i connectnd.usipspindrH/EMPLONEE ERFc/PROCESS_JOURNALS.LOAD_JRNL DY, GBLFolder 7] | b || 2 /[ | [© Eing |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 =
& spreadshest Journals - - [ = - Page - Safety - Tools - @~ »

ORACLE" Youare on Database: NDFT

Haome
Favovrites f MainvMenu > GeneraI'Ledger > JDuLnaIs > Irnport'JournaIs > Spreadsheet Journals
B Mew Window P Help D-/“Custnm\zs =

Process Detail

Instance: 8721444 Type: Application Engine

Name: GL_EHCL_JRML Description: Spreadsheet Jourhal lmport

Run Status:  Success Distribution Status: Fosted
[Run [l UpdateProcess

Run Control ID: spreadshestjiournal2  Hold Request

Location: Server © Queue Request

-
Server: PESMNT Cancel Request
" pelete Request

Recurrence: " Restart Request

Request Created On: 11/16/2010 10:59:23AM CST Fararneters Transfer

Run Anytime After: 1 17/16/2010 10:53:18AM CST Messane Loy Wiew Locks

Began Process At:  11/16/2010 10:58:39AM CST Batch Timings |

Ended Process &t 11/16/2010 10:59:55AM CST Wiew LogiTrace
javascript: submitAction_winD{document.wind, PM_DERIVED_INDEX_BTN'); [T [T [P S ocalintranet v [ -
4 start J @ J 5] OM Test Spreadsheet f... | 151] 110VTEST [Compatbilt... || & spreadsheet Journals... J ) J @ & [ & &3

Step Action
47. Click the View Log/Trace link.

i L ogTrace
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AR

— C
@;" |E. hitps: /e g (S 1 <[] https:jjwms. connectnd.us/psreportsindftj419655atat_s [=| & || #2|| X | [ bing ol
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File  EdEt  ¥iew Favorites File Edit “iew Favorites Tools  Help

¥ L nd. " n
‘. Favorites ‘ G5 o ND Offia 5.7 Favarites | 915 29 MD Office of Management a... 75 Morth Dakota State Govern... 25 ConnectD Operational Env.., 4 Suggested Sites =

»

@ I |
{8 spreadsheet Journals (_khttps: ffwwna connectnd, us psrepartsfndft41 96559/ ., | | i v B - [ o= v Page - Safety v Tools - @~

ORACLE Youa

Favotites - Main Menu > Ge
Ll -

View LogiTrace

Report ID: 4196559
Name: GL_EXCL_JRML
Run Status: Success

Spreadsheet Journal Import
Distribution Details

Distribution Node:  NT

File List

Hame

AE GL EXCL JRML 572154¢
GL EXCL JRMNL 572154410
Distribution ID Type

User

Return | I [ '_’_’_’_’_’_’_|Unknuwn Zone ca v Moo -
o o

https:f fwe, connectnd , us/psreporCS AT F I9ES59TRE ol _EALL_JRMNL_57 2 L5, staout

' start J @ J CII"_] QMEB Test Spreadsheet | EIJ LIOWTEST [Compatibil, ., | @ Spreadsheet Journals - ... ” E Windows Internet Ex... J [7] J @ ! |_| @

T Sy

http =]

[

Yo v A

Step Action

48. Click the AE_GL_EXCL_JRNL_5721544.stdout link.
E GL EXCL JEML 572154¢ |

49. The message will indicate that 1 journal was imported. If there was an error on the

import process, the message will indicate that 0 (Zero) journals were imported.

50. Click the R_eturn button.

51. Return to the PeopleSoft Financial's Main Menu by clicking on Home.
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@‘T - |g https: /e, connectnd, us/psp/ndfL EMPLOYEE JERP R 7 ab=DEFALILT

jlﬁl ‘7 A IbEing

File Edit Wiew Favorites Todls

Help

€3 Connecting. ..

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

';é’v' ConnectMD Operational Env. .. @ Suggested Sites = @ | Weh Slice Gallery -

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

[= Supply Flanning

[> Grants

[* Program Management

[» Project Costing

I» Proposal Management

[> Maintenance Management
> Resource Management

[> Lease Administration

[ Travel and Expenses

[> Travel Administration

[> Billing

[» Accounts Receivable

[» Accounts Fayahle

[» eSetilernents

[» Asset Managerment

[ IT Asset Management

[ Banking

I» Cash Management

[> Deal Management

[ Risk Management

[> Financial Gateway

[ AT and Intrastat

[ Excise and Sales TaxWAT IND
[> Commitrment Contral

> General Ledger

[+ Allocations

[» Statutory Repaorts

[= SCM Integrations

[> Set Up FinancialsfSupply Chain
[> Enterprise Components

[» Government Resource Directory
[» Background Frocesses

[ worklist

[» Application Diagnostics

[> Tree Manager

[» Reporting Tools

> PeopleTools

[> Packaging

&/ start J &

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

J Ex/] OMB Test Spreadshest ... | §51] 1100¥TEST [Compatibillt. .. || /& Employee-facing regi...

[

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

Jo|@ & [] @

-
cav | miore -

Step

Action

52. Click the General Ledger link.

[l General Ledoer]

53. Click the Journals link.

54. Click the Journal Entry link.

55. Click the Create/Update Journal Entries link.

Ereateﬂ.lgdate Journal Entries
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6: Create/Update Journal Entries - Windows Internet Explorer

% = [&] https: {fuws. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| S |§| |Z| | Eing (2=

File Edit ¥iew Favorites Tools  Help

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

(& CreatsfUpdate Journal Entries ]’ﬁ} v | @ ~ Page - Safety ~ Tools - @v

»

ORACLE" You are on Database: NDFT

Home: | Worklizt | MuttiChannel Consale | Add to Favortes |
Favorites | Main Menu > General Ledger : Joumnals > Jowrnal Entry > CreatefUpdate Journal Entries
: - - -

0 Mews window P b

Create/Update Journal Entries

[ Eind an Existing YWalue \

Business Unit:|11000 |G
Journal ID: MERT
Journal Date: 117162010 [

Add

Find an Existing Value | Add a Mew Yalue

4 | |
javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’7 ,7 ,7 ,7 ,7 ,7 m @ Local intranet G"ﬂ - | 0% - A
& start J é@ J @ OME Test Spreadsheet F... | @ 110VTEST [Compatibilit. .. ” @ Create/Update Journ... J 7] J @ ! |_| @ 3

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

|/ Find an Existing “alue y

57. Click the Clear button or clear out the Journal Header Status.
58. Select current date or the date that was used for the journal.

Click the Choose a date (Alt+5) button.

59. Click the Sgarch button.
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% w [l httpsjjwm.connectnd.usipspindfH/EMPLONEE ERFc/PROCESS_JOURNALS JOURNAL ENTRY_IE.ceLrc 7| b || 2/ | [© Eing |2~

File Edit ‘“iew Favorites Tools  Help

"¢ Favorites | 5.5 79 ND OFfice of Management a... 98- Marth Dakota State Govern... 08¢ ConnectMD Operational Erwv... @ Suggested Sikes = Weh Slice Gallery
= gov| gV gav

»

(& CreatefUpdate Journal Entries M- - [ = - Page - Safety - Tools - @h-

ORACLE" You are on Database: NDFT

Home |
Favovrites 'MainvMenu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
B Mew Window ? Help Moustnm\zepage hﬂp

=

Lines | Iotals || Erars | Approval

Unit: 11000 JournalID:  TESTOMBUPK,  Date: T1TMER2010

Long Description: ITestJUuma\ Upload

*Ledger Group: IACTUALS [~ Auto Generate Lines

Ledger: I Adjusting Entry: INon—Adjustmg Entry 'I
*Source: oL Gy Fiscal Year:

Reference Number:

Period: I
SJE Type: I 'l ADB Date: 1T1MER2010 @

Journal Class: Q ™ Save Journal Incomplete Status
Transaction Code; GEMERAL O [~ autobalance on 0 Amount Line
Currency Defaults: USD CRRNT /1

Eeversal Do Mot Generate Reversal Commitrment Cantral

ﬁ Save R Returnto Search El Moty f:; Refresh

Acld UprlateDisplay.

Header | Lines | Totals | Errars | Approval

4] | i
javascript: submitAction_wind{document. wind, #ICPanel1"); ’_ l_ l_ l_ l_ l_ '% @ Local intranet ¥a - | o100 - A
& start J & J E5/] OMB Test Spreadshest ... | §51] 1100¥TEST [Compatibillt. .. || /& Create/Update Journ... J (7] J @) ! |_| @ @

Step Action
60. Click the Lines tab.
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f_ Create/Update Journal Entries - Windows Internet Explorer

% =[] https: ffeww. connectnd.usjpspindftERPLOYEE JERRjc{PROCESS_IOLURNALS, 10LRNAL_FNTRY_IE GBL7PC ]| G [[ 42| X | J© Fing (2=

File Edit ¥iew Favorites Tools  Help

<7 Favorites ‘ i 95 ND Office of Management a... 25 Morth Dakota State Govern.., DS ConnectMD Operational ... €8 Suogested Sikes = @ | web Slice Gallry =

(& CreatsflUpdate Journal Entries ]’ﬁ} v | @ ~ Page - Safety ~ Tools - @v

»

ORACLE" You are on Database: NDOFT
Home: | Worklizt | MultiChanne! Console | Add to Favortes | Sign out
Favarites gMain_Menu ¥ GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries

Header Totals Errars Approval

B Mew window P Help E,-/Custumwzepage htlp =

hEEn

Unit: 11000 JournallD:  TESTOMEBUPK Date: 111162010 Process: [Editooumal ] [ Prosess |

Template List  Search Ctiteria Chanae values nterdtranit | T Ercors ony (=] [ e[ @ B =

L it GO i

Select Line *Unit Account Oper Unit Fund Dept Class Eﬁ:“s Project Activi An Ty
O |1 1000 @ & (511005 Q110 Q [ra0 @ [5300 Qoo Q| Q| Q| al |
i [11o00 @ @ [s16015 Q [110 Q [re0 |G |[s300 Qoo Q| a|l a |
O |3 11000 (S & (516055 Q110 @ [ra0 @ [s300 Qoo Q@ Q| Q| al |
[ 11000 (@ Q& (516075 Q110 Q [ra0 | [5300 Qoo Q| Q| al |
O |5 11000 (@ @ (516165 Q [110 Q [re0 Q5300 ST RN Q|| Q|| al |
[ [11000 & & [518170 Q110 @ [ra0 @ [5300 Qoo Q| Q| al
O |7 11000 (@ & (516175 Q [110 Q [ro0 Q5300 Q11010 Q| a Q| al |
ros Mo00 (@ @ [105251 110 @ [ra0 @ [5300 Qoo Q| Q|| al
(mi} (11000 (& & (511005 Q110 @ [oo1 @ [5200 Qoo Q@ Q| Q|| el
o [11oo0 (@ @ [s16015 aQ [110 Q 001 |Q, [s200 Q [11010 @ | Q| Q| all ]

Lines to add: 1 =

-

»
’7’7’7’7’7’7’%@ Local intranet ¥ - | 0%~
& start J @ J ‘Eﬁ OME Test Spreadsheet F... | @ 110VTEST [Compatibilit. .. ” g Create/Update Journ... J 7] J @ ! - |_| @ 1|

Step Action
61. Enter the number of journal lines so they are all displayed.

Enter the desired information into the Line field. Enter "16".
62. Press [Enter].

This will display all lines of the uploaded journal.
63. Click the Process button.

Once the journal is in Valid state, it can be submitted for Final Approval.

Process

64. This topic showed how to create a Spreadsheet Journal Import.
End of Procedure.
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Submitting a Journal Entry for Final Approval

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

After the journal is processed and the Journal Status and Budget Status are Valid (V), it must be
entered into workflow to be final approved.

Procedure

This topic shows how to Submit a Journal Entry for Final Approval.

(,:‘Emplnyee—[acing registry content - Windows Internet Explorer

@: )= @] https: v connectnd. us/pspfndft/EMPLOYEE JERP fhy?tb=DEFALLT =l & |[#2|[ | [ Eing 2

File Edit ¥iew Favorites Tools  Help

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

'_ré Employee-facing registry content

s*NDF T+

Personalize Content | Layout
Menu =

Search:
®

ﬁ S 0 IR | g&; ~ Page -~ Safety ~ Tools - |®v

Home Add to Favorites Sign out

Help

[ Mty Favorites

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

[» Custamers

[ 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
[> et Up FinancialsiSupply Chain
[ ¥vorklist

[> Tree Manager

[» Reporting Tools

[> PeopleTools

[ MD Utilities & Interfaces

[ NDS Reports |

https:f fww connectnd usfpspindfE/EMPLOYEE/ERPY s/WEBLIE_PTPP_SC HOMEPAGE  FieldFarmula.IScript_appHP?pE_ % |g Local intranet 3 - |""\ 100% -

& start J a JI & Employee-facing regi... J (7]

Step Action

1. Click the General Ledger link.
|[> 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 [ -
i start J & J | /@ Base Navigation Page... J o

Step Action

2. Click the Journal Entry link.
3. Click the Create/Update Journal Entries link.

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: [0z 252010 [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 o 3

Step Action

4, Click the Find an Existing Value tab.
[Find an Existing Yalue]

5. Click the Journal Header Status list.
| 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 JI & Create/Update Journ... J (7] @

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 @

Step Action
7. Enter the desired information into the Journal ID field. Enter "0000931436".

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

8. Click the Search button.
Search

9. Verify this is the journal you want to submit for final approval.
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Create/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 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Env... 8 Suogested Sikes = @ | Web Slice Gallery =

(& CreatsfUpdats 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: 0000931436 Date: 08122010

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

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

Reference Number: I Period: I 2
SJE Tyne: I 'l ADB Date: IDEH 202010 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 (7] et

Step Action
10. Click the Lines tab.
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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

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

{& Create/Update Journal Entries

s« NDFT#*

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

L3 - [0 - [ = 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: 000093436 Date: 0811212010 “Process: [E0Iourna =] process |

™ Errors Onty

- Lines

Line: W

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 [M] Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
1000 2 5,000.00 5,000.00 Y Y
B save | S\Returnto Search | [=] Matify | s Refresh
Header | Lines | Totals | Errars | Approval
< | |
Done ’_’_’_’_’_'_’%@ Local intranet sg - |'°|“ 100% =
& start J & JI@create/Update Journ... J o G
Step Action
11. Click the Process list.
|EditJ|:|urnaI j|
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Create/Update Journal Entries - Windows Internet Explorer

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

File Edit ¥iew Favorites Tools  Help

Swd' ConnectMD Operational Ene. .. E Suggested Sites + @ | Web Slice Gallery

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

29 Morth Dakota State Govern,.,.

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

'_ré CreatefUpdate Journal Entries

+*NDFT++

Home
=
Mew Window | Help | Custornize Page | B
[ Header " Limes Y Totals Y Emars | Approval |
Unit: 11000  JournallD: 000093 436 Date: 0211212010 *Process: | EdilJoumnal ] | Process

Budget Check Journal
Template List  Search Criteria  Change Values I~ Errors Only Copy Jourmnal

Flnes [
ines Edit Chartfield

Interintralinit |

i “Uni i Edit Journal PC Bus i i
Select Line Unit Accourt Oper Unit Fung Dej . Project Acti
= = - — Snertht - Dept PostJournal Unit Frojedt Acthvity
Frint Journal (Crystal)
1 11000 536035 110 740 5300 1A
O I aa I a I a I = I QF’rim.JuumaI ML) I ~ I 4 I
| i [11000 @ Q. [535085 Q [110 Q [re0 @ [s5300 Rerehﬂumal Q| Q|
Lines to add: I 1 =
Unit Total Lines Total Debits ournal Status Budget Status
11000 2 5,000.00 5,000.00 % v
B Save | S\Returnto Search | [Z] Mtify | L Refresh
Header | Lines | Totals | Errars | Approval
4 | |
Done ’_’_’_’_’_’_’%@ Local intranet ¥ - |""\ 0% ~
' start J & JI (& Create/Update Journ... J 9 9

Action
Click the Submit Journal list item.

Step
12.
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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| K 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 = & Web Slice Gallery -

& CreateUpdate Journal Entries

s« NDFT#*

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

=

Mew Window | Help | Custornize Page | 5

[ Header ¥ Limes Y Totals Y Emors Y Approval |

Unit. 11000  JournallD:  0DOD931438 Date: 081212010 “Process:  [RAIERAE] _Process |

Template List  Search Criteria  Change Values Interfintralinit I I~ Errors only Line: W

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|

Linestuadd:l 1 =

Customize | Find | B First [ o0 M Lot
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 2 5,000.00 5,000.00 W W

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

Headet | Lines | Totals | Errors | Anproval

4

I i
’_’_’_’_’_'_mlg Local intranet ";ﬂ_'l F00% v
&/ start J & JI & Create/Update Journ... J (73 3

Step Action

13. Click the Process button.
Frocess
14. Click the OK button.
0]08
15. Note: If you receive this message after you Submit Journal, the journal was already

submitted for approval.

Message from webpage: Approval at this authority level has already been
processed. No further approval is necessary at this level, nor is it necessary to
submit this to workflow again.
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‘Update Journal Entries - Windows Internet Explorer

@T: - |g, https: fw, connectnd, usjpspindft EMPLOYEEJERP c/PROCESS _IOURMALS. JOURNAL_ENTRY_IE.GBL?PC jl&l|§||2| |b Bing |EE|
File Edit Wiew Favorites Tools  Help

<7 Favorites ‘ 955 29 MD Office of Management a... 5 Morth Dakota State Govern... 25 ConnectMD Operational Env... 8 Suggested Sites = @ Web Slice Gallery +

E CreatefUpdate Journal Entries

s*NDF T+

K ov Bl - ) mm o+ Pags v Safety -

Home
=
Mew Window | Help | Custornize Page | B

[ Header " Limes Y Totals Y Emars | Approval |

Unit: 11000  JournallD: 000003 436 Date: 0971212010 Process: [Submitoumal 7] | Process |

Template List  Search Criteria  Chanoe Values Inter.ﬂmraUnltI I~ Errors Only Line:l 10

e e —— m
Select Line *Unit

a
-

1 11000 G C

Approval at this authority level has already been processed. Mo Further approval is necessary at this level, nor is it
necessary ta submit this ta workflow again.

Activity
The PeopleCod; ted an E Ll i, which b. duced thi QI
e PeopleCode program executed an Error statement, which has produced this message.
r oz 11000 @ C al
Lines to add: I 1 =
€ iize | Find | First [4] 1of 1 [¥] Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 2 5,000.00 5,000.00 % v
B Save | S\Returnto Search | [Z] Mtify | L Refresh
Header | Lines | Totals | Errars | Approval
4 | |
Done ’_’_’_’_’_’_’%m Local intranet ¥ - | FI00% -
& start J a@ JI /€ Create/Update Journ... J o &

Step Action
16.

Click the OK button.
oK

17.

This topic showed how to Submit a Journal Entry for Final Approval after the
journal was in Valid (V) status.
End of Procedure.
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Printing a Journal Entry

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

The Journal Entry can be printed in report form.

Procedure

This topic will show how to Print a Journal Entry.

ﬁEmplnyee-[ating registry content - Windows Internet Explorer M= R
@A = Ié https:/ fviviw, connectnd, us/psp/ndft EMPLOYEE[ERPIR 7 tab=0EFALLT j % B [+ X I)" Live Search FEaks
7 Favarites ‘ 93 €] Suggested Sites ~ @ | Weh Slice Gallery +
73 Connecting. . | | X - B - () =+ Page - Safety - Toos - @ 7
[ Travel and Expenses ;l
[+ Travel Administration
[ Billing

[» Accounts Receivahle

[» Accounts Fayahle

[> eSetflernents

[» Asset Managerment

[ IT Asset Management

[ Banking

I» Cash Management

[> Deal Management

[ Risk Management

[> Financial Gateway

[ AT and Intrastat

[» Excise and Sales TaxVAT IND

[> Commitrment Contral

[> General Ledger

[+ Allocations

> Slatutony ReodAceess Generall =3er |
[= SCM Integrations

I» Set Up Financials/Supply Chain

[> Enterprise Components

[» Government Resource Directory
[» Background Frocesses

[ worklist

[» Application Diagnostics

[> Tree Manager

[» Reporting Tools

> PeopleTools

[> Packaging

[ MD Utilities & Interfaces

[» MD HE Applications

[> MD'S Reports

— Tax Center

— Treasury Managerment Center

— Treasury Processing Center

— Treasury Definitions Center -
— Backto Portal

— Change by Password
— My Personalizations

— it Swctam Prafila

-

https: ffwew . connectnd  uspspfndft{EMPLOYEE [ERPYs/WEBLIE_PTPP_SC HOMEPAGE FieldFormula.ISc | Tikernet | Frotected Mode: OFF va v | miome -

Costart| | 3, M T @ |[/& employee-facing regi... <@ @iy

Step Action

1. Click the General Ledger link.
[l General Ledoey
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Step Action
2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

Ereateﬂ.lgdate Journal Entries

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

5::; » |&] Hetps:uwnn.connectnd.us/pspindFt/EMPLOYEE/ERP/c/PROCESS_JOURNALS JOURNAL_ENTRY_IE.GBL7POI || G [|#4 ||| [ Live Search |2 |-
< Favorites | 5% @] Suggested Sites * @ | Web Slice Gallery +

= >
(& CreatefUpdats Journal Entries ﬁ v - ) m=n - Page - Safety - Tools - @v

ORACLE" You are on Database: NDFT

Home: \ Warklist | MultiChannel Consale Add to Favaorites \ Sign out

Favorites  Main Menu > GeneraI'Ledger > Jour_nals ¥ JourneﬂEntrv »  CreatefUpdate Journal Entries
B Mew Window 7T Help ,
‘e

Create/Update Journal Entries

( Eind an Existing Yalue )

Business Unit: 11000 G
Journal ID: NEXT
Journal Date: |11i23i2010 [H

Add

Find 2n Existing Yalue | Add a Mew Yalue

4| | i
javascript:submitaction_wind{document, wind, ' #1CSwitchMode"); ’_ ’_ ’_ ’_ ’_ ’_ @ Internet | Protected Mode: OFf 4o - | H100% v )
Lrstart| | 2o T & J| & Create/Update Journ... « Yy

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

|f Find an Existing “alue §

6. Click the Journal Header Status list.
| o Status - Needs to be Edited ]|
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Update Journal Entries ndows Internet Explorer

bl -
6(9 = [&] https: /e, connectnd. usipspindft/EPPLOVEEERPjc/PROCESS_IoURNALS. J0URNAL_ENTRY _IE.ceLpol ]| S |[#2[[ | [ Lve search (2=
3 Favortes | 55 @] Suggested Sites + @] Weh Slice Galery -

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

ORACLE" You are on Database: NDFT

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

E Mew window  ? Help B htip

=)

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

Maxitnurn number of rowes ta return (up to 3003|300

Business Unit: = VI 11000 Q

Journal ID: | begins with >||
Journal Date: [= = El

Document Sequence Number: | begins with x|
Line Business Unit: = 'I Q
Journal Header Status: = =] [

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

Find an Existing Value | Add a Mew Value

4| | i
Done ’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 0% -
f‘_’Startl J EN R JI {& Create/Update Journ... Wil

Step Action

7. Click the "blank" list item.
| -
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(f‘l:reate,«"Update Journal Entries - Windows Internet Explorer

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

=
(€& CreatsflUpdate Journal Entries @ < | @ -~ Page - Safety - Tools @v

ORACLE" You are on Database: NDFT

Home ! ist | MuttiChannel Console | AddtoFavorites | Sign out
Favorites | Main Menu > General Ledger : Joumnals > Jowrnal Entry > CreatefUpdate Journal Entries
E - - -

 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

Find an =) 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: = - Q
Journal Header Status: |: ;I | ;I
Budget Checking Header Status: | = j | j
Source: = 'l Q
: Search Clear :Basm Geatch [ Save Search Criteria
Find an Existing Value | Add a Mew Yalue
4] | i
Done [ [ [ [&meemet | Protected Mode: OFf o v [ -

Lrstart| | 2, W T @& J|@create/Update Journ... <« (& @il

Step Action

8. Enter the desired information into the Journal ID field. Enter "0000931363".

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

9. Click the Search button.
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= 3| ram -
GT\%} = [&] https: /e, connectnd. usipspindft/EPPLOVEEERPjc/PROCESS_IoURNALS. J0URNAL_ENTRY _IE.ceLpol ]| S |[#2[[ | [ Lve search =B
i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -
»
{8 CreatefUpdate 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 | Totals | Errars | Approval

Unit: 11000 JournalID: 0000931363 Date: 07232010

Long Description: ICemraI Senices adjustment

“Ledger Group: IACTUALS I auto Generate Lines

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

Reference Number:

Period: I 1
SJE Type: I 'l ADB Date: 07232010 @

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 | Errors | Approval

4 |
javascript: submitAction_winO{docurment, wind, ' #ICPanel1"); ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 00 - A
;'."’Startl J i = El?j 9 JI gtreaterpdate Journ...

Step Action
10. Click the Lines tab.
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(2[]

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

q} Favorites ‘ ié, €| Suggested Sites + @ | Web Slice Gallery +

@ - - [ @ -~ Page = Safety ~ Toals ~ @v =

g CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

Home | | MutiChanne | AddtoF:

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

hEEn

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

" Header " Totals | Errors | Approval
Unit: 11000  JounalID: 000093 363 Date: 07232010 “Process: [EditJoutnal =l | Process |
|W| r Budget Check Journal
Template List  Search Criteria Change Values gt | Errors Only (=] |0 jmal

Delete Journal
|Edit Chartfield
Select Line *Unit Account Oper Unit Fund Dept E'j'T—I'U""'E' Project Activi An Type
ostJourna
O [11000 @ @ [536035 a [110 Q [re0 @ [s300 Qgrm{jouma: E}?h?ff;a)l) [ a aQ Q.
rintJourna
oz [11000 @ @ [535085 Q110 Q [ren @ [s300 C|Refresh Journal i af Q Q

Submit Journal

Lines to add: 1 =

Unit Total Lines
11000 2

Total Debits
1,500.00

Total Credits  Journal Status = Budget Status
1,500.00 W W

=] Save. | £L Returnto Search | [=] Motity | [ Refresh |
| | It |

Header | Lines | Totals | Errars | Approval

4

B

Cione

'_ '_ '_ ’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF

Sostart| | G B P @ |[ & Create/Update Journ...

[%5 = [®omee -

<@ @i

Step Action
11. Click the Process list.
| EditJournal |
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jpdate Journal Enl - Windows Internet Explorer

% w [EE] hitps: . connectnd.usfpspindft/EMPLOYEE ERFc/FROCESS_JOLRMALS JOURNAL ENTRY_I=.55Lrpol 2| &b |2 %¢| [2 Live search =B

i Favorites | 35, @] Suggested Sites ~ @] Weh Sice Galery -

Elnewwindow  ? Help 5 customize Page B http

| Header Totals | Errors | Approval

Process |

Unit: 11000 Journal ID: 0000931 363 Date: O7i232010
Template List  Search Criteria  Change Values | interintraunit | FErrors only (=] [£] e | 10 [F [=]

~ Lines

PC Bus

Select Line *Unit Account Oper Unit Fund Dept Clags Unit Project Activ An Type
O |1 11000 (@ & [536035 Q110 @ [ra0 @ [5300 Q |[11030 & Q| Q| Q Q
| [11000 |Q & (535085 Q [110 Q [fo0 @ |[s300 Q [110E0 Q| all al Q Q

Lines to add: 1 =

Unit Tatal Lines Total Debits Total Credits Journal Status  Budget Status

o002 1,500.00 1,500 00 v v

B save | [£0 Returnto Search | |[=] Notity | [ Refresh |
| | | | [ |

Headet | Lines | Totals | Errors | Anproval

4| |

J
Done ’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 0%~
;'.'fStartl J i N T -] JI (& Create/Update Journ... = @'ﬂD

Step Action
12. Click the Print Journal (Crystal) list item.
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w = [&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEE/ERF /c/PROCESS_JOURNALS JOURNAL_ENTRY_IE.GBL7PoI ]| S |5| |Z| | 5 Live Search (2=

q} Favorites ‘ ié, €| Sugoested Sites + @ | Web Slice Gallery +

Home | 4 | MutiChanne! - | AddtoF

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

“process: | PrintJournal (Crys 7| | Process |

Unit: 11000  JournallD: 0000931363 Date: 071232010

Template List  Search Criteria  Chande Values | Interfintraunit | FErrors ony  [=] [£] Ling:m F =

Select Line  ‘Unit Account OperUnit  Fund  Dept Class  EEPYS  project Actiui An Type
O |1 1000 @ & (536035 Q110 Q [ra0 | [5300 Q |[11030 |a Q| Q|| a| &
oz 11000 (@ @ (535085 Q [110 Q [re0 | |[s300 Q11030 Q|| Q|| a la

Lines to add: 1 =

omize | Find s |2 i K g ore I Lact
Unit Total Lines Total Debits Total Credits Journal Status = Budget Status
11000 2 1,500.00 1,500.00 W W

=] Save. | £L Returnto Search | [=] Motity | [ Refresh |
| | It |

Header | Lines | Totals | Errars | Approval

< I i
Done [ [ [ [€meemet | Protected Mode: oFf o v [ -
Srstat| | Lo T & | | @ Create/Update Journ... « iy

Step Action
13. Click the Process button.

Process

14, Click the Process Monitor link.

Note: This link will open a new window.

Process Monito
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(_ Process Monitor - Windows Internet Explorer [_[=]x]

— — —
T -
(/3] = [ hetpsifjmn. connectnd.usfpspindt_1IEMPLOYEE/ERP/c/PROCESSMONITOR PROCESSMONITOR GEL7rag x| & |[#2][ ] [ Live Sesrch =B

i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -

{8 Process Maritor & - - [ g=h ~ Page - Safety~ Tools- G@=

ORACLE" You are on Database: NDFT

Haome
Favovrites MainvMenu > PeopleToolz > Process Scheduler > Process Monitor
H - >

Server List
View Process Request For
User ID; [LDSHAMNNONG Q. Type: | =] [oast =l 30 [Days 7] . Refresh
Server: 'I MHame: @, Instance: | to |
Run =] Distribution [ | ¥ Save On Refresh
Status: Status:

Process List

Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status gz:sﬂ Details
I~ 8721667 Crystal GLCTa01- LOSHAMMOMEMD. GO 1172372010 216:52PM CET Quened iz, Details o
- 5721666 Crystal GLCTE01- LOSHANMMOMEMND . GOY 1172372010 313:59PM CST Success Posted Details
= 5721648 Application Engine GL_JEDIT_DO LOSHAMMNOMNEMND GOV 1102372010 1:41:39PM CST Success FPosted Details
[ a7 E4Y Application Engine GL_JEDIT_D LOSHAMMNOMEMD GOV 1102372010 1:30:27PM CST Success FPosted Details
= 5721646 Application Engine GL_JEDIT_DO LOSHAMMNOMNEMND GOV 1102372010 1:27:41PM CST Warning FPosted Details
= &711545 Application Engine GL_JEDIT_O LOSHANMOME@E@MD GO 1 1M BI2010 11:01:46AM CST Warning Posted Details
= 8711544 Application Engine GL_EXCL_JRML LDSHANMOM@MND. GOV 111 B/2010 10:59:18AM CST Success Posted Details
= &711530 Application Engine GL_EXCL_JRML LDSHANMOME@MD. GOV 111 5/2010 2:05:31PM CET Success Posted Details
= 5721184 Crystal NDE_GLOE LDSHANMOM@MND. GOV 11042010 2:35:17PM COT Success Posted Details
| =T R = Crystal NDE_GLOE LOSHANMOM@MD. GOV 11042010 2:28:52PM CDT Success Posted Details
= 5721180 Crystal MNDS_GLOE LDSHANMOMEMND.GOY 11/04/2010 219:53FPM COT Success Fosted Details
| I =T e N e FS.lob ARPREDCT LOSHAMMOMEMD . GOY 110172010 12:18:57FM CDT Success Fosted Details

4 | _’I_I
Done ’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 0% -
;'.'"!’Startl J i T & J & CreatejUpdate Journal E..., | i€ Process Monitor - Win... « @Iﬂg

Step Action

15. The Process List tab shows the Run Status of the process. The process may run
through several status types before Success.

Click the Refresh button.

16. The process is complete when the Run Status is Success and Distribution Status is
Posted.
17. Click the Details link.
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(_ Process Monitor - Windows Internet Explorer
w = |&] https: fwmn.connectnd.us/pspindFt_1 JEMPLOYEE/ERP/c{PROCESSMONITOR PROCESSMONITCR. GBL7Pag ]| G || €2 || X | [ 5 Live Search (2=

f} Favorites ‘ Y:'E €| Suggested Sites + @ | Web Slice Gallery +

{8 Process Manitar @ - - [ @ -~ Page - Safety - Tools @' ”

ORACLE" You are on Database: NDFT

Home: | MuttiChannel

Favarites gMain_Menu ¥ PeapIgTools > Process §cheduler »  Process Monitor
@New\l\finduw ? Help E{'Custurmze Page htlp =]

hEEn

Process Detail

Process

Instance: AT21667 Type: Crystal
Name: GLCTS01- Description: Journal Entry Print
Run Status:  Success Distribution Status: Posted
(Ron [ Update Process
Run Control ID: C.J  Hold Request
Location: Senver  Oueue Request
(o
Server: FENT Cancel Request
” Delete Request
Recurrence:  Restart Request
Request Created On: 11/23/2010 3:17:02FM C5T Farameters Transfer
Run Amytime After: TU2H2010 216E52PM 5T Message Log
Began Process At: 117232010 3171 7PM CST Batch Tirmings
Ended Process At:  11/23/2010 318:01FM ST Wiew LogTrace
javascript:submitAction_winl (document winl, PMN_DERIVED_INDEX_ETN'; [ [ [ [ [&mtemet | Protected Mode: OFf o v [ -

.\'YStartl J EN J (& CreatefUpdate Journal E... | /& Process Monitor - Win...

=il

Step Action

18. Click the View Log/Trace link.
[iew LoaTrace]
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C: Process Monitor - Windows Internet Explorer

=S
a0
GED = [&] https: /e, connectnd. usipspindft/EPPLOVEE JERPc/PROCESSMONITOR, PROCESSMONITOR, GEL7Foider 2| S |[#2[[ 2| [ Live search |2+
3 Favorites | 3% @] Suggested Sites ~ @] Weh Slice Galery -
(& Process Maritor I | | L e O N VR N
- —
ORACLE" Youare on ey~ [ ] hitps:ffoww. connectnd, usfpsreportsindftj41 96679/aLC7501 - 5 (2] | #9 || 5 | [ 52 Live Search (2=
Favarites Main Menu PeaplgToc 7 Favorites |{.§, £ | Suggested Sites » @ | Web Slice Gallery ~
@https:,l’;'www‘connectnd‘us,l’psreportsindfth1966?91... | | & - - [ @ v Page » Safety v Tools - @' *
View LogiTrace
ReportID: 4196679 Pro
Name: GLCTS01- Pra
Run Status: Success
Journal Entry Print
Distribution Details
Distribution Node: NT
File List
Hame
CRW GLCTS01- 5Y216R7.log
GLCTS01- 572166Y.PDF
pssaltrace tre
Distribute To
Distribution ID Type
User
| ’_’_|_|_|_|_|Unknown Zone | Protected Made: OfF ¥y - | HI00% v g
Return _I
hittps:fwew connectnd, us/psreparts/ndft/+1966 79/GLC7501-_5721667.POF [ IET[ [ || [ meemet | Protected Mode: off v [ me -
."Startl | 2 B W) & | & Process Monitor - windo. . | (& windows Internet Ex... HEll mids

Step Action

19. Click the GLC7501-_5721667.PDF link.
[GLCTS01- 5721667 PDF|

20. The Journal is now in PDF format and ready to print.

21. This topic showed how to Print a Journal Entry.
End of Procedure.
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ST 8.1.10 - Final Approval of Journal Entry from Worklist
Final Approval of Journal Entry from Worklist

Navigation: PeopleSoft Financials Main Menu

After a journal entry is processed and validated, it must be initiated for Final Approval. To locate
the journal after it's been sent off for Final Approval, click on the Worklist on the main menu of
PeopleSoft Financials.

Procedure

This topic shows how to Final Approve a journal entry from the Worklist.

(: Employee-facing registry content - Windows Internet Explorer

5\:_—_: = [ hutps: v connectnd. usipsp/ndft/EMPLOVEE [ERP b 7tab=DEFALLT =0 & (B[ #2) ) [& Gve searcn |2
7 Favorites ‘ 9l @ Suggested Sites ~ @ | Web Slice Gallery ~

E Employee-facing registry content

ORACLE" Youare on Database: NDFT

Favorites © Main Menu
- : -
Personalize Content | Layout
|Menu [2] (=]

Search:
®

? Help

I» Supplier Contracts

I» Purchasing

[» eProcurement

[+ Accounts Payable

[ worklist

[> Tree Manager

[» Reporting Tools

[ PeopleTools

[> MO Utilities & Interfaces
— Backto Portal

— Change iy Password
— My Personalizations
— My Systern Profile

=

hittps:f fvarw .connecknd, usfpspindfE EMPLOYEE /ERPwWORKLIST?ICAckion=ICYisworklist&Menu=" ﬁ Internet | Protected Mode: OFF v';] - | AN - -

Costart| | 5, M0 7] @ |[& Employee-facing regi.. <@ Yy
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Step Action
1. Click the Worklist link.

__(_ Worklist - Windows Internet Explorer [_[=1x]
X P " — . el 5| [E . -
6(9 - |g, https.J‘,l’www.connectnd.us;’psp,l’ndFt,l’EMPLO\"EEJ‘ERPJWJ‘WORKLIST?ICActan—ICVlewWorkIlst&Menu—WDrkIlj g |‘77| |£| Il_J Live Search |}J |
i Favortes | 35 @] Suggested Sites ~ @] Weh Slice Galery -
g ‘Wworklisk

ﬁ © =l @ - Page = Safety ~ Tools = @v »

ORACLE" You are on Database: NDFT

Home Wiorklist Addto Favortes | Sign out
Favorites - Main Menu > Workist > Worklist
i -

Bl rewrindow P Help B customize Page B hitp

htEn

Worklist for ltestroles2: Test Roles

Detail View Work List Filters: | H [ Feed
st Kl 42072 O ot
From Date From Work tem Worked By Activity Priority Link
A Joumal ( ar .
Test Roles 0113172011 SRR OUTE pg_JoURNAL_APRROVAL [ -] 1810873, 11000, 0000932331, Mt arken Reassion
A Joumal ;
TestRoles 0103172011 \.'\Fr];rﬁ:: PumAl g _JoURNAL_APPROVAL || =] 1H10650,11000, 0000932337, I Marorked | [ Reassign
. Reiresh |
4| | i
javascript:submitAction_win0{document. wind, #ICWorkItem$1"); ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A

f*startl J 2wy é JI 1€ worklist - Windows In... « )

Step Action
2. Click the 1010679, 11000, 0000932331, 2011-01-31, , O, link.

Note: This link contains the business unit, journal number and date.

1010679, 11000, QO000932331,
[2011-01-31,. 0

3. The link gives you direct access to the journal entry.
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,af:'_ Worklist - Windows Internet Explorer
T % |&] https: fwwmn. connectnd. us/pspindFt{EMPLOYEE/ERP fu/ WORKLIST?IC Action=ICWiewWorklistaMenu=workli ]| G || €2 || X | & Live Search | 2|

q} Favorites ‘ ié, €| Suggested Sites + @ | Web Slice Gallery +

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

Unit: 11000 JournallDi 0000032331 Date:  01/31/2011 “Process: | EcitJoumal Il Process |

| Interintralnit | FErorsonly  [Z] £ e | 10/ 5 =

Template List Search Criteria  Change Values
PC Bus

Select Line *Unit SpeedType Entry Event Account Oper Unit Fund Dept Program  Class Unit Project
O |1 11000 Q| a | Q473030 Q| Q|00 Q [og0s Q| Q| Q| a
oz 1000 @ | Q| Q [474045 Q|| Qoo G [og0s Q| Q|| Q|| a

Lines to add: 1 =

omize | Find a B R Fa BN or g O Last
Total Debits Total Credits  Journal Status = Budget Status
10.00 10,00 W )

Unit Total Lines
11000 2

B save | (B viewworkist | [13] Previousinivvarkist | [4E Nextinworkist | (=] notity | [f Refresh |
| | | | I e |

Header | Lines | Totals | Errars | Approval

I b
Done [ [ [ [&meemet | Protected Mode: off o v [ -
Lostart| | G, B P @ |[ & worklist - Windows Tn... <m0

4

Step Action
4, Click the Process list.
| EditJournal |
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r"_ Worklist - Windows Internet Explorer [_[=]x]

% w [IE] hictps: . connectnd.usfpspindft/EMPLOYEEERE ju WORKLISTFICAtion=1CViswworkistemenu=viorki (7| 4 |2 ][ | [ Live search =B
i Favorites | 35, @] Suggested Sites + @] Weh Sice Galery -
& Worklist & - - [ g - Page - Safety - Toos - - »
ORACLE" Youare on Database: NDFT
Home
Favarites - Main Menu > Worklist > Waorklist
Elnewwindow  ? Help 5 customize Page B http
| Header Totals | Errors | Approval
Unit: 11000 JournalID: 000093233 Date:  01/31/2011 “Progess; | Editdournal =] | Prosess |
o Burlget Check Journal
Template List  Search Criteria  Change Yalues | Interintralnit | 7 Errors Only  [=] Copy Journal
e Delete Journal
T e e e e e S v
Select Line Unit SpeedType Entry Event Account Oper Unit Edit Journal Program Class - Project
PostJourmal Unit
- 11000 QL Q Q@ [473030 a Print Journal (Crystal) aQ a a aQ
‘ | | | | Print Journal (<{MLPY | | | |
| [11000 @ | Q| Q [474045 Q| Refresh . Jourmal all Q| a all
Lines to add: L =
Unit Total Lines Total Debits Total Credits Journal Status =~ Budget Status
11000 2 10,00 10.00 W W
|E Save | |E “Wigwe Wiorklist | |1ﬁ PreyiaLsin Wiiarlist | |@ ekt in Wiarklist | |E Iatify | |fb Refresh
Headet | Lines | Totals | Etrars | Apbroval
4 | |
Done lilililililili Internet | Protected Mode: OFF ¥ - | 0%~
;.'fStartl J LY E JI (& Worklist - Windows In... o3 =1

Step Action
5. Click the Submit Journal list item.

Page 114



Training Guide
Module 8 — General Ledger

f_ Worklist - Windows Internet Explorer

% = [&] https: fuwmn. connectnd. us/pspindFt{EMPLOYEE/ERP fu/ WORKLIST?IC Action=ICWiewWorklistiMenu=workli ]| G || €2 || X | & Live Search | 2|
5 Favorites ‘ 95 @ Suggestad Sites * @ | Web Slica Gallery
awarklist @ -~ - [ @ ~ Page ~ Safety ~ Tools ~ @v >

ORACLE" You are on Database: NDFT

Favarites gMain_Menu 3 Worvkhst > worklist

Header Totals Errors Approval

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

hEEn

Unit: 11000 JournallD: 000093233 Date:  01/31/2011 "Process:  [RRGIMIEREINE fir02ess
Template List ~ Search Criteria Change Values | Interdntralnit | T Errorsonly (£ 2] | e[ 10/ F] =]
Select Line *Unit SpeedType Entry Event Account Oper Unit Fund Dept Program  Class Lpll?li‘lﬂ Project
O |1 11000 Q| a | Q473030 Q| Q|00 Q [og0s Q| Q| Q| a
oz 1000 @ | Q| Q [474045 Q|| Qoo G [og0s Q| Q|| Q|| a
Lines to add: 1 =
e | Find i || First KD qor4 O Last
Unit Total Lines Total Debits Total Credits Journal Status = Budget Status
11000 2 10.00 10,00 W )
(B save | [[E Viewworkist | 15 Previous initirkist | (45 Nextinworkist | =] Netity | |4 Refresh |
Header | Lines | Totals | Errars | Approval
4 | |
Done [ [ [ [&meemet | Protected Mode: off o v (B -

Lostart| | G, B P @ |[ & worklist - Windows Tn... <m0

Step Action

6. Click the Process button.

Process

7. Click the Approval tab.
Approval §

The journal is approved.

This topic showed how to Final Approve a journal entry from a Worklist.
End of Procedure.
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ST Lesson 8.2 - InterDepartmental Billings
InterDepartmental Billings

InterDepartmental Billings (IDB's) in General Ledger consist of Header and Line totals which
uniquely identifies the IDB and records the monetary amount to the affected Chartfields.

The journal Header contains three attributes that uniquely identify the journal: journal ID, journal
date, and Business Unit.

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

An IDB can have many detail lines, but must have at least two, because the total debits must
equal the total credits.

ST 8.2.1 - Creating an InterDepartmental Billing/IDB
Creating an InterDepartmental Billing/IDB

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

InterDepartmental Billing (IDB) entries in PeopleSoft must have an Open Item key when billing
another state agency. The Open Item key is the business unit to which you are billing and
coincides with the IDB receivable account code (131002).

Procedure

This topic shows how to create an InterDepartmental Billing/IDB. An IDB requires a business
unit in the Open Item field, which creates the AP voucher for the billed agency to pay.
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Employee-facing registry content - Windows Internet Explorer

@: )= @] https: v connectnd. us/pspfndft/EMPLOYEE JERP hy?tsb=DEFALLT =l & |[#2|[ | [ Eing 2

File Edit ¥iew Favorites Tools  Help

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

'_ré Employee-facing registry content

s*NDF T+

Personalize Content | Layout

K ov B0 - 0 mm o+ Pags v Safety -

Tools @v >

Home

Menu

Search:

®

[ My Favorites

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

[» Custamers

[ tems

[» CostAccounting

[* Vendors

[» Purchasing

[+ Imientary

[» eProcurement

[> Services Procurement
[> Sourcing

[> Project Costing

[> Travel and Expenses
[> Travel Administration
[ Billing

[» Accounts Receivahle
[» Accounts Payable

[> Azset Management

[> Commitment Control
[» General Ledger

[» Allocations o
[> Set Up FinancialsMSupply Chain
[ ¥vorklist

[> Tree Manager

[» Reporting Tools

[> PeopleTools

[ MD Utilities & Interfaces

> NDS Reports |

https: {fwen connectnd, us/pspindft/EMPLOYEE/ERP/s/WEELIE_PTPP_SC,HOMEPAGE. FisldFormula. Iseript_sppHerpt_ | | [ [ [ [ [Fg [% Localintranet v [Eme -
& start J @ J & Employee-| J 0|2 @

Step Action
1. Click the General Ledger link.

|[> General Ledgej
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(:Base Navigation Page - Windows Internet Explorer !E E

@?\'." |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’s)’WEELIB?PTPP?SC.HOMEPAGE.FieIdFormuIa‘IScript,j g 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 -

E Base Mavigation Page

s« NDFT#*

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

Menu =
[ Purchasing ;l nu =
[ Inventory
> ePracurement General Ledger
E gsuwr‘glisgpmcuremem Access General Ledger
[ Project 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 = Open tem Listing Repart
[: Accounts Receivable Ehlmport Journsls.
> Accounts Payable CIProcess Journals
E ésnsr::n“m“:r?fé”ﬂi’;:m Review Financial Information ﬁ General Reports
Fun inguiries on journals, ledgers, ar Access journsl, ledger, trial balance,
gocounting entries. reconciiation, and InterUnit reports.
b Journals ElLecer Activiy
I Open lterns F=l.Jowrnal 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
[ MDE Reports
— Tax Center
— Backto Portal
— Change by Password
— My Personalizations
— My System Profile =
https: ffvwe connectnd, us/psc/ndft/EMPLOYEE/ERPYs/WEBLIE_PTPP_SC HOMEPAGE FieldFormula I5eript_sppHPrsen.| | | | [ [ [Fg [% Localintranst h v [ -
&' start J & J I /& Base Navigation Page... J Gl 3

Step Action
2. Click the Journal Entry link.

3. Click the Create/Update Journal Entries link.

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 to the Journal Entry.
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

6: 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 ‘ i 5 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational ... # Suogested Sikes = @ | Web Slice Gallry =

'_ré CreatefUpdate Journal Entries

+*NDF T+

| [Elg

Mew wWindow | Help | &

Create/Update Journal Entries
Find an Existing Yalue | Add a New Value \'

Business Unit: [11000] G
Journal ID: MNEXT
Journal Date: [07/27/2010 5

Add

Find an Existing value | Add & Mew value

javascript: DatePrompt_win0{ JRNL_HEADER_JOURMAL_DATE', JRMNL_HEADER_JOURNAL_DATE$prompt,4s0iwue | | | | | [ [Fg [%d Localintranet v (R -
& start J a JI & Create/Update Journ... J 0|2 "

Step Action

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

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

Click the Choose a date (Alt+5) button to display the current calendar month. The
date can also be typed into the Journal Date field.

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

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

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

9. Click the Add button.
Add

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

@: e |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,l’EMFLOVEE,I’ERFICIPROCESS_JOURNALS.JOURNAL_ENTR\"_IE.GBL?FCj % 5| X Ib Bing P

File Edit ¥iew Favorites Tools Help

ﬁ Faworites ‘ {.5 ";';‘,jv MD Office of Management a... ';'ﬂ Morth Dakota State Gowvern. .. ';;jy ConnectND Operational Erv... 2 Suogested Sites + £ | web slice Gallery ~

fé CreatefUpdate Journal Entries

s*NDFT#*

& B - Q;q - Page - Safety - Todls ~ .@-

| (Elg

Mew Window | Help | Custornize Page | 5

{ Header Y Lines ) Totals Y Erars [ Approval |

Unit: 11000 Journal ID:  NEXT Date: aFf2rizon
Lonhg Description: || ﬂ
*Ledger Group: WQ [ Auto Generate Lines
Ledger: I— aQ Adjusting Entry: Im
*Source: I— aQ Fiscal Year: 2011
Reference Number: | | Periot: [
SJE Type: = ADE Date: [o7zrizmu &
Journal Class: [ Ta ¥ Save Journal Incomplete Status
Transaction Code: Im a [ Autohalance on 0 Amount Line
Currency Defaults: ISD J CRENT /1
Reversal: Do Mot Generate Reversal Commitment Control
B save | [=] otify | 41 Refresh | [Es 2dd | Update/Display

Header | Lines | Totals | Errars | Approval

’_’_’_’_’_’_mhﬂ Local intranet ’v’;]_-| 100% -~
@ start J a J I € Create/Update Journ... J 0|7

Step Action

10. Enter the desired information into the Long Description field. Enter "Postage
Stamps for February 2010.".

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

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

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

13. Click the Lines tab.

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

@: e |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,l’EMFLOVEE,I’ERFICIPROCESS_JOURNALS.JOURNAL_ENTR\"_IE.GBL?FCj % 5| X Ib Bing P~

File Edit ¥iew Favorites Tools Help

j,:‘j Faworites ‘ 1.5 '?‘,,,d' MD Office of Management a,., '?‘,wd' Morth Dakota State Govern, ., Swd' ConnectMD Operational Ery,,, € Suggested Sikes » & | web slice Gallery

(& CreatsfUpdate Journal Entries ﬁ - B - g;q v Page » Safety ~ Tools ~ '@'

s*NDFT#+*

| (Elld

Mew Window | Help | Custornize Page | 5

[ Header " Limes Y Totals ¥ Emors  y Approval
Unit: 11000 JournalD:  NEXT Date:  07/27/2010 “Process: |EditJourna =l | Process |

Interintralinit |

Terplate List Change Values
Select Line *Unit Account Oper Unit Fund Dept Program  Class EﬁnB"s Project Activity
o fema a al ] a[Jal_a[ ] a

Linestoadd:l 1 =

Custamize | Find | iew A1l | B First (4] 1 o 1 [M] Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status

11000 1 0.oo 0.oo T M

B Save | [Z]Matify | s Refresh

Headet | Lines | Totals | Errors | Approval

I |
’_’_’_’_’_’_m|g Local intranet ’v;‘i_v| FI00% -
i start J a J I & Create/Update Journ... J 0|7

4

Step Action

14. Enter the Interdepartmental Receivable account into the Account field.
Enter "131002".

15. Enter the desired information into the Fund field. Enter "701".

16. Enter the desired information into the Dept field. Enter "8900".

17. Enter the desired information into the Amount field. Enter "44.00".

18. Enter the desired information into the Open Item Key field. Enter "72000".

Note: In this example, we are billing Game & Fish (Business Unit 72000). The
Open Item Key field is the Business Unit to be billed.

19. Account 131002 is the only line where the Open Item Key is entered.
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Step

Action

20.

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

Enter the desired information into the Reference field. Enter "SLIP1713",

21.

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

Enter the desired information into the Journal Line Description field.
Enter "postage”.

22.

Click the Insert Lines button.

23.

Chartfield values will populate from Line 1 into Line 2 except for Account Code,
Reference and Journal Line Description.

24,

Enter the Revenue Account into the Account field. Enter "462115",

25.

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

Enter the desired information into the Reference field. Enter "SLIP1713".

26.

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

Enter the desired information into the Journal Line Description field.
Enter "postage".

217.

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

@; J = @] https: wwn. connectnd. us/pspfndft/EMPLOYEE JERP/c/PROCESS_JOURNALS. J0URMAL_ENTRY_IE.GBL7Pc ||| G || 42| % | [ Bing L=

File Edit Wiew Favorites Tools  Help

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

'_ré CreatefUpdate Journal Entries

s*NDFT++

| [Elg

Mew Window | Help | Customize Pag Saved

Totals ¥ Errars Y Approval |

b 0000931388 Date:  07/2712010 Process: |EdtJournal =1 | Process |

bria  Chanie Values Interfintralnit I I~ Errors Only Line:l 10

Message from webpage
Account Oper Unit Fund Dept Activity An Type Amount

: | i d. h
b a |131002 a I a |701 a ISQDD ) ! Journal 0000931388 is saved, (5210,6) a I a I—Q Iiddﬂ[
QU [462115 Q| Q [ro1 @ [se00 ¢ Q| al a] -44.0(

=
Customize | Find | % First [4] 1 0f 1 ] Last
Total Debits Total Credits Journal Status Budget Status
44.00 44.00 W W

esh
| Approval
Kl | |
Done ’_’_’_’_’_’_’%@ Local intranet ¥ - | FI00% -

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

Step Action

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

Note: Journal Status and Budget Status must both be Valid (V) before the journal
will post in the nightly process.

K

29. This topic showed how to create an InterDepartmental Billing/IDB.
End of Procedure.
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ST 8.2.2 - Deleting an InterDepartmental Billing/IDB
Deleting an InterDepartmental Billing/IDB

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

InterDepartmental Billing (IDB) entries in General Ledger can only be deleted if they have not

been posted. The system makes no audit trail of the deletion because it assumed you are
correcting a mistake.

Procedure

This topic shows how to Delete an IDB if the Journal Status is not Posted (P).

ﬁEn1pIDyee—[acing registry content - Windows Internet Explorer

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

File Edit ¥iew Favorites Tools  Help

< Favorites ‘ 95 29 MD Office of Management a,.. 75 Morth Dakota State Govern... 25 ConnectMD Operational Erv... 8 Suggested Sites = @ Web Slice Gallery +
- »
& Employee-facing registry content B v B0 - 0 mm o+ Pags - Safety - Tools ~ g~

Search: ;I
®

[ My Favorites

> Employes Selt-Service
[> Manager Self-Service

[» Supplier Gontracts

[> Customers

[ tems

[» CostAccounting

[> Yendors

[» Purchasing

[ Inventary

[» eProcurement

[» Services Procurernent
[> Sourcing

[ Project Costing

[» Travel and Expenses

[> Trawvel Administration

& Billing

[» Accounts Receivable

[ Accounts Payable

[» Asset Managerment

[» Gommitment Gontrol

[> General Ledger

[» Allocations

[> Set Up Financials/Supply Chain
[ Worklist

[> Tree Manager

[ Reporting Toaols

> PeopleTools

[ MD Utilities & Interfaces

[» ND'S Repaorts

— Tax Center

— Backto Portal

— Change by Password i
— My Personalizations
— Mty Systern Profile

[

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

distare| | @& | & upk - Fscm ek Content... | [ employee-facing reg.. |e|? @0

Step Action

1. Click the General Ledger link.
[» 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 Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = 2 We Slice Gallery -
B3 v [ - ) = o+ Page - Safety - Tools - -

E Base Mavigation Page

s«NDF T

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 Iseript_sppHPrsen.| | | | [ [ [Ty [& Localintranst “hov [ -
distart| | @ | & upc - Fscr ek Content... | /& Base Navigation Page... |o|3

Step Action

2. Click the Journal Entry link.
3. Click the Create/Update Journal Entries link.

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

@?}v |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#*

Home:

=

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

Journal ID: NEXT

Journal Date: [07izar2010 [5)

Add

Find an Existing Value | Add a New Yalue

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

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

NewWindow | Help | &

javascript: submitAction_win0{document.wind, '#ICSwitchMode"); ’_ '_ '_ '_ '_ '_ '% |g Local intranet
4/ start J & J {& UPK - F5CM UPK Cartent. .. | /& create/Update Journ...

a v | miore -
|o|7 @03

Step Action

4, Click the Find an Existing Value tab.
[Find an Existing Yalue]

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

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

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 5 95 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 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 ¥ - | FI00% -
distare| | @ | . upk - Fscm ek content... | [ @ Create/Update Journ... | o7 @6

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... 7S 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: [= = [H

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 ¥g - |'°|“ 100% =

& start J & J €8 UPK - FSCM UPK Cantert... | (& Create/Update Journ... J (75

T @l

Step Action
7. Enter the desired information into the Journal ID field. Enter "0000931388".

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

8. Click the Search button.
Search

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

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

File Edit ¥iew Favorites Tools  Help

7 Favarites ‘ %5 95 ND Office of Management a... 5 Morth Dakota State Govern.., 08 ConnectMD Operational Erv... 8 Suogested Sikes = @ | Web Slice Gallery =

'_ré CreatefUpdate Journal Entries

s*NDF T+

| [Elg

Mew Window | Help | Customize Page |

{ Header Y Lines ) Totals ¥ Emars | Approval |

Unit: 11000 JournalID: 0000931388 Date: 7220

Long Description: IPostage Stamps for Febroary 2010. ﬂ
“Ledger Group: IACTUALS I auto Generate Lines

Ledger: I Adjusting Entry: INUn-Adjustmg Entry 'I
*Source: In)=] Fiscal Year: 2011

Reference Number: I Period: I 1
SJE Tyne: I 'l ADB Date: ID?I2?1’2D1 iNE]]

Journal Class: I Q [ Save Journal Incomplete Status
Transaction Code: IGENERAL Q, [ autobalance on 0 Amount Line
Currency Defaults: USDJ CRRNT /1

Reversal: Do Mot Generate Reversal Commitment Control

& save | L4 Return to Search | [=] hotify | ts Refresh Er Add | UpdaieJDisplayl

Header | Lines | Totals | Errors | Approval

javascript: submitAction_winO{docurment, wind, ' #ICPanel1"); ’_’_’_’_’_’_’%@ Local intranet v’;] - | 0% - A
distare| | @& | . upk - Fscm ek content... | [ Create/Update Journ... | o7 @6

Step Action

10. Click the Lines tab.
Lines

11. Note: If the Journal Status is posted (P), it cannot be deleted. A posted journal will
have to be reversed. See topic 8.2.3.
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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 -

(& CreateUpdate Journal Entries

s« NDFT#*

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

Mew Window | Help | Custornize Page | B

| Totals ¥ Enors Y pApproval
allD: 0000931386 Date: 0712772010 Process: [FatJourral =1 Process |

Criteria Change Values InterfntraUnit | ™ Errors Only Lines [ 10
Account Oper Unit Fund Dept Program Class Eg_nBus Project Activity An Type Amount
0 Q. @ [i31002 Q| Q [ror @ [sa00 Q| Q| Q| Q| Q| Q Q| 1
0o, @ [482115 Q| Q [ror @ [seo0 Q| Q| Q| Q| a | s} Q| -4
=
Total Debits Total Credits Journal Status Budet Status
44.00 44.00 W W
Erch | [=] Motify | ts Refresh
rors | Anproval

K]

I b
’_l_l_l_l_l_lﬂlg Local intranet sg - | F00% v
& start J & J € UPK - FSCM UPK Cantert... | (& Create/Update Journ... J Gk 3

Step Action

12. Click the Process drop down list.
| Edit Journal |
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@; j = @] https: v connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS. J0URNAL_ENTRY_IE.GBL7Pc || G || 42| % | [ Bing L=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 95 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Env... # Suogested Sikes = @ | web Slice Gallry =

'_ré CreatefUpdate Journal Entries

+*NDFT++

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

Home

| [Elg

Mew Window | Help | Customize Page | B

\ Totals Y Erors Y Appraval
allD: 0000931386 Date:  07/27/2010 *Process: |EdilJournal =] | Process

Budget Check doormal
Critetia  Change Values Interfintralinit | I~ Errors Only Copy Journal

Edit Chartfield

Account Oper Unit Fund Dept EggtJ.JUnuL:?:al\ Eﬁnﬂus Project Activity An Type Amount
0 FrintJournal (Crystaly li
0 131002 701 8800 4
_O‘ = I 4 I 4 I a I QPrim.Jcluma\ (MLFY I a I ~ I a a
0 Q Q@ Jae2115 Q| Q [ror @ [sa00 @Refresh Journal | Q| Q| Q Q -4
Submit Journal
=
Total Debits Total Credits Journal Status Budget Status
44.00 44.00 W W
rch | [=] Motify | 4 Refresh
Irors | Approval
Kl | i

’_’_’_’_’_’_’%|g Local intranet A M -
distare| | @& | . upk - Fscm ek content... | [ @ Create/Update Journ... | o7 @6

Step Action
13. Click the Delete Journal list item.
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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 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 | Gustomize Page |

)

| Totals ¥ Enors Y pApproval

allD: 0000931388 Date: 0772712010 “Process: [l _Process |
Criteria Change Values InterfntraUnit | ™ Errors Only Lines [ 10
Account Oper Unit Fund Dept Program Class Eg_nBus Project Activity An Type Amount

0 Q. @ [i31002 Q| Q [ror @ [sa00 Q| Q| Q| Q| Q| Q Q| 1

0o, @ [482115 Q| Q [ror @ [seo0 Q| Q| Q| Q| a | s} Q| -4

| = @

Total Debits Total Credits Journal Status Budet Status
44.00 44.00 W W

Erch | [=] Motify | ts Refresh

rors | Anproval

Kl | i
’_l_l_l_l_l_lﬁlg Local intranet a v | miore -

& start J & J {E UPK - FSCM UPK Cantert... | (& Create/Update Journ... J (75

T @

Step Action

14, Click the Process button.
Process

15. Click the Yes button.
Yes
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6:‘Ereate,‘-"Update Journal Entries - Windows Internet Explorer

% = [&] https: {fuws. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| Sh |§| |Z| | Eing (2=

File Edit Wiew Favorites Tools  Help

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

? CreatefUpdate Journal Entries

s*NDF T+

Sign out

| [Elg

Mew wWindow | Hel Saved

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 I Meassage from webpage

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

': Journal 0000931358 is deleted. (5210,7)

Document Sequence Number: | begins with j|

o
Line Business Unit: = -

Journal Header Status: |= j |Nn Status - Meeds to be Edited j
Budget Checking Header Status: |= = =
Source: = VI I aQ

Search | Clear | Basic Search [5 Save Search Criteria

Fird an Existing Value | Add a New Value

Done ’_’_’_’_’_’_Wm Local intranet ¥ - | FI00% -
start| | @ | @ - Fscmupk contert:. | (& Create/Update Journ... |e|? @@

Step Action

16. Click the OK button.
oK

17. This topic showed how to Delete an InterDepartmental Billing/IDB.
End of Procedure.
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ST 8.2 3 - Copying an InterDepartmental Billing/IDB
Copying an InterDepartmental Billing/IDB

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

General Ledger enables you to copy the information of an existing IDB. Copying an IDB saves
data entry time because you use an existing IDB as the basis for a new one. You can copy IDB's
that are posted, unposted or saved. You can then change the Header or Line information, as
desired.

Procedure

This topic shows how to Copy an IDB. The IDB which you are copying from can have a Journal
Status of Valid (V) or Posted (P).

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

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

@‘TV |g, https: v, connecktnd. us psp/ndft EMPLOYEE [ERFP by #hab=DEFALLT ﬂ % *2 ([ X IbEing 2~

File Edit Wiew Favorites Tools Help

{:? Favorites ‘ 5:‘3 "9'&' MO Office of Management a... ';ﬂ, Morth Dakota State Govern, .. 5‘:‘.’; ConneckMD Operational Ene. .. @ Suggested Sites » @ | Web Slice Gallery

*:JConnecting‘.. | | f’-} - f__J = || p=n =~ Page ~ Safety » Tools ~ '@- »
T MEnuiacionng Defnmons |

[» Production Contral

[> Configuration Modeler

[» Praduct Configurations

[> Guality

[> Demand Planning

[ Inventary Palicy Planning
[ Bupply Planning

[» Grants

[> Program Management

[> Project Costing

[» Proposal Management

[> Maintenance Management
[ Resource Management

[» Lease Administration

[» Travel and Expenses

[> Trawvel Administration

I+ Billing

[ Accounts Receivable

[= Accounts Payable

[» eGetlements

[> Asset Management

[ IT Asset Management

[> Banking

[> Cash Management

[> Deal Managernent

[ Risk Management

[ Financial Gateway

[= VAT and Intrastat _—
[> Excise and Sales TaxVAT IND

[ Commitrment Contral

[» General Ledger

[> Allocations

b Btatutory Renoifaccess General Ledger |
[ SCHM Integrations

[> Set Up FinancialsSupply Chain

[> Enterprise Componerits

[» Government Resource Directary

[= Rackorniind Processas LI

https:{ fvaww . connectnd usfpspindfLEMPLOYEE/ERP s WEELIE_PTRP_SC HOMEPAGE  FieldFormula.IScript_AppHR?pt_ '{r’b |H Local intranet fq | FA00% - g

i start J @ JI@Empluyee—facing regi... J "J @ ! |_| . F
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Step Action
1. Click the General Ledger link.
[ General Ledger

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

Ereateﬂ.lgdate Journal Entries

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

% = [&] https: {fww. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| S |§| |Z| | Eing (2=

File Edit ¥iew Favorites Tools  Help

.7 Favarites ‘ 5.3 95 ND Office of Management a... 15 Morth Dakota State Govern.., 08 ConnectMD Operational Env... 8 Suogested Sikes = @ | Web Slice Gallry =

& Create/Update Journal Entries ﬁ @ - [ @ v Page » Safety = Tools ~ @v

»

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out

Favarites éMaln_Menu b3 GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries
B Mew window 2 Help B nttp

kg

Create/Update Journal Entries

( Find an Existing Yalue |

Business Unit: 11000 | Q
Journal ID: MERT
Journal Date: [10/14/2010 [

Add

Find an Existing Value | Add a Mew value

4| | 2
Cione ’7,7,7’7’7,7,@[@ Local intranet Wl H100% - A

&) start J & JI@Ereate;"UpdateJnurn... J ﬂJ @ & [| & I:

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

|f Find an Existing “alue §
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Step Action

6. Click the Journal Header Status list.
| Mo Status - Needs to be Edited x|

Create/Update Journal Entries - Windows Internet Explorer

gt; = [&] https: {fuws. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| S |§||Z| | Eing | 2=

File Edit View Fawvorites Tools Help

.7 Favarites ‘ 943 5 ND Office of Management a... 35 Morth Dakota State Govern.., 28 ConnectMD Operational Erv... 48 Suogested Sikes = @ | web Slice Gallery =

1€ Create/Update Journal Entries & L 0 IR | Q;q v Page » Safety = Tools ~ @v

»

ORACLE" You are on Database: NDFT

Home
Favarites éMaln_Menu b GeneraIvLedger ¥ JDuLnaIs S JournavIEntry »  CreatefUpdate Journal Entries

B Mew window 2 Help B nttp

htEn

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

Maximurm number of rows to return fup to 300y | 200

Business Unit: IE [fiom @
Journal ID: |begin5 with L”
Journal Date: |= =l [+
Document Sequence Number: | hegins with L”

Line Business Unit: = VI s}

Journal Header Status: |= =l [mostatus - Meeds to be Edited 7]

Budget Checking Header Status: vl H
Deleted - anchor jrnl unposted

Source: = Journal Entry Incormplete
Journal Has Errors
10 | Mo Status - Meeds to be Edited

Search Glear  |Basic Search [E) Save Jp;qipq 1y Ledger(s)
Fosting Incomplete-Repost ASAP
Unposted
Upgrade Journal - Can'tUnpost
valid Journal - Edits Cornplete
Walid SJE mModel - Do Mot Post

4| | 2
Cone yilililililimlg Local intranet Wl 0% -

i start J & JI@Ereate;"UpdateJnurn... J ﬂJ @ & [] @& I:

Fird an Existing Value | Add a New Value

Step Action
7. Click the "blank" list item.
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6: Create/Update Journal Entries - Windows Internet Explorer

% =[] https: feww. connectnd.usjpspindftEFPLOYEE JERRjc{PROCESS_IOLURNALS, 10LRNAL_FNTRY_IE GBL7PC ]| ) || 42| X | J© fing (2=

File Edit ¥iew Favorites Tools  Help

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

»
(& CreatsfUpdate Journal Entries ]’ﬁ} v | @ ~ Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Home: | Worklizt | MuttiChannel Consale | Add to Favortes |
Favorites | Main Menu > General Ledger : Joumnals > Jowrnal Entry > CreatefUpdate Journal Entries
: - - -

B Mew window 2 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

AGEN ST GRETTER [ Add a New Value

Maximurm number of rows to return fup to 300y | 200

Business Unit: = 'l 11000 Q

Journal ID: [negins with =[]

Journal Date: |= B E

Document Sequence Number: | hegins with L”

Line Business Unit: = - Q

Journal Header Status: = = 3|

Budget Checking Header Status: = j | j

Source: = 'l Q

: Search Glear :Elaswc Search [ Save Search Criteria

Find an Existing Value | Add a Mew Yalue
4| | 2

Done ’7’7’7’7’7’7’%@ Local intranet ¥ - | 0% -

) start J & JI@EreaterpdateJourn... J aJ @ ! |_| . F

Step Action

8. Enter the desired information into the Journal ID field. Enter "0000931534".

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

9. Click the Search button.

10. Verity this is the IDB you want to copy.
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Update Journal Entries

ndows Internet Explorer

% w [l httpsjjwmm.connectnd.usipspindft/EMPLOVEE ERFc/PROCESS_JOURNALS JOURNAL ENTRY_IE.ceLrc 7] | b || 2/ | [© Eing |2

File Edit ‘“iew Favorites Tools  Help

" Favorites A ; ice of Management a... ; Morl iakota Skate Gowvern. .. 7 Connecl perational Ere. .. uggested Sikes - 'eh Slice Gallery -
Farvari 5 05 ND Offics of M £ 26 Morth Diskota State G 25k ConnecthD Opsrationsl E 16 sungested Sit web Slice Gall

ﬁ - - [ @ ~ Page = Safety = Tools - @- »

E CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

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

B Mew Window ? Help Eoustnm\zepage hﬂp

=

Lines | Iotals || Erars | Approval

Unit: 11000 Journal ID: 0000931534 Date: 0902010

Long Description: IUPS Charges for July 2010

IACTUALS

*Ledger Group: [~ Auto Generate Lines

Ledger:

I—

*Source: IH
l—

I j‘

|2I]1 ong13

Reference Number:
SJE Type:
Journal Class:

Transaction Code:

Adjusting Entry:  [Non-Agjusting Entry =]
Fiscal Year: 2071

Period: |—3

ADB Date: [peruizoio]

I~ Save Journal Incomplete Status

l_ Autobalance on 0 Amount Line

IGENERAL

Currency Defaults: USD CRRNT /1
Reversal Do Mot Generate Reversal

Commitrment Cantral

ﬁ Save R Returnto Search El Moty f:; Refresh

Acld UprlateDisplay.

Header | Lines | Totals | Errars | Approval

4] | i
javascript: submitAction_wind{document. wind, #ICPanel1"); ’_ l_ l_ l_ l_ l_ '@ @ Local intranet ¥a - | o100 - A
& start J @ JI /& Create/Update Journ... J L7} J @ ! |_| @ |:

Step Action
11. Click the Lines tab.
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{Update Journal Entries - Windows Internet Explorer

% = [&] https: {fuws. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| S |5| |Z| | Eing

File Edit ¥iew Favorites Tools  Help
7 Favorites ‘ 9% 29 MD Office of Management a... 75 Morth Dakota State Govern... DS ConnectMD Operational Env... 4 Suggested Sites = @ Web Slice Gallery +

E CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT
Home

Main Menu > GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries
@New\l\finduw ?Help E{’Custum\zepage ,htlp

Favarites
B

" Header - Totals | Errors | Approval
EditJaurnal =] Process |

JournalID: 0000931534 Date: 091052010 ‘Process:

Unit: 11000
Template List  Search Criteria [T Erors oty [=] (2] [jpe; W E =
Oper Unit Fund  Dept Class  PCBusUnit Project Activi An Typ

Select Line Unit

Account

B |1 11000 Q 131002 To1 2400
- 2 11000 Q462115 701 8900
A First "/ 1 of 1
Unit Total Lines Total Debits Total Credits Journal Status = Budget Status
11000 2 100.00 100.00 2 W

B Save | L Returnto Search | ([E] Notity 1 Refresh
J J 5 J

Header | Lines | Totals | Errars | Approval

|

4 |
Done ’7’7’7’7’7’7@@ Local intranet Wl@llﬂﬂ% 4
jo]@m &[] & |«

wstart J E JI g Create/Update Journ...

Step Action
12. Click the Process list.
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Update Journal Entries ndows Internet Explorer
=[] https:feww. connectnd.usipspindft/EMPLOYEE,[ERPjc{PROCESS_IOURNALS, JoURNAL_ENTRY_IE GBLPC ]| S || 42| X | J© B =B

File Edit ‘“iew Favorites Tools  Help
{:f Favarites ‘ ﬁ 75 ND Office of Management a. .. ﬁ Morth Dakota State Govern. .. @ ConnecthD Operational Erv. .. e Suggested Sites = @ | Weh Slice Gallery -
»

e CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT
Home

Favovrites 'MainvMenu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
B M WWindow ? Help D-/“Custnm\ze Fage r,ht‘lp

| Header Totals | Errors | Approval

0000931 534 Date: 08102010 *Process: |EdiLJoumal || Process |

Unit: 11000  Journal ID:
[~ Errors Only  [Z]

Template List Seatch Criteria

Delete Journal
Edit Chartfield

Project

Select Line Unit Account Oper Unit Fund Dept ClEdit Journal
FostJournal

= [ 11000 Q 131002 701 2900 Print Journal (Cystal)

Print Journal S<MLPY

o 8900 Refresh Journal

Submit Journal

-z 11000 Q 462115

Unit Total Lines Total Credits Journal Status  Budget Status
100.00 B W

Total Debits

11000 2 100.00

| save | |4 Returnto Search | |[=] matity | |7l Refresh |

Header | Lines | Totals | Errors | Approval

4 I y
’—,_,_,_,_’_r@m Local intranet "fﬂ_'l Hioo% - g

Done
& start J @& JIEEreate/UpdateJourn... J U-J. @ ! _|_| . 3 |:

Step Action
13. Click the Copy Journal list item.
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,_f'_ Create/Update Journal Entries - Windows Internet Explorer

% =[] https: ffeww. connectnd.usjpspindftERPLOYEE JERRjc{PROCESS_IOLURNALS, 10LRNAL_FNTRY_IE GBL7PC ]| S || 42| X | J© fing (2=

File Edit ¥iew Favorites Tools  Help

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

»

(& CreatsfUpdate Journal Entries ]’ﬁ} v | @ ~ Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT
Home: | Worklizt | MuttiChannel Consale | Add to Favortes |
Favarites gMain_Menu ¥ GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries

Header Totals Errars Approval

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

hEEn

Unit: 11000 JournallD: 000931534 Date: 0911012010 ‘Process: |mmBL00E 55|

Template List  Search Criteria Femorsonty (=] [Z] (e[ 10 ] [2]

Select Line Unit Account Oper Unit Fund  Dept Class PCBusUnit Project Activi An Tvp
E |1 11000 Q 131002 701 ga00
r oz 11000 Q 462115 701 8300

ize | Finct | view A0 | B | B Fiest © 1of1 0 Las
Unit Total Lines Total Debits Total Credits Journal Status = Budget Status
11000 2 100.00 100.00 2 W

ﬁ Save R Returnto Search El Moty f:; Refresh

Header | Lines | Totals | Errars | Approval

| -]
Done ’7’7’7’7’7’7’%@ Local intranet Wl 0% - A
Bsor] | @ [[@ceaeiimdate o | jem ¥ o |«

Step Action
14. Click the Process button.

Process

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

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

% = [ &1 hutps: ffrw.connectnd,us pspindi/EMPLOYEE /ERP{ciPROCESS_JOURNALS. JoURNAL_ENTRy_IE.GEL?PC 7| &b || ##]| % | [ Eng

File Edit ‘“iew Favorites Tools  Help

E CreatefUpdate Journal Entries

Journal Entry Copy

11000

MEXT

Business Unit:

Journal ID:
Journal Date: 10142010 [H
ADB Date: 5

Currency Effective Date: [+

¥ Do Mot Generate Reversal

' Beginning of Next Period

" End of Mext Period

' Next Day

© Adjustment Period

" On Date Specified By User
Adjustment Period: [ a

Reversal Date:

QK Cancel Refresh

ORACLE" You are on Database: NDFT

Copy From ID: 0000931534
Ledyer:
New Ledger:

Document Type:

' Same As Journal Reversal
" On Date Specified By User

ADB Reversal Date:

El

"7 Favorites A ; ice of Management a... ; Mol iakota Skate Gowvern. .. 7 Connecl perational Ere. .. uggested Sikes - 'eh Slice Gallery -
Farvari = 05 ND Offics of M £ 26 Morth Diskota State G 25k ConnecthD Opsrationsl E 6 sungested Sit web Slice Gall

Haome

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

E ewwindow P Help [ Custornize Page B hitp

Copy From Date: 091 0/2010

™ Reverse Signs
[ Recalculate Budget Date

¥ Save Journal Incomplete Status

Reversal Date ADE Reversal Date

El

»

s

Done

i start J &

J I & Create/Update Journ...

T T [ [Fe & ocalintranet [Fa ~ [®iooe -
|o| @ & []

BN

Step Action

16.

Click the OK button.
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% =[] https: {fuws. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| S |5| |Z| | Eing (2=

File Edit ¥iew Favorites Tools  Help

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

& CreatefUpdate Journal Entries ﬁ v | @ ~ Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Home: | | MuttiChannel

Favorites | Main Menu > GeneraIvLedger > JDuLnaIs > Journavl Entry » CreatefUpdate Journal Entries
@New\l\finduw ? Help E{'Custum\ze Page ,htlp
\/@\' Totals | Errors | Approval
Unit: 11000 JournallD: 0000832172 Date:  10414/2010 “Process: |EditJournal ]| Process |
Template List  Search Critetia  Change Values | Inteiintralnit | [ Errors Only (2] [Z] e[ 10/ [E] [=]
Select Line *Unit Account Oper Unit Fund Dept Class PC Bus Unit Project Activi An Typ |
O | 11000 (& & (131002 Q| Qo |@feeoo @[ @ | Q| al

oz [11000 @ @ [482115 all a, 701 |@, [se00 a, a a Q| s
Lines to add: ’71 =]

First /4 of 4 |7 Last
Unit Tatal Lines Total Debits Total Credits Journal Status  Budget Status

11000 2 0.oo 0.00 T M

|E Save | LQ Return to Search | |E| Iatify | |¢ Refresh |

Headet | Lines | Totals

Etrors | Anproval

4| | 2l
javascript: submitAction_winO{docurment, wind,' #ICPanel0’); ’7’7’7’7’7’7@@ Local intranet G'h - | 0% - A

i/ start J§ JlgtreaterpdateJourn... J “J @ ! |_| @ =«

Step Action
17. Click the Header tab.
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% w [l httpsj i connectnd.usipspindft/EMPLONEE ERFc/PROCESS_JOURNALS JOURNAL ENTRY_IE.ceLrc 7] | b || 2/ | [© 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 -

»
(& CreatefUpdate Journal Entries M- - [ = - Page - Safety - Tools - @h-

ORACLE" You are on Database: NDFT

Home |
Favovrites §MainvMenu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
B Mew Window ? Help I:waustnm\zeF'age hﬂp

=

Lines | TIotals | Erors || Approval

Unit: 11000 Journal ID: 0000932172 Date: 1042010
Long Description: IUPS Charges fur\201 0
*Ledger Group: IACTUALS [~ Auto Generate Lines

Ledger:

Adjusting Entry: INon—Adjustmg Entry 'I

*Source: Fiscal Year: 2071

DB
Reference Number: Period: |—4

SJE Type: ADB Date: 1042010 @
Journal Class: WQ [¥ Save Journal Incomplete Status
Transaction Code: |ENERAL | [~ Autobalance on 0 Amount Line
Currency Defaults: USD CRRNT /1
Eeversal Do Mot Generate Reversal Commitrment Cantral
ﬁ Save g Returnto Search El Moty f:; Refresh _E'q- Add | _ UpdateBisplay |

Header | Lines | Totals | Errars | Approval

< |
Done 0T [ [Fe & ocalintranet [“5 = [® o0 -
& start J @ J I /& Create/Update Journ... J (/] J @ !

Al

Step Action

18. The new/copied IDB description can be changed or modified. The only change in
this example will be the month.

Enter the desired information into the Long Description field. Enter "August”.
19. Click the Lines tab.

B "
Lines

20. Change the amounts and Open Item Key, if necessary.
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ﬂ: Create/Update Journal Entries - Windows Internet Explorer

% =[] https: feww. connectnd.usjpspindftERPLOYEEJERRjc{PROCESS_IOLURNALS, 10LRNAL_FNTRY_IE GBL7PC ]| ) [[ 42| X | J© fing (2=

File Edit ¥iew Favorites Tools  Help

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

»
(& CreatsfUpdate Journal Entries ]’ﬁ} v | @ ~ Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDOFT
Home
Favarites gMain_Menu > GeneraIvLedger > JDuLnaIs > JournavIEntry > CreatefUndate Journal Entries

] M Windowy ? Help E{‘CuslumizePage hﬂp

=)

. Process: | EditJourmal =] Process
| Ferosony = [Z] | jpe | 10 5 =

und Dept Class :ﬁnﬁus Project Activity An Type i:;ice Amount Open ltemn Key Reference

01 @ [sg00 a | a | Q| Q| Q Q| Q| 3] 12500 a

o1 G [szo0 a a Q| Q| Q Q| Q| 10000 | a

Customize | Find T
Total Credits Journal Status  Budget Status
0.00 T it}

Kl | |
Done ’7’7’7’7’7’7’@@ Local intranet ¥ - | 0% -

i start J & JI@EreaterpdateJourn... J aJ @ ! |_| @ F

Step Action

21. Enter the desired information into the Amount field. Enter "200.00".

22. Enter the desired information into the Amount field. Enter "-200.00".

23. Click the Process button.

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

assigned to it.

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

Ok

25. This topic showed how to Copy an InterDepartmental Billing/IDB.
End of Procedure.
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ST 8.2.4 - Reversing an InterDepartmental Billing/IDB

Reversing an InterDepartmental Billing/IDB

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

IDB's can be reversed by preparing a new IDB with reversed accounting signs, or by copying the
original IDB and reversing the accounting signs. This topic will show how to copy the original
IDB and reverse the accounting signs.

Refer to ST 8.2.3 - Copying an InterDepartmental Billing/IDB, if necessary.

Procedure

This topic will show how to Reverse an IDB by copying an existing journal and selecting the

Reverse Signs checkbox.

ﬁEn1pIDyee—[acing registry content - Windows Internet Explorer

@A J = €] https:jwm. connectnd.usjpspindft/EMPLOYEE JERP fhy?tsb=DEFALLT

=1 & |[4)[ x| [ bra

File Edit View Fawvorites Tools Help

@ Employee-Facing registry content

'? Favarites ‘ 3:‘5 ";‘& MD Office of Management a...

24 Morth Dakota State Govern,,.

";‘é’v' ConnectMD Operational Ene. .. @ Suggested Sites » @ | Web Slice Gallery

M- ) - [ m=n - Page - Safety = Tools - l@v

[> Supply Flanning

[» Grants

[» Program Managerment

[» Project Costing

[» Proposal Management

[» Maintenance Managerment
[ Resource Management

[» Lease Administration

[> Travel and Expenses

[> Travel Administration

I+ Billing

[» Accounts Receivable

[= Accounts Payable

[» eSettlernents

[> Asset Management

[ IT Asset Management

[> Banking

[> Cash Management

[> Deal Management

[» Risk Management

[ Financial Gateway

[= VAT and Intrastat

[> Excise and Sales TaxWAT IMD
[ Commitrment Contral

I» General Ledget

[> Allocations

[+ Statutory Reports

[ SCHM Integrations

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

[» Government Resource Directary
[» Background Processes

[= Warklist

[> Application Diagnostics

[> Tree Manager

[» Reporting Tools

[ PeopleTools

[» Packaging

https:f fww connectnd usfpspindfEEMPLOYEEJERPs/MEBLIB_PTPP_SC HOMEPAGE  FieldFarmula.IScript_AppHP?pt_ '{rb |\\r_-J Local intranet

&) start J @ JI@Employee-racing regi.. J ﬂJ @ & [ @& |:

ol
»

=l

[

va v | miome -
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Step Action
1. Click the General Ledger link.
[l General Ledaed

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

Ereateﬂ.lgdate Journal Entries

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

@?: - |g, hitps: v connectnd. usjpspndft/EMPLOYEE /ERP/cfPROCESS_IOURNALS. JOURMAL_ENTRY_IF.GBLPC || Y |§||Z| |b Bing |2 |-

File Edit ¥iew Favorites Tools  Help

.7 Favarites ‘ 5.3 95 ND Office of Management a... 15 Morth Dakota State Govern.., 08 ConnectMD Operational Env... 8 Suogested Sikes = @ | Web Slice Gallry =

5 »
& Create{Update Journal Entries ﬁ [ - [ = - Page - Safety = Tools - @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites éMaln_Menu » Generdl Ledger » Journals @ Jouwrnal Entry  » CreatefUpdate Journal Entries
E - - -

B Mew window 2 Help B nttp

kg

Create/Update Journal Entries

( Find an Existing Yalue |

Business Unit: 11000 | Q

Journal ID: MERT

Journal Date: 107142010 [

Add

Find an Existing Value | Add a Mew value

4] | ol
javascript: subrmit Action_wind{dacument. win, #I1CSwitchMode ); T T | | | [Fe s Localintranst R S
' start J & J | & Create/Update Journ... J @ J @ & [] & I:

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

|f Find an Existing “alue §
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Step Action

6. Click the Journal Header Status list.
| Mo Status - Needs to be Edited x|

Create/Update Journal Entries - Windows Internet Explorer

gt; = [&] https: {fuws. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| S |§||Z| | Eing | 2=

File Edit View Fawvorites Tools Help

.7 Favarites ‘ 943 5 ND Office of Management a... 35 Morth Dakota State Govern.., 28 ConnectMD Operational Erv... 48 Suogested Sikes = @ | web Slice Gallery =

1€ Create/Update Journal Entries & L 0 IR | Q;q v Page » Safety = Tools ~ @v

»

ORACLE" You are on Database: NDFT

Home
Favarites éMaln_Menu b GeneraIvLedger ¥ JDuLnaIs S JournavIEntry »  CreatefUpdate Journal Entries

B Mew window 2 Help B nttp

htEn

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

Maximurm number of rows to return fup to 300y | 200

Business Unit: IE [fiom @
Journal ID: |begin5 with L”
Journal Date: |= =l [+
Document Sequence Number: | hegins with L”

Line Business Unit: = VI s}

Journal Header Status: |= =l [mostatus - Meeds to be Edited 7]

Budget Checking Header Status: vl H
Deleted - anchor jrnl unposted

Source: = Journal Entry Incormplete
Journal Has Errors
10 | Mo Status - Meeds to be Edited

Search Glear  |Basic Search [E) Save Jp;qipq 1y Ledger(s)
Fosting Incomplete-Repost ASAP
Unposted
Upgrade Journal - Can'tUnpost
valid Journal - Edits Cornplete
Walid SJE mModel - Do Mot Post

4| | 2
Cone yilililililimlg Local intranet Wl 0% -

i start J & JI@Ereate;"UpdateJnurn... J ﬂJ @ & [] @& I:

Fird an Existing Value | Add a New Value

Step Action
7. Click the "blank" list item.
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6:'Ereate,.-"Update Journal Entries - Windows Internet Explorer

@C = [&] hteps: v, connectnd. us/pspindFt/EMPLOYEEJERP/c/PROCESS_JOURMALS, JOURNAL_ENTRY_IE ceL7PC || |EHE| o eing | 2|~

File Edt View Fawvorites Tools Help

{:f Favarites | {;‘5 3;1 MD Sffice of Management a... ;5 Morth Dakoka State Govern... S& ConnecthD Operational Env... @ Suggested Sites @ | Web Slice Gallery ~

- »
/& CreatefUpdats Journal Entries & -~ [ - ) #= - Page - Safety - Tools - @-

ORACLE" You are on Database: NDFT

Home | ‘workist | Mutichennel Consale | AddtoFavorites | Sion out
Favorites  Main Menu General Ledger > Jowrnals > Journal Entry > CreatefUpdate Journal Entries
- - -
E Mew window P Help  [& Customize Page ,ht‘tp
SECREM [ Lines | Inotals Errors Approval

Unit: 11000 Journal ID: 0000931534 Date: 0aM0/2010

Long Description: IUPB Charges for July 2010

*Ledger Group: IACTUALS I~ Auto Generate Lines

Ledger: I Adjusting Entry: Mon-Adjusting Entry |
*Source: IIDE Fiscal Year: 2011

Reference Humber: I Period: 3
S.JE Type: I 'I ADB Date: 08/10:2010

Journal Class: |201 00913 I~ Save Journal Incomplete Status
Transaction Code: IGENERAL [~ nutobalance on 0 Amount Line
Currency Defaults: USDF CRRMT M
Reversal: Do Mot Generate Reversal Commitment Contral
& save [{A Returnio Search | [Z] hotify | | Refresh | (Bt | [ Undste/Display.|

Header | Lines | Totals | Errars | Approval

< | =l
javascript: submitAction_winO{docurment , wind, " #ICPanel1"); l_ l_ l_ l_ l_ ’_ ’@ @ Local inkranet J;] - | 100% - -
i/ start J @ JI (& Create/Update Journ... J (7] J @ ! @ «
== [ et IRl T

Step Action
8. Enter the desired information into the Journal ID field. Enter "0000931534",

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

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

9. Click the Search button.

10. Verify this is the correct journal to copy and reverse.
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Step Action
11. Click the Lines tab.

_('_ Create/Update Journal Entries - Windows Internet Explorer
% =[] https:feww. connectnd.usipspindf/EMPLOYEE JERPjciPROCESS_JoURNALS, JoURmaL_EnTRY e ceLec ]| B [[ 42| x| J© B (2]

File Edit ¥iew Favorites Tools Help
"7 Favorites | 55 7 ND Office of Management a... 25 Morth Dakota State Govern... 25 ConnectMD Operational Env... € Suggested Sites = wieh Slice Gallery ~
gaw | gov gav |

g CreatefUpdate Journal Entries

ORACLE" You are on Database: NDOFT
Home | MutiChanne!

Faworites ?Main'Menu > GeneraIvLedger > JDuLnaIs > JclumavIEntry > CreatefUpdate Journal Entries
B M WWindow ? Help E{'Custum\ze Fage r,htlp

" Totals | Errors || Approval

{ Header
Unit: 11000 JournallD: 0000831534 Date: 031102010 “Process:  RRHISHRCIE] Bl {miknoconm
Template List  Search Criteria [ Errors onty  [Z] [Z] jpg;| 10 [F] [=]
Select Line Unit Account Oper Unit Fund Dept Class PC Bus Unit Project Activi An Typ|
B |1 11000 Q 131002 o1 aa00
| 11000 QU 462115 o1 aa0o

Total Credits Journal Status  Budget Status
100.00 E W

Total Debits

Unit Total Lines
100.00

11000 2

|E Save | LQ Return to Search | |E| Iatify | |¢ Refresh |

Etrors | Anproval

Headet | Lines | Totals

4| I ¥
’_’_’_’_’_’_@m Local intranet "fﬂ_'l Hi00% - Z

Done
' start J @ JletreaterpdateJourn... J “J @ ! |_| @ =«

Step Action
12. Click the Process list.
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ipdate Journal Entries - Windows Internet Explorer

m =[] https: {fuws. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| S |§| |Z| | Eing (2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ %3 05 ND Office of Management a... 5 Morth Dakota State Govern.., DS ConnectMD Operational Env... 8 Suogested Sikes = @ | web Slice Gallery =

? CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

Home
Main Menu > GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries

Favarites
B

Header - Totals Errars Approval

Unit: 11000  Journal ID: 0000931534 Date:

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

08/10/2010 *Process: IEd\tJnurnal ~ Process
Budget Check Journall

I~ Errors Only  [=] | urnal

| Delets Journal
Edit Chartield

Template List  Search Criteria

Select Line Unit Account Oper Unit Fund Dept ClEdit Journal Project Activi An Typ |
FostJournal
B |1 11000 Q 131002 To1 aa00 Print Journal (Crystal)
Print Journal QML)
| D 11000 Q462115 01 8900 Refresh Journal

Submit Journal

e |F ] First * 10f1
Unit Total Lines Total Debits Total Credits Journal Status = Budget Status
11000 2 100.00 100.00 2 W

ﬁ Save R Returnto Search El Moty f:; Refresh

Header | Lines | Totals | Errars | Approval

4

|
Done ’7’7’7’7’7’7@@ Local intranet Wl 0% -
& start J @ JI /& Create/Update Journ... J (7] J @ ! = |_| . 2 F

=

Step Action

13. Click the Cornal list item.
0 our ]

Page 151



Update Journal Entries ndows Internet Explorer

Wiew Faworites  Tools  Help

% = | &] hutps: ffrw.connectnd,us pspindit/EMPLOYEE /ERP/ciPROCESS_J0URNALS. JoURNAL_ENTRy_IE.GEL?PC ||| &b || ##]| % | [ Eng
Fie  Edi

:.‘:i' Favarites ‘ f‘; 75 ND Office of Management a. .. ﬁ Morth Dakota State Govern. .. @ ConnecthD Operational Erv. .. g Suggested Sites = @ | Weh Slice Gallery -
e CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

ﬁ- - [ @- Page ~ Safety =

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

IL-/“ Custornize Page
| Header Totals | Errors | Approval
Unit: 11000 Journal ID: 0000931534 Date: 0902010 ‘Process:
Terplate List  Search Criteria

PC Bus Unit  Project

=
B nttp

FErrors only (=] [Z] jpe:| 10 [F] [=]
Select Line Unit Account Oper Unit Fund Dept Class
(1 11000 Q131002

Activr An Typ
701 aa00
| 11000 G, 482115 To1 aa00
Unit Total Lines Total Debits Total Credits Journal Status =~ Budget Status
11000 2 100.00 100.00 =} W
|B save | [\ RetuntoSearch | [ Motity | [ Refresh |
Header | Lines | Totals | Errors | Approval
4 | i
Dione ’_’_’_’_’_’_r@m Local intranet cav | miore -
&/ start J @ JI@ Create/Update Journ... J L] J @ ! |_| @ |:

»

Step Action

14, Click the Process button.
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6: Create/Update Journal Entries - Windows Internet Explorer
% % |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS JOURNAL_ENTRY_IE.GBL7Fol ]| G || €2 || X | [&¥ Live Search |2+

{;‘ Favorites ‘ EQ:'S €| Suggested Sites + @ | Web Slice Gallery +

»
ool ™ ﬁCreate,l’Update Journal Entries @Create!undate Journal E... X @ - =[] @ ~ Page -~ Safety ~ Tools = @v

ORACLE" You are on Database: NDFT

| MuttiChannel
Favarites gMain_Menu ¥ GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries

@New\l\finduw ?Help E,/Custumwzepage htlp

hEEn

Journal Entry Copy

Business Unit: 11000 Copy From ID; 00003831534 CopyFrom Date:  03(10/2010
Journal ID: MEXT Ledger: ™ Reverse Signs
Journal Date: 10142010 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 Next Period

" Next Day

 Adjustment Period

” On Date Specified By User

ADB Reversal Date: EJ

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

'_,_,_’_ ’_ ’_ |§ Internet | Protected Mode: OFf ¥o - | 00 v
Srstart| | 2, oW @& J| @ Create/Update Journ... HE

Step Action

15. Click the Reverse Signs option.
| ¥ Reverse signs|
16. Journal Date will always default to the current date or may be applied back to an

open accounting period (for example, when applying back a journal to prior
month/fiscal year, use 6/30/0000).

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

17. Click the OK button.
18. Accounting entries (signs) have been reversed.
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Update Journal Entries ndows Internet Explorer
=[] https:feww. connectnd.usipspindft/EMPLOYEE,[ERPjc{PROCESS_IOURNALS, JoURNAL_ENTRY_IE GBLPC ]| S || 42| % | J© B |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 =
ﬁ @ = @ ~ Page = Safety ~ Tools = @v »

e CreatefUpdate Journal Entries

ORACLE" Youare on Database: NDFT
Haome
Favovrites 'MainvMenu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
B Mew Window P Help D/'Custnm\ze Fage hﬂp
hiEn
A——— v .
Header Totals Errars Approval
Unit: 11000 JournallD: 0000832173 Date:  10/14/2010 Process: |EdilJoumnal ]| Process |
Template List  Search Criteria  Change Values | IntetiintiaUnit | I Errors only (=] (2] pg: [ 10/ [F] [7]
Select Line *Unit Account Oper Unit Fund Dept Class PC Bus Unit  Project Activi An Typ
O | 11000 @ @ [131002 Q| Q701 |Cy [s800 Q Q| Q| Q| Q
roz [11o00 |@ Q@ (462115 Q| Q701 |G [ss00 Q Q| Q| Q| Q
Lines to add: 1 =
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 2 0.oo 0.00 T M

| save | |£L Returnto Search | |[=] metity | |7l Refresh |

Header | Lines | Totals | Errors | Approval

B

|
T T [ [Fe & ocalintranet ERE IR
¢« 28 e [

4
javascript: submitAction_wind{document. wind, #ICPanell’;

& start J 9 JI@ Create/Update Journ...

Step Action
19. Click the Header tab.
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6: Create/Update Journal Entries - Windows Internet Explorer

% =[] https: feww. connectnd.usjpspindftERPLOYEE JERRjc{PROCESS_IOLURNALS, 10LRNAL_FNTRY_IE GBL7PC ]| ) [[ 42| X | J© Fing (2=

File Edit ¥iew Favorites Tools  Help

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

»
(& CreatsflUpdate Journal Entries ]’ﬁ} v | @ ~ Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDOFT
Home
Favarites gMain_Menu > GeneraIvLedger > JDuLnaIs > JournavIEntry > CreatefUndate Journal Entries

@New\l\finduw ?Help E,'/Custumwzepage htlp

hEEn

Lines Totals Errars Approval

Unit: 11000 Journal ID: 0000932173 Date: 10142010

Long Description: IpPS Charges for July 2010

*Ledger Group: IACTUALS ™ Auto Generate Lines

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

Reference Number: Period: | 4
SJE Type: I 'I ADB Date: 10M 452010 (5

Journal Class: 20100913 Q ¥ Save Journal Incomplete Status
Transaction Code: GEMERAL |3 [~ autobalance on 0 Amount Line
Currency Defaults: SO CRRMT ]

Reversal. Do Mot Generate Reversal Commitment Contral

|B) save | [£4 Returnto Search | [[=] Notity | f:; Refresh. | Bt | [ B Lpdate/isplay.|

Header | Lines | Totals | Errors | Approval

|
Done ’7’7’7’7’7’7’%@ Local intranet Wl@llﬂﬂ% -
wstartJ@ Jlm JGJ @ & [| @&

Al

Step Action

20. Enter the desired information into the Long Description field. Enter "/REVERSE
931534".

It is recommended that the original IDB journal number is referenced on the reversal
Header description field.

21. Click the Lines tab.

-
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fUpdate Journal Entries - Windows Internet Explorer

=[] https:feww. connectnd.usipspindft/EMPLOYEE,[ERPjc{PROCESS_IOURNALS, JoURNAL_ENTRY_IE GBLPC ]| S || 42| % | J© B

File Edit ‘“iew Favorites Tools  Help

| Header

e CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

Totals | Errors | Approval

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

Haome

| MutiiChanne!

Unit: 11000 JournallD: 0000832173 Date: 10452010

| InterintraUnit |

*Progess; | EditJournal

=|| Process |

T Eors only 7] [Z] pjne:| 10/ F [F]

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

B M WWindow ? Help IL-/"Custnm\zeF'age

Template List  Search Criteria  Change Values
PC Bus - An Type

B save | [£0 ReturntoSearch | |[=] Notity | [ Refresh |
| | | | [ |

Headet | Lines | Totals | Errors | Anproval

Done

i start J &

J I /& Create/Update Journ...

Select Line *Unit Account Oper Unit Fund Dept Clags Unit Project Activi
O |1 friooo @ & 131002 Q| Q [fm Qg0 Q| Q| Q| al
O |2 [11000 & Q [462115 Q| Q [fo1 |Q|[za0n Q| Q| Q| al
Lines to add: 1 =
1of1 " Last
Unit Total Lines Total Debits Budget Status
11000 2 0.00 0.00 T M

»

hitp

=

al &
al

B

’_ ,_ '— ,— ,— l_ r@ m Local intranet

ERE I
o @ ¥ 1o |«

Step

Action

22.

Click the Pr_ocess button.

23.

Click the OK button.

24,

End of Procedure.

This topic showed how to Reverse an IDB.
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ST 8.2.5 - Printing an InterDepartmental Billing/IDB
Printing an InterDepartmental Billing/IDB

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

The InterDepartmental Billing/IDB can be printed in report form.

Procedure

This topic will show how to print an InterDepartmental Billing/IDB.

(FEmplnyee—[acing registry content - Windows Internet Explorer

@i:j ) = |&] https: v connectnd.usipsp/ndft/EMPLOYEE [ERPjhf7:ab=CEFALILT =0 B || 5] [$2 ) ¢ | |RF Live Search 2=
{3 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

= ~ »
{& Employee-facing registry content | | Ep v ED - ) s ov Page - Safety » Tools v g

[= Program Management ;I
[» Project Costing

[> Proposal Management

[ Maintenance Management

[» Resource Management

[» Lease Administration

[ Travel and Expenses

[> Travel Administration

&> Billing

[» Accounts Receivable

[> Azcounts Payable

[> eSetlements

[> Asset Management

[+ IT As=et Management

[» Banking

[» Gash Management

[> Deal Managerment

I» Risk Management

[> Financial Gateway

[ AT and Intrastat

[+ Excise and Sales TaxWAT IND

> Commitrment Control

[» General Ledger

[> Allocations

& Stalutory Repori[Access General Ledger |
[» SCM Integrations

[ et Up FinancialsiSupply Chain

[» Enterprise Components

[» Governrment Resource Directary

[> Background Frocesses

[ Warklist

[> Application Diagnostics

[> Tree Manager

> Reporting Tools |
[> PeopleTools

[» Packaging

[+ WD Liilities & Interfaces
[ MD HE Applications

[» ND'E Reports
— Tax Center

il
........ T V- SO

https:f fvww connectnd usfpspindfE{EMPLOYEEERP) s WEBLIE_PTPP_SC HOMEPAGE  FieldFarmula,I5c |0 Internet | Pratected Mode: OFF q - | 100 - A

:‘Starll J i T e JI & Employee-facing regi... = @(}))

Step Action

1. Click the General Ledger link.
[l General Ledney
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Step Action
2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.
Ereateﬂ.lgdate Journal Entries

(: Create/Update Journal Entries - Windows Internet Explorer

/ il o | [ N
5;_:: = [&] https: /e, connectnd. usipspindft/EPPLOVEE JERPc/PROCESS_IOURNALS. J0URNAL_ENTRY IE.ceLpol ]| G || #2 /|2 | [8F uve search | 2|
3 Favortes | 35, @] Suggested Sites ~ @] Weh Slice Galery -

= »
(& Create{Update Journal Entries 3~ - [ g - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Homme Warklis |  AddtoFsvortes | Sion out

Favovrites §MainvMenu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
] Mew window 7 Help ,
i

Create/Update Journal Entries

( Eind an Existing Yalue |

Business Unit:|11000 |C
Journal ID: MEXT

Journal Date: 120372010 [5)

Add

Find an Existing value | Add & Mew value

4| | i
javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF v';] - | A0 - A
Costart| | 5 B0 7] @ |[& Create/Update Journ... <@ Y

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

|/ Find an Existing Value §

6. Click the Journal Header Status list.
| Mo Status - Needs to be Edited =
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{Update Journal Entries - Windows Internet Explorer

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

{;‘ Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +

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

ORACLE" You are on Database: NDFT

Home | 1 | MuliChannel = | AddtoF:
ain Menu > General Ledger : Joumnals > Jowrnal Entry > CreatefUpdate Journal Entries
- - >

B ew window P Help B ntip
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: |begins with j|
Journal Date: |= = &

Document Sequence Number: | beging with j|

Line Business Unit: = Vl

Q
Journal Header Status: = - IW vI
= [~

Budget Checking Header Status: | =

Source: = 'l Q

Search | Clear  |Basic Search [ Save Search Criteria

Find an Existing Value | Add a Mew Yalue

4] | i
'_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | F00% v

Srstart| | 2, W T @& J|@create/Update Journ... =)

Step Action

7. Click the "blank" list item.
]
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f: Create/Update Journal Entries - Windows Internet Explorer

- ol | [B =
GED = [&] https: /e, connectnd. usipspindft/EPPLOVEE JERPc/PROCESS_IOURNALS. J0URNAL_ENTRY _IE cBLpol ]| S |[#2 /|2 | [8% Lve search (2=
i Favorites | 35 @] Suggested Sites + @] Weh Slice Galery -

»
{8 CreatefUpdate Journal Entries & - - [ g - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Home inrklis MutiChannel Console | AddtoFavortes | Sign out
Favovrites MainvMenu > General Ledger > Journals > Journal Entry  »  CreatefUpdate Journal Entries
H - - e

E Mew window  ? Help B htip

=)

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

Maxitnurn number of rowes ta return (up to 3003|300

Business Unit: = VI 11000 Q
Journal ID: | vegins with =] [
Journal Date: [= = El

Document Sequence Number: | begins with x|

Line Business Unit: = 'I Q

Journal Header Status: |= j | j
Budget Checking Header Status: = =l =
Source: = 'I Q
Search | GClear |pasic Search [ Save Search Criteria
Find an Existing Value | Add a Mew Yalue
4| | L]
’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Made: OFF S5~ | 100% - 2

f"Startl J i .l & JI (& Create/Update Journ... = @[ﬂ”)

Step Action

8. Enter the desired information into the Journal ID field. Enter "0000928401".

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

9. Click the Search button.
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ipdate Journal Entries - Windows Internet Explorer

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

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

»
{8 CreatsfUpdate Journal Entries @ < | @ -~ Page - Safety - Tools @v

ORACLE" You are on Database: NDFT

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

-I Lings \| Totals Errors Approval

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

hEEn

Unit: 11000 Journal ID: 0000925401 Date: 06452010

Long Description: IUPS charges for May 2010

*Ledger Group: IACTUALS ™ Auto Generate Lines

Ledger: | Adjusting Entry: |Non-Adjustmg Entry vl
*Source: DB Fiscal Year: 2010

Reference Number: I Period: I 12
SJE Type: I 'I ADE Date: IDﬁH 42010

Journal Class: |201 00614 ™ Save Journal Incomplete Status
Transaction Code: IGENERAL I~ Autohalance on 0 Amount Line
Currency Defaults: SO CRRMT ]
Reversal: Do Mot Generate Reversal Commitment Contral
B Sawe | £\ ReturntoSearch | |[S] Notity | | Refresh | [Be | [E Update/Display.|

Header | Lines | Totals | Errors | Approval

4] | i
javascript: submitAction_winD{document. wind,'#ICPanel1"); '_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 - A
:'Startl J i B % e JI /& Create/Update Journ... @[(}))

Step Action
10. Click the Lines tab.
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% = [&] https: /e, connectnd. usipspindft/EPPLOVEEJERPc/PROCESS_IOURNALS. J0URNAL_ENTRY _IE ceLpol ]| S |[#2 /|2 | [8 uve search

i Favorites | 35, @] Suggested Sites ~ @] Weh Slice Galery -

Home |

Totals | Errors | Approval
Unit: 11000  JournallD: 0000928401 Date: 0611412010 “Progess: [Edilloumal =] | Procsss |
Budget Check Journal
Template List  Search Critetia I~ Errors Only  [Z] CopyJournal

Delete Journal
Edit Chartfield

Select Line Unit Account Oper Unit Fund Dept Project

FostJournal

= [ 11000 Q 131002 110 701 2900 Print Journal (Crystal
Print Journal S<MLPY

| 11000 Q 131002 1o 701 2800 Refresh Journal
Subrmit Journal

H (3 11000 Q 131002 110 701 a900

| 11000 @ 131002 1o 701 2800

= 5 11000 Q131002 110 701 8900

| ] 11000 @ 131002 1o 701 2800

- 7 11000 Q131002 110 701 8900

| ] 11000 @ 131002 1o 701 2800

- =9 11000 Q131002 110 701 8900

= 10 11000 @ 131002 1o 701 2800

4

B Newwindow 2 Help [ customize Page B ntp

htEn

=
El
—

3

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

;.'fStartl J i = 'Tﬂ g JI gtreaterpdate Journ...

a v [®mie -
L1

Step Action

Click the Process list.
| Edit Journal |

11.
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{Update Journal Entries - Windows Internet Explorer

w % |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS JoURNAL_ENTRY_IE.GBL7PoI ]| G || €2 || X | [&Y Live Search
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

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

ORACLE" You are on Database: NDFT

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

" Header - Totals | Errors | Approval

@New\l\finduw ?Help E{'Custum\ze Page ,htlp =]

Unit: 11000 JournallD: 0000828401 Date: DB 42010 Process: |ﬁ|
Template List  Search Criteria T Errors onty  [=] (2] jpe:| 10 E [
Select Line Unit Account Oper Unit Fund Dept Class PC Bus Unit Project Activi An1
= [ 11000 G, 131002 110 701 aa00
- 2 11000 @, 131002 110 701 8900
H (3 11000 G, 131002 110 701 aa00
- 4 11000 @, 131002 110 701 8900
= |5 11000 G, 131002 110 701 aa00
- B 11000 @, 131002 110 701 8900
= |7 11000 G, 131002 110 701 aa00
- 8 11000 @, 131002 110 701 8900 e
= |9 11000 G, 131002 110 701 aa00
= 1o 11000 Q131002 110 01 ga00

| 3 I
'_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | F00% v
i)

Srstart| | 2, W T @& J| @ Create/Update Journ...

Step Action
12. Click the Print Journal (Crystal) list item.
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% w [ I hitps: . connectnd.usfpspindft/EMPLOYEE JERRc/FROCESS_JOLRMALS JOURNAL ENTRY_I=.55Lrpol 2] | &4 | |2 /[ | &% Live search =B

< Favorites | 35, @] Suggested Sites ~ @] Weh Slice Galery -

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

ORACLE" You are on Database: NDFT

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

| Header Totals | Errors | Approval
Unit: 11000 JoumalD: 0000928401 Date: 0611412010 Process; | Print Joumal (Crys 2] [ Pravess |
Template List  Search Critetia [T Errors only  [Z] (2] jpe:| 10 E] =
Select Line Unit Account Oper Unit Fund Dept Class PC Bug Unit Project Acti Anl
| | 11000 Q131002 110 701 aa00
| 11000 G 13002 110 To1 aa00
= 3 11000 QL 131002 110 701 aa00
| L 11000 G 13002 110 To1 aa00
= ] 11000 Q131002 110 701 8900
| 11000 G 13002 110 To1 aa00
= T 11000 Q131002 110 701 8900
| 11000 G 13002 110 To1 aa00 o
= 2] 11000 Q131002 110 701 8900
= 1o 11000 G 13002 110 To1 aa00
4| i | »
lililililililéInternetIProtectedMode:OFF ¥ - |Q1EIEI% - A

;.'fStartl J i .| & JI (& Create/Update Journ... = @'ﬂ”)

Step Action

13. Click the Process button.

14, Click the Process Monitor link.

Note: This link will open a new window.

Process Monito
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rocess Monitor - Windows Internet Explorer

e [ ] https: ffowws. connectnd. usipspindft_1EMPLOYEE [ERFJ/PROCESSMONITOR PROCESSMONITOR, GRLPag 7| Eh || 49| x| J&¥ tive Search | 2=
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

{8 Process Manitar @ - - [ @ -~ Page - Safety - Tools @' ”

ORACLE" You are on Database: NDFT

Home | MutiChanne | AddtoF:

Favarites éMain_Menu > PeopleTools : Process Scheduler > Process Monitor
: - e

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

Server List

Wiew Process Request For

User ID: LDSHANMONEQ, Type: | =] uast = E I FET= R | Reftesh

Server: l—Ll Hame: ’7 Q, Instance: ‘ to |

Run [ [ Distribution [ =] ¥ Save On Refresh

Status: Status:
Process List
Select Instance Seq. Process Type Process Hame User Run Date/Time gmﬁ letails |
= 5721837 Crystal GLCTSE01- LOSHANMOMEND GOV 1200372010 2:59:36PM SET Pid
- 5721808 S0OR Report GLS7012 LOSHANMOMEMND. GOV 120372010 9:28:264M CST Success Fosted Details
| a721e1e Crystal GLCTE01- LDSHANMOMEND GOY 11029/2010 252:22P0 CST Success Fosted Details
- ST21667 Crystal GLCTSE01- LDSHANMOMEMND . GOY 1102372010 316:52PM CST Success Fosted Details
(| 721668 Crystal GLCTE01- LDSHANMOMEMND GOY 1102372010 313:58PM CST Success Fosted Details
- 721648 Application Engine GL_JEDIT_O LOSHANMOMEMND . GOW 1102372010 1:41:38PM CST Success Fosted Details
(| G721647 Application Engine GL JEDIT_O LDSHANMOMEMD GOY 1102302010 1:30:27Pw CST Success Fosted Details
= 721646 Application Engine GL_JEDIT_D LOSHANMOMEMD GO 1102302010 127 41Pw CET Warning Fosted Details
| 721545 Application Engine GL_JEDIT_O LOSHANMOMEMND. GO 1182010 11:01:464M CET Warning Fosted Details
= 6721544 Application Engine GL_EXCL_JRML LOSHAMNMOMEMD. GOV 11 E2070 10:59:184AM CET Success Fosted Details
| 721530 Application Engine GL_EXCL_JRML LOSHANMOMEMND. GOV 11/15/2010 2:08:31PM CET Success Posted Details
| 2721184 Crystal MDS_GLOg LOSHANMMOMNEND. GO 110472010 23517PM COT Success Posted Details

| _>l_I
'_,_,_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | o100 - A
A’YStartl J i [l rI;fl e J (& CreatefUpdate Journal E... | /€ Process Monitor - Win... 33 @[{}))

4

Step Action

15. The Process List tab shows the Run Status of the process. The process may run
through several status types before Success.

Click the Refresh button.

16. The process is complete when the Run Status is Success and Distribution Status is
Posted.
17. Click the Details link.
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% w [EE] hictps: . connectnd.usfpspidt_L[EMPLOYEE/ERP/c/PROCESSMONITOR, PROCESSMONITOR, GEL7Pag 7] | &b | |3 /[ | [ Live search |2

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

(& Process Maritor & - - [ g=h - Page - Safety > Tools- @@=

ORACLE" You are on Database: NDFT

Haome
Favovrites MainvMenu > PeopleToolz > Process Scheduler > Process Monitor
- >

B Mewwindow 2 Help [ customize Page B ntp

htEn

Process Detail

Process

Instance: a731937 Type: Crystal
Name: GLCTS01- Description: Journal Entry Print
Run Status:  Success Distribution Status: Fosted
R e r———)
Run Control ID: C.JY € Hold Request
Location: Server © Queue Request

~ Cancel Request

Server: FEMNT
" pelete Request

Recurrence: ¢ Restart Request

Request Created On: 1 2/03/2010 2:59:37FM CST Fararneters Transfer

Run Amgtime After: 12032010 2:59:36PM CET Meszage Log

Began Process At:  12/03/2010 2:58:54PM CST Batch Timings

Ended Process &t: {1 2/03/2010 3:03:12PM C5T Wiew LogiTrace
javascript:submitAction_winl{document.winl, PMN_DERIYED_INDEX_BTM; ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G'h - | 00 - A
f_?‘startl | 2 m W) & | & createfupdate JournalE... | (€ Process Monitor - Win... « e

Step Action
18. Click the View Log/Trace link.

i L ogTrace
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% % [&] https: fwwmn.connectnd.us/pspindFt_1 JEMPLOYEE/ERP/c{PROCESSMONITOR PROCESSMONITCR. GBL7Pag || G || €2 || X | [&¥ Live Search (2=
{; Favorites ‘ i}:‘& €| Suggested Sites + @ | Web Slice Gallery +

{8 Process Manitar

o

(o =7 Vo M CU R (5 () [ ) https:jjumm.connectnd uspsreports/ndtt+196923/6LC75 7| £ |£| \Zl J&¥ Live search |2~

S

Favorites | Main Menu > PeopleTo . Favorites |i.§, € | Suggested Sites * @ | Weh Slice Gallery ~
M= o £,

D

= >
(b hitps: v, connectnd. us/psteportsndftj4196923/. .. | | ]’ﬁ} v | @ ~ Page - Safety ~ Tools - @v

View LogiTrace

ReportID: 4198923 P1
Name: GLCTE01- P
Run Status: Success

Journal Entry Print
Distribution Details

Distribution Node:  NT

File List

Hame

CRW GLC7S01- 5721937 |0g
GLCY501- 6721937 PDF
bssdltracetre

Distribution 1D Type

User

| [ [ [ [ [ |onknown Zane | Protected Mode: off FRIEYTTR

=
https:{fwe . connectnd us{psreports/ndft/4196923/GLCTS01-_S721937.FOF [ [ [ [ [& mtemet | Protected Mode: OF o v (B -

:‘Startl J N J (& CreatefUpdate Journal E... | (& Process Monitor - Windo. .. ” & Windows Internet Ex... <« =16

Return

Step Action

19. Click the GLC7501-_5721937.PDF link.
[GLCTS01- 5721937 PDF|

20. The InterDepartmental Billing is displayed.

21. This topic showed how to print an IDB.
End of Procedure.
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Creating an IDB SpeedType

Navigation: Set Up Financials/Supply Chain > Common Definitions > Design Chartfields >
Define Values > SpeedTypes

SpeedTypes can be used in General Ledger when creating InterDepartmental Billings (IDB's).
They are similar to SpeedCharts in Accounts Payable when entering vouchers but do not have the
ability to split funds. A SpeedType can only create one accounting line of chartfields.

Procedure

This topic shows how to Create an IDB SpeedType.

ﬁEmplnyee-[ating registry content - Windows Internet Explorer

@A y - |¢ hitkps: /v, connectnd. us/ pspndft EMPLOYEE JERPh 7t ab=DEFALLT j g || &[4 x |n’ ¥ Live Search R

S Favorites | 55 @] Suggested Sites ~ @] Weh Slice Galery -

- ~  »
& Employee-facing registry content | | I v B - [ s o- Page - Safety - Toos - g

[ Travel and Expenses :l
[= Travel Administration

&> Billing

[» Accounts Receivable

[» Accounts FPayahle

[> eSetlements

[» Asset Managerment

[+ IT Asset Management

[ Banking

[» Gash Management

[> Deal Management

[» Risk Management

[> Financial Gateway

[ AT and Intrastat

[ Excise and Sales TaxWAT IND
[> Commitment Contral

[» General Ledger

[» Allocations

[ Statutory Reports

[= SCM Integrations

[ Set 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

[» ND'S Reports

— Tax Center

— Treasury Managerment Center
— Treasury Processing Center

— Treasury Definitions Center -
— Back o Portal

— Change by Password
— My Personalizations
— hitv Swctarm Profila LI

https: /i, connectnd usfpspindft/EMPLOYEE JERPYs/MEBLIE_PTPP_SC HOMEPAGE FieldFormula,ISc |0 Internet | Pratected Mode: OFF ¥a = | L 100% - A

:‘Startl J _é mTY e JI & Employee-facing regi... & @[ﬂ’)}
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Step Action

1. Click the Set Up Financials/Supply Chain link.
[l Set Up Financials/Supply Chair]

2. Click the Common Definitions link.

Eummun Definitions

3. Click the Design ChartFields link.
Qesign ChartFields

4, Click the Define Values link.
Define Yalues

5. Click the SpeedTypes link.

Speedlypes

(_f: SpeedTypes - Windows Internet Explorer M=
5\::: % [&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP /c/DESIGN_CHARTFIELDS. SPEEDTYPE.GBLPPORTALPA || G || €2 || | [&¥ Live Search | 2=

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

(& SpeedTypes ﬁ - [ é; + Page = Safety v Tools = @v >

ORACLE" You are on Database: NDFT
| Yol

forklist | MutiChannel Console | Addto Favorites | Sign out
Favarites éMaln_Menu > Setlp Flnanc@sfSupply Chain = Commongeﬁnltlans s Design CbartFleIds > Deﬁnev\.'alues s SpeedTypes

B rewwindow P Help B ptip
SpeedTypes

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

[ Add a MewValue |

Maximurm number of rows to return fup to 300y | 200

SetiD: == EreE @
SpeedType Key: | hegins with j|

User ID: |heg|ns with 7| | QU
Primary Permission Lisl:l hegins with j | Q,

Type of SpeedType: = (& |Universa| (Al Users) j

™ case Sensitive

| Search | Clear |pasic Search B Save Search Criteria

Find an Existing Value | Add a Mew Yalue

4] | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥5 - | F00% =
A"Starll J i‘ M e JI & speedTypes - Windo... <= @(}’J

Step Action
6. Click the Add a New Value tab.

|f Add a New Valug
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Step Action
7. Enter the desired information into the SetID field. Enter "11000".
8. Enter the desired information into the SpeedType Key field. Enter "AR IDB".
9. Click the Add button.
Add
{Z speedTypes - Windows Internet Explorer ME
5\::: = [&] https:fun.connectnd. usfpspindft/EMPLOYEE/ERP jc/DESIGN_CHARTFIELDS. SPEEDTYPE.GELPPORTALPA jl&l |§| |Z| J&¥ Live Search |ZE|

i} Favorites ‘ EQ:'S €| Suggested Sites + @ | Web Slice Gallery +

@Speedwpes @ - + [ Qé; +~ Page r Safety » Tools v @v »

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favarites éMaln_Menu > Setlp Flnanc@sfSupply Chain = Commongeﬁnltlans s Design CbartFleIds > Deﬁnev\.'alues s SpeedTypes

E Mewwindow  ? Help [ customize Page B hitg 2]

hkEa

SpeedType
SetiD: 11000
SpeedType Key: AR DB

Type of SpeedType: Universal (8l Users)

Description: ”

Account: I
Operating Unit: ’7 Q
Fund Code: I
Department: ’7 Q
Program Code: ’7 Q
Class Field: <™
Project: ’7 Q

Subsystermn PC Bus Unit: Q
Subsystem Activity ID: QL
Subsystem Analysis Type: QL —

currency Code: ’7 Q
Statistics Code: &
Eritry Event Q
Dr Rusiness | Init Q il
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ’\;ﬂ_'l 100 - A

f'Starll J ﬂ‘ .l e JI & speedTypes - Windo... <= @(}))

Step Action
10. Enter the desired information into the Description field. Enter "ACCOUNTS
RECEIVABLE - IDB".
11. Enter the desired information into the Account field. Enter "131002".
12. Enter the desired information into the Fund Code field. Enter "730".
13. Enter the desired information into the Department field. Enter "4400".
14. Click the Save button.
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Action

This topic showed how to Create an IDB Speed Type.
End of Procedure.
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ST 8.2.7 - Using an IDB SpeedType
Using an IDB SpeedType

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

SpeedTypes can reduce redundant chartfield coding in an InterDepartmental Billing (IDB).

When the SpeedType is selected, it will populate the accounting chartfields that were identified in
the initial set up.

Procedure

This topic shows how to Use an IDB SpeedType.

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

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

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

(& Employee-facing registry content | | - El - () o= = Page~ Safety » Tools v g~ »
[= Program Management ;I
[» Project Costing

[> Proposal Management

[> Maintenance Management

[» Resource Management

[> Lease Administration

[ Travel and Expenses

[> Travel Administration

&> Billing

[» Accounts Receivable

[» Accounts FPayahle

[> eSetlements

[» Asset Managerment

[+ IT Asset Management

[ Banking

[» Gash Management

[> Deal Management

I» Risk Management

[> Financial Gateway

[ AT and Intrastat

[ Excise and Sales TaxWAT IND
[> Commitment 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 I
[> PeopleTools

[> Packaging

[> MO Utilities & Interfaces
[ MD HE Applications

[» ND'S Reports
— Tax Center

e e e et Pt _I

-
https: /i, connectnd usfpspindft/EMPLOYEE JERPYs/MEBLIE_PTPP_SC HOMEPAGE FieldFormula,ISc |0 Internet | Pratected Mode: OFF q - | 00 A

:‘Startl J e - JI & Employee-facing regi... <= @(}))
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Step Action

1. Click the General Ledger link.
[l General Ledaed

2. Click the Journals link.

3. Click the Journal Entry link.

4, Click the Create/Update Journal Entries link.
CreateUpdate Journal Entries|

(_f: Create/Update Journal Entries - Windows Internet Explorer

5(:} % [&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS JOURNAL_ENTRY_IE.GBL7PoI ]| G || €2 || X | [&¥ Live Search (2=

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

»
(& create/Update Journal Entries ﬁ < -~ [ @ ~ 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

Find an Exi=ling Yalue

Business Unit: 11000 | Q
Journal ID: MERT
Journal Date: 0172820171 [

Add

Find an Existing Value | Add a Mew Yalue

4] | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ¥a - | F00% v
;'Starll J i .l e JI & create/Update Journ... = @(}’J

Step Action
5. Click the Add button.
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fUpdate Journal Entries - Windows Internet Explorer

E CreatefUpdate Journal Entries

Lines | TIotals | Erors || Approval

i Favorites | 35, @] Suggested Sites ~ @] Weh Slice Galery -

ORACLE" You are on Database: NDFT

Haome

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

GED w [ I hitps: . connectnd.usfpspindft/EMPLOYEE JERFc/FROCESS_JOLRMALS JOURNAL ENTRY_I=.55Lrpo) 2] | &b | |4 /[ | [ Live search =B

| MutiChannel «

B rewindow P Help B customize Page B hitp

htEn

Unit: 11000 Journal D NEXT

Date: 0152852011

Long Description: ||

*Ledger Group: W Q
Ledger: ’7 QL
*Source: l_ &}
Reference Number: li

SJE Type: =
Journal Class: li QL

Transaction Code: GEMERAL G
Currency Defaults: USDF CRRMT /1
Reversal Do Mot Generate Reversal

B save | [=] dotify s Refresh

Header | Lines | Totals | Errars | Approval

4

[ Auto Generate Lines

Adjusting Entry: INUn-Adjustmg Entry 'I

Fiscal Year: 011

Period: I 7
ADB Date: 015282011 @

¥ Save Journal Incomplete Status

™ Autobalance on 0 Amount Line

Commitrment Cantral

Es Add Updlate/Display

Cone

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

|
’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 100 -

i
4
« ey

Step Action

6. Enter the desired information into the Long Description field. Enter "Billing for 1-

28-2011.".

Enter the desired information into the Source field. Enter "idb".

8. Click the Lines tab.
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q} Favorites ‘ ié, €| Suggested Sites + @ | Web Slice Gallery +

g CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

Home: e | Add to Favortes

Favarites gMain_Menu ¥ GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries
@New\l\finduw ?Help E{'Custum\zepage ,htlp

" Header " Totals | Errors | Approval
Unit: 11000  JournallD:  MEXT Date:  01/28/2011 “Process: | EdtJoumal =l | Process |
Template List Change Values | Interfintratnit |
Select Line *Unit SpeedType Account Oper Unit Fund Dept Clags EE“BUS Project Activi
1 fowal Q| a| al aq| al & @] a

Lines to add: 1 =

L) et KN g ora L ast

Unit Total Lines Total Debits Total Credits Journal Status Budget Status
11000 1 0.00 0.00 I M

|E save | [[=] Mty | | % Refresh |

Header | Lines | Totals | Errors | Approval

| b
'_,_,_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | o100 - A
:fSEBrtl J i | e JI (& Create/Update Journ... “® @[(}))

4

Step Action
9. Click in the SpeedType field.

10. Click the Show SpeedType Prompt button.
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% w [IE] hitps: . connectnd.usfpspindFt/EMPLOYEE JERFc/FROCESS_JOLRMALS JOURNAL ENTRY_I=.55Lrpo) 7] | &b | |2 ][ x| [R% Live search =B
S Favortes | 35 @] Suggested Sites + @] Weh Slice Galery -
(& Create{Update Journal Entries & - - [ gm - Page - Safety - Toos - - »
ORACLE" Youare on Database: NDFT
Home |
Favovrites MainvMenu > GeneraI'Ledger > JDuLnaIs > Journavl Entry > Createflpdate Journal Entries
Elnewwindow  ? Help 5 customize Page B http
SpeedType List
SpeedType:
Selected SpeedType Account Oper Unit Fund Dept Program Class Project Subsys PC BU Subsys Activ ID Subsys Anal Ty
[ a900-1 131002 110 701 8400
[l aa00-2 462115 110 7ol 8400
[ AR IDB 131002 T30 4400
[l CDE REY 463027 110 a0 5300
[ CS REY 481025 110 a0 5405
[ DATAFPROC
[} DoT 2 463021 110 o1 8410
0K || Cancel || Refresh |
4 | |
Done lilililililili Internet | Protected Mode: OFF ¥ - | 0%~
f‘_’Startl J EN - JI (& Create/Update Journ... «« e

Step Action

11. Select the appropriate SpeedType you want to use for this IDB.

Click the Selected option.

12. Click the O_K button.
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ﬂ: Create/Update Journal Entries - Windows Internet Explorer

% % |&] https: fwwmn.connectnd. us/pspindFt/EMPLOYEE/ERP/c/PROCESS_JOURNALS JoURNAL_ENTRY_IE.GBL7PoI ]| G || €2 || X | [&¥ Live Search (2=

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

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

ORACLE" You are on Database: NDFT

=t | MultiChanne! Console | Add to Favortes | Sign out
Favorites | Main Menu > General Ledger » Jounals > Jowrnal Entry  » CreatefUpdate Journal Entries
: - - -

@New\-’\l’mduw ?Help E.)CuslumizePage ,hﬂp

rnal 'l Frocess

PC Bus Source

Clags Unit Project Activity An Type T Amount Open tem Key Reference Journal Line De:|
Q| al a | a Q, al a i Q| IFiterdepartinen
Journal Status =~ Budget Status
I M
EXTRr=N
Kl | b
Done [ [ [ [&meemet | Protected Mode: OFf o v [ -

Srstart| | Zom T & J|@create/Update Journ... )

Step Action

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

14. Enter the desired information into the Open Item Key field. Enter "12500".
15. Click the Insert Lines button.

16. Enter the desired information into the Account field. Enter "463027".

17. Click the Process button.

Process

18. Click the O_K button.

19. This topic showed how to Use an IDB SpeedType.
End of Procedure.
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ST Lesson 8.3 - Online Deposits
Online Deposits

Deposits in General Ledger consist of Header and Line totals which uniquely identifies the
deposit and records the monetary amount to the affected Chartfields.

The journal Header contains three attributes that uniquely identify the journal: journal ID, journal
date, and Business Unit.

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

A deposit can have many detail lines, but must have at least two, because the total debits must
equal the total credits.

ST 8.3.1 - Creating an Online Deposit

Creating an Online Deposit

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

Deposits are entered into General Ledger and released/posted by the State Treasurer's Office.

Procedure

This topic shows how to Create an Online Deposit.
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(fBase MNavigation Page - Windows Internet Explorer

@; j = @] https: v connectnd. us/pspfndft/EMPLOYEE JERP /s WEBLIB_PTPP_SC. HOMEPAGE. FicldFormula 1 ]| & || Bt || #2 || 3| |&¥ Live Search 2

File Edit ¥iew Favorites Tools  Help

{j Favorites ‘ i.:‘s E Suagested Sites + @ | Web Slice Gallery ~

(& Base Mavigation Page

+*NDF T+

Menu
i e

Sign out

[ Services Procurement Sl

[» Sourcing

> Froject Gosting General Ledger

[> Lease Administration Arccess General Ledger

[: Travel and Expenses

S TG 540 General Leduer Center ﬁ Journals ﬁ Open ltems:

I Billing Acoess General Ledoer. Create, import, reviesw, correct, and process Review and reconcie open tems
> Accounts Receivable (e GRS ElReviev Status Online

O3 Journal Entry = Open ftem Listing Report
Climport Journals
CiProcess Journals

Review Financial Information ﬁ General Reports
[ Journals Run inGuities on journals, ledgers, or Access journal, ledger, trial balance,
[» Open Items accounting entries. reconcilistion, and InterUnit reports.
[» Review Financial FElLedger Activity
Information Elournal Entry Detsil
> General Reparts ElTrisl Balance:
- General Ledger Center FlLecier Summary
[ Allocations
[: Set Up Financials/Supply
Chain
[ Wiarklist

[> Tree Manager

— Tax Center

— Backto Portal

— Change by Password
— My Personalizations
— iy System Profile -

bone T T T e mteme T4 v [Hoee v
i start j & j | /& Base Navigation Page...

<<

Step Action

1. Click the Access General Ledger link.

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

Ereateﬂ.lgdate Journal Entries

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

Journal ID will default to NEXT. The system automatically assigns the next
available journal number to the Journal Entry.
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@?}v |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% IbEing

o[-

File Edit ‘“iew Favorites Tools  Help

{& Create/Update Journal Entries

Create/Update Journal Entries

Eind an Existing Yalue

Adda

ORACLE" You are on Database: NDFT

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

Business Unit:|11000 | C
Journal ID: MEXT
Journal Date: |01/28/2010 [5)

Add

Find an Existing Yalue | Add a Mew Yalue

4

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

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

| MutiiChanne!

E Mew window P Help B htip

=)

B

javascript: DatePrompt_wind{' JRNL_HEADER_JOLRMAL_DATE',"JRML_HEADER_JOLURNAL_DATE$prompt’,'450, true); % @ Local intranet g - | 1005

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

o] & [| @

T 4

Step Action

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

open accounting period (for example, when applying back a journal to prior
month/fiscal year, use 6/30/0000).

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

Click the Choose a date (Alt+5) button to display the current calendar month. The
date can also be typed into the Journal Date field..

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

month.

Click the Previous Month button.
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Action

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

Click the 31 object.

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

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

Click the Add button.

10.

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

6\‘—‘)' |g, https:,l',l’www.connectnd.us,ipsp,l’ndft,l’EMFLOYEE,I'ERFICIPROCESS_JOURNALS.JOURNAL_ENTR\'_IE.GIj % @ 2| X If‘_’Lwe Search B
File Edit ¥iew Favorites Tools Help

57 Favorites ‘ 9k, 48 Suggested Sites ~ | Web Slice Gallery ~

E CreatefUpdate Journal Entries

[> Billing
[ Accounts Receivable

[> Accounts Payahle [ Header \  Lines ) Totals ¥  Erars [ Approval |
[ Asset Management
[ Commitment Contral _

Unit: 11000 Journal ID:  NEXT Date: 01iz2ei2010

=~ General Ledger
= Journals
= Journal Entry

— CopyJournals

[ Allocations

[> Set Up FinancialsiSupply
Chain

[ Wiarklist

[> Tree Manager

[> Reporting Tools

[: PeopleTools

[- MD Liilities & Interfaces

[> MDS Reports

— Tax Center

— Back to Portal

— Change by Password

— My Personalizations

— Mty Systern Profile

s« NDFT**

Mew Window | Help | Custornize Page | 5

Lonhg Description: ||

IACTUALS Q

*Ledger Group:

Journal Class:

[ Q
IGENERAL 6}

Currency Defaults: USD TCRRNT /1

Transaction Code:

Reversal: Do Mot Generate Reversal

Save hatity | s Reiresh
]

Header | Lines | Totals | Errars | Approval

~|4]

> lmpatt Journals Ledger: I aQ Adjusting Entry: INDn-Adjusting Entry 'I
[ Process Journals .

[» Open Items *Source: | aQ, Fiscal Year: 2010

[> Review Financial
Inforrnation Reference Number: I Period: I 7

[: General Reports . Iﬁ |

- General Ledger Center SJE Tyne: ADEB Date: IU”?E-QU'I 0 [

" Auto Generate Lines

[V Save Journal Incomplete Status
[ Autobalance on 0 Amount Line

Commitment Control

[ERY

i start j j I E Create/Update Journ... @ Process Monitor - Windo, ..
o -

T T [fe € mtemet [“5 ~ [ = 100%

AINE
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Step Action

11. Enter the desired information into the Long Description field. Enter "Sale of
Salvage & Scrap".

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

12. Enter the desired information into the Source field. Enter "DEP".

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

14. Click the Lines tab.

15. The revenue account code is entered in the Entry Event field unless the deposit is a

refund (See Refund of Current Biennium Expenditure Deposit - ST 8.3.2).

Note: Once the Entry Event is entered, the Account field populates with the cash
account code (105251). This indicates that the cash lines will automatically be
created when the deposit is Processed.

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

@: - |g, https:,l',l’www.connectnd.us,ipsp,l’ndft,l’EMPLOYEE,I'ERPI:IPROCESS?JOURNALS.JOURNAL?ENTR\QIE.GIj % Fa | #[| 3| | B Live Search -

File Edit ‘“iew Favorites Tools  Help

77 Favarites ‘ 93 @8 Sugaested Sites @ | Weh Slice Gallery +
=

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

{& Create/Update Journal Entries

s« NDFT#*

=

Mew Window | Help | Custorize Page | 5

[ Header ¥ Limes Y Totals ¥ Emors Y Approval |

Unit: 11000  JournallD:  NEXT Date:  01/28/2010 Process: [EdtJouma =l _process |

Template List Change Values Inter/Intratnit I

Select Line  *Unit Entry Event Account Oper Unit Fund Dept Class Eﬁnﬂ"s Project Acthity
| [11000 @ Q. [482008 @, 105251 | al Q| a | Q| Q| Q|

Linestuadd:l 1 =

Customize | Find | view Al | B8 First (404 ¢ 1 [ Last
Unit Total Lines Total Debits Total Credits Journal Status  Buduet Status
11000 1 0.00 0.00 T N

& save | [=] Matity | s Refresh

Headet | Lines | Totals | Errors | Anproval

4 | |
Done F’i’i’i’i’imla Intermet ¥ - | 0%~
m Sstart j ) I @ Create/Update Journ... j ’7
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Step Action

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

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

18. Enter the desired information into the Amount field. Enter "240.00".

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

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

Enter the desired information into the Journal Line Description field. Enter "Bill
Martin Ck 1871".

20. Click the Insert Lines button.

21. Chartfield values will populate from Line 1 into Line 2 except Journal Line
Description.

22. Enter the desired information into the Entry Event field. Enter "463027".

23. Enter the desired information into the Dept field. Enter "5300".

24. Enter the desired information into the Amount field. Enter "40.00".

25. When you have finished entering all the data for the deposit, you will need to Edit

the Journal which will check for any errors and add the cash lines.
Click the Process button.

| Frocess |
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f:treatel‘-"Update Journal Entries - Windows Internet Explorer

@?}v |g, https:,l',l’www.connectnd.us,ipsp,l’ndft,l’EMPLOYEE,I'ERPI:IPROCESS?JOURNALS.JOURNAL?ENTR\QIE.GIj Q @ 2% If'Live Search 2=
File Edit “iew Favorites Tools  Help

i Favorites | 315 @ Suggested Sites + ] Weh Slice Galery -

(& Create/Update Journal Entries

s« NDFT#*

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

Home Wyiorklist

Aiicl to Favaorites

=

Mew window | Help | Custornize P Saved -

bs Y Totals Y Erors | Approval |
rmal ID: 0000811830 Date:  01/28/2010 “Process: |EOIourna =zl Process |

ch Criteria  Change Values Interintralinit | I~ Errors Only Line: | 10
it Entry Event Account Oper Unit Ful ' Journal DOO0B11830 is saved. (5210,6) Project Activity AnType A
L)

oo @ O [esz008 Q 105251 [ Q [ a | | al al
000 @, @ [s63027 @ 105251 I a [ Q| Q| al lafl

000 @ G 482008 482008 | Q [ror— 550 = = Q| Q| al a
oon @ G 463027 463027 | @ [re0 @ [5300 Q| a | a | Q| Q, | Q,
=
s Total Debits ) Total Credits Journal Status Butiget Status
26000 280,00 Y Y

ris Refresh |

Etrors | Approval

-
4 | >
Cone

T T T [ [6meemet [%5 - [®mee -
mfstart j @ I @ Create/Update Journ... ”7

Step Action

26. Click the OK button. After the journal is processed, a unique journal number will be
assigned to it.

Note: Journal Status and Budget Status must both be Valid (V) before deposit can
be posted by the State Treasurer's Office.

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

@; J = @] https: jjwwn. connectnd. us/pspfndft/EMPLOYEE JERPc/PROCESS_JOURNALS, J0URMAL_ENTRY_IE. I =] Gy || B || #s || 3| |&¥ Live Search

File Edit ¥iew Favorites Tools  Help

T:F Favorites ‘ {.:‘5 @ Suagested Sites + @ | Wb Slice Gallery ~

'_ré CreatefUpdate Journal Entries

s*NDFT++

Wiorklist v Sign out
| [Elg

Mew Window | Help | Customize Pags | &)

| »

Totals  Emors | Approval

0000811830 Date:  01/28/2010 *Process: | EditJournal 2| | Process
I Hudget Check Journal
Changs Values Interiintralnit I Errors Onky Copy Journal

Delete Journal
Edit Chartfield

Entry Event Account Oper Unit Fund Eg‘; tJfouuT:all S8 fmcitﬂ Project Activity AnType Amount

=5 WQ 1052451 I—Q F'rir'ﬂ_ll:lUIT‘lEI e W Q I Q I Q I Q I—Q I—2

Print Journal (XMLPY

" [s63027 @ 105251 [ Q [rsn @Refresh Joumal Q| Q]| Q| al a]

SubmitJournal

. 482008 482008 | Q [ren o 5500 T Q| a | Q| al 1a

CL 463027 463027 | Q [reo @ [s300 Q| Q| Q| Q| a | aQ
H
C nize | Find | First ] 1.of 1 ] Last
Total Debits Total Credits Journal Status Budget Status
280.00 280.00 y W

[E] Previous in List | 4[] bextin List | [E]Notity | | 5 Refresh

proval I
K| _>l_I

T T T T [felemtemet o v [ -
i Start j A j | {& Create/Update Journ... /€ PeopleSoft 8 session exp... j ’7
) «

Step Action

217. A copy of the deposit or wire transfer must be printed and submitted (along with
checks/cash/currency) to the State Treasurer's Office for reconciliation/posting.

Click the Print Journal (Crystal) list item.
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@: - |g, https:,l',l’www.connectnd.us,ipsp,l’ndft,l’EMPLOYEE,I'ERPI:IPROCESS?JOURNALS.JOURNAL?ENTR\QIE.GIj Q [ #2|| X Iff Live Search -

File Edit ‘“iew Favorites Tools  Help

S Favorites | 35 @ Suggested Sites + @] Weh Slice Galery -

{& Create/Update Journal Entries

s« NDFT#*

=
Mew window | Help | Customize Page | 5, =

Totals Y Erors ' Approval

0000211830 Date: 0142872010 *Process:; Print Journal Process |

Chande Yalues Interiintralinit I I~ Errors Only Line:| 10

Entry Event Account Oper Unit Fund Dept Class Eﬁ“B"S Project Activity An Type Amount
° [452008 Q105251 | Q fran @ [s500 Q| Q| Q| Q| al af z
N [s63027 @, 105251 | Q [ran @ [5300 Q| Q| Q| Q| a | Q|
L 482008 482008 | Q [ra0 @ [s500 Q| Q| Q| Q| al a
Ol 463027 463027 | Q [ren @ [5300 Q| a | Q| Q| a | Q
H

Total Debits Total Credits Journal Status Budget Status
280,00 280,00 Y Y

|2l Previous in List | 4= mestin List | =] Matify | s Refresn

proval

: -
T T T [ e ol
i start j &

4

Ay

I @ Create/Update Journ... @ Peoplesoft & session exp...

Step Action

28. Click the Process button.
Process

29, Click the Process Monitor link.

Note: This link will open a new window.
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/.’ Create/Update Jou /= Process Monitor - Windows Internet Explorer [_ (O] x| ==
@T\t\, - |E. hittps: @: J = @] https:jjwmn. connectnd.us/pspindft_z/EmPLOVEE/EF ]| & || B3| #2|| % | [£8 Live Search 2|~ e

Flle EdE ¥iew  Favl Eile  Edit View Favorites  Tools  Help

i A B
G Favorites ‘ = 8 7 Favarites | 9, 8 Suggestad Sites * @ | Web Slica Gallery

» Tools - |®v

(& Creats/Update Journ: & Pracess Monikor

*NDFT| **NDFT**

| [Elg =

Mew Window | Help | Custornize Page | 5

|»

ES rocess List Y ServerList

rnal ID: 000081183

ch Criteria  Change Ya [iser ID: I‘testumb Q. Type: 'I Last: I 1 IDaYS 'I
Server: I 'I Mame: C, Instance; | to | _
it Enitry Evel Run I 'l glz‘t::ls’““““ 'l [¥ Save On Refresh An Type Al

Btatus:

o000 @ G |482008 ‘ocess List Customize | Find | nyry B = Sof 8 as I Q I_

WQ a W elect Instance Seq. Process Type :2::;:55 User Run Date/Time 5 Details I_Q I_
000 @ QL 482008 [ 5241494 Crystal GLCTS01-  Hestomb 01/28/2010 2:33:20PMGST  Initiated it Details [Ta
EQ Q. 463027 | 5241493 Application Engine GL_JEDIT_O Hestamb 01/28/2010 2:32:38PM C5T  Success Posted Details I_Q

I &241491 Crystal GLCTS01-  Hestomb 01/28/2010 1:57:21PM CST  Success Posted Details

= [ 5241480 Application Engine GL_JEDIT_D estorb 01/28/2010 1:56:30PM GET  Success Fosted Details

F Fosz41489 Application Engine GL_JEDIT_O Hestormb 01/28/20101249:41PM 5T Guccess Fosted Details

— o S o |>ILI

‘Done ’_’_’_’_’_’_’%r Internet ’v’-ﬁ_v|ﬂ;100% -

iy Refresh |

Errars | Approval I

o | o

javascript:submitAction_win0{document.wind, JRAL_PANELS_WRK_LOADPRCSMONITORFE; I EI T o v [ -
Eﬁ‘ Startl j j @ CreatefUpdate Journal E. .. II @ Process Monitor - Win... j ’7
o : <<

Step Action

30. The Process List tab shows the Run Status of the process. The process may run
through several status types before Success.

Click the Refresh button.
Refresh I

31. The process is complete when the Run Status is Success and Distribution Status is
Posted.

32. Click the Details link to access the Process Detail list.
Cetails
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@?\ hd Iﬁ. hitps: @?} - |g, https:,l’,l'www.connectnd.us,ipsp,l’ndftj,l’EMPLOVEE,I’EFj g B | | % Iff Live Search 2|~ 2
File Edii Wiew Favi Fje Edt  View Favorites Tools Help
i Favorites | 55 @ - Favortes | @8 suggestedssites - ] weh Siice Gallery =
(& Create/Update Journe (@& Process Moritar fools ~ @v
*NDFT| **NDFT**
»
: [
Thaiells Efrs Run Control ID: ¢y Hold Request
Location: Server  Queue Request
0000811830 1| server: -  Cancel Request
” Delete Request
Change Values J .
Recurrence:  Restart Request
Entry Event Al Amount
Request Created On: 123
- [4e2008 a 1 que: reated On: 01/28/2010 2:23:01PM CET Farameters Transfer I_z
Run Anytime After:  01/22/2010 3:23:.01PM GET Message Log
o3 |46302? Q1 |
3 Began Process At:  01/28/2010 3:23:25PM CST Batch Timinos
482008 4t =}
Ended Process At:  01/28/2010 3:24:25PM CST Wiew LogTrace
. 463027 4
H
N o | |
iavascript:submitaction_win3(document.win3, PMN_DERIVED_INDEX £| | | [ [ | [{y @ Internet 3 v | ®mi00% -
(2] Previous in List | +[E] Mext in List | [=] Motify | 4 Refresh |
proval —
< | ,
javascript: submitAction_win0{document.wind, JRMNL_PANELS_WRK_LOADPRCSMONITORPE); [E T T [ [ meemet v (B -
ﬂ!startl j © @ CreatefUpdate Journal E. .. | @ PeopleSoft & session exp... ” @ Process Monitor - Win... j ’7
. - <<

Step Action

33. Click the View Log/Trace link to access the File List.

i L oo Trace
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/.’ Create/Update Jou (: Process Monitor - Windows Internet Explorer

T:f Faworites ‘{:‘5 @

(& Creats/Update Journ:

+NDFT

| [Elg

Totals i Errors
0000811830

Change Yalues

Entry Event Y
o3 |482008 QA1
&N |463027 Q1

DL 482008 4
CL 463027 4
i

File Edt  Visw  Favl File  Edit View

=] E3 L= )]

@T\t\, - |E. hitkps @: J = @] https:jjwmn. connectnd.us/pspindft_3/EmPLOVEE/Er ]| G || B3| #2|| % | [£2 Live Search

Favorites  Tools  Help

{3 Favorites | {.:‘5 @ Suggested Sites * @ | Wb Slice Gallery ~

(& Process Manitar

s*NDFT++

Home

it [ _Add to Favorite

Name File Size es Datetime Created

CRW GLCTS01- 5241485 |00 0 01/28/2010 2:24:25.817000PM CST
GLCTS01- 5241485.PDF 43,297 0102872010 2:24:25.8917000PM CST
pssgltrace tre a00 01/28/2010 3:24:25.817000PM CST

Distribute To

Distribution ID Type Distribution ID

»
Mew YWindow | Help | Custornize Page | 5 = =
View LogiTrace
ReportID: 3537432 Process Instance: 5241485 Message Log
° | Name: GLCTE01- Process Type: Crystal _
Run Status: Success
Amount
Journal Entry Print
I !
Distribution Node: T Expiration Date: IU3!’29!’201 u} I
File List — 5

» Tools - I@v

[~

‘https:,l’;’www.connectnd‘us,l'psreportsIndFtI3537433,iGLC7501-_52414 ’_ ’_ ’_ ’_ ’_ l_ '@ @ Internet

ERE T

[E] Previous in List | +[E] Mest in List | [=] Motify | 4 Refresh |

proval

K|

javascript: submitAction_win0{document.wind, JRKL_PANELS_WRK_LOADPRCSMONITORPE');

reatefUpdate Journal E. .. I @ PeopleSoft & session exp... ” E Process Monitor - Win...

tﬁ'start|j A j o

il

T T T T [ @ meme:

a v | miore -

-

Step

Action

34.

Click the GLC7501-_5241495.PDF link.

(5241495), and the PDF file.
[GLCT501- 5241485 PDF

Note: The PDF link contains the Job Name (GLC7501), the Process Instance

35.

The Journal is now in PDF format and ready to print.

36.

This process showed how to Create an Online Deposit.
End of Procedure.
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ST 8.3.2 - Refund of Current Biennium Expenditure Deposit
Refund of Current Biennium Expenditure Deposit

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

For most deposit lines, agencies will use the Entry Event field. However, those are only used for
revenue accounts. The Account field must be used to record a refund of an expenditure.

Procedure

This topic will show how to deposit a Refund of a Current Biennium Expenditure.

ﬁEmplDyee-facing registry content - Windows Internet Explorer

@’_\V |g https: /e, connectnd, us/psp/ndfE EMPLOYEE JERP R Ptab=DEFALLT j % *3 ([ X IbElng PRk

File Edit ¥iew Favorites Tools Help

7 Favorites ‘ o5 29 MD Office of Management a... 5 Morth Dakota State Govern... 25 ConnectMD Operational Erv... 48 Suggested Sites = @ Web Slice Gallery +
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& Employee-facing registry conkent | | B v B0 - 0 mm o+ Pags - Safety - Tools + g~
TS TOE TTE T e e T T TeTT
[ Resource Management ;I

[» Lease Adrministration
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[ Trawvel Administration

I+ Billing

[» Accounts Receivable

[= Accounts Payable

[» eSettlements

[> Asset Management

[+ IT Asset Management

[> Banking

[» Cazh Management

[» Deal Managerment

[» Risk Management

[ Financial Gateway

[= VAT and Intrastat

[> Excise and Sales TaxVAT IND
[ Commitrment Contral

[» General Ledger

[> Allocations

[+ Statutory Reports

[ SCHM Integrations

[> Set Up Financial=Supply Chain
[» Enterprise Cormponents

[» Government Resource Directary
[» Background Processes

[+ ¥orklist

[> Application Diagnostics

[> Tree Manager

[» Reporting Tools

[ PeopleTools

I Packaging

[ MD Uilities & Interfaces

[> WD HE Applications

» NDS Reports

— Tax Center

— Treasury Management Center
— Treasury Processing Center 4|

https:f fww connectnd usfpspindfE/EMPLOYEE/ERPY s/WEBLIE_PTPP_SC HOMEPAGE  FieldFarmula.IScript_appHP?pE_ ']% |N\v_.} Local intranet ¥a - | L 100% - A

& start J -] JI@Empluyeeffacing regi. J (JJ @ ! |_| ' G

Step Action

1. Click the General Ledger link.
|l General Ledger]
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Step Action
2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

Ereateﬂ.lgdate Journal Entries

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

Journal ID will default to NEXT. The system automatically assigns the next
available journal number to the Journal Entry.

ﬁ: Create/Update Journal Entries - Windows Internet Explorer

@t; = [&] hutps: ffraw.connactnd,usipspindft/EMPLOYEE [ERP/c/PROCESS_JOURNALS, JOURNAL_ENTRY_IE.GBL7PC = ]| £k |E||Z| & 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 = &) e Slice Gallery -

= »
(& CreatefUpdate Journal Entries L3 ow [ - ) o+ Page - Safety - Tools - @

ORACLE" You are on Database: NDFT

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

E Newwindow 7 Help B hitp

Create/Update Journal Entries

Eind an Existing value

Business Unit:|11000 |C
Journal ID: MEXT

Journal Date: |10/20/2010 [

Add

Find an Existing value | Add & Mew value

4] | i
javvaseript: DatePrompt_win0{JRNL_HEADER_JOURMAL DATE',JRML_HEADER_JOURNAL DATEfprompt'4s0itue | | | | | | [P % Localintranst o v [ -

& start J & J|@|:reate/UpdateJuum... J VJJ @ & [| &
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Step

Action

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

The entry cannot be back-dated to a closed accounting period.
Click the Choose a date (Alt+5) button to display the current calendar month. The
date can also be typed into the Journal Date field.

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

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

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

9. Click the Add button.

Add
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ﬂ: Create/Update Journal Entries - Windows Internet Explorer

gt;» - |g, hitps: v connectnd. usjpspndft/EMPLOYEE /ERP/cfPROCESS_IOURNALS. JOURMAL_ENTRY_IF.GBLPC || Y |§||Z| |b Bing |2 |-

File Edit ¥iew Favorites Tools  Help

<7 Favarites ‘ %5 95 ND Office of Management a... 25 Morth Dakota State Govern.., D8 ConnectMD Operational Env... € Suogested Sikes = @ | web Slice Gallry =

»

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

ORACLE" You are on Database: NDFT

Home: | Worklizt | MuttiChannel Consale | Add to Favortes |
Favorites | Main Menu > General Ledger : Jounals > Jowrnal Entry > CreatefUpdate Journal Entries
: - - -

Lines Totals Errars Approval

Unit: 11000 Journal ID:  NEXT Date: 10i2002010

B Mew window P Help E,/Custumwzepage htlp

hEEn

Long Description: ||

*Ledger Group: WQ [ Auto Generate Lines
Ledger: ’7 Q Adjusting Entry: IW
*Source: [T Fiscal Year: 2011
Reference Number: | | Period: [
SJE Type: = ADB Date: [tozorzoin |5
Journal Class: ,7(1 ¥ Save Journal Incomplete Status
Transaction Code: [GENERAL | [~ Autobalance on 0 Amount Line
Currency Defaults: SO CRRMT ]
Reversal. Do Mot Generate Reversal Commitment Contral
:ﬁ Save El Nctify &t Refrash E‘+ Add Update/Display

Header | Lines | Totals | Errors | Approval

4| | 2
Done ’7’7’7’7’7’7’@@ Local intranet Wl 0% - A

i/ start J e JI@Ereaterpdate Journ... J QJ @ ! |_| @ @

Step Action

10. Enter the desired information into the Long Description field. Enter "Deposit -
Refund".

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

11. Enter the desired information into the Source field. Enter "dep".
12. You will only need to populate the Long Description and Source fields.
13. Click the Lines tab.

/ B "
Lines
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C: Create/Update Journal Entries - Windows Internet Explorer

% w [l htepsjjwm.connectnd.usipspindrH/EMPLONEE ERFc/PROCESS_JOURNALS JOURNAL_ENTRY_IE.ceLrc 7] | &b || 2/ x| [© 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 -

(& CreatefUpdate Journal Entries M- - [ = - Page - Safety - Tools - @~

»

ORACLE" You are on Database: NDFT

| MutiChannel Consale | AddtoFavortes | Sign out
Favovrites MainvMenu > GeneraI'Ledger > JDuLnaIs > Journavl Entry > Createflpdate Journal Entries
B Mew Window P Help E‘)Custnm\ze Fage hitp

=

Header

Unit: 11000  JournallD:  MEXT Date:  10/2002010 “Process: |Edioumal ]| Procsss

Interintralrit |

Totals | Errors | Approval

Template List Change Values
Select Line *Unit Account Oper Unit Fund Dept Class :ﬁ“Bus Project Activity An Type
O | o0 (@ Q| <y Q| Q| Q| Q| <y Q| <} Q

Lines to add: 1 =

Customizs | Find | e 20 B B Fist © fofd Last
Unit Total Lines Total Debits Total Credits  Journal Status = Budget Status
11000 1 0.00 0.00 T K

B save | [Z] hotify s Refresh

Header | Lines | Totals | Errars | Approval

4 | |
Done T T [ [Fe & tocalintranet ERE I

wstart J @ JI@Ereate/Update Journ... J ﬂJ @ ! |_| .

Step Action

14, Enter the desired information into the Account field. Enter"105251".
In this example, Line 1 is depositing Cash (debit).

Note: Do not use the Entry Event field for this type of deposit. That is only used
for regular deposits.

15. Enter the desired information into the Fund field. Enter "001".

16. Enter the desired information into the Dept field. Enter “1000".

17. Enter the desired information into the Amount field. Enter "275.00".

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

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

19. Journal Line Description field is optional. It is a 30 character field used for
transaction descriptions. If left blank, this field will default to the account code
description.
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Step Action

20. Click the Insert Lines button.

21. Chartfield values will populate from Line 1 into Line 2 except for Account Code,
Reference and Journal Line Description.

22. Enter the desired information into the Account field. Enter "623005".

In this example, Line 2 is reversing the expenditure back into the correct account
code.

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

Note: Operating Unit is required on the expenditure line.

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

Note: Class is required on the expenditure line.

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

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

26. The Journal Line Description field is optional. It is a 30 character field used for
transaction descriptions. If left blank, this field will default to the account code
description.

27. Click the Process button.

Process

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

Note: Journal Status and Budget Status must both be Valid (V) before deposited
can be posted by the State Treasurer's Office.

0K
29. Click the Process drop down list.
| Edit Journal |
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{ jpdate Journal Enl - Windows Internet Explorer
5—\ =[] https:feww. connectnd.usipspindft/EMPLOYEE,[ERPjC{PROCESS_IOURNALS, JoURNAL_ENTRY_IE GBLFo ]| S || 42| % | J© B =B

File Edit ‘“iew Favorites Tools  Help
:.‘:i' Favarites ‘ f‘; 75 ND Office of Management a. .. ﬁ Morth Dakota State Govern. .. @ ConnecthD Operational Erv. .. g Suggested Sites = @ | Weh Slice Gallery -
»

e CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT
Home

Favovrites EI\-'1air7vh-'h9nu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
B M WWindow ? Help D-/“Custnm\ze Page . hitp

| Header Totals | Errors | Approval

Process |

Unit: 11000  JournalID: 0000932176 Date:  10/20/2010 *Process:
| intenintraunit | T Erors Only (2] [E] ine: | 10 [F] =]

Template List  Search Criteria  Change Values
BCBus b giae Activ An Type

Select Line *Unit Account Oper Unit Fund Dept Class Unit
O |1 oo (@ & [1osz1 Q| Qom0 Q| Q| Q| al Q Q
O |2 11000 (@ Q& (523005 Q110 Q [oo1 | [1000 Q11030 a Q| Q| Q Q

Lines to add: 1 =

: 1o0f1  Los

Unit Total Lines Total Debits Total Credits Journal Status =~ Budget Status

11000 2 275.00 275.00 i v

B save | [£0 ReturntoSearch | |[=] Notity | [ Refresh |
| | | | [ |

Headet | Lines | Totals | Errors | Anproval

4 I y
’—,_,_,_,_’_r@m Local intranet "fﬂ_'l Hioo% - g

Done
& start Je JI@Ereate/UpdateJourn... J U-J. @ ! _|_| . 3 |:

Step Action
30. Click the Print Journal (Crystal) list item.
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{Update Journal Entries - Windows Internet Explorer

% =[] https: {fuws. connectnd. us{pspindft/EMPLOYEE JERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7Fo ]| G4 |5| |Z| | Eing (2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ % 05 ND Office of Management a... 5 Morth Dakota State Govern.., D8 ConnectMD Operational Erv... € Suogested Sikes = @ | Web Slice Gallery =

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

ORACLE" You are on Database: NDFT

Hoime Klii t = Add to F

Fawarite: ain Menu GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries
@New\l\finduw ?Help E{’Custum\zep
" Header " Totals | Errors | Approval
Unit: 11000  JournallD: 0000932176 Date:  10/20/2010 Process: |PrintJoumal (Crys 7] || Process |

Template List  Search Critetia  Change Values | Inteintralnit | [ Errors Only (2] [Z] e[ 10 [E] =]

~ Lines

PC Bus

Select Line *Unit Account Oper Unit Fund Dept Class Unit Project Activi An Type
O |1 11000 (& @ [105251 Q| Q oo Q1000 Q| Q[ Q| Q| aQ s}
i [11000 (@ @ [s23005 Q [110 Q oo G 1000 [SITTEN Y| Q| a|l Q Q

Lines to add: 1 =

ci B Fi  qofa 0 Last
Unit Total Lines Total Debits Total Credits Journal Status = Budget Status

11000 2 278.00 275.00 W W

& save | |{£4 Returnto Search | |[=] Metity | |74 Refresh |

Header | Lines | Totals | Errars | Approval

| -]
Done ’7’7’7’7’7’7@@ Local intranet Wl 0% - A
wstartjg Jlm JUJ @& [ @& |«

Step Action
31. Click the Process button.

Process

32. Click the Process Monitor link.

Note: This link will open a new window.

Process Monito
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"Process Monitor - Windows Internet Explorer [_[O[x]

% e E \\\__—jr e |g https:,I'J‘www.cnnnactnd.us,fpsp,indFtJIEMPLOYEEIERPI:IFjI&I |£| ‘El IE) Eing |EE| |EE|
File Edi Vie gle  Edt View Favortes Tools Help
T Favories ‘ <7 Favorites | S5 28k ND OFfice of Management 5., 255 North Dakota State Govern... Sh ConnecthD Operational Env... €8 Sugaested Sies »
& Creatsflipds (& Process Monitor - - % g v Page - Safety - Tools - - » fety - Tods - @~ ”
ORACH| oRpACLE" You are on Database: NDFT
Favorites Mai Favarites WMain Menu > Peop\gTDaIs » Process S'chedule Pocess Maonitor
B Mewwindow 2 Help & Custamize Page hitp |a[nize Fage B nttp
. posss uontar
Template Liz I j ILast j | a0 |Day3 j | Refresh |
’76\ Inslance:l to | _
setect L [ ] [¥ Save On Refresh 4An Type
O |1 | Al @
o Process Hame User Bun Date/Time a liq
Lines to add GLCTS01- LDSHANMON@ND.GOY 10272010 3:05:37PM COT b
AR30003 LOSHAMMOMNE@MND GOV 10262010 T:17:48AM COT Success FPosted Details
Unit T GLS3000 LOSHAMMNOMNEMND GOV 102252010 2:59:28PM COT Success FPosted Details
1oon 2 GLCTEM- LDSHANMON@MND GOV 106222010 200 28PM COT Surcess Posterd Details
E s .45 GL_JEDIT_O LOSHANMOMNEND. GOV 102272010 1:38:45PM COT Success Posted Details
: S GL_JEDIT_O LOSHANMOMNEND. GOV 102272010 1:32:30PM CDT Success Fosted Details
Haader | Lineg F3_BP LOSHANMMOME@MD. GO 102202010 8:45:37AM CDT Success Posted Details
GL_JEDIT_O LOSHAMMOME@ND. G0N 102002010 1:03:55PM CDT Success Fosted Details
GL_JEDIT_O LOSHAMMOMNE@ND. GO 10 452010 11:19:524M COT Success Posted Details
GL_JEDIT_O LOSHAMMOMNE@ND. GOV 1042010 111 2:224M COT Success Fosted Details .
ki | _'l_I
il—| ’_’_’_’_’_’_m|g Local intranet '~c";|_v|’-'§‘lltltlﬂfu ~ AL —'I
T T T T v e [~ (R0 -
& start J g J (& CreatefUpdate Journal ... ”m J (7] J @ ! |_| @ |:

Step

Action

33.

The Process List tab shows the Run Status of the process. The process may run
through several status types before Success.

Click the Refresh button.

34.

The process is complete when the Run Status is Success and Distribution Status is
Posted.

35.

Click the Details link to access the Process Detail list.
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f_ Process Monitor - Windows Internet Explorer

% % |&] https: fwmn.connectnd. us/pspindFt{EMPLOYEEERF /c/PROCESSMONITOR. PROCESSMONITOR. GBLFolcer ]| G || €2 || X | [&¥ Live Search (2=

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

{8 Process Manitar @ - - [ @ -~ Page - Safety - Tools @' ”

ORACLE" You are on Database: NDFT

| MuttiChannel

Favarites gMain_Menu ¥ PeapIgTools > Process §cheduler »  Process Monitor
@New\l\finduw ? Help E{'Custurmze Page htlp =]

hEEn

View LogiTrace

Report ID: 41961045 Process Instance: 5720727 Message Log
Name: GLCTADT- Process Type: Crystal
Run Status: Success

Journal Entry Print

Distribution Details

Distribution Node: T Expiration Date: |1 212152030

File List
Hame File Size es Datetime Created
CRW GLCY501- 5720727 og o 102272010 2:03:24.000000PM CDT
GLCT&01- 5720727 PDF 45,554 102272010 2:03:24.000000PM COT
nssaltrace tre 496 102272010 2:03:24.000000PM COT
Distribute To
Distribution 1D Type *Distribution I
User LOEHARNMNON@E@MD. GOY

Return | -

[T [ [ [ [ meemet | Protected Mode: Off Th v [Hooe +

Lostart| | G B 7] @ |[ & Process Monitor - win... Hals il

Step Action
36. Click the GLC7501 - 5720727.PDF Name link.

Note: The PDF link contains the Job Name (GLC7501), the Process Instance
(5241495), and the PDF file.
GLCT501- 5720727 PDF |

37. Journal Entry Detail Report is displayed.
38. This topic showed how to prepare a Refund of Current Biennium Expenditure
Deposit.

End of Procedure.
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ST 8.3.3 - Deleting an Online Deposit

Deleting an Online Deposit

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

Journal Entries/Deposits in General Ledger can only be deleted if they have not been posted. The
system makes no audit trail of the deletion because it assumes you are correcting a mistake.

Procedure

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

ﬁEn1pIDyee—[acing registry content - Windows Internet Explorer

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

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 95 29 MD Office of Management a... 75 Morth Dakota State Govern.,. 25 ConnectMD Operational Env... 8 Suggested Sites = @ Web Slice Gallery +

— »
& Employee-facing registry content | | B v Bl - 0 mm o+ Pags - Safety - Tools + g~
[> Supply Planning ;I
[» Grants

[» Program Managerment

[> Project Costing

[+ Proposal Managerment

[> Maintenance Managerment
[> Resource Management

[» Lease Adrministration

[> Travel and Expenses

[ Trawvel Administration

[+ Billing

[> Accounts Receivahle

[= Accounts Payable

[» eSeftlements

[> Asset Management

[+ IT Asset Managerment

[> Banking

[» Cash Management

[» Deal Managerment

[> Rigk Management

[ Financial Gateway

[= AT and Intrastat

[> Excise and Sales TaxVAT IND
[» Commitrment Cantral

[» General Ledger

[> Allocations

[» Statutory Reports

[ SCHM Integrations

[> Set Up FinancialsSupply Chain
[» Enterprise Cormponents

[> Government Resource Directory
[» Background Processes

[ ¥orklist

[> Application Diagnostics

[ Tree Manager

[» Reporting Tools

[» PeopleTools
I Packaging

El
https: f e connectnd, us/pspindft/EMPLOYEE/ERP/s/WEELIE_PTPP_SC,HOMEPAGE. FisldFormula. Iseript_sppHPrpt_ | | [ [ [ [ [Fg [% Localintranet “5 - [Eme -

i start J e JI@Empluyeeffacing regi. J “J @ ! |_| . F

Step Action

1. Click the General Ledger link.
|l General Ledger]
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Step Action
2. Click the Journals link.
3. Click the Journal Entry link.

4, Click the Create/Update Journal Entries link.

Ereateﬂ.lgdate Journal Entries

ﬂ:‘treatel‘-"Update Journal Entries - Windows Internet Explorer

@T: = [&] hutps: ffraw.connactnd.usipspindft/EMPLOYEE [ERP/c/PROCESS_JOURNALS, JOURNAL_ENTRY_IE.GBLZPC = ]| £k |§||z| & Eng | 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 -

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

ORACLE" You are on Database: NDFT

Home | Warklist | MuttiChannel Consale | Add to Favortes | Sign out
Favovrites MainvMenu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
B Mew Window P Help r,htlp

Create/Update Journal Entries

[ Eind an Existing Yalue |

Business Unit: 1000 |

Journal ID: MERT

Journal Date: 1071452010 [5)

Add

Find an Existing Yalue | Add a Mew Yalue

4] | i
javascript: submitAction_wind{document.wind, #ICSwitchMode"); ’_ l_ l_ l_ l_ l_ '@ @ Local intranet ¥g - | o100 - A
& start J @ J I & Create/Update Journ... J L7} J @ ! |_| @ |:

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

|/ Find an Existing Value §

6. Click the Journal Header Status list.
| Mo Status - Needs to be Edited x|
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Update Journal Entries ndows Internet Explorer

% = | &] hutps: ffrw.connectnd,us pspindi{EMPLOYEE /ERP{ciPROCESS_J0URNALS. JoURNAL_ENTRy_IE.GEL?PC ||| &b || #]| % | [ Eng

File Edit ‘“iew Favorites Tools  Help

E CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

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

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

Home |

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

E Mew window P Help B htip

=)

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

Business Unit: l;l [ftloon &

Journal ID: | vegins with x| |

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

Line Business Unit: IE A

Journal Header Status: |: j IND Status - Meeds to be Edited j
Budget Checking Header Status:

Deleted - anchor jml unposted

Source: - Journal Entry Incormplete
Journal Has Errars
Mo Status - Meeds to be Edited
Search | Clear |Basic Search [F) Save

Posted to Ledger(s)

Posting Incomplete-Repost ASAP
Unposted

Upgrade Journal - Can't Unpost
Yalid Journzal - Edits Complete
Walid SJE Model -- Do Mat Past

Find an Existing Value | Add a Mew Value

4

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

»

T T [ [Fe & ocalintranet [Fa ~ [®ioe -
|e| @ & []

Al

Step Action

7. Click the "blank" list item
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6: Create/Update Journal Entries - Windows Internet Explorer

% =[] https: feww. connectnd.usjpspindftEFPLOYEE JERRjc{PROCESS_IOLURNALS, 10LRNAL_FNTRY_IE GBL7PC ]| ) || 42| X | J© fing (2=

File Edit ¥iew Favorites Tools  Help

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

»
(& CreatsfUpdate Journal Entries ]’ﬁ} v | @ ~ Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Home: | Worklizt | MuttiChannel Consale | Add to Favortes |
Favorites | Main Menu > General Ledger : Joumnals > Jowrnal Entry > CreatefUpdate Journal Entries
: - - -

B Mew window 2 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

Maximurm number of rows to return fup to 300y | 200

Business Unit: IE [fioon @

Journal ID: [negins with =[]

Journal Date: |= B E
Document Sequence Number: | hegins with L”

Line Business Unit: = B [ TTa

Journal Header Status: |= = 3|
Budget Checking Header Status: | = j | j
Source: IE I =

: Search Clear :Elaswc Search [§) Save Search Criteria

Fird an Existing Value | Add a New Value

4

| -]
’7’7’7’7’7’7’@@ Local intranet Wl 0% -
) start J & JI /& Create/Update Journ... J 9 J @ ! |_| . F

Step Action

8. Enter the desired information into the Journal ID field. Enter "0000932174".

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

9. Click the Search button.

10. Verify this is the journal you want to delete.
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C: Create/Update Journal Entries - Windows Internet Explorer

% w [ ] httpsjjwmm.connectnd.usipspindfH/EMPLONEE ERFc/PROCESS_JOURNALS JOURNALENTRY_IE.ceLrc 7] | b || 2/ | [© Eing |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 -

»
(& CreatefUpdate Journal Entries - - [ = - Page - Safety - Tools - @~

ORACLE" You are on Database: NDFT

Home | | mutiChanne «

B Mew Window ? Help I:waustnm\zeF'age hﬂp

=

Totals | Errors | Approval

Unit: 11000 JournalID: 0000932174 Date: 1042010

Long Description: ||

*Ledger Group: IACTUALS [~ Auto Generate Lines
Ledger: I Adjusting Entry: INon—Adjustmg Entry 'I
*Source: DEFP QL Fiscal Year: 2071

Reference Number:

Period: I 4
SJE Type: I 'l ADB Date: 1042010 @

Journal Class: Q ™ Save Journal Incomplete Status
Transaction Code; GEMERAL O [~ Autobalance on 0 Amount Line
Currency Defaults: USD CRRNT /1
Eeversal Do Mot Generate Reversal Commitrment Cantral
B Save | L Returnto Search | ([E] Notity 7% Refresh Es Add Update/Display.

Header | Lines | Totals | Errars | Approval

4 |
javascript: submitAction_wind{document. wind, #ICPanel1"); ’_ l_ l_ l_ l_ l_ '@ @ Local intranet ¥a - | o100 -
& start J @ JI /& Create/Update Journ... J (/] J @ ! |_|

Al

Step Action
11. Click the Lines tab.

12. Note: The Deposit must be in Valid status (V) to be deleted. If the Journal Status is
posted (P), it cannot be deleted. A posted deposit will have to be reversed. See
topic 8.1.5.
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=[] https: feww. connectnd.usjpspindftERPLOYEE JERRjc{PROCESS_IOURNALS, 10LRNAL_FNTRY_IE GBL7PC ]| G [ 42| X | J© fing

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ % 95 ND Office of Management a... 25 Morth Dakota State Govern.., D8 ConnectMD Operational ... €8 Suogested Sikes = @ | web Slice Gallery =

E CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT
Home: | | MuttiChannel

Main Menu > GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries

| Interdintralnit | T~ Errors Only (=] [Z] jne: [ 10] [E] (=]

Favarites
B Mew window P Help E{'Custum\ze Page ., hitp
Header Totals Errars Approval
Unit: 11000 JournallD: 0000932174 Date: 1041412010 “Process: |EditJournal ]| Process |

Template List Search Critetia  Change Values
BCBus b et Activi An Type

o Ja

ala

Select Line *Unit Account Oper Unit Fund Dept Class Unit
O |1 11000 | Q@ 105251 [ Q [oo1 & [3000 Q| Q[ Q| al
| i 11000 @ O 482115 [ Q fom G |[z000 Q| Q| Q| al

Lines to add: 1 =

First " 1 of 1 " Last

Total Credits Journal Status = Budget Status
10.00 10.00 W W

Unit Total Lines Total Debits

11000 2

& save | |{£4 Returnto Search | |[=] Metity | |74 Refresh |

Header | Lines | Totals | Errars | Approval

|

4| |
’7 ,7 ,7 ,— ,7 ,* m m Local intranet

Done
i/ start J§ JlgtreaterpdateJourn... J “J @ ! '7|_| @ =«

a v [®mie -

Step Action

13. Click the Process list.
| EditJournal |
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ndows Internet Explorer

=[] https:feww. connectnd.usipspindft/EMPLOYEE,[ERPjc{PROCESS_IOURNALS, JoURNAL_ENTRY_IE GBLPC ]| S || 42| % | J© B

File Edit Wiew Favorites Todls

Help

e CreatefUpdate Journal Entries

< Favorites | 5% 25 ND Office of Management a... 785 North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @8 Suggested Sites = & We Slice Gallery -

ORACLE" You are on Database: NDFT

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

»

ﬁ- - [ @- Page ~ Safety =

Haome

B hewiindow P Help B Customize Page r,hﬂp

Search Criteria

Change Yalues

| Header Totals | Errors | Approval
Unit: 11000 JoumnalID: 0000932174 Date:  10/14/2010 ‘Process: :dt"””t”é';a'm Lfl Binsessm|
(e | Lo e’ B ourna
| Interintralinit | 7 Errors Only [ Comv Joumal

Template List

iDelete Journal
Edit Chartfield

An Type

Select Line  “Unit Account Oper Unit Fund Dept Edit Jourmal Project Acti
PostJournal
O |1 11000 | Q 105241 [ Q [om Q2000 O\E”n{jﬂuma} E}%?’E;”) [ Q|| Q Q
rintJourna
= |2 11000 (3 @ 452115 [ Q [oo1 & (3000 Q|Refresh Journal I Q| Q Q
Submit Journal

= @

Lines to add:
Unit Total Lines Total Debits
11000 2 1000

B save | [£0 ReturntoSearch | |[=] Notity | [ Refresh |
| | | | [ |

Headet | Lines | Totals | Errors | Anproval

4

Budget Status

Total Credits Journal Status

10.00 v

| b

Done

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

’—,_,_,_,_’_r@m Local intranet "fﬂ_'lﬁmo% T4
jo @ 8 [ @ [«

Step Action

14.

Click the Delete Journal list item.
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,_f'_ Create/Update Journal Entries - Windows Internet Explorer

% =[] https: ffeww. connectnd.usjpspindftERPLOYEE JERRjc{PROCESS_IOLRNALS, 10LRNAL_FNTRY_IE GBL7PC ]| ) || 42| X | J© fing (2=

File Edit ¥iew Favorites Tools  Help

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

(& CreatsfUpdate Journal Entries ]’ﬁ} v | @ ~ Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

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

Header Totals Errars Approval

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

hEEn

Unit: 11000 JournallD: 0000932174 Date:  10414/2010 *Process: (mwBl0CES S|

Template List  Search Criteria  Channe Values interfintralinit | [ Errors only (2] [Z] e[ 10 5] [Z]

Select Line *Unit Account Oper Unit Fund Dept Class Eﬁ:“s Project Activi An Type
O |1 (1000 (@ Q 105251 [ Q (oo Q3000 a a Q| Q| a |a
oz 1000 @ @ 452115 [ Qoo |Q 3000 a a| Q| a a la

Lines to add: 1 =

Unit Total Lines Total Debits
11000 2 10.00 10.00 W W

(B save | ,Q Returnto Search | || Ilatify | [ Retresh |
7]

Header | Lines | Totals | Errars | Approval

4

|
’7’7’7’7’7’7’%@ Local intranet Wl H100% -
&/ start J @ JI /& Create/Update Journ... J (/] J (0] !

]
©
Al

Step Action
15. Click the Process button.

Process

16. Click the Yes button.

17. After you click OK, the journal will be deleted and will not show up in any Search

requests.
18. This topic showed how to Delete an Online Deposit.

End of Procedure.
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ST 8.3.4 - Copying an Online Deposit
Copying an Online Deposit

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

General Ledger enables you to copy the information of an existing journal/deposit. Copying a
deposit saves time as you can use an existing journal entry/deposit as the basis for the new one.

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

Procedure

This topic shows how to copy a deposit. The deposit which you are copying from can have a
Journal Status of Valid (V) or Posted (P).

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

ﬁEmplnyeeJacing registry content - Windows Internet Explorer

@‘TV |;g htkps: e, connectnd. us pspindft EMPLOYEE [ERF by hab=DEFALLT j % *2([ X IbEing FEaRg

File Edit ‘“iew Favorites Tools  Help

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

& Employee-facing registry content | | M- Ell - ) p=n ~ Page - Safety = Tools ~ @@~ »
[» Resource Management 5|
[> Lease Administration

[ Travel and Expenses

[> Travel Administration

&> Billing

[» Accounts Receivable

[> Azcounts Payable

[> eSetlements

[> Asset Management

[+ IT Asset Management

[ Banking

[» Gash Management

[> Deal Management

I» Risk Management

[> Financial Gateway

[ AT and Intrastat

[ Excise and Sales TaxWAT IND
> Commitrment Control

> General Ledger

[> Allocations

[ Statutory Reports

[» SCM Integrations

[ et Up FinancialsiSupply Chain
[» Enterprise Components

[» Governrment Resource Directary
[» Background Frocesees

[ Warklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

[> Packaging

[+ WD Liilities & Interfaces =
[ MD HE Applications

[» ND'E Reports

— Tax Center

— Treasury Management Center
— Treasury Processing Center

=l
https: ffwe connectnd, us/psp/ndft/EMPLOYEE/ERP/s{WEBLIE_PTPR_SC,HOMEPAGE. FielkdFormula. Icript_sppHerpt_| | [ [ [ [ [Fg [% Localintranst oy v [ -

i/ Start J -] JI@Empluyee—facing regi.. J “J @ ! |_| . F
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Step Action

1. Click the General Ledger link.
[ General Ledger

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

Ereateﬂ.lgdate Journal Entries

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

@?: = [&] hutps: frwa.connactnd,usipspindf/EMPLOYEE /ERP/c/PROCESS_JOURNALS, JOURNAL_ENTRY_IE.GBLZPC = ]| £k |§||E| & Eng | 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 535 25 ND Office of Management a... 78 North Daknka State Govern... 5 ConnectND Operationsl Erw... @8 Suggested Sites = 2 | Web Slice Gallery -

»

{& Create/Update Journal Entries L3 - B - [ = o+ Page - Safety - Tools - @

ORACLE" You are on Database: NDFT

Home | 4 | utiChannel Console | AddtoFsvortes | Signout
Favorites - Main Menu > General Ledger > Journals > Journal Entry > CreatefUpdate Journal Entries
H ~ - -

E Mew window P Help B htip

hEEn

Create/Update Journal Entries

( Einr an Existing value |Gl

Business Unit: 1000 |

Journal ID: MERT

Journal Date: [10022/2010 [5)

Add

Find an Existing Yalue | Add a Mew Yalue

4] | i
javascript:submitAction_win0{document.wind, ‘#ICSwitchMode); ’_ l_ l_ l_ l_ l_ '@ @ Local intranet ¥a - | 100 - A
& start J -] J I & Create/Update Journ... J L7} J @ ! |_| @ |:

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

|/ Find an Existing Value §
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Step Action

Click the Journal Header Status list.
| Mo Status - Needs to be Edited x|

jpdate Journal Enl

s - Windows Internet Explorer

@T} - |g, https:,l’,l’www.connectnd.us,ipsp,l’ndft,I’EMPLOVEE,I’ERP,I’c)’PROCESS?JOURNALS.JOURNAL?ENTR\'?IE.GBL?PCj 5 |‘?|| x | Ib Eing

File Edit Wiew Fawvorites Tools  Help

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

E CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

Haome
Favorites - Main Menu > GeneraI'Ledger > JDuLnaIs > Jcluma'IEntry > CreatefUpdate Journal Entries

B Mew Window 7 Help

Create/Update Journal Entries

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

Add 3 Mew Value

Maxitnurn number of rowes to return (up to 3003|300

Business Unit: l;l Wq
| negins with > ||
= H |
|begins with j|
5 R —
|: j |De|eted-anchorjrnlunposted

j'

Journal ID:

Journal Date:

B

Document Sequence Humber:

Line Business Unit:

Journal Header Status:

Budget Checking Header Status:

Deleted - anchor jml unposted

Source: = Journal Entry Incomplete
Journal Has Errars
| Mo Status - Meeds to be Edited
Search Clear |Basic Search [§) Save g

Posted to Ledger(s)

Posting Incomplete-Repost ASAP
Unposted

Upgrade Journal - Can't Unpost
Yalid Journzal - Edits Complete
Walid SJE Model -- Do Mot Past

Find an Existing value | Add a Mew Value

4

Done

hEEn

»

http

|

|
’_’_’_’_’_’_’@@ Local intranet ’v“g_-| 10

s | & | @ % [ @

J I & Create/Update Journ...

»
0% =

B

Action

Click the "blank" list item
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6: Create/Update Journal Entries - Windows Internet Explorer

% =[] https: feww. connectnd.usjpspindftEFPLOYEE JERRjc{PROCESS_IOLURNALS, 10LRNAL_FNTRY_IE GBL7PC ]| ) || 42| X | J© fing (2=

File Edit ¥iew Favorites Tools  Help

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

»
(& CreatsfUpdate Journal Entries ]’ﬁ} v | @ ~ Page - Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Home: | Worklizt | MuttiChannel Consale | Add to Favortes |
Favorites | Main Menu > General Ledger : Joumnals > Jowrnal Entry > CreatefUpdate Journal Entries
: - - -

B Mew window 2 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

Maximurm number of rows to return fup to 300y | 200

Business Unit: = 'l 11000 Q

Journal ID: [negins with =[]

Journal Date: |= B E

Document Sequence Number: | hegins with L”

Line Business Unit: = - Q

Journal Header Status: |= = 3|

Budget Checking Header Status: | = j | j

Source: = 'l Q

: Search Glear :Elaswc Search [ Save Search Criteria

Fird an Existing Value | Add a New Value
4| | 2

Done ’7’7’7’7’7’7’%@ Local intranet ¥ - | 0% -

) start J & JI@EreaterpdateJourn... J aJ @ ! |_| . F

Step Action

8. Enter the desired information into the Journal ID field. Enter "0000931537".

All fields should be blank except for Business Unit and Journal ID. This will allow
the system to locate the journal/deposit more efficiently.

9. Click the Search button.

10. Verify this is the deposit you want to copy.
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% w [l httpsjjwmm.connectnd.usipspindft/EMPLOVEE ERFc/PROCESS_JOURNALS JOURNAL ENTRY_IE.ceLrc 7] | b || 2/ | [© Eing |2

File Edit ‘“iew Favorites Tools  Help

" Favorites A ; ice of Management a... ; Morl iakota Skate Gowvern. .. 7 Connecl perational Ere. .. uggested Sikes - 'eh Slice Gallery -
Farvari 5 05 ND Offics of M £ 26 Morth Diskota State G 25k ConnecthD Opsrationsl E 16 sungested Sit web Slice Gall

»
(& CreatefUpdate Journal Entries - - [ = - Page - Safety - Tools - @~

ORACLE" You are on Database: NDFT

Home |
Favovrites 'MainvMenu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
B M WWindow ? Help Eoustnm\zepage r,ht‘lp

Lines | Iotals || Erars | Approval

Unit: 11000 Journal ID: 0000931537 Date: 091132010

Long Description: I

*Ledger Group: IACTUALS [~ Auto Generate Lines

Ledger: | Adjusting Entry: |Non—Adjustmg Entry 'I

*Source: Fiscal Year: 2071

IDEP
Reference Number: I Period: I 3
SJE Type: I 'l ADB Date: IDQH 32010

Journal Class: [~ Save Journal Incomplete Status
Transaction Code: IGENERAL I~ autobalance on 0 Amount Line
Currency Defaults: USD CRRNT /1

Eeversal Do Mot Generate Reversal Commitrment Cantral

ﬁ Save R Returnto Search El Moty f:; Refresh

Acld UprlateDisplay.

Header | Lines | Totals | Errars | Approval

4] | i
javascript: submitAction_wind{document. wind, #ICPanel1"); ’_ l_ l_ l_ l_ l_ '@ @ Local intranet ¥a - | o100 - A
& start J @ JI /& Create/Update Journ... J L7} J @ ! |_| @ |:

Step Action
11. Click the Lines tab.
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% = [&] https: {fuw. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| S |5| |Z| | Eing (2=

File Edit ¥iew Favorites Tools  Help

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

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

ORACLE" You are on Database: NDFT

Home: | | MuttiChannel

Favorites | Main Menu > GeneraIvLedger > JDuLnaIs > JournavIEntry > CreatefUndate Journal Entries

A New window 7 Help E.)CuslumizePage nhﬂp
s [ Approval
0931537 Date: 0971312010 Process: TN | Process |

Ferrorsony = (2] (jpe: | 10] [F] [2]

count Oper Unit Fund Dept Class PC Bus Unit Project Activit An Type Source Type Amount 0
5281 oo1 a00o 1000
21158 oo1 aoon -10.00
1of1 " Last
Total Debits Total Credits Journal Status = Budget Status
10.00 10,00 B W

Motify | s Refresh |

| -]
Done ’7’7’7’7’7’7@@ Local intranet Wl 0% - A
wstartjg Jlm JUJ @& [ @& |«

Step Action
12. Click the Process list.
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ndows Internet Explorer

Update Journal Entries

=[] https:feww. connectnd,usipspindft/EMPLOYEE,[ERPjc{PROCESS_IOURNALS, JoURNAL_ENTRY_IE GBLPC ]| S || 42| X | J© B

File Edit ‘“iew Favorites Tools  Help

' Favorites A ; ice of Management a... ; Mol iakota Skate Gowvern. .. 7 Connecl perational Ere. .. uggested Sikes - 'eh Slice Gallery -
Farvari 5 5 ND Offics of M £ 26 Morth Diskota State G 25k ConnecthD Opsrationsl E 16 sungested Sit web Slice Gall

E CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

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

B e Wi e ? Help E,-)CustnmizePage

hEEn

hitp
s | Approval

=|| Process |

Date: *Progess; | Edit Journal

09315837 09132010

I~ Errors Only ~ [=]

»

Oper Unit An Type Source Type
5251 oo 2000 10.00
2145 oo 2000 Refresh Journal -10.00
Submit Journal
10f1 " Last
Total Debits Total Credits Journal Status =~ Budpnet Status
10.00 10.00 2 W

natity |4 Refresh |
bl
Kl | i
Dione ’_’_’_’_’_’_@m Local intranet cav Mo -

jo|m & [ @

B

i start J &

J I /& Create/Update Journ...

Step

Action

13.
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% = [&] https: {fuw. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| S |5| |Z| | Eing (2=

File Edit ¥iew Favorites Tools  Help

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

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

ORACLE" You are on Database: NDFT

Home: | | MuttiChannel

Favorites | Main Menu > GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries

A New window 7 Help E.)CuslumizePage nhﬂp
s [ Approval
09315837 Date: 097132010 *Process: | Frocess |

Ferrorsony = (2] (jpe: | 10] [F] [2]

count Oper Unit Fund Dept Class PC Bus Unit Project Activit An Type Source Type Amount 0
5281 oo1 a00o 1000
21158 oo1 aoon -10.00
1of1 " Last
Total Debits Total Credits Journal Status = Budget Status
10.00 10,00 B W

Motify | s Refresh |

| -]
Done ’7’7’7’7’7’7@@ Local intranet Wl 0% - A
wstartjg Jlm JUJ @& [ @& |«

Step Action
14. Click the Process button.
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C: Create/Update Journal Entries - Windows Internet Explorer

@t; = [&] hutps: ffraw.connactnd,usipspindft/EMPLOYEE /ERP/c/PROCESS_JOURNALS, JOURNAL_ENTRY_IE.GBLZPC = ]| £k |§||z| & Eng | 2|~

File Edit ‘“iew Favorites Tools  Help

< Favorites | 5% 25 ND Office of Management a... 7S North Daknta State Govern,.. 25 ConnectND Operstionsl Erw... @9 Suggested Sites = £ We Slice Gallery -

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

ORACLE" You are on Database: NDFT

Favovrites §MainvMenu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
B Mew Window P Help E‘)Custnm\ze Fage hﬂp

=

Journal Entry Copy

Business Unit: 11000 Copy From ID: 00009314537 Copy From Date: 0911 3/2010

Journal ID: MEXT Ledger: I Reverse Signs

Journal Date: 10222010 [ pew Ledger: [ Recalculate Budget Date

ADB Date: E‘J Document Type: ™ Save Journal Incomplete Status
Currency Effective Date: E

¥ Do Not Generate Reversal ' Same As Journal Reversal

' Beginning of Next Period " On Date Specified By User

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

© Adjustment Period
" On Date Specified By User

Home | Warklist | MuttiChannel Consale | Add to Favortes | Sign out

»

s

i start J @ JI@Ereate/UpdateJourn... J KIJ @ ! |_| @

Adjustment Period: Q
Reversal Date: [
QK Cancel Refresh —
[~
javascript:DatePrompt_wwnD(‘JRNL_COP\'_WRK_NEW_JOURNAL_DATE‘,‘JRNL_COP\"_WRK_NEW_JOURNAL_DATE$pro’_ % @ Local intranet ¥g - |"|" 100% =

B

Step Action

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

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

Click the Choose a date (Alt+5) button.

16. Click the Previous Month button.

17. Click the 30 link.

18. Click the O_K button.
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ﬂ_ Create/Update Journal Entries - Windows Internet Explorer

% =[] https: {fuww. connectnd. us{pspindft/EMPLOYEEJERP/c/PROCESS_JOURMALS. JOURNAL_ENTRY_IE.GBL7PC ]| S |§| |Z| | Eing (2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 92 5 ND Office of Management a... 25 Morth Dakota State Govern.., D8 ConnectMD Operational Env... 8 Suogested Sikes = @ | web Slice Gallry =

? CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT

Home
Favarites gMain_Menu ¥ GeneraIvLedger > JDuLnaIs > JournavIEntry »  CreatefUpdate Journal Entries
@New\-’\l’mduw ?Help E.)CuslumizePage ,hﬂp

=3 Approval

0932179 Date: 107222010 *Process: IED“UDUF”B' 'l_ Process

hrioe Yalues ~ Interintralinit FErorsony  [Z] ] jpe: | 10 E =

count Oper Unit Fund Dept Class PC Bus Unit  Project Activil An Type Source Type Amount

o
5251 @ [oo1 @ 3000 Q af af Qf Q, Q| Qf 1000/

First "1 of1 " Last
Total Debits Total Credits Journal Status Budget Status
0.00 0.00 I M

Metity | s Refresh |

| -]
Done ’7’7’7’7’7’7@@ Local intranet Wl 0% - A
wstartjg Jlm J“J @& [| @ |«

Step Action
19. Click the Process button.

Process

20. Click the O_K button.

21. This topic showed how to Copy an Online Deposit.
End of Procedure.
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ST 8.3.5 - Printing an Online Deposit

Printing an Online Deposit

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

The Deposit can be printed in report form.

Procedure

This topic shows how to Print an Online Deposit.

ﬁEmplnyee-[ating registry content - Windows Internet Explorer

@A v|¢ hitkps: /v, connectnd. us/ pspndft EMPLOYEE JERPh 7t ab=DEFALLT j 9 ||| x |n”Live Search R

S Favortes | 55 @] Suggested Sites + @] Weh Slice Galery -

- ~ »
& Employee-facing registry content | | I - B - [ s o- Page - Safety - Toos - i

[» Services Procurement :I
I Sourcing

[> Engineering

[» Manufacturing Definiions
[» Production Contral

[> Canfiguration Modeler

I» Product Configurations

[ Cuality

[> Demand Planning

I Inventary Folicy Flanning
[> Supply Planning

[» Grants

[» Program Managerment

[ Project Costing

I» Proposal Managerment

[> Maintenance Managerment
[» Resource Management
[» Lease Administration

[> Travel and Expenses

[ Trawvel Administration

[= Billing

[> Accounts Receivahle

[+ Accounts Payable

[» eSeftlements

[> Azset Management

[+ IT Asset Managerment

[> Banking

[» Cash Management

[> Deal Managerment |
[> Rigk Management

[ Financial Gateway

[ WAT and Intrastat

[» Excise and Sales TaxVAT IND

[» Commitrnent Contral

I» General Ledger

[ Allocations

[> Statutory Reports
[> SCM Integrations

[> Set Up FinancialsSupply Chain

[» Enterprise Components

El
https: ffwe connectnd, us/pspindft/EMPLOYEE/ERPs/WEELIE_PTPP_SC HOMEPAGE FielFormua.tsc | | | [ | | [& Intemet | Protected Mode: OFF “h - [ ®mi0e -

[’5tart| IEN. N Jl@fmployee-racing regi... <« (& i)

Step Action

1. Click the General Ledger link.
[l General Ledoer]
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Step Action
2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.
Ereateﬂ.lgdate Journal Entries

(_: Create/Update Journal Entries - Windows Internet Explorer

# a5 | [Bw .
6\—'\;}.‘ - |g, https:J‘,l’www.connectnd.us;’psp,l’ndFt,l’EMPLO\"EEJ‘ERPJc,I’PROCESS?JOURNALS.JOURNAL?ENTRY?IE.GBL?PO\j g |i}| |£| II_‘:' Live Search | £ |- |
i 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
E Mew window  ? Help B htip

=)

Create/Update Journal Entries

[ Eind an Existing Yalue |

Business Unit:|11000 |C
Journal ID: MEXT

Journal Date: 120352010 [5)

Add

Find an Existing value | Add & Mew value

4| | i
javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF v’;] - | 0% - A

A"Startl J _:z'. T & JI (& Create/Update Journ... = @'ﬂ”)

Step Action

5. Click the Find an Existing Value tab.
|/ Find an Existing Value §
6. Click the Journal Header Status list.

| Mo Status - Needs to be Edited x|
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GED w [IE] hictps: . connectnd.usfpspindFt/EMPLOYEEERFc/FROCESS_JOLRMALS JOURNAL ENTRY_I=.55L7po) 2] | &4 | |2 /[ | [ Live search =B

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

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

ORACLE" You are on Database: NDFT

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

E Mew window  ? Help B htip

=)

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

Maxitnurn number of rowes ta return (up to 3003|300

Business Unit: = VI 11000 Q

Journal ID: | begins with >||
Journal Date: [= = El

Document Sequence Number: | begins with x|
Line Business Unit: = 'I Q
Journal Header Status: = =] [

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

Find an Existing Value | Add a Mew Value

4 J
Done ’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 00 -
f‘_’Startl J i | @ JI @Ereaterpdate Journ... @

Sl llz

Step Action
7. Click the "blank" list item

Page 220



Training Guide
Module 8 — General Ledger

6: Create/Update Journal Entries - Windows Internet Explorer

% % [&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERF/c/PROCESS_JOURNALS JoURNAL_ENTRY_IE.GBL7PoI ]| G || €2 || X | [&¥ Live Search (2=
{;‘ Favorites ‘ {c‘; €| Sugoested Sites + @ | Web Slice Gallery +

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

ORACLE" You are on Database: NDFT

Home ! ist | MuttiChannel Console | AddtoFavorites | Sign out
Favorites | Main Menu > General Ledger : Joumnals > Jowrnal Entry > CreatefUpdate Journal Entries
E - - -

 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

Find an =) 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: = - Q
Journal Header Status: |: ;I | ;I
Budget Checking Header Status: | = j | j
Source: = 'l Q
: Search Clear :Basm Geatch [ Save Search Criteria
Find an Existing Value | Add a Mew Yalue
4] | i
Done [ [ [ [ [&meemet | Protected Mode: OFf o v (B -

Srstart| | 2, W T & J|@create/Update Journ... =)

Step Action

8. Enter the desired information into the Journal ID field. Enter "0000932178".

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

9. Click the Search button.

Page 221



Update Journal Entries ndows Internet Explorer

GT\%?; w [EE] hitps:jwman. connectnd.usfpspindFt/EMPLOYEEJERFc/FROCESS_JOLRMALS JOURNAL ENTRY_I=.55Lrpo) 7] | &4 | |4 |[ x| [A% Live search =B

i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -

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

ORACLE" You are on Database: NDFT

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

B rewindow P Help B customize Page B hitp

htEn

Lines | Totals | Errars | Approval

Unit: 11000 Journal ID: 0000932178 Date: 1022010

Long Description: I

“Ledger Group: IACTUALS I auto Generate Lines
Ledger: I Adjusting Entry: INUn-Adjustmg Entry 'I
*Source: DEF Fiscal Year: 011

Reference Number:

Period: I 4
SJE Type: I 'l ADB Date: 102252010 @

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 | Errors | Approval

Main Content

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

Sl llz

Step Action
10. Click the Lines tab.
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[2[]

% [&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS JoURNAL_ENTRY_IE.GBL7PoI ]| G || €2 || X | & Live Search

q} Favorites ‘ ié, €| Suggested Sites + @ | Web Slice Gallery +

fii - B - o

»
gcreate,l’undate Journal Entries ~ Page -~ Safety ~ Tools = @v

ORACLE" You are on Database: NDFT

Home | | MutiChanne | AddtoF:

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

@New\l\finduw ? Help E{'Custum\ze Page ,htlp
Header Totals Errors Approval
Unit: 11000 JournallD: 0000932178 Date: 1042212010 “Process: [EditJoutnal =l | Process |
|W| r Budget Check Journal
Template List  Search Criteria Change Values gt | Errors Only (=] |0 jmal

Delete Journal
|Edit Chartfield
Select Line *Unit Account Oper Unit Fund Dept E'j'T—I'U""'E' Project Activi An Type
ostJourna
O | 11000 G Q 105251 [ Qoo @ 3000 Qgrm{jouma: E}?h?ff;a)l) [ a aQ Q.
rintJourna
| 11000 Q. O 482115 [ Qoo @ [3000 C|Refresh Journal i af Q Q

Submit Journal

Lines to add: 1 =

Unit Total Lines
11000 2

Total Debits
10.00

Total Credits  Journal Status = Budget Status
10.00 W W

=] Save. | £L Returnto Search | [=] Motity | [ Refresh |
| | It |

Header | Lines | Totals | Errars | Approval

4

B

Cione

'_ '_ '_ ’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF

[“5 = [®woee -

Sostart| | G B P @ |[ & Create/Update Journ...

« Y

Step Action
11. Click the Process list.
| EditJournal |
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% w [IE] hictps: . connectnd.usfpspindft/EMPLOYEEJERFc/FROCESS_JOLRMALS JOURNAL ENTRY_I=.55Lrpo) 2] | &b | |2 |[ | [&% Live search =B

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

Elnewwindow  ? Help 5 customize Page B http

| Header Totals | Errors | Approval

Process |

Unit: 11000 Journal ID: 0000932178 Date: A0I22r2010
Template List  Search Criteria  Change Values | interintraunit | FErrors only (=] [£] e | 10 [F [=]

~ Lines

PC Bus

Select Line *Unit Account Oper Unit Fund Dept Clags Unit Project Activ An Type
O |1 11000 |Q Q 105251 [ Q fom G (2000 Q| Q| Q| al aQ Q.
| 11000 | @ 462115 [ Q001 @ [3000 Q. Q| all al aQ a

Lines to add: 1 =

Unit Tatal Lines Total Debits Total Credits Journal Status  Budget Status

11000 2 10,00 10,00 W W

B save | [£0 Returnto Search | |[=] Notity | | Refresh |
| | | | [ |

Headet | Lines | Totals | Errors | Anproval

4| J 2l
Done ’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 0%~
;.'fStartl J i .| -] JI (& Create/Update Journ... = @'ﬂ”)

Step Action
12. Click the Print Journal (Crystal) list item.
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{Update Journal Entries - Windows Internet Explorer
w = |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERF/c/PROCESS_JOURNALS JoURNAL_ENTRY_IE.GBL7PoI ]| G || €2 || X | [ Live Search (2=
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +

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

ORACLE" You are on Database: NDFT

Home | 4 | MutiChanne! - | AddtoF

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

Unit: 11000  JournallD: 0000032178 Date:  10/22/2010 "Process: |PrintJournal (Crys 7| | Process. |

Template List  Gearch Critetia  Chanoe Values | Interinialnit | [ Errors only (=] [Z] e, [ 10/ 2] []

Select Line *Unit Account Oper Unit Fund Dept Class :nc“ﬂ Project Activi An Type
O |1 11000 | Q@ 105251 [ Q o011 (3000 Q| Q| Q| Q|| aQ s}
Moz 11000 @ O 462115 [ Q fom Q2000 Q| Q| Q|| Q|| Q Q.

Lines to add: 1 =

omize | Find i [ B Fist KD g ora O ot
Unit Total Lines Total Debits Total Credits  Journal Status = Budget Status
11000 2 10.00 10.00 W W

=] Save. | £L Returnto Search | [=] Motity | [ Refresh |
| | It |

Header | Lines | Totals | Errars | Approval

< I i
Done [ [ [ [&meemet | Protected Mode: off o v [ -
:"Startl J i | e JI (& Create/Update Journ... “® @[(}))

Step Action
13. Click the Process button.

Process

14, Click the Process Monitor link.

Note: This link will open a new window.

Process Monito
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— — —
; I =
(/3] = [ hetpsiljmn. connectnd.usfpspindF_2/EMPLOYEE/ERP/c/PROCESSMONITOR PROCESSMONITOR GEL7rag [T | & || #2][ | [£F Live Sesrch |2~

i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -

(& Process Maritor & - - [ g=h - Page - Safety~ Tools- @@=

ORACLE" You are on Database: NDFT

Haome
Favovrites MainvMenu > PeopleToolz > Process Scheduler > Process Monitor
H - >

Server List
View Process Request For
User ID; [LDSHAMNNONG Q. Type: | =] [oast =l 30 [Days 7] . Refresh

Server: 'l MHame: Q Instance:\ to |
Run ~] Distribution | |  Save On Refresh
Status:

Status:

Process List

Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status (il Details 1
= 5721938 Crystal GLCTa01- LOSHANMMOMEMD . GOY 120372010 219:06PM CET Initiated iz, Details
= areIr Crystal GLCTE01- LOSHANMMOMEMND . GOY 1200372010 259:36PM CST Success Posted Details
= 5721906 SGR Repaort GLST012 LOSHAMMNOMNEND GOY 120372010 9:28:264M CST Success FPosted Details
[ S71B1E Crystal GLCTA01- LOSHAMMNOME@MD GOV 110282010 2:52:22PM CET Success FPosted Details
= 571 EBRY Crystal GLCTA01- LOSHAMMNOMEMND GOV 1102372010 316:52PM CST Success FPosted Details
- 5711666 Crystal GLCTE01- LDSHANMOM@MD GO 112372010 3:13:59PM CET Success Posted Details
= 8711648 Application Engine GL_JEDIT_O LODSHANMOM@MD. GOV 11/23/2010 1:41:39PM CET Success Posted Details
= arne47 Application Engine GL_JEDIT_D LOSHANMOM@MD. GOV 11/23/2010 1:30:27PM CET Success Posted Details
= 8721648 Application Engine GL_JEDIT_O LDSHANMOM@MD.GOY 11/23/2010 1:27:41PM CET Warning Posted Details
- 5721545 Application Engine GL_JEDIT_D LOSHANMOM@MD. GOV 1 1M BI2010 11:01:46AM CST Warning Posted Details
= 5721544 Application Engine GL_EXCL_JRML LDSHANMOME@EMD.GOY 111 B/2010 10:58:184M CST Success Fosted Details
- 57215830 Application Engine GL_EXCL_JRML LDSHANMMOM@EMD.GOY 111 5/2010 20531PM CET Success Fosted Details

4| | 3|
Done ’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 0%~
{‘_‘Startl | 3 m W) & | & createfupdate JournalE... | i€ Process Monitor - Win... « ey

Step Action

15. The Process List tab shows the Run Status of the process. The process may run
through several status types before Success.

Click the Refresh button.

16. The process is complete when the Run Status is Success and Distribution Status is
Posted.
17. Click the Details link.
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2 Process Monitor - Windows Internet Explorer [_ =]
w = [[2] https: v connectnd. usipspjaft_2/EMPLOYEE/ERP/c{PROCESSMONITOR PROCESSMONITOR. GEL?Pag) jlil |§| |Z| J&¥ Live Search |EE|
{,7 Favorites ‘ Y:'E €| Suggested Sites + @ | Web Slice Gallery +

/& Process Manitar i - « | g v Page -~ Safety - Tools + - >

ORACLE" You are on Database: NDFT

Home: | MuttiChannel
Favorites | Main Menu > PeopleTools  »  Process Scheduler @ Process Monitor
: - e

Process Detail

Process

Instance: 5721938 Type: Crystal

Name: GLCTS01- Description: Journal Entry Print

Run Status:  Success Distribution Status: Fosted
=]

Run Control ID: ¢  Hold Request

Location: Server  Queue Request

¢ cancel Request

Server: FSMNT
" Delete Request

Recurrence:  Restart Request

Request Created On: 1 203/2010 3:19:06FM C5T Farameters Transfer

Run Angtime After: 12032010 319:06PM CST hessane | og

Began Process At: {1 203/2010 319:25FPM CST Batch Tirmings

Ended Process At: 1 2i03/2010 3:20:22FM GST Wiew LogTrace
javascript:submitAction_win2(document winz, PMN_DERIVED_INDEX_BTN'; [ [ [ [ [&mtemet | Protected Mode: OFf o v [ -
Srstart| | 2, B T @ | @ Crestejupdate JoumalE... | [ @ Pracess Monitor - win... )

Step Action

18. Click the View Log/Trace link.
[riew LoaTrace]
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(_ Process Monitor - Windows Internet Explorer HE E
% = [E] https: v connectnd. usipspindft_LEMPLOYEE/ERP/c/PROCESSMONITOR. PROCESSMONITOR. GBL?Pag [ | S || 4| X | [£¥ Lve search =B

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

(epmcess Manitor & - - [ @ - Page- Safety - Tods - ®' »
ORACLE" You are on Database: NDFT

Home st | MutiChannel C
Favovrites MainvMenu > PeopleToolz > Process Scheduler > Process Monitor
H - >

E Mewwindow 2 Help [ customize Page B ntp

htEn

View LogiTrace

e il
Report 1Dz 4196814 Process Instance: 5721216 Message Log
Name: GLETED - Process Type: Crystal

Run Status:  Success

Journal Entry Print

Distribution Details

Distribution Node: T Expiration Date: |D1I2Eh’201 1
| ——
Hame File Size (bytes Datetime Created
CRW GLCYS01- 5721816.10g 1] 110292010 2:85:20.850000FM C5T
GLCTS01- 5721816.PDF 456,748 110292010 2:85:20.850000FM C5T
bpssaltracetre 4468 110292010 2:55:20.850000FM CST
|
Distribution 1D Type *Distribution I
User LDEHAMMNOM@EMD. GOY
| Return |

El
’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G'h - | 00 - A
f_?‘startl | 2 m W) & | & createfupdate JournalE... | (€ Process Monitor - Win... « e

Step Action

19. Click the PDF file.
[GLCTA01- S721816.FDF |

20. The Journal Entry Detail Report is displayed.

21. This topic showed how to Print an Online Deposit.
End of Procedure.
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ST 8.3.6 - Creating a Deposit SpeedType
SpeedTypes

Navigation: Set Up Financials/Supply Chain > Common Definitions > Design Chartfields >
Define Values > SpeedTypes

SpeedTypes can be used in General Ledger when entering deposits. They are similar to
SpeedCharts used in Accounts Payable when entering vouchers but do not have the ability to split
funds. A SpeedType can only create one accounting line of chartfields.

Procedure

This shows how to set up a SpeedType.

ﬁEmplnyee—[acing registry content - Windows Internet Explorer

@_:: ) = |&] https:/jwwn. connectnd.usipsp/ndft /EMPLOYEE ERP jhy7:ab=DEFALILT =1 B || 5] [$2) [ | |8 Live Search 2

{_7 Favorites ‘ {.5 €| Suggested Sites + @ | Web Slice Gallery +

€3 Connecting. .. | | @ = - [ gé; ~ Page ~ Safety + Tools - .@.v >
[> Travel and Expenses ;l
[ Trawvel Administration

[= Billing

[> Accounts Receivahle

[+ Accounts Payable

[» eSeftlements

[ Azset Management

[+ IT Asset Managerment

[> Banking

[» Cash Management

[» Deal Managerment

[> Rigk Management

[ Financial Gateway

[ WAT and Intrastat

[> Excise and Sales TaxVAT IND
[» Commitrnent Contral

[» General Ledger

[ Allocations

[» Statutory Reports

[ SCHM Integrations

[» Set Up FinancialsfSupply Chain
[» Enterprise Components

[> Government Resource Directory
[» Background Processes

[ ¥orklist

[ Application Diagnostics

[ Tree Manager

[» Reporting Tools

[» PeopleTools

I Packaging

[> MO Utilities & Interfaces

[> WD HE Applications

[ MDE Reports

— Tax Center

— Treasury Management Center
— Treasury Processing Center

— Treasury Definitions Center e
— Back to Portal

— Change My Password
— My Personalizations
_ i Crestarm Profla =

https: fvaww . connectnd .usfpspindfL{EMPLOYEE/ERP s MEBLIE_PTPP_SC . HOMEPAGE. FieldFormula.I5c |a Internet | Protected Mode: OFF g | o100 - A

A"Startl J i mY é JI & Employee-facing regi... Gﬂ @[{}))
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Step Action

1. Click the Set Up Financials/Supply Chain link.
[ Set Up FinancialsiSupply Chain|

2. Click the Common Definitions link.

Eummnn Definitions

3. Click the Design ChartFields link.
Eesign ChartFields

4, Click the Define Values link.
Define Yalues

5. Click the SpeedTypes link.

6?5peed1ypes - Windows Internet Explorer

6@: w |&] https: fwwn.connectnd. usfpspindft{EMPLOYEE [ERP /c/DESIGN_CHARTFIELDS. SPEEDTYPE.GELFPORTALPA || G || €2 || | &Y Live Search =28

{3 Favorites ‘ {5 €| Sugaested Sites ~ @ | Web Slice Gallery =

& SpeedTypes f IR « [ mm v Page -~ Safety v Toos < - »

ORACLE" You are on Database: NDFT

Home | hdu ale
Favarites éMaln_Menu » Setlp Flnanc@sfsupply Chain = Commongeﬁnltlans s Design CbartFleIds ¥ Deﬁnev\lalues » SpeedTypes

B Mew window 2 Help B nttp

=]
SpeedTypes
Enter ary information you have and click Search. Leave fields blank for a list of all values

[ Add a MewValue |

Maximurm number of rows to return fup to 300y | 200

SetiD: = -[ ETATE Q

SpeedType Key: | hegins with j|

User ID: |heg|ns with 7| | QU
Primary Permission Lisl:l hegins with j | a

Type of SpeedType: = (& |Universa| Al Users) j

™ case Sensitive

Search Cleat  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a Mew Yalue

4] | i
javascript:submitAckion_winO{document. wind, #ICSwitchMads; ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ¥a - | 00 A

A"Startl J i-. . | = JI & speedTypes - Windo... ﬂ @(}’J

Step Action
6. Click the Add a New Value tab.

|f Add a New Valug
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Step Action

7. Enter the desired information into the SpeedType Key field. Enter "REVENUE
CD".

8. Click the Add button.

lﬂ:SpeedTypes - Windows Internet Explorer | _ =] x|
N N B |44 |[ 5| [E =
5\1;: = [ hutps: fuwmn. connectnd. usipspjndft/EMPLOVEE JERP{c/DESIGN_CHAR TFIELDS. SPEEDTYPE .GEL7PORTALPA! = || £ || 2| x| |8 Lve search |2~

{3 Favorites ‘ {5 €| Sugoested Sites ~ @ | Web Slice Gallery -

(& SpeedTypes & - - [ g - Page - Safety - Toos - - »

ORACLE" You are on Database: NDFT
Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out

Favovrites ?MainvMenu > Set Un FinancialsfSupply Chain - > Comrmon Definitions > Design ChartFields = Define Values > SpeedTypes

B Mewwindow 2 Help [ customize Page B ntp

htEn

SpeedType
SetiD: 11000
SpeedType Key: REYENUE CD

Type of SpeedType: Universal (all Users)

Description: ‘R|

Account: ’7 Q
Operating Unit: ’7 Q
Fund Code: ’7 QL
Department: ’7 QL
Program Code: ’7 Q
Class Field: &
Project: &

Subsystem PC Bus Unit; QL
Subsystem Activity ID: QR
Subsystem Analysis Type: Q —

Currency Code: Q
Statistics Code: Q
State Defined Speedtype Values
Enitry Event Q
P Rusiness | Init Q E=l
—r— = = -
Daone [SpeedTypes - Windows Internet Explorer | ,_,_ ’_ ’_ ﬁ Internet | Protected Made: OFF a8 - | 0% - g
A’"Startl J i. | & JI & speedTypes - Windo.., ﬁ s @'ﬂ”)

Step Action
9. Enter the desired information into the Description field. Enter "REVENUE -
CENTRAL DUP".
10. Enter the desired information into the Fund Code field. Enter "790".
11. Enter the desired information into the Department field. Enter "5300".
12. Enter the desired information into the Entry Event field. Enter "463027".
13. Click the Save button.
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Step

Action

14.

This topic showed how to create a SpeedType.
End of Procedure.

Page 232




ST 8.3.7 - Using a Deposit SpeedType

Using a Deposit SpeedType

Training Guide

Module 8 — General Ledger

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

SpeedTypes can reduce redundant chartfield coding in a deposit. When the revenue account code
is also an Entry Event, the deposit journal will populate the cash lines as well.

Procedure

This topic shows how to use a Deposit SpeedType.

ﬁf“Emplnyeef[acing registry content - Windows Internet Explorer

{3 Favorites ‘ i.:‘;s €| Suggested Sites ~ @ | Web Slice Gallery =

fé Employee-Facing registry content | |

@:. - |g, https: [ . connecknd, us/psp fndft EMPLOYEE [ERF (b7t ab=DEFALLT

|| % II’_"Live Search R

& < E + [ mmn w Page = Safety v Tools v l@lv »

[» Services Procurerment

[> Sourcing

[> Engineering

[» Manufacturing Definitions
[> Production Control

[» Configuration Modeler

[» Product Configurations
[ Qality

I» Demand Planning

[ Inventory Palicy Planning
[= Supply Flanning

[> Grants

[> Program Management

[+ Project Costing

I» Proposal Management

[> Maintenance Management
> Resource Management
[> Lease Administration

[ Travel and Expenses

[ Travel Administration

[> Billing

[» Accounts Receivahle

[» Accounts Fayahle

[> eSetflernents

[» Asset Managerment

[ IT Asset Management

[ Banking

I» Cash Management

[> Deal Managerment

[ Risk Management

[> Financial Gateway

[ AT and Intrastat

[» Excise and Sales TaxVAT IND
[> Commitrment Contral

> General Ledger

[+ Allocations

[» Statutory Reparts

[= SCM Integrations

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

:‘Startl J i . 4] '1:?:| @ JI @Empluyeef[acing regi.

=

Bl

-
https: /i, connectnd usfpspindft/EMPLOYEE JERPYs/MEBLIE_PTPP_SC HOMEPAGE FieldFormula,ISc |0 Internet | Pratected Mode: OFF a - | 1005 - A

« ey

Step Action

1. Click the General Ledger link.

[l General Ledoer

Page 233



Step Action
2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

Ereateﬂ.lgdate Journal Entries

(_f: Create/Update Journal Entries - Windows Internet Explorer

5(:} % [&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS JOURNAL_ENTRY_IE.GBL7PoI ]| G || €2 || X | [&¥ Live Search (2=

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

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

ORACLE" You are on Database: NDFT

Home frklisd o e 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

Find an Exi=ling Yalue

Business Unit: 11000 | Q

Journal ID: MERT

Journal Date: 017282011 |[H)

Add

Find an Existing Value | Add a Mew Yalue

4] | i
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Protected Made: OFF ¥a - | F00% v
;'Starll J i .l e JI & create/Update Journ... = @(}’J

Step Action
5. Click the Add button.
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{Update Journal Entries - Windows Internet Explorer

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

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

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

ORACLE" You are on Database: NDFT

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

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

hEEn

Lines Totals Errors Approval

Unit: 11000 Journal ID:  NEXT Date: 0142852011

Long Description: ||

*Ledger Group: ACTUALS s} [ Auto Generate Lines
Ledger: Q Adjusting Entry: INDn-Adjustmg Entry =]
*Source: Q Fiscal Year: 2011

Reference Number: Period: I 7
SJE Type: I 'I ADE Date: 014282011 5]

Journal Class: s} ¥ Save Journal Incomplete Status
Transaction Code: GEMERAL |3 [~ autobalance on 0 Amount Line
Currency Defaults: SO CRRMT ]
Reversal: Do Mot Generate Reversal Commitment Contral
B Sawe | [Z] nctify | | Refresh | Ey add | | Update/Display |

Header | Lines | Totals | Errors | Approval

4] | i
Done [ [ [ [€meemet | Protected Mode: OFf o v (B -

Srstart| | 2, W T & J|@create/Update Journ... <« (& W)

Step Action

6. Enter the desired information into the Long Description field. Enter "Deposit for 1-
28-2011".

Enter the desired information into the Source field. Enter "dep".
Click the Lines tab.

N
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jpdate Journal Enl - Windows Internet Explorer
% = [&] https: v connectnd. usipspindt/EMPLOVEE JERP/c/PROCESS_JOURMALS. J0URNAL_ENTRY_I=.GEL7PoI ]| S || 9| X | [£¥ Lve search =B

i Favorites | 35, @] Suggested Sites ~ @] Weh Slice Galery -

e CreatefUpdate Journal Entries

ORACLE" You are on Database: NDFT
Home

hittp

Favovrites =I\-'1air7vh-'h9nu > GeneraI'Ledger > JDuLnaIs > Journa'IEntry > CreatefUpdate Journal Entries
B Mewwindow  ? Help  [& Customize Page e

| Header Totals | Errors | Approval

NENT Date:  01/28/2011 Process: | EditJoumnal =] Process |

Unit: 11000  Journal ID:
| Interfintratnit |

Template List Change Yalues
q o o PC Bus q
Select Line *Unit SpeedType Account Oper Unit Fund Dept Class Unit Project
O | [11000 Q| Q| Q| Q| Q| Q| Q| Q|

Lines to add: 1 =]

i First Kl 4011 O3

Unit Total Lines Total Debits Total Credits Journal Status = Budget Status
11000 1 0.00 0.00 T K

B save | =] hctity | | % Refresh |

Header | Lines | Totals | Errars | Approval

4| | 2l
’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 0%~
« ey

Cone

A'fStartl J i . ﬁ g JI gtreaterpdate Journ...

Step Action
9. Click the Show SpeedType Prompt button.
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ﬂ: Create/Update Journal Entries - Windows Internet Explorer
% = [&] https: s, connectd. usipspndftEMPLOYEE JERPc{PROCESS_JOURNALS. 10URNAL_ENTRY_IE.GeLPol || G || 49| 5 | [& Live search (2=
{;‘ Favorites ‘ EQ:'S €| Sugoested Sites + @ | Web Slice Gallery +
{8 CreatsflUpdate Journal Entries @ - - [ @ -~ Page - Safety - Tools @' ”
ORACLE" You are on Database: NDFT
| MuttiChannel
Favarites Main Menu > GeneraIvLedger > JDuLnaIs > Journavl Entry + CreatefUpdate Journal Entries
@New\l\finduw ? Help E{'Custurmze Page , http
SpeedType List
SpeedType:
Speed Tvpes
Selected SpeedType Account Oper Unit Fund Dept Program Class Project Subsys PC BU Subsys Activ ID  Subsys Anal Ty
[} a900-1 131002 110 701 8900
[} 8900-2 462115 110 7o 8400
[} CDE REY 463037 110 790 5300
[} C3 REY 481035 110 740 5405
[} DATAPROC
[l DOT 2 463031 110 001 2410
[ DOTREC 131002 110 001 8410
ok | cancel | Reiresh |
4 | i
Done [ [ [ [ [€meemet | Protected Mode: oFf o v [ -
.\"_’Startl J i Y e JI (& Create/Update Journ... = @[{}))

Step Action

10. Press the left mouse button over the scrollbar and drag the mouse to the desired
location.

11. Click the View All link.

12. Click the Selected option.

13. Press the left mouse button over the scrollbar and drag the mouse to the desired
location.

14. Click the OK button.
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% = [] https: v connectnd. usipspindt/EMPLOVEE [ERP/c/PROCESS_JOURMALS. J0URNAL_ENTRY_I=.GEL7PoI ]| S || 49| X | [£F Lve search =B
i Favortes | 35 @] Suggested Sites ~ @] Weh Slice Galery -

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

ORACLE" You are on Database: NDFT

Home inrklis MutiChannel Console | AddtoFavortes | Sign out
Favovrites MainvMenu > General Ledger > Journals > Journal Entry  »  CreatefUpdate Journal Entries
H - - e

ElMewwindow P Help B customize Page B hitp

htEn

b2iz011 *Process: IEd“JUUmal ~| | Process |

it

PC Bus Source

(Oper Unit Fund Dept Class Unit Project Activit An Type Amount Open ltem Key
[ afm apm Q@[ a| Q| a_a[__Ja| 1 ‘
Budget Status
0.00 I N
Kl | |
[ [ | | | |[&mtemet | Protected Mode: OFf “a v [®mie -

;'."’Startl J i .| & JI (& Create/Update Journ... = @'ﬂ”)

Step Action
15. Enter the desired information into the Amount field. Enter "500.00".
16. Click the Process button.

Process

17. Click the O_K button.

18. End of Procedure.
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ST Lesson 8.4 - Reports, Inquiries and Queries
Reports and Queries

A variety of reports and queries are available for end users. Most modules contain content
specific delivered reports. This module contains reports/queries non specific to a particular
financial's module. These reports retrieve data to accommodate agencies with data validation,
reconciliation, and preparation of other reports.

ST 8.4.1 - Itemized Transaction Register Report
Itemized Transaction Register Report

Navigation: NDS Reports > General Ledger > ND State Transaction Register

Procedure

This topic shows how to run the Itemized Transaction Register Report.
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‘mployee-facing registry content - Windows Internet Explorer

|- |g, https: | fwvw, connectnd.usipsp/ndft EMPLOYEE [ERP R 7t ab=0EFALLT 2| X I{' Live Search

File Edit Wew Favorites Tools  Help

{\‘f Favorites | {.5 & suggested Sites - £ | web Slice Gallery ~

»

@Empluyee-Fac\ng registry conkent | | ﬁ B - & g@; -~ Page -~ Safety - Tools - @v

[> Accounts Payable ;I
[ eSettiements

[> Asset Management

[ IT As=et Management

[> Banking

[> Cash Management

[> Deal Management

> Risk Management

[> Financial Gateway

[ WAT and Intrastat

[ Excise and Sales TaWAT IND
[ Commitment Control

> General Ledger

[> Allocations

[ Statutory Reports

> SCM Integrations

[> Set Up FinancialsfSupply Chain
[» Enterprise Components

[> Government Resource Directory
[> Background Processes

[ Wiarklist

[> Application Diagnostics

[> Tree Manager

> Repotting Tools

[> FeopleTools

[» Packaging

[ MD Litilities & Interfaces

[ WD HE Applications

[> MDS Reporis

— Tax Center

— Treasury Management Center
— Treasury Processing Center
— Treasury Definitions Center

— Backto Portal

— Chane My Passwird

W2T% [13ascript:Select{"NDS_REPORTS", "https: [fuww. connectnd usfpscindrt/EMPLOYEE/ERRJsPwEBLE PT 8| | | | [ [ [f [€ mternet V3 - [ ®mwoe - L0

& start J & JI@Empluyee—facing regi. J 0= |:

Step Action

1. Click the NDS Reports link.
2. Click the General Ledger link.
[ General Ledaed

3. Click the ND State Transaction Register link.
[ND State Transaction Reaister]
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(::'ND State Transaction Register - Windows Internet Explorer

@E ) ® |&] https:jjvwa. connectnd.usipsp{ndft/EMPLOYEE ERPjc/NDS_REPORTS. NDS_RUN_NDSe ]| G || Bt || %9 || ¢ | [&¥ Live Search

File Edit Wew Favorites Tools Help

5.7 Favorites | o @ suggested Sites = @ | Web Slice Gallary +

_re MD State Transaction Register

«NDFT*+

My 3

Mesw window | Help |

fa=
MNDS Itemized Transaction Reg
Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value " Add & NewValue

Run Control ID: | begins with = | ||

™ case Sensitive

Search | Clear |Elasic Search [El Save Search Criteria

Find an Existing walue | Add a Mew value

LIPK |]avascript:submitActiUn_winD(dUcumEnt.winD,'#ICSwwt:hMude'); '_’_’_’_’_'_’%ﬁ Internet 4o - | 100 v g Cin

=

i start J & J I & ND State Transaction ... J L]

[«

Step Action

4. Click the Add a New Value tab.
5. After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,

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

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

6. Enter the desired information into the Run Control ID field.
Enter "Itemized_Test".
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File Edit Wew Favorites Tools  Help

{f Favorites | {5 @ Suggested Sites ~ @ | Web Slice Gallery ~

@ MD State Transaction Register

x+NDF T

Home:

W (&
Mews Window | Help | Custarmize Page |

=

{ ltemized Trans Reg

Run Control ID:  |ternized_Test Eeport Manager Process bonitor

Run

Language: English hd

Business Unit: |1 1000 @
Date From: IDJID”Z[HU Eﬂ Date To: 0511142010 @

B save | [=] motify B Acd | Updme.fD\splayl

ZT% 1w aseriptiDatePrompt_wind(RUN_CNTL_KK_DATE_FROM, RUN_CHTL_KK_DATE_FRomgprompt, 4500k | [ [ [ [ [y [P Internet RS R i

' start J & J I /& ND State Transaction ... J o

=]
= <<

Step Action

7. Select "Date From" range.

Click the Choose a date (Alt+5) button.

8. Select "Date To" range.

Click the Choose a date (Alt+5) button.
9. Click the Run button.
Fun
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D State Transaction Register - Windows Internet Explorer
gz:; % €] https:/{www. connectnd.us/pspindFt/EMPLOYEEJERP e DS _REPORTS. MOS_RUN_NDSC ]| By || B[] €9 || | [ & Live Search

File Edit Wew Favorites Tools Help

5.7 Favorites | o 8 suggested Sites = @ | Web Slice Gallery +

@ MD State Transaction Register

+*NDFT*

Home 4 hiutiChannel €
i (ST
Mew Window | Help | Customize Pam Saved

Process Scheduler Request

User ID: BDEICHERT@MND.GOY Run Control ID: iterized_Test

Server Name: Wj' Run Date: 051142010 [51)
Recurrence: 7| Run Time: 2:19:52PM Resetto Current DatedTime |
Time Zone: Q

Select Description Process Name Process Type Type *Format Distribution

T2 MD State Transaction Register MDE_GLO1 Crystal Weh - IPDF | Distribution

::l QK | Cancel

[T T T [G /e mtemns %5 = [Rwoe - LDl
i start J & J I /€ ND State Transaction ... J 7 0 |:

Step Action

10. Click the OK button.
Ok
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ND State Transaction Register - Windows Internet Explorer

m =[] hutps: v connectnd usipspindt/EMPLOVEE [ERP/c DS _REPORTS.MES_RUN_tosc ]| & || B3 || 49| | [£ Lve search
File Edit Wew Favorites  Tools

Help

{f Favorites | {5 ﬁ Suggested Sites ~ @ | Web Slice Gallery ~

@ MD State Transaction Register

x«NDF T

Home:

Mews Window | Help | Custarmize Page |
{ ltemized Trans Reg

=

Run Control ID:

ltemized_Test

Report anager Process bonitor [RR
Language: IE”g“Sh j'

Froce G0 to Process Moritor]
Business Unit: |1 1000 @

Date From: |D2m1x2mn [5] Date To: 2152010 [

B save | [=] motify

[ et | Update/Display |

LIPK] |]avascr|pt:submltActlon_me(document.me,'PRCSRQSTDLG_WRK_LOADPRCSMONITORPB');

Bistart| | @&

R Y =

5 - [®mie - W
J I /& ND State Transaction ...

o

=]
= <<

Step Action
11.

Click the Process Monitor link.
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D State Transaction Register - Windows Internet Explorer

@: ) ® |&] https:jjvwa. connectnd.usipsp{ndft/EMPLOYEE ERPjc/MDS_REPORTS. NDS_RUN_NDSe ]| Gy || B3| | %9 || ¢ | [& Live Search

File Edit Wew Favorites Tools Help

5.7 Favorites | o @8 suggested Sites = @ | Web Slice Gallary +

& ND State Transaction Register & B - = E;q ~ Page ~ Safety = Tools ~ @v

«NDFT*+

Home 4 hiulliChannel

‘o [S[3

Mew Window | Help | Custornize Page | &)

{ Process List ' SenerList

User ID: IEDEICHERT@Q Tyne: vILast: |1D |Days vl Refresh

Server: I 'I Mame: Q, Inslance:l to |

Run I -I Distribution vl ¥ Save On Refresh
Status

Status:
Process List

Process
Name

Select Instance Seq. Process Type User Run Date/Time

5546208 Crystal NDS_GLO1 BDEICHERT@ND.GOW 255;”2”1” 2185 o sued

5646201 SOR Report GLS7012 BDEICHERT@MD.GOV 355;11’2010 1:59:57FM Success  Posted Details

5546200  SOR Report GLE7012  BDEIGHERT@ND.GOV 25[“;;”2”1” 1A834PM o ress  Posted  Details

5546199 Crystal NDS_GL01 BDEICHERT@ND 60V Dot /2010 127 :24RM

Success Posted Details

5646198 Crystal NDS_GLO1T BOEICHERT@MND.GOW

051172010 1:24:09P M .
coT Success Posted Dretails

646194 SGOR Report GLE7012 BDEICHERT@MND.GOV gss;mmn 1228:40PM Success  Posted Details

5546192 SGQR Report GLSY012  BDEICHERT@ND GOY 25[4;1T1r2010 AT Success FPosted Details

[T T [ [ meme:
i/ start J & J I € ND State Transaction ... J 7 0 |:

Step Action

12. Click Refresh periodically to update the Run Status. Once the Status is Success and
the Distribution Status is Posted, click on the Details hyperlink.

Click the Refresh button.
Refresh

13. Click the Details link.
Cetai
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m = [E] https: i connectnd usipspindt/EMPLOVEE /ERPc/NDS_REPORTS.HDS_RUN_HDSG x| & || B[ 42 || | [ ve search

File Edit Wew Favorites Tools  Help

{f Favorites | {5 @ Suggested Sites ~ @ | Web Slice Gallery ~

@ MD State Transaction Register

x+NDF T

Home:

=3

Mew Window | Help | Customize Page | B =]

Precess Detail

Instance: 5546208 Type: Crystal
Name: MDS_GLO1 Description: ND State Transaction Register
Run Status:  Success Distribution Status: Posted

Run Control ID: terized_Test © Hold Request
Location: Serner  Queue Request
7 Cancel Request
' Delete Request
" Restart Request

Server: PSMNT

Recurrence:

Request Created On: 0571172010 2:19:55FPM CDT Barameters Transfer
Run Amytime After: 051152010 2:19:52PM COT Message Log

Began Process At: 0511172010 2:20016PM CDT Batch Timings
Ended Process At:  05/11/2010 2:20:27PM CDT Wiew LooTrace

WIS liavascript submitaction_winD{document, wind, PrMN_DERIYED_IMDEX_BTN'; ’_’_’_’_’_’_W@ Internet G"ﬂ - | 0% - Il

& start J & “@NDstateTransaction... J o= |:

Step Action
14. Click the View Log/Trace link.

i L oo Trace
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MD State Transaction Register - Windows Internet Explorer
¢ @T}\ % €] https:/{www. connectnd.us/pspindft/EMPLOYEEJERP e DS _REPORTS. MOS_RuN_NDSC ]| B || B[] €9 || | [ & Live Search | 2=

File Edit Wew Favorites Tools Help

5.7 Favorites | o @ suggested Sites = @ | Web Slice Gallary +

& MD State Transaction Register & L 5 R | E;q ~ Page ~ Safety = Tools ~ @v

«*NDFTx+

Home | =] hiulliChannel

‘o [S[3
Mew Window | Help | Custornize Page | &, 4]

View LogiTrace

i| ReportiD: 3344773 Process Instance: 5546208 Message Log
Name: MDS_GLO1 Process Type: Crystal
Run Status: Success

MD State Transaction Register

Distribution Node: NT Expiration Date: ID?H 02010

Name File Size es Datetime Created

CRW MDS GLO1 5546208100 1} 051172010 2:20:27.893000PM COT
MDS GLO1 58546208 PDF 78,634 051172010 2:20:27.893000PM COT
| pssalfrace tro 500 0551172010 2:20:27.893000PM COT

~ [ pistribute To

Distribution .pyiqripution 1D
DTye  —orbuion’

User BDEICHERT@MND.GOV

T [Rktps: ffwwary. connectnd. us/psreports{ndft {3344 773/NDS_GLO1_S546208.POF [T T T [E e mtenst RS i

& start J & J I /€ ND State Transaction ... J (7]

=
- <<

Step Action

15. Click the NDS_GLO01_5546208.PDF link.
[MDS GLO1 5546202 PDF

16. This topic showed how to run the Itemized Transaction Register Report.
End of Procedure.
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ST 8.4.2 - NDS Fund Balance - Statewide Report
NDS Fund Balance - Statewide Report

Navigation: NDS Reports > General Ledger > NDS Fund Balance Statewide

Procedure

This topic shows how to run the NDS Fund Balance Statewide Report.

ﬁfmplnyee-h(ing registry content - Windows Internet Explorer

M= E3

@‘T = |g https: /e, connectnd, us/psp/ndfE EMPLOYEE JERP R Ptab=DEFALLT

jlﬁl 2| X IbElng

2~

File Edt Wiew Favorites  Todls

Help

o nd

‘7 Faworites

/& Employee-facing registry content

1= 2= MD Office of Management a. ..

29 Morth Dakota State Govern...

';;jy ConnectND Operational Erv... 2 Suooested Sites + £ | web slice Gallery ~

| m= - Page - Safety - Tools - '@v

»

ERSEE (R0 ENED =N

[> Deal Managernent

[ Risk Management

[ Financial Gateway

[= VAT and Intrastat

[> Excise and Sales TaxVAT IND
[ Commitrment Contral

[» General Ledger

[> Allocations

[> Statutory Reports

[ SCHM Integrations

[> Set Up FinancialsSupply Chain
[> Enterprise Componerits

> Government Resource Directary
[» Background Processes

[= ¥orklist

[> Application Diagnostics

[» Tree Manager

[» Reporting Tools

[* PeopleTools

[> Packaging

[ MD Uilities & Interfaces

[> WD HE Applications

[ MDS Reports

— Tax Center

— Treasury Ma,{state Custom Reports
— Treasury Processing Center

— Treasury Definitions Center

— Back to Paortal

— Change Wy Password

— My Personalizations

— Mty System Profile
— Mty Dictionary
— My Feeds

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

&/ start J @ JI & Employee-facing regi...

[

El

jo @ & [| @

ca | mire -

B

Step Action

1. Click the NDS Reports link.

2. Click the General Ledger link.

3. Click the NDS Fund Balance Statewide link.

HDS Fund Balance Statewide]
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Step Action

4, Enter Accounting period, Fiscal Year and Fund information.

_('_ NDS Fund Balance Statewide - Windows Internet Explorer

= B3
%v | @] hteps: v connectnd.usipspindft/EMPLOYEE JERPcfNDS_REPOR TS NDS_RUN_HDSGLUS ceLzPorTaLP ]| G || 42 || % | [ Bng (2]
File Edit ¥iew Favorites Tools Help

¢ Favorites ‘ 9o 09 ND Office of Management a,., 25 MNorth Dakota State Govern.,. 95 ConnectMD Operational Ere.,. €5 Sugoested Sies v @ web Slice Galery -
& NDS Fund Balance Statewide

ﬁ = - [ @ ~ Page ~ Safety ~ Tools ~ @v >
ORACLE" You are on Database: NDFT

Home izt | MURIChann:

Favarites ?MainvMenu > MNDS Rgports ¥ GeneraI'Ledger »  MDS Fund Balance Statewide

@New\l\finduw ?Help E{'Custum\zep

Run ControlID:  ADD_CUSTOMERS

ReportManager  Process Monitor Run
Language: I Enalish vl

Report Reguest Parameters

Accounting Period: 4

*Fiscal Year: EELN
*Fund: 311 . Fund: 211 a,
Fundk: Q

(B save | =] matity | By Add| [E) UpdateDislay.|

4

| |
Process Instance:5721182 ’_’_’_’_’_’_W@ Local intranet ’fﬂ_v| .‘ 100% -~ 2
i start J = JI /€ NDS Fund Balance Sta... J (7] J @ ! = |_| @ I:

Step Action
5. Click the Run button.
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(_ NDS Fund Balance State: ndows Internet Explorer HE E
% =[] https:feww. connectnd.usipspindft/EMPLOYEE,[ERPjc/NDS_REPORTS.NDS_RUN_NDsL0a GeLzPorTALP, ]| b |[#2]| X | J© &g |2

File Edit ‘“iew Favorites Tools  Help

"¢ Favorites | 5.5 79 ND OFfice of Management a... 98- Marth Dakota State Govern... 08¢ ConnectMD Operational Erwv... @ Suggested Sikes = Weh Slice Gallery
= gov| gV gav

& NDS Fund Balance Statewide Xi - B - ) o= - Page - Safety - Toos- @

ORACLE" You are on Database: NDFT

Haome
Favovrites 'MainvMenu > NDS prorts > GeneraI'Ledger > DS Fund Balance Statewide

B M Window ? Help IL-/“Custnm\zeP

Process Scheduler Request

User ID: LOSHANMOMEMND GO Run Control ID: ADD_CUSTOMERS

Server Name: I | RunDate: 11/04/2010 [51

Recurrence: I Tl Run Time: |2:35:1?PM | Reset to Current DaterTirme |

Time Zone: Q

Select Description Process Hame Process Type ‘Type *Format Distribution
2 MDE_GLOg MDES_GLOR Crystal Wieh = IF'DF 'l Distribution
[ ok | cancel |

Process Instance:5721152 ’_’_’_’_’_’_@m Local intranet av Mo -
&/ start J 9 JI /& NDS Fund Balance Sta... J L] J @ ! |_| @ |:

Step Action
6. Click the OK button.
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®NDS Fund Balance Statewide - Windows Internet Explorer

% = [&] https: {fuw. connectnd. us{pspindft/EMPLOYEE/ERP/c/NDS_REPORTS NDS_RUN_NDSGLOB GBLIPORTALP, ]| S |§| |Z| | Eing (2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ %5 05 ND Office of Management a... 5 Morth Dakota State Govern.., DS ConnectMD Operational ... #8 Suogested Sikes = @ | web Slice Gallry =

{& NDS Fund Balance Statewide K~ B - [ b - Page - Safety -

ORACLE" You are on Database: NDFT

Home: | MuttiChannel

Favorites | Main Menu > MDS Rgports ¥ GeneraLLedger »  MDS Fund Balance Statewide

@New\l\finduw ?Help E{’Custum\zep

Fund Bal

Run Control ID:  ADD_CUSTOMERS Report Manager Frocess Maonitar f

. [Engisn =]
Language: 4 Pr5e b Process Maonitor] 154
Report Request Parameters

Accounting Period: 4

*Fiscal Year: 2011
*Fund: 211 Q Fund: 211 a,
Fund: Q

(B save | =] matity | By Add| [E) UpdateDislay.|

4 |
javascript:submitAction_winD{document. wind, PRCSROSTOLG_WRK_LOADPRCSMOMITCRPE'); T 1 [ [ 8 ocalintranet v [ mw -
i start J @ JI /& NDS Fund Balance Sta... J (7] J @ ! |_|

Al

Step Action

7. Click the Process Monitor link.
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(_ NDS Fund Balance Statewide - Windows Internet Explorer HE E
% =[] https:feww. connectnd.usipspindft/EMPLOYEE,[ERPjc/NDS_REPORTS.NDS_RUN_NDSL0a GeLzPorTALP, ]| S || 42| X | J© B |2

File Edit ‘“iew Favorites Tools  Help

"¢ Favorites | 5.5 79 ND OFfice of Management a... 98- Marth Dakota State Govern... 08¢ ConnectMD Operational Erwv... @ Suggested Sikes = Weh Slice Gallery
= gov| gV gav

{& DS Fund Balance Statewide M- - [ = - Page - Safety - Tools - @~

ORACLE" You are on Database: NDFT

Haome

Favovrites §MainvMenu > NDS prorts > GeneraI'Ledger > DS Fund Balance Statewide

B Mew Window 2 Help E‘-/“Custnm\zs =
Server List
View Process Request For
User ID; [LDSHAMNNONG Q. Type: | =] [oast =l 30 [Days 7] . Refresh

Server: 'l Name: @, Instance: | to |
Run =] Distribution | |  Save On Refresh

Status: Status:

Process List y | Firsi - 1-340f 34

Digtributicn

Select Instance Seq. Process Type Process Hame User Bun Date/Time o

= a721184 Crystal MDS_GL0S LOSHANMOMEMND.GOY 110472010 2:3517PM COT Queued T2, Details

[ a721182 Crystal NOS_GLog LOSHAMMNOMNEMND GOV 110472010 2 28:52FM COT Fosted Details

= 5721180 Crystal NOS_GLog LOSHAMMNOMNEMND GOV 110472010 219:53PM COT Success FPosted Details

[ a7z PSJdob ARPREDCT LOSHAMMNOMEMD GOV 11012010 12:18:57FM COT Success FPosted Details

= 5721005 F3Job ARUPDATE LOSHANMOM@MD GOV 110152010 12:16:42PM CDT Success Posted Details

= a7ziom F3lob ARPREDCT LOSHANMOM@MD.GOY 11012010 11:30:56AM CDT Success Posted Details

T 5720942 F3.lob ARPREDCT LDSHANMOM@MD. GOV 10i28/2010 12:47:59PM CDT Success Posted Details

= &vInezs F3lob ARUPDATE LOSHANMOM@MD. GOV 1 0i29/2010 12:44:08PM CDT Success Posted Details

- 5720934 SGR Report ARIOO03 LDSHANMOM@MD. GOV 10i29/2010 12:35:50PM CDT Success Posted Details

[~ 5720888 Application Engine F5_BF LOSHANMOMEMD . GOY 10i28/2010 12:34:24PM CDT Success Fosted Details

[~ 5720888 Application Engine GL_JEDIT_O LOSHANMOM@EMD.GOY 10i28/2010 12:33:08PM CDT Success Fosted Details =
4 | _'l_l
Process Instance:S721164 ’_’_’_’_’_’_’%@ Local intranet ’w’h_v| 100% v v

& start J & J| /& NDS Fund Balance Sta... J L J @ & @ |:

Step Action

8. Click Refresh periodically to update the Run Status. Once the Status is Success and
the Distribution Status is Posted, click on the Details hyperlink.

Click the Refresh button.

9. Click the Details link.
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,_f'_ Process Monitor - Windows Internet Explorer

% =[] https: feww. connectnd.usjpspindftERPLOYEE JERRc{PROCESSMONITOR PROCESSMONITOR. GBLFoide: 7| B || 42| % | J© fing (2=

File Edit ¥iew Favorites Tools  Help

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

& Process Manitar

ORACLE" You are on Database: NDFT

Home: 3 | MuttiChanmng

Favarites ain Menu > PeopleTools  »  Process Scheduler @ Process Monitor
: - e

B Mew window P Help E{’Custum\zepage htlp =

hEEn

Process Detail

Process

Instance: 5721164 Type: Crystal
Name: MODS GLOR Description: MDS_GL0S
Run Status:  Success Distribution Status: Posted
(R W date Process
Run Control ID: ADD_CUSTOMERS  Hold Request
Location: Server  Queue Request
e
Server: FENT Cancel Request
” Delete Request
Recurrence:  Restart Request
Request Created On: 11/04/2010 2:35:21PM COT Farameters Transfer
Runh Anmytime After:  11/04/2010 2:3517PM COT Messane Log
Began Process At: 11/04/2010 2:35:44PM COT Batch Timings
Ended Process At:  11/04/2010 2:35:54FPM COT Wiew Logmrace
javascript:submitAction_win0{document.wind, PMN_DERIYED_INDEX_BTM; ’7 ,7 ,7 ,7 ,7 ,7 m @ Local intranet G"ﬂ - | 0% - A

mstart J e JI g Process Monitor - Win...

e m & [ @ |86

Step Action

10. Click the View Log/Trace link.

11. To access the report, click on the PDF file.

12. This topic showed how to run the NDS Fund Balance Statewide Report.
End of Procedure.
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ST 8.4.3 - NDS_GLO1 Itemized Query
NDS_GLO01 Itemized Query

Navigation: Reporting Tools > Query > Query Viewer

Procedure

This topic shows to run the NDS_GLO1 Itemized Query.

/& Employee-facing registry content

| B -

| m= - Page - Safety - Tools - '@v

@A ) =[] heepsiivwm. connectnd.usipsp/ndft/EMPLOYEE,[ERP hi7tab=DEFALLT =1 & |[4)| %] [ Ena L~
File Edit ¥iew Favorites Tools Help
57 Favarites | 5k 25 ND Office of Management a... 25 torth Dakota State Govern... 25 ConnecthD Operational Env. .. € Sugoested Sites = @ | Web Slice Gallery -

»

T CaS T MATEgerment

[» Deal Managerment

[» Risk Management

[ Financial Gateway

[= VAT and Intrastat

[> Excise and Sales TaxVAT IND
[ Commitrment Contral

[» General Ledger

[> Allocations

[» Statutory Reports

[ SCHM Integrations

[> Set Up FinancialsSupply Chain
[» Enterprise Cormponents

> Government Resource Directary
[» Background Processes
[= ¥orklist

[> Application Diagnostics
[» Tree Manager

[> Reporting Tools

[* PeopleTools

I Packaging

[ MD Uilities & Interfaces
[> WD HE Applications

» NDS Reports

— Tax Center

— Treasury Management Center
— Treasury Processing Center
— Treasury Definitions Center

— Back to Paortal

— Change My Password

— My Personalizations

— Mty System Profile

— Mty Dictionary

— My Feeds

‘F’\unJ create, and manage queries and nYision reports.

[

I~

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

&/ start J @ JI & Employee-facing regi...

ca | miorm -

jo @ & [| @

4

B

Step Action

1. Click the Reporting Tools link.
[l Reparting Toolg]

2. Click the Query link.
L

[ f|

Click the Query Viewer link.
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6: Query Yiewer - Windows Internet Explorer

@T&.} =[] https: feww. connectnd.usjpspindftERPLOYEE JERRc/UERY_MANAGER QUERY_WIEWER. sRL7PORTALP || b [ 42| X | J© fing (2=

File Edit ¥iew Favorites Tools  Help

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

& Query Yiewer ﬁ - - [ @ -~ Page = Safety =~ Tools ~ @v

ORACLE" You are on Database: NDFT

Home i MultiChanne! e | AddtoF

ain Menu > Reporting Tools Query > Query Viewer
@New\l\finduw ?Help E,/Custumwzepage htlp =]

hEEn

Cluery Viewer

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

“Search By: |Query Marme - begins with ]

Search | Advanced Search

~ My Favorite Queries El Ca210r21
Query Hame Description Owner Folder ﬁ#nmr_o ER::;IO ﬁ#;{o Queny
MDS110_ARDER OMB IDB Depositin AR Fublic HTML Excel xwL Schedule  @uery Download | [=] =
MOS125_AR_PAYMENTS Listing of AR Payments FPuhblic HTML  Excel |[HML Schedule |Guery Download =
MOS128_BILLING_PAYMEMT Listing of AR Billz and Pays Fuhlic HTML  Excel |®ML Schedule |Query Download =
MDS1 25_BILLING_PAYMEMNT_DATE AR Bills and Pays - Dt Frompt Fublic HTML |Excel |xwL Schedule | @uery Download | [=]
NOS201_PROMPT_VEMDOR Youcher Trans - Prampt Vendar Fuhblic HTML  Excel XML Schedule  Query Download =]
MOSE01_DOT_DEFOSITS Cgery for reconciling deposits Fuhlic HTML  Excel |®ML Schedule |Guery Download =
MOSALL_IDBS PAID Guery to balance IDBs Fublic HTML |Excel xhL Schedule Query Download El
MOSALL _JOURNAL_APPROWVAL Journals waiting for approval Fublic HTML  Excel |#biL Schedule | Query Download | [=]
MOSALL _UNPOSTED_GL_JOURNALS GL Journals Mot Posted Fuhlic HTML  Excel |RML Schedule |Guery Download = -
4 | _»l_I
’7’7’7’7’7’7’%@ Local intranet Wl@llﬂﬂ% 4
wstartJ@ Jlm J“J @-& [| @06
Step Action
4. Enter the desired information into the begins with field. Enter "NDS_GLO01".

Note: This is a search tool if you do not know the name of the Query.

5. Click the Search button.
6. Click the Excel link.

Note: This report can Run to HTML or Excel.

7. Enter the From Date or select dates from the calendar icon.

Click the Choose a date (Alt+5) button.
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Step Action

8. Enter the To Date or select dates from the calendar icon.

Click the Choose a date (Alt+5) button.

9. Click the View Results button.
| Yiew Results |

(Fhttps:,-",-"www.cunnectm:l.us,‘-"p5|:,-"ndft_2,.-"EMPLDYEE,‘-"ERP,.-"q,.-‘"?IE.m:tiun:IEerNameEucelURL:PUBLIE.NDS_GLIJI - Windows Internet Explorer

SAS) |g, https:,l’,l’www.connectnd.us,ipsc;’ndft_ZIEMPLOYEE,I’ERF,l’cu’?ICF\ct\0n=ICerNameExcalURL=F‘UBLIC‘NDS_Gj % 2| X Ib Bing FEaks
File Edit Wiew Favorites Tools  Help
57 Favorites ‘ 555 24 MD Office of Management a... 25 Morth Dakota State Govern... 95 ConnectMD Operational Erv... 42 Suggested Sites = @ | Witeb Slice Gallery ~
) Connecting. .. | | fi - B) - () @ - Pager Sdety~ Toods~ @~ 7
NDS_GLO1 - ltemized Transaction Register =
Unit: 11000 Q&
From Date: 070152010 |[H
ToDate:  [102202010 [H File Download
View Results
Do you want to open or save this file?
_ | Journal N Line L Posting Distribution
Unit D Date |Seq |Year |Period # Ledger Mame: gz Template Process Payments Li Type \
-L-lj Type: Microsoft Office Excel 97-2003 Worksheet, 300KE
From: www_connectnd us
Open Save | Cancel I

¥ Ahways ask before opening this tpe of file

i e 1 “whhile files from the Intermnet can be useful, some files can potentially

g harm your computer. If vou do not trust the source, do not open or

5 save this file. What's the risk?

4| | 3|
lﬂ‘ Done ’_’_’_’_’_’_mhg Local intranet #q - | H100% ~
i start J @ J & Query Yiewer - Windaws, . | (& https:/ /www.connect...

jo @ & [| @

B

Step Action

10. Click the Open button.
Open

11. The Excel spreadsheet displays the results of the query.

12. This topic showed how to run the NDS_GLO1 Itemized Query.
End of Procedure.

Page 256



Training Guide
Module 8 — General Ledger

ST 8.4.4 - Ledger Inquiry
Ledger Inquiry

Navigation: General Ledger > Review Financial Information > Ledger

Procedure

This topic shows how to run a Ledger Inquiry.

{f‘Emplnyeef[acing registry content - Windows Internet Explorer

@T\:\/ = |&] https: {frus. connectnd,us{pspindit/EMPLOYEE [ERP{h Fteb=DEFALLT =l & |[#2][ x| e Eing Ll

File Edit Wiew Favorites Tools Help

7 Favarites ‘ 54 35 ND Office of Management a... 35 Morth Dakota State Govern.., 2% ConnectMD Operational Erv... @8 Suogested Sikes = @ | web Slice Gallery =

¥ Connecting. .. | & + [ - [ @ - Page - Safety = Toolks - l@v
T Produciion Control |
[» Configuration Modeler

[> Product Configurations

I Quality

> Demand Planning

[= Inventory Palicy Planning

[> Bupply Planning

[> Grants

[= Program Management

[» Project Costing

[> Proposal Management

[> Maintenance Management

[ Resource Management

[» Lease Administration

[> Travel and Expenses

[> Travel Administration

&> Billing

[» Accounts Receivable

[> Azcounts Payable

[> eSetlements

[ Asset Management

[+ IT Asset Management

[> Banking

[ Cash Management

[> Deal Managerment

[> Risk Management

> Financial Gateway

[ AT and Intrastat

[+ Excise and Sales TaxWAT IMND =
> Commitrment Control

[» General Ledger

[> Allocations

[> Statutory Reports

[> BCM Integrations

[ et Up FinancialsiSupply Chain
[» Enterprise Components

[> Government Resource Directary
[> Background Frocesses

[z Wiinrklist LI

https: fww . connectnd s pspfndft{EMPLOYEE [ERPYs(WEBLIE_PTPP_SC HOMEPAGE FieldFormula.IScript_appHP?pt_ T %4 Localintranet o | mioEe -

& start J @ JI@EmpIuyee—fﬂ(ing regi... J “J @ ! |_| . &l

»

Step Action

1. Click the General Ledger link.
[ General Leduey

2. Click the Review Financial Information link.

@'ew Financial Information
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Step Action

3. Click the Ledger link.
| eduer|

{- Ledger - Windows Internet Explorer M=
% = @] https: fus. connectnd. us{pspindft/EMPLOYEE JERP/c/PROCESS_JOURNALS. INGLIRY_CRITERTA.GBLP0 || G (|2 [| % | [© Bing (2=

File Edit ¥iew Favorites Tools  Help

7 Favorites ‘ 25 95 ND Office of Management a... 25 Morth Dakota State Govern.., 08 ConnectMD Operational Env... €8 Suogested Sikes = @ | Web Slice Gallery =

& Ledger I ~ | mm v Pags v Safety - Tools ~ g~

»

RACLE" You are on Database: NDFT

Home

Favorites | Main Menu > GeneraIvLedger s Review Financvial Information @ Ledger

B Mews window P b

Ledger
Enter arry infarmation you have and click Search. Leave fields blank for a list of all values

Add a Mew Value

Maximurm number of rows to return fup to 300y | 200
Inquiry Name: | begins with = ||

Search | Glear |Basic Search [ Save Search Criteria

Fird an Existing Value | Add a New Value

4| | 2
Done ’7’7’7’7’7’7’%@ Local intranet Wl 100 - A
i start J@ Jlm J“J Q&[] & (=)

Step Action
4, Click the Search button.
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6: Ledger - Windows Internet Explorer
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= 3

% = [&] https: {fus. connectnd. us{pspindft/EMPLOYEE JERP/c/PROCESS_JOURNALS. INGLIRY_CRITERTA.GBLP0 || G [|2 || % | [ Bing

[2]]

File  Edit  Wiew

Favorites  Tools  Help

7 Favorites ‘ 9% 5 ND Office of Management a... 25 Morth Dakota State Govern.., D8 ConnectMD Operational ... €8 Suogested Sikes = @ | web Slice Gallry =

i - [ psh v Page ~ Safety = Todls - (G~

»

& Ledger

ORACLE" You are on Database: NDFT

Home: | Worklizt | MuttiChannel Consale | Add to Favortes |

Favarites gMain_Menu ¥ GeneraIvLedger s Review Financvial Information @ Ledger

E,/Custurmze Page hitp 2

hEEn

B Mew Window P Help
Ledger Inquiry

Enter ledaer, period, ChartField and rest of the criteria. Click on Search button to execute the query.

Ledger Criteria

Inquiry Name *Unit *Ledger *Fiscal Year  *From Period *To Period Currency Stat Code
JRMLREVIEW  [1] Q |acTuals @ [2o10/Q@ 1Q, 12/@, Q Q

™ Show YTD Balance
™ Show Transaction Details

™ Include Closing Adjustments
™ Only in Base Currency

Max Ledger Rows: 100

. Search | | Clear Delete
Chartfield Criteria Customize | Find | B | # S 4Mof11 Include
Adjustment
ChartField Value ChartField Value Set  UpdateHew g‘% ﬁre n ? Periods
Sel Period
Account ‘ Q| Q  Updateew | Ird 1 F a0
Deparment I a | Q. Update/Mew | -
Operating Unit [ a | Q Updateiew | ]
Fund Code I a | @ UpdateiNew | 7 -
Class Field \ Q | Q. Updatemew T
Prograrn Code I Q | Q. UpdateiMew | [ -
Sﬁﬁsyslem P Bus ‘ a | @ Updateilew | [ -
Subsystem Activity 1D | a | Q. |Undatemew T

[~
’7’7’7’7’7’7’@@ Local intranet Wl@llﬂﬂ% 4
j¢]®m & 1 ® @6

& start J @ JI /€ Ledger - Windows Int...

Action

Enter the desired information into the Unit field. Enter "11000".
Enter the desired information into the Fiscal Year field. Enter "2011".
Enter the desired information into the To Period field. Enter "12".

Step

oI N

Click the Show Transaction Details option.

| W Show Transaction Details|

Enter the desired information into the Value field. Enter "131002".
Click the Look up Value (Alt+5) button.

=

Click the Interdepartmental Receivable link.
[Interdepartmental Receivable]

Click the Search button.

10.

11.

12.
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{ dger - Windows Internet Explorer [_[=]x]

T- J&] tips:ffwens connectnd. usipspindft /EMPLOYEE /ERP//PROCESS_IOURNALS. INQUIRY_CRITERIA,GEL7Po ]| Eh |[42]| X | J© B =B
File Edit ‘“iew Favorites Tools  Help

7.7 Favarites \ 9.5 08 ND Office of Management a... 25 Morth Dakota State Govern... 28 ConnecthD Operational Env... 8 Suagested Sikes = @ | Weh Slice Gallery =
"e Ledger

ﬁ - - [ @ ~ Page = Safety = Tools - @- »

ORACLE" You are on Database: NDFT

Haome
Favovrites §MainvMenu > Generalvl_edger s Review Financi'al Information > Ledger
B Mew Window P Help D/'Custnm\ze FPage r,ht‘lp =
Ledger Inquiry
Transaction Details

Ledger Criteria

Inguiry Mame Unit Ledger Fiscal Year From Period To Period Currency Stat
JRMLREVIEW 11000 ACTUALS 2011 1 12
I~ Show ¥TD Balance

™ Include Closing Adjustments
¥ Show Transaction Details [T Only in Base Currency

Max Ledger Rows: 100

Go To Inguiry Criteria
Transaction D

Transaction Criteria

Ledger by Period and Chartfields

|.m:l:uunt Description

1131002 [Interdepartmental Receivable |

Amount {in Transaction Currency):

2500 UsD Amount (in Base Currency): 25.00  UsD

Journals e | Find | E |

Amount (in 5
. - [0

Journal I Line Descr Date Seq Stat Amt HR Transaction Currency Amuur‘r:(uuru:::se Bcz?:en
Currency] Lurrency

LmO0931404 14290 070152010 0.00 m 25.00 USD 25.00 USD

|B Save | &4 Retunto Search | =] Mofify | |Betdd| | Updsteisplay |
javascript: submitAckion_win0{document.wind, '$ICField 3&shviewall$o’;

[~
’—,_,_,_,_’_@[% Local intranet ’\fn_v|@1100% T4
st | & [[& Ledger - windows toe.. |« | RN G BT

Step Action
13. Click the View All link.

14, Detail is listed for the criteria selected.
15.

This topic showed how to run a Ledger Inquiry.
End of Procedure.
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ST 8.4.5 - Trial Balance Report
Trial Balance

Navigation: General Ledger > General Reports > Trial Balance

Procedure

This topic shows how to run a Trial Balance Report.

ﬁEmplnyeef[acing registry content - Windows Internet Explorer [_[&]x]
@_\t‘/ = [&] hitps: fwwons. connectnd. us{pspindfH{EMPLOYEEJERF fhy7tab=DEFALLT =L & || &) [#2 ][] |&F Live Search 2 |-

{3 Favorites ‘ i.:‘ﬁ € | Sugoested Sites ~ @ | Web Slice Gallery =

€3 Connecting. .. | | & - - [ gé; ~ Page ~ Safeby + Tools + .@.v =
[> 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

b Statutary Replccess Generdl 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

— W Sectarn Profila |
https: {fww connectnd, us/psp/ndft/EMPLOYEE/ERP/s{WEBLIE_PTPP_SC, HOMEP [ @ 1nkernet | Protected Made: OFF ERE

;"Startl J i | e JI & Employee-facing regi... defa) @(}))

Step Action

1. Click the General Ledger link.
[ General Leduey

2. Click the General Reports link.
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Step Action

3. Click the Trial Balance link.
[rrial Balance]
4, After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,

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

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

K:Trial Balance - Windows Internet Explorer

M= E3
@;: £ |g, https:J‘,l’www.connectnd.us)’psp,l’ndft,I’EMPLO\"EEJ‘ERP,ic,l’F‘ROCESS?JOURNALS.RUN?GLS?U12‘GBL?FORTALP‘jI§| 2| X Il" Live Search FEaks
7 Favarites ‘ 9% @] Suggested Sites = @ | Wsb Slice Gallery -
/& Trial Balance & - - [ p=h - Page - Safety - Tools- @+

ORACLE" You are on Database: NDFT

| MutiChannel Console Add to Favortes Sign out
Favorites - Main Menu > General Ledger > General Reports > Trial Balance
i ~ -

B Mew Window P Help ,
‘IIC
Trial Balance

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

Find an

Add 3 Mew Value

Maxitnurn number of rowes to return (up to 3003|300
Run Control ID:| begins with =] |

I~ Case Sensitive

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

Find an Existing Value | Add a Mew Value

4] |

|
Done [ [ [ | & meemet | Protected Made: OFF V3 v | ®mie -
Costart| | 5, 0 7] @ |[7& Trial Balance - Windo.. B wyip)

Step Action
5. Click the Search button.
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Step Action

6. Click the trialbalance link.

ﬂ: Trial Balance - Windows Internet Explorer M= E
6(9 =[] httos: . connectnd, usfpspindF/EMPLOYEE JERFjc/PROCESS_JOLRNALS.RUN_GL7012 GeLPoRTALR o] | & |[42] (3] [ Lve search [2]:]
T Favorites | 55 @] Suggested Sites = @] web Siice Gallery -

(& Trial Balance & - - [ g=h v Page- Safety > Tools- G@-

ORACLE" You are on Database: NDFT

Home | Worklist | MuttiChannel Console | Add to Favortes | Sign out
Favovrites MainvMenu > General Ledger > General Reports > Trial Balance
H - -

E Mewwindow 2 Help [ customize Page B ntp

htEn

Trial Balance Report

Run Control ID:  trialbalance Eeport Manager Process Monitor [ RU

Language: I English :l'
Report Reguest Parameters

Unit: 11000 @ tledger |ACTUALS Q) Include Adjustment Periods
Adjustment Period
i : E od:
Fiscal Year: | Period 1 Iﬁ =

Currency Option: | Base 'I Currency: Q

I Display Full Numeric Field

| Refresh |

ChartField Selection & re i First Kl 143 0f13 oot

Sequence ChartField Hame % Descr  Subtotal Value To Value

[ 1] Account - i Q| Q

[ | pockcode | o Q| Q

[ | Subsystem PC Bus Unit | Imi| Q| Q .

[ | subsystem Activity ID | i all Q

’— Subsystern Analysis Type [ [ [ | aQQ | Q

[ class Fiels | o Q| Q

[ | Deparment - O Q| Q

[ Fungcode | [ Q| Q =
Done ’_’_’_’_ ’_ ’_ ﬁ Internet | Pratected Mode: OFF ’fﬂ_v| 0% - A

f‘_’startl J LY é JI (& Trial Balance - Windo... BEE wyd)

Step Action
7. Enter the desired information into the Fiscal Year field. Enter "2010".
8. Enter the desired information into the Period field. Enter "6".
9. Click the Refresh button. This will re-sort the ChartField Selection section.
10. Select the Include CF, Descr, or Subtotal boxes as needed. This will provide a more
detailed breakdown.
11. Click the Run button.
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| Balance - Windows Internet Explorer
% % [&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS RUN_aL57012 GBLIPORTALP || G || €2 || X | [&¥ Live Search (2=

;} Favorites ‘ ié, €| Suggested Sites + @ | Web Slice Gallery +
{8 Trial Balance

ORACLE" You are on Database: NDFT
Home

Favarites éMain_Menu » Generdl Ledger » General Reports : Trial Balance
: ~ -

Process Scheduler Request

Run Control ID: trialbalance

User ID: LOSHAMMOMNEMD. GO
Server Name: [ =l fun pate: 123200 B
| Run Time: Q:28:26AM | Resetto Gurrent DaterTime |

Recurrence: I j
Time Zone: Q
Process Hame Process Type Type *Format Distribution

Select Description
cd Trial Balance Repart GLETO1Z 8GR Report Wieh - IPDF VI Distribution

| O | Bancel |

'_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | F00% v
@ )

Cione
A'Ystartl J EN JI /& Trial Balance - Windo...

Step Action
12. Click the OK button.
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[ Trial Balance - Windows Internet Explorer
w = |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS RUN_aL57012 GBLIPORTALP || G || €2 || X | [&Y Live Search (2=
7 Favorites ‘ 9% @ Suggestad Sites * @ | Web Slica Gallery

{8 Trial Balance @ - - [ @ -~ Page - Safety - Tools @' ”

ORACLE" You are on Database: NDFT

Home | MutiChanne | AddtoF:

Favarites gMain_Menu ¥ GeneraIvLedger > GeneraIvReports s Trial Balance
@New\l\finduw ?Help E{'Custum\zepage

Trial Balance Report

Run Control ID:  trialbalance Report Mananer Process Monitar |£‘

Language: IEng\ish | Frocess Instapsea: —
[ to Process orior]
Report Request Parameters
Unit: 11000 &} “Ledger:  |ACTUALS Q, Include Adjustment Periods

Adjustment Period

i H 2010 iod: [
Fiscal Year: Period 1|—LI =l
Currency Option: IEase vl Currency: Q

I Display Full Numeric Field

ChartField Selection

Sequence ChartField Hame % Descr Subtotal Value To Value

[ 1] Account F ¥ il Q| Q

’72 Fund Code [l - r | Q | a

’—3 Department ~ r Imi Q| Q. i
’— Operating Unit - - o Q| a

[ | Program Code - O Q| Q

[ class Fiels | [ Q| Q

[ Project 0| O Imi| Q| Q

[ | Subsystem PC Bus Unit | Imi Q| Q

=
javascript: submitAction_winO{document.wind, PRESROSTOLG_WRE_LOADPRCSMONITORPE'); |§ Internet | Protected Mode: OFF ¥o - | o100 - A

Sostart| | G B P) @ |[ /& Trial Balance - Windo.. BEE R

Step Action

13. Click the Process Monitor link.
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; el | B L =
67\{9 = [&] https: /e, connectnd. usipspindft/EPPLOVEEJERPc/PROCESS_IOURNALS.RUN_6L57012,GBLrPoRTALP | S |[#2 /|2 | [8 Lve search (2=

i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -

(&8 Trial Balance & - - [ g=h + Page- Safety > Tools- G@-

ORACLE" You are on Database: NDFT

Haome
Favovrites MainvMenu > General Ledger > General Reports > Trial Balance
H - -

Server List
View Process Request For
User ID; [LDSHAMNNONG Q. Type: | =] [oast =l 30 [Days 7] . Refresh

Server: 'l MHame: Q Instance:\ to |
Run ~] Distribution | |  Save On Refresh
Status:

Status:

Process List

Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status gz:sﬂ 1] s |
- 5721908 SGR Report GLE7012 LOSHANMMOM@MD . GOY 120372010 3282640 CET Quened iz, [+étails
= a721e18 Crystal GLCTE01- LOSHANMMOMEMND GO 1172972010 252:22PM CST Success Fosted Details
= 571 EBRY Crystal GLCTA01- LOSHAMMNOMEMND GOV 1102372010 316:52PM CST Success FPosted Details
[ 5721 6BRE Crystal GLCTA01- LOSHAMMNOMEMD GOV 1172372010 313:59PM C5T Success FPosted Details
= 5721648 Application Engine GL_JEDIT_DO LOSHAMMNOMNEMND GOV 1102372010 1:41:39PM CST Success FPosted Details
= arn647 Application Engine GL_JEDIT_O LDSHANMOM@MD GO 112372010 1:30:27PM CET Success Posted Details
= 8721648 Application Engine GL_JEDIT_O LDSHANMOM@MD. GOV 11/23/2010 1:27:41PM CET Warning Posted Details
= a711845 Application Engine GL_JEDIT_D LOSHANMOM@MD. GOV 1 1M BI2010 11:01:46AM CST Warning Posted Details
= 8711544 Application Engine GL_EXCL_JRML LDSHANMOM@MD. GOV 111 B/2010 10:59:18AM CST Success Posted Details
- 5721530 Application Engine GL_EXCL_JRML LDSHANMOME@MD. GOV 111 5/2010 2:05:31PM CET Success Posted Details
= 5721184 Crystal MNDS_GLOE LDSHANMMOME@MND.GOY 11042010 23817PM COT Success Fosted Details
- &721182 Crystal MDE_GLOE LOSHAMMOM@MND GO 11/04/2010 2:28:52PM COT Success Fosted Details

; | of
Done ’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 0%~
;'."_’Startl J EmyY 8 JI {& Trial Balance - Windo... BEE wy)

Step Action

14. Click Refresh periodically to update the Run Status. Once the Status is Success and
the Distribution Status is Posted, click on the Details hyperlink.

Click the Refresh button.

15. Click the Details link.

Page 266



Training Guide
Module 8 — General Ledger

(_ Trial Balance - Windows Internet Explorer

w % |&] https: fuwmn.connectnd. us/pspindFt{EMPLOYEE/ERP/c/PROCESS_JOURNALS RUN_aL57012 GBLIPORTALP || G || €2 || | [&Y Live Search (2=
7 Favorites ‘ 9% @ Suggestad Sites * @ | Web Slica Gallery

=
(&8 Trial Balance - « | g v Page -~ Safety - Tools + -

ORACLE" You are on Database: NDFT

Home: | MuttiChannel

Favarites gMain_Menu ¥ GeneraIvLedger > GeneraIvReports s Trial Balance
@New\l\finduw ?Help E{'Custum\zepage htlp =]

hEEn

Process Detail

Process

Instance: 5721906 Type: S0R Report

Name: GLSTO12 Description: Trial Balance Report

Run Status:  Success Distribution Status: Fosted
e

Run Control ID: trialbalance  Hold Request

Location: Server  Queue Request

¢ cancel Request

Server: FSMNT
” Delete Request
Recurrence:  Restart Request
Request Created On: 1 2/03/2010 9:28:31AM C5T Farameters Transfer
Run Anytime After: 12032010 9:28:264M GST hessane | og
Began Process At: 1 203/2010 9:28:50AM CST Batch Tirmings
Ended Process At: {1 2i03/2010 9:28:01AM GST Wiew LogTrace
javascript:submitAction_wind{document wind, PMN_DERIVED_INDEX_ETN'; [ [ [ [ [&mtemet | Protected Mode: OFf o v [ -

Sostart| | G, B P) @ |[ /& Trial Balance - Windo.. & i

Step Action

16. Click the View Log/Trace link.
[iew LoaTrace]
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G(L; - |g, https:J‘,l’www.connectnd.us;’psp,l’ndFt,l’EMPLO\"EEJ‘ERPJc,I’PROCESS?JOURNALS.RUN?GLS?DIzGBL?PORTALF\j & |‘?|| X | I:’ Live Search

i} Favaiies ‘ {;9 B sugge ._._‘ ww.connectnd.us/psreports/ndft /4196902 /GLS7012_5721906.PDF - Windows Internet Explorer

LS i) = |g, https:fiwww.connectnd.us;’psreports,l’ndft,l"!196902,|’GLS7Dj j |E| |z‘ I:’ Live Search ‘P '|

E Trial Balance
< Favorites ‘ 9% @] Suggestad Sites * @ | Web Slice Gallery

ORACLE" You i N
€3 hittpsi v, connectnd, us {psrepartsfndftj4196902f .. | | ﬁ - - [ @ - Page ~ Safety ~ Tools - @'

Favarites - Main Menu > €

View LogiTrace

Report ID: 4186802
Name: GLET01Z2
Run Status:  Success

Trial Balance Report
Distribution Details

Distribution Node: NT

File List

Hame

GLE7012 57210806.PDF
GLE7012 5721906.0ut
SQR GLST012 5721906.I0:
Distribution ID Type

User

-

’_’_'_’_’_’_|Unknuwn Zone | Protected Mode: OFf ¥g - | HA00% v g

[~
4

Return

https: ffwew comnectnd.us/psreports/ndfi/4196902/5L57012_5721906.PDF [ E[ | || [ meemet | Protected Mode: off v [ mw -
.’*Startl | 3 M W) & | & midlBalance - windows L.. | (& windows Internet Ex... HE s

Step Action

17. Click the GLS7012_5721906.PDF link.
[GLS7012 5721906.PDF|

18. The Trial Balance report is displayed.

19. This topic showed how to run the Trial Balance Report.
End of Procedure.
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ST Lesson 8.5 - Open Items
Open Items

The Open Item feature in PeopleSoft allows you to monitor the balance of your Interdepartmental
receivable accounts by agency and fund.

ST 8.5.1 - Review Open Item Status
Review Open Item Status

Navigation: General Ledger > Open ltems > Review Status Online

Open Item Status inquiry displays open item billing, payment and balance information originating
from InterDepartmental Billings (IDB's) in General Ledger. Open item status, date range, and
business unit can be specified to isolate the results.

Procedure

This topic shows how to Review Open ltem Status.
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g registry content - Windows Internet Explorer

@‘j‘v |g https: /e, connectnd, us/psp/ndfL EMPLOYEE JERP R 7 ab=DEFALILT j % 2% IbEing 2|~

File Edit ‘“iew Favorites Tools  Help

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

£ Connecting. ..

| X - El = ] m= - Page -~ Safety = Tools = '@-
[> Supply Planning =
[> Grants

[> Program Management

[» Project Costing

I» Proposal Management

[> Maintenance Management

> Resource Management

[» Lease Adminigtration

[ Travel and Expenses

[» Travel Administration

[> Billing

[» Accounts Receivable

[» Accounts Fayahle

[> eSetflernents

[» Asset Managerment

[ IT Asset Management

[ Banking

I» Cash Management

[> Deal Management

[ Risk Management

[> Financial Gateway

[ AT and Intrastat

[» Excise and Sales TaxVAT IND
[> Commitrment Contral

[> General Ledger

[+ Allocations

[» Statutory Reparts

[= SCM Integrations

[» Set Up FinancialsfSupply Chain
[> Enterprise Components

[» Government Resource Directory
[» Background Frocesses

[ worklist

[» Application Diagnostics

[> Tree Manager

[» Reporting Tools

> PeopleTools

[> Packaging LI
T MIES 1 Wil 8 b
hittps: {fwe connectnd, us/pspindft/EMPLOYEE/ERP/s{WEBLIE_PTPP_SC, HOMEPAGE. FieldFormul [| 0 T [ [Fe & ocalintranet “p v (B -

&4/ start J @ JI@Empluyee—facing regi.. J “J @ ! |_| ‘ |:

Step Action

1. Click the General Ledger link.
[l General Ledoer]

2. Click the Open Items link.
Open ltems|

3. Click the Review Status Online link.

@'Ew Status Online
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_('_ Review Status Online - Windows Internet Explorer

M= E3
% =[] httos Jivmm. connectnd. usfspindfEMPLOTEE JERF/<IR EVIEW_FINANCIAL_INFORMATION.oL_open_ITe =] | & |[42][ | [©Eing |2
File Edit ¥iew Favorites Tools  Help
7 Favorites ‘ 95 29 MD Office of Management a,.. 75 Morth Dakota State Govern... 2S¢ ConnectMD Operational Env... €8 Suggested Sites = @ Web Slice Gallery +
& Review Status Orline

ﬁ v | @ - Page - Safety ~ Tools - @v >
ORACLE" You are on Database: NDFT

Home it | MutiChanne!
ain Menu > General Ledger > Open Items @ Review Status Online
- -

B Mew Window 7 Help
Review Open Item Status

*Unit *Ledger *Inguire Journal ID
ooo | @ [acTuals x| [open ]|

E{'Custurmze Page http

hEEn

Journal Date FromTo

Closed Date FromTo
[Toin1rzo04 5

[oen 72010 (B [ori01i890

Reconcile Nbr
[oarzzotg |

Account

Oper Unit - lept Program Class Project Subsys_PC_BU Subsys_Activ_ID Subsys_Anal_Typ g‘;‘;‘; Scenario  Currency Open lte
131002 |G Q Q| Q| Q Q| Q Q Q Q
Search I

[ lal Jal oz

Open tem Balances C
Open tem Key Account Oper Unit  Fund Dept Program Class

Project Scenarin  Status Date Closed R ile Hbr Tr: tion A it |
_ 0.000
ﬁ Save E Matify |
J | 2
’_’_’_’_’_’_mm Local intranet ‘5 v [R00e -
wstart J g JI e Review Status Online ... J L) J @ ! = |_| @ ug

Step Action

Click the Inquire drop down list.
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% =[] https:feww. connectnd.usipspindft/EMPLOYEE,[ERPjC/REVIEW_FINANCIAL_INFORMATION.GL_open_ITe ]| &b |[42]| X | J© & (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 -

& Review Status Orline - - [ g=h - Page - Safety = Toos- @)=

ORACLE" You are on Database: NDFT

witklist | MutiChannel Console | AddtoFsvortes | Signout
Favovrites MainvMenu > General Ledger > OpenIterms > Review Status Onling
H - -

B Mew Window ? Help Eoustnm\zepage hﬂp

=

Review Open Item Status

*Unit *Ledger *Inguire Journal ID Journal Date FromTo Closed Date FromTo Reconcile Mbr
11000 | Q@ [acTuals | [T | [tamtzond |5 [oenrzota (5 [ororia60 lowztzong |
Account Oper Unit Fund Dept Program Class Project Subsys_PC_BU Subsys_Activ_ID Subsys_aAnal_Typ g‘:;: Scenario Currency Open el

[rnonz o] SUREY Q| aljlal Ja[ Ja [ Ja [ Ja [ Ja[_Ja[ Ja[izoo
Searchl

Open ltem Balances c
Open tem Key Account Oper Unit Fund Dept Program Class Project Scenario  Status  Date Closed ile Mbr Trangaction Amount 1
0.000

(B save | =] matity |

4

| i
T T [Fe & ocalintranet EREIR
&/ start J @ JI /& Review Status Online ... J L7 J @ ! |_| . P

Step Action
5. Select the Open list item.

Note:
Open will only display Open status items.

Both will display Open and Closed status items.

Closed will only display Closed status items.

6. ""Journal Date From To'" dates will remain the same from the prior saved search.
These must be changed if you want current information or if a certain date range is
needed.
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6: Review Status Online - Windows Internet Explorer

% =[] https: feww. connectnd.usjpspindftERPLOYEE JERRjc/REVIEW_FINANCIAL_TNFORMATION.GL_OPEN_ITE || &b || 42| x| J© fing (2=

File Edit ¥iew Favorites Tools  Help

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

& Review Status Orline i < | mm v Pags v Safety - Tools ~ gh- >

ORACLE" You are on Database: NDFT

Favarites ~ Main Menu » GeneralLedger > Openltems > Review Status Onine

@New\l\finduw ?Help E,'/Custumwzepage htlp

hEEn

Review Open Item Status

“Unit “Ledger “Inguire Journal ID Journal Date FromTo Closed Date FromTo Reconcile Nbr
[ood | [acTuas x| [open ]| 112004 [H o [osn 72010 B[ 0d1990 [oarzzong |
Choose a date (Alt4+5) Book
Account Oper Unit Fund Dept Program Class Project Subsys_PC_BU Subsys_Activ_ID Subsys_Anal_Typ Code Scenaric Currency Open ke

131002 Q Q Q| Q| Q Q| Q Q Q Q Q Q @ [12500
Search I

Open ltem Key Account Oper Unit  Fund Dept Program Class Project Scenarin  Status Date Closed R ile Hbr Tr: tion A it |
0.000

B save | [Z] hotify

J | 2

javascript:DatePrompt_win0('GL_OI_CRITERIA_JOURMAL_DATE_TO','GL_OI_CRITERIA_IOURMAL_DATE_TO$prompt’ % @ Local intranet G"ﬂ - |'55_'11EIEI°./‘° - A

wstart J @ JI @Review Status Online ... J L) J @ ! |_| @ F

Step Action

7. A few options are available for the " To" field:

1) Keep previously saved date
2) Type in desired date
3) Choose a date from the calendar icon

Click the Choose a date (Alt+5) button.

8. Click the Current Date link.

9. For a specific business unit inquiry, enter the desired information into the Open
Item Key field. Enter "12500".

The Open Item Key field can also be left blank to display all business unit activity.

10. Click the Fetch Selection (Search) button.

Search |
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11. Open Item Balances information is displayed.

Note: Only this status is displayed because the Inguire selection was Open.

12. Click the 12500 link.

12600
13. This selection displays activity for the Open Item business unit.
14. This topic showed how to Review Open Item Status.

End of Procedure.
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ST 8.5.2 - Open Item Listing Report
Open Item Listing Report

Navigation: General Ledger > Open Items > Open Item Listing Report

The Open Item Listing Report displays a listing of outstanding balances per open item (business
unit). This report is beneficial in maintaining customer balances and activity.

Procedure

This topic shows how to run an Open Item Listing Report.

{f‘Emplnyeef[acing registry content - Windows Internet Explorer

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

7 Favarites ‘ 9 35k MO OfFice of Management a... 250 Morth Dakota State Govern... 255 ConnectMD Operational Erv.,. @8 Sugoested Sies » @ Web Slice Gallery =

- »
@Emp\oyee-Facing registry content | | ﬁ = [ - [0 m= - Page~- Safety -~ Tools - g~
[> Supply Planning |
[= Grants

[= Program Management

[> Project Costing

[> Proposal Management

[> Maintenance Management

[» Resource Management

[> Lease Administration

[ Travel and Expenses

[> Travel Administration

&> Billing

[» Accounts Receivable

[> Azcounts Payable

[> eSetlements

[> Asset Management

[+ IT Asset Management

[ Banking

[» Gash Management

[> Deal Management

I» Risk Management

[> Financial Gateway

[ AT and Intrastat

[+ Excise and Sales TaxWAT IMND
> Commitrment Control

> 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
. M 1 A 2 1 =
https:{ fvaww . connectnd usfpspindfLEMPLOYEE/ERP s WEELIE_PTRP_SC HOMEPAGE  FieldFormula.IScript_AppHR?pt_ % |H Local intranet fq | FA00% v g

i start J & JI@Empluyee—facing regi... J "J @ ! |_| . F

Step Action

1. Click the General Ledger link.
[l General Ledoer
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Step Action

2. Click the Open Items link.
Open ltemns|
3. Click the Open Item Listing Report link.
Qgen ltem Listing Report
4, After navigating to a report, the user will be asked to enter a Run Control ID:

The Run control is a database record that allows a user to define criteria for a
specific process. The Run Control is saved after it is created and can be used again,
or modified, the next time the same process is run. Run Controls are unique to a user
ID.

The first time a report is run you will need to Add a New Value. The Run Control
can be any alpha/numeric combination but cannot have spaces. Once the Run
Control is entered you will proceed to the parameters page.

6=Dpen Item Listing Report - Windows Internet Explorer

@; j = @] https: v connectnd. us/pspfndft/EMPLOYEE JERPJcREVIEW_FINANCIAL_TMFORMATION RUN_sL5300( ]| G || 42 || % | [ Eing 2|

File Edit View Fawvorites Tools Help

.7 Favarites ‘ 953 5 ND Office of Management a... 35 Morth Dakota State Govern.., 25 ConnectlD Operational Erv... @8 Suogested Sikes = @ | web Slice Gallery =

- »
_réODan Item Listing Repaort & - E - [ m= ~ Page v Safety ~ Tools - @v

ORACLE" You are on Database: NDFT

Home | ‘wiorklist | MutiChannel Console | AddtoFavortes | Sign out
Favorites éMaln_Menu » General Ledger > Openltems > Open Item Listing Report
- ~ -

ElMewwindow 7 Help B hitp
Open Item Listing Report

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

Find an Exis

Add a Mew Value

Maximurm number of rows to return fup to 300y | 200
Run Control ID: | begins with > ||
™ case Sensitive

. Search | Glear |Basic Search [§] Save Search Criteria

Fird an Existing Value | Add a New Value

4| | 2
T T [ [ [ [fe % Localintranet [¥5 ~ [®100% - 4

i start J & JI@npen Item Listing Re... J ﬂJ @ & [| & |:
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Step Action

5. Click the Search button.
6. Click the openitemlisting link.

npenitemlisting

f: DOpen Item Listing Report - Windows Internet Explorer HE E
5\9 =[] https:feww. connectnd,usipspindft/EMPLOYEE,[ERPjC/REVIEW_FINANCIAL_INFORMATION RUN_GLs3000 ]| B [[42]| x| J© B (2|

File Edit Wiew Fawvorites Tools  Help

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

{& open Ttem Listing Report Xi - B - ()@= - Page - Safety - Toos- @ 7

ORACLE" You are on Database: NDFT

Home Warklist | MuttiChannel Consale | Add to Favortes | Sign out
Favclvrites H MainvMenu > General Ledger > Open Items >  Open Item Listing Report
H - -

B M Window ? Help E‘-/"Custom\zepage hﬂp =

=)

Open Item Listing Report

Run Control ID:  openitemlisting Eeport Manager Frocess honftor R
Language: I English :l'

Report Request Parameters

Unit: | Q
Ledger: ACTUALS Q.
As of Date: 0242010 [H
Currency: 1D Q I Display Full Numeric Field

. Refresh |
ChartField Selection

3 Frst " 1140114 " Last

Descr  Walue

Sequence ChartField Hame % —

[ Account [ [ I < ¢

[ 2 Fundcode Il [ <}

|| BudgetPeriod r | R < ¢

’— Suhsystern PC Bus Unit [} [} licl

] subsystem Activity ID r i R, < |

] Subsystem Analysis Type - | =

T | classField r 0 & [
’_’_’_’_’_’_’@@ Local intranet "'ﬁﬂ_'l H00% =

& start J & J|@upen Item Listing Re... J UJ @ ¥ [ & |:

Step Action
7. Enter the desired information into the Unit field. Enter "11000".
8. A few options are available for the "*As of Date:" field:

1) Keep currently saved date
2) Type in desired date
3) Choose a date from the calendar icon.

Click the Choose a date (Alt+5) button.
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Step Action
9. Click the Current Date link.

10. Select Include CF (Chartfield) boxes to be displayed in the report. The Sequence
field will sort them accordingly.

11. Click the Include CF (Chartfield) option.

12. Click the Descr option.
13. Enter the desired Account code in the Value field. Enter "131002"
(InterDepartmental Receivable account).
14, Click the Run button.
Fun

lC: Dpen Item Listing Report - Windows Internet Explorer
% = [&] htps: ey, connectnd. usjpspindit/EmPLOYEE ERP/cfREVIEW_FINANCIAL_TNFORMATION.RUN_GLs300 2 ]| &b |42 ][ x| @ Eing (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 =
& Open Ttem Listing Report M- - [ pmn v Page - Safety - Tools - @ »
ORACLE" Youare on Database: NDFT
Favovrites MainvMenu > GeneraIvLedger B3 Openvltems > Open Itemn Listing Repart
B Newwindow 2 Help [ custamize Page |
saved
Process Scheduler Request
User ID: LOSHANMOMN@MD 30 Run Control ID: openitemlisting
Server Name: IPSNT :I' Run Date: 1wizzmo i
Recurrence: ~| RunTime:  [259:29PM | Resetto Current DaterTime
Time Zone: Q
Select Description Process Hame Process Type ‘Type *Format Distribution
Il Openltem Listing Report GLE3000 SR Report ek > IPDF 'l Distribution
ok | cancel |
bone T [T [ S ocalintranet Th v [Eooe +
i start J & J| & Open Item Listing Re... J L J Q& [l & F
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Step Action
15. Click the O_K button.

pen Item Listing Report - Windows Internet Explorer

% =[] https: feww. connectnd.usjpspindftEFPLOYEE JERRjc{REVIEW_FINANCIAL_TNFORMATION RUN_GLs3000 ]| G [[ 42| x| J© fing (2=

File Edit ¥iew Favorites Tools  Help

5.7 Favarites ‘ 5.3 8 ND Office of Management a... 25 Morth Dakota State Govern.., 08 ConnectlD Operational Erv... €8 Suogested Sikes = @ | Web Slice Gallry =

gODan Item Listing Repart ﬁ - = [ @ ~ Page » Safety » Tools » @v »

ORACLE" You are on Database: NDFT

Home
Favarites ~ Main Menu » GeneralLedger > Openltems > Open Item Listing Repart

Run Control ID:  openiternlisting Report Manager Process Monitar Rty

Language: English = Process Instance: 5720733

Unit: W aQ
Ledger: lm a,
As of Date: [Torzzizo0

Currency: ush Q ™ Display Full Humeric Field
Resiore
ChartField Selection 1-20 of 20
Sequence ChartField Hame Imcl;de Descr  Value
[ 1 Account I3 ¥ |30z Q =
] Operating Unit - | < §
[ FundcCuode r I I < ¥
’— Depatrment r - ’7 Q
[ | Program Code r | I < ¢
T ClassField r o e
[ PCBusiness Unit r | i R <!
[ Projest - | I [ ¢
[ activity r | i <}
iavascript: submitaction_win{document.wind, PRCSROSTOLG_WRK_LOADPRCSMONITORPE'; T T | | | [fe % Localintranst [75 ~ [ = 100w -

i

NN

i start J & JI & Dpen Item Listing Re.. J ] J @

Step Action

16. Click the Process Monitor link.
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% =[] https:feww. connectnd,usipspindft/EMPLOYEE,[ERPjC/REVIEW_FINANCIAL_INFORMATION RUN_GLs3000 ]| ) |[42]| x| J© & |2+

File Edit ‘“iew Favorites Tools  Help

" Favorites | 5.5 79 ND OFfice of Management a... 98- Marth Dakota State Govern... 08¢ ConnectMD Operational Erwv... @ Suggested Sikes = Weh Slice Gallery
= gov| gV gav

& Open Ttem Listing Report M- - [ = - Page - Safety - Tools - @~ »

ORACLE" You are on Database: NDFT

Haome

Favovrites §MainvMenu > GeneraI'Ledger B3 Open'Items > Open Itemn Listing Repart

B M WWindow ? Help Eoustnm\zepage hﬂp =

=

Server List

View Process Request For

User ID: LDSHANMONGCL, Type: | ] fLast =l 90 |Days =l . Refresh
Server: 'I Name: Q Instam:e:‘ to |

Run =] Distribution | ~|  Save On Refresh

Status: Status:

Process List 1-43 of 43

Select Instance Seq. Process Type Process Hame User Bun Date/Time Bun Status u S

T 5720733 SGR Report GLsa000 LOSHANMMOMNEND. GO 1002202010 259:29PME0T Queued T2, FEtails

[ a720727 Crystal GLCTA01- LOSHAMMNOMNEMND GOV 1002272010 2:00:28FM COT SUCCESS FPosted Details

= 5720722 Application Engine GL_JEDIT_DO LOSHAMMNOMNEMND GOV 1002272010 1:38:45PM COT Success FPosted Details

[ 572071 Application Engine GL_JEDIT_D LOSHAMMNOMNEMD GOV 1002272010 1:32:30FM COT Success FPosted Details

= 5720698 Application Engine F3_BF LDSHANMOM@MD GO 102212010 8:45:37AM CDT Success Posted Details

= &vIng3z Application Engine GL_JEDIT_D LOSHANMOM@MD. GOV 1 0I20/2010 1:03:55PM COT Success Posted Details

T 5720428 Application Engine GL_JEDIT_O LOSHANMOM@MD.GOY 100 4/2010 11:19:52AM COT Success Posted Details

= avin4zs Application Engine GL_JEDIT_D LOSHANMOM@MD.GOY 1 0M 472010 11:12:22AM CDT Success Posted Details

= 5720427 Application Engine GL_JEDIT_O LOSHANMOM@MD.GOY 100 4/2010 11:11:27AM CDT Wiarning Posted Details

[ 5720426 Application Engine GL_JEDIT_D LOSHAMMOMEMD GO 100 4/2010 10:58:37AM COT Success Fosted Details

- 5720425 Application Engine GL_JEDIT_O LOSHANMOMEMND.GOY 10/ 4/2010 100571 6AM COT Warning Fosted Details =
4 | _'l_l
Process Instance:S7Z0733 ’_’_’_’_’_’_’%@ Local intranet ’w’h_v| *100% v v

& start J & J| /& Open Item Listing Re... J L7 J @ & (6] |:

Step Action

17. Click Refresh periodically to update the Run Status. Once the Status is Success and
the Distribution Status is Posted, click on the Details hyperlink.

Click the Refresh button.

18. Click the Details link.
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,_f'_ Open Item Listing Report - Windows Internet Explorer

% =[] https: {fuww. connectnd. us{pspindft/EMPLOYEE/ERP/c/REVIEW_FINANCIAL_INFORMATION RUN_sLs300( ]| G4 |5| |Z| | Eing (2=

File Edit ¥iew Favorites Tools  Help

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

{& Cpen Item Listing Repart

ORACLE" You are on Database: NDFT

Home

Favarites  Main Menu » GeneralLedger > OpenItems > Open Item Listing Repart

@New\l\finduw ?Help E{'Custum\ze Page ,htlp =]

Process Detail

Process

Instance: A720733 Type: SOR Report

Name: GLS3000 Description: Qpenltern Listing Report

Run Status:  Success Distribution Status: Fosted
I

Run Control ID: openiternlisting " Hold Request

Location: Server  Queue Request

server. PN . ool o

Recurrence:

" Restart Request

Request Created On: 1 0r22/2010 2:59:34PM COT Farameters Transfer
Run Anytime After:  10/22/2010 2:58:20PM COT Messane Log
Began Process At: Tr22010 2:59:55PM COT Batch Timings
Ended Process At:  10r22/2010 3:00:10PM COT Wiew Logmrace
javascript:submitAction_win0{document.wind, PMN_DERIYED_INDEX_BTM; ’7 ,7 ,7 ,7 ,7 ,7 m m Local intranet G'h - | 0% - A

mstartjg Jlm J“J@ | B F

Step Action

19. Click the View Log/Trace link.
[riew LoaTrace]
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(_ DOpen Item Listing Report - Windows Internet Explorer !E E
% =[] https:feww. connectnd,usipspindft/EMPLOYEE,[ERPjC/REVIEW_FINANCIAL_INFORMATION RUN_GLs3000 ]| b |[ 42| x| J© & =B

File Edit ‘“iew Favorites Tools  Help

" Favorites A ; ice of Management a... ; Mol iakota Skate Gowvern. .. 7 Connecl perational Ere. .. uggested Sikes - 'eh Slice Gallery -
Farvari 5 05 ND Offics of M £ 26 Morth Diskota State G 25k ConnecthD Opsrationsl E 6 sungested Sit web Slice Gall

(& Open Ttem Listing Report - - [ = - Page - Safety - Tools - @ »

ORACLE" You are on Database: NDFT

Homme ist | MutiChannel G
Favovrites §MainvMenu > GeneraI'Ledger B3 Open'Items > Open Itemn Listing Repart

B M Window ? Help IL-/"Custnm\zeF'age hﬂp =

=

View LogiTrace

| e
Report 1Dz 4136111 Process Instance: 5720733 Message Log
Name: GLS3000 Process Type: SOR Report

Run Status:  Success

Openltern Listing Report
Distribution Details

Distribution Node: T Expiration Date: |1 200

|

Hame File Size (bytes Datetime Created

GLS3000 5720733.PDF 24,885 102272010 2:00:10.123000PM CDT

GLS3000 5720733.0uf 102 102272010 2:00:10123000PM COT

SOR GLS3000 5720733.log 1,720 A2272010 3:00:10123000PM CDT
| Distribuge 10 ... |

Distribution ID Type *Distribution 1D

User LOEHAMMONEMD. GO

=l

https:{fwaw.connectnd us(psreports/ndft/41961 1 1/GLS3000_5720733 FOF T T [ [Fe & ocalintranet EREIR

A start J & J|@upen Item Listing Re.. J U.J D ¥ [| @& |:

Step Action

20. Click the GLS3000_5720733.PDF link.
[GLS3000 5720733.POF|

21. The Open Items Listing Report is displayed.

22. This topic showed how to run the Open Item Listing Report.
End of Procedure.
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ST Lesson 8.6 - Chartfields
ChartFields

PeopleSoft General Ledger defines the financial structure of an organization into structural
components called ChartFields. These fields classify accounts into the appropriate reporting
entities and expenditure categories for financial reporting.

ST 8.6.1 - Setting up a Fund
Setting up a Fund

Navigation: Set Up Financials/Supply Chain > Common Definitions > Design ChartFields >
Define Values > ChartField Values > Fund Code

This component is for agencies authorized to set up their own funds.

Procedure

This topic shows how to Set up a Fund.
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ﬁEmplnyee-[ating registry content - Windows Internet Explorer

@A - |g https:/ fvviv, connectnd, us/psp/ndft EMPLOYEE [ERP R 7tab=0EFALLT

2| X In"’ Live Search

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

- ~ »
& Employee-facing registry content | | L v B - [ s o- Page - Safety - Toos - g

[ Travel and Expenses

[> Travel Administration

&> Billing

[» Accounts Receivable

[» Accounts FPayahle

[> eSetlements

[» Asset Managerment

[+ IT Asset Management

[ Banking

[» Gash Management

[> Deal Management

[» Risk Management

[> Financial Gateway

[ AT and Intrastat

[ Excise and Sales TaxWAT IND
[> Commitment Contral

[» General Ledger

[» Allocations

[ Statutory Reports

[= SCM Integrations

[ Set 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

[» ND'S Reports

— Tax Center

— Treasury Managerment Center
— Treasury Processing Center
— Treasury Definitions Center
— Back o Portal

— Change by Password

— My Personalizations

— it Swctam Prafila

[

https: /i, connectnd usfpspindft/EMPLOYEE JERPYs/MEBLIE_PTPP_SC HOMEPAGE FieldFormula,ISc |0 Internet | Pratected Mode: OFF

:’Startl J ita -4 m @ JI @Empluyee—[acing regi...

K

“a - [ ®mi00e -
« I

Step Action

1. Click the Set Up Financials/Supply Chain link.
[l Set Up FinancialsfSupply Chain|

2. Click the Common Definitions link.

Eummnn Definitions

3. Click the Design ChartFields link.
Eesign ChartFields

4, Click the Define Values link.
Define Yalues

5. Click the ChartField Values link.
EhartFiEId VYalues
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ﬂ'_ ChartField ¥alues - Windows Internet Explorer | _[=] x|
% = |&] https: v, connectnd. usfpspindFt/EMPLOYEE/ERP /c/DESIGN_CHARTFIELDS.FS_CF _vaLUE_HOME GBL7P ]| G || €2 || x| [&¥ Live Search 28
o7 Favorites ‘ 9% @] Suggestad Sites * @ | Web Slica Gallery

& chartField values @ - - [ @ ~ Page - Safety ~ Tools - @v >

ORACLE" You are on Database: NDOFT

Home | 1 | MutiChanne! ol | Addd to Fs

Favarites ?MainvMenu » Setlp Financiel\sfsupply Chain Common_Deﬁnitians s Design CDartFieIds > Deﬁnev\.'alues s ChartField values

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

ChartField Values

Account

Operating Unit

Fund Code
Deparrment

Program Code

Class Field

Broject

Subsystem PC Bus Unit
Subsystern Activity 1D
Subsystermn Analysis Type
Book Code

Adjustment Type
Scenario

Statistics Code

'_,_,_’_ ’_ ’_ |§ Internet | Protected Mode: OFF ¥o - | 00 - A
Srstart| | G T] @ |[/& chartrield Values - wi... <& )

Step Action

6. Click the Fund Code link.
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(: ChartField Yalues - Windows Internet Explorer [_[=]x]

. o[l [@2 =
GT\%} = [&] https: /e, connectnd. usinspindft/EPPLOVEE JERPc/DESIGN_CHARTFIELDS F5_cF_vaLLE_HOME GoLP | G |[#2 /|2 | [8 Lve search =B
i Favorites | 35 @] Suggested Sites + @] Weh Slice Galery -
»
(& ChartField Yalues 5~ - [ g - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Home wiotklist | MutiChannel Console | AddtoFavortes | Signout
Favovrites §MainvMenu > SetlUp Financial\sfSupply Chain = Commongeﬁnitians > Design CDartFieIds > Deﬁne_\.’alues s ChartField Walues

E Mew window  ? Help B htip

neEn
Fund Code
Enter any information you have and click Search. Leave fields hlank for a list of all values.

( Add a MewValue |

Masdrmurn nurmber of raws ta return fup to 300y [300
SetiD: = Erale o
Fund Code: |begins with || Q,
Description: | begins with j ‘

™ Include History [~ Correct History [~ Case Sensitive

Search | Glear |pasic Search [ Save Search Criteria

Find an Existing Value | Add a Mew Value

4 I |
javascript: submitAckion_win0{document.wind, #ICSwitchMade; ’7’7’7’7 ’7 ’7 ﬁ Internet | Pratected Mode: OFF G"ﬂ - | 0% - A
Crstart| | 2 B T @ |[ Chartrield Values - wi. « @ i)

Step Action
7. Click the Add a New Value tab.

|/ Add a Mew Valug |

Enter the desired information into the Fund Code field. Enter "G1220".

Click the Add button.

10. The Effective Date will populate to the current date. The date can be changed, if
necessary.
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ﬂ: ChartField ¥Yalues - Windows Internet Explorer

% = |&] https: fwwmn.connectnd. us/pspindFt{EMPLOYEEERP /c/DESIGN_CHARTFIELDS.FS_CF _vaLUE_HOME GBL7P ]| G || €2 || X | [&Y Live Search (2=
o Favorites ‘ 9% @ Suggestad Sites * @ | Web Slica Gallery

=
(& chartField values - © | g v Page -+ Safety - Tools + -

ORACLE" You are on Database: NDFT

| workist | MutiChennel Console | AddtoFavortes | Signout
Favarites Main Menu > Set Up Financiel\sfsupply Chain CommonvDeﬁnitians s Design CbartFieIds > Deﬁnev\.'alues s ChartField values
L_E| Mew Window 7 Help E,/Custurmze Page http

hEEn

Fund Code

SetlD: 11000 Fund Code: 1220

Effective Date f ze | Find | view o | B B8 Fpat B q o B Lact

*Effective Date Status Description Budgetary Onby Attributes

Description
ozotzoit [ factive x| | [ r Aftributes =
B save | [Z] hotify Es 2dd UpdateDisplay | | J&] Include History [# Correct Histary
Done [ [ [ [ [&meemet | Protected Mode: oFf o v [ -

Srstart| | G B P @ |[ & chartrield Values - wi.. <& )

Step Action
11. Enter the desired information into the Description field. Enter "FUND TEST".

12. Enter the desired information into the Short Description field. Enter "FUND
TEST".

13. Click the Save button.

14. This topic showed how to Set up a Fund.
End of Procedure.
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ST 8.6.2 - Assigning a CFDA to a Fund

Assigning a CFDA to a Fund

Navigation: Set Up Financials/Supply Chain > Common Definitions > Design ChartFields >

Define Values > ChartField Values > Fund Code

Procedure

This topic shows how to Assign a CFDA to a Fund.

(,:‘Emplnyee—[acing registry content - Windows Internet Explorer

() Connecting. ..

@h J @ | ] https:/jwww.connectnd.usipsp/ndft EMPLOVEE [ERP {7t ab=CEFALILT =l &

. Favorites ‘ 55 €| Suggested Sites = @ | Web Slice Gallery -

2| X I:'Live Search

]’-ﬁﬂ e E - Y = -~ Page - Safety ~  Tools - I@Iv >

[> Travel and Expenses

[ Trawvel Administration

[= Billing

[> Accounts Receivahle

[+ Accounts Payable

[» eSeftlements

[ Azset Management

[+ IT Asset Managerment

[> Banking

[» Cash Management

[» Deal Managerment

[> Rigk Management

[ Financial Gateway

[ WAT and Intrastat

[> Excise and Sales TaxVAT IND
[» Commitrnent Contral

[» General Ledger

[ Allocations

[» Statutory Reports

[ SCHM Integrations

[» Set Up FinancialsfSupply Chain
[» Enterprise Components

[> Government Resource Directory
[» Background Processes

[ ¥orklist

[ Application Diagnostics

[ Tree Manager

[» Reporting Tools

[» PeopleTools

I Packaging

[> MO Utilities & Interfaces

[> WD HE Applications

[ MDE Reports

— Tax Center

— Treasury Management Center
— Treasury Processing Center
— Treasury Definitions Center
— Back to Portal

— Change My Password

— My Personalizations

— W Cuctarn Profila

[~

-

https: fvaww . connectnd .usfpspindfL{EMPLOYEE/ERP s MEBLIE_PTPP_SC . HOMEPAGE. FieldFormula.I5c |g Internet | Protected Mode: OFF

:‘Startl J 2 - JI & Employee-facing regi...

ca v | miore -
<« () WY

Step Action

1. Click the Set Up Financials/Supply Chain link.

|l Set Up FinancialsiSupply Chain|

2. Click the Common Definitions link.

Eummun Definitions
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Step Action

3. Click the Design ChartFields link.
Qesign ChartFields
4, Click the Define Values link.
Define Yalues

5. Click the ChartField Values link.
EhartField Values

(: ChartField Yalues - Windows Internet Explorer [_[=]x]

GO

i Favorites | 35 @] Suggested Sites ~ @] Weh Slice Galery -

= [I] hutps: v connectnd. usipspindft/EMPLOVEE [ERP/c/DESIGN_CHARTFIELDS.FS_CF_vALUE_HOME.GBL7P (= ]| £h IEIIZI J&¥ Live search |2~

= »
& ChartField Yalues & - [ gm - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT
Home i it | MutiChannel Conzole

3 Sign out
Favovrites §MainvMenu > SetlUp Financial\sfSupply Chain = Commongeﬁnitians > Design CDartFieIds > Deﬁne_\.’alues s ChartField Walues

B rewindow P Help B customize Page B hitp

ChartField Values

Account

Operating Unit

Fund Code
Depariment

Program Code

Class Field

Project

Subsystern PC Bus Unit
Subsystern Activity |0
Subsystem Analysis Type
Book Code

Adjustment Type
Scenario

Statistics Code

javascript: submitAction_win0{document.wind, FS_PAMELS_WRE_PB_SELECT_CF$2'; ﬁ Internet | Pratected Mode: OFF v’;] - | 0% - A

Lrstart| | 2 B T @ [ Chartrield values - wi. <@ )

Step Action

6. Click the Fund Code link.
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(_ ChartField Yalues - Windows Internet Explorer [_[=]x]

. o[l [@2 =
67\{9 = [&] https: /e, connectnd. usipspindft/EPPLOVEE JERPc/DESIGN_CHARTFIELDS F5_cF_vaLLE_HOME GoLP | G |[#2 /|2 | [8% uve search |2+
i Favorites | 35, @] Suggested Sites ~ @] Weh Slice Galery -
»
& ChartField Yalues &5 - - [ gm - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Home | | MutiChannel «
Favovrites §MainvMenu > SetlUp Financial\sfSupply Chain = Commongeﬁnitians > Design CDartFieIds > Deﬁne_\.’alues s ChartField Walues

E Mew window  ? Help B htip

=)

Fund Code

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

Add 3 Mew Value

Masdrmurn nurmber of raws ta return fup to 300y [300
SetiD: = foooq
Fund Code: |begins with x| [q] Q,
Description: | begins with j ‘

™ Include History [~ Correct History [~ Case Sensitive

Search | GClear |pasic Search [ Save Search Criteria

Find an Existing Value | Add a Mew Value

4

f‘_’Startl J L mYE JI (& ChartField Yalues -

J i
’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 0%~
« ey

Step Action
7. Enter the desired information into the Fund Code field. Enter "G1220".
8. Click the Search button.
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f_ ChartField ¥Yalues - Windows Internet Explorer

% = [&] https: s, connectd. usipspndftEMPLOYEE JERPc/DESIGN_CHARTFIELDS.F5_CF_valUE_HOME GoLP || G || 42 || 5 | [& Live search (2=
{;‘ Favorites ‘ {3 €| Suggested Sites + @ | Web Slice Gallery +
(& chartField values i - « | g v Page -+ Safety - Tools + - >
ORACLE" You are on Database: NDFT
Home | t | MutiChannel C e | AddtoFavortes
Favarites Main Menu > Set Up Financiel\sfsupply Chain CommonvDeﬁnitians s Design CbartFieIds > Deﬁnev\.'alues s ChartField values
@New\l\finduw ? Help E{'Custurmze Page ,
Fund Code
Setl: 11000 Fund Code: 1220
Effective Date Firct K14 o1 O Laat
. o Short .
‘Effective Date  Status pt N Budgetary Only  Attributes
Effective Date Status Description Description Budgetary oni Attributes
ozozai1 [ factive x| [FUND TEST [FunD TEST r Aftributes =
B Save | L Returnto Search | ([E] Notity Es 2dd UpdateDisplay | | ] Include History [# Correct Histary
Done [ [ [ [&meemet | Protected Mode: oFf o v [ -
Srstart| | G B P @ |[ & chartrield Values - wi.. <m0

Step Action

9. Click the Correct History button.
||§‘ Correct Histary |

10. Click the Attributes link.
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(_ ChartField ¥alues - Windows Internet Explorer [ _[=2]x]

. |l [0 =
GT\%} = [&] https: /e, connectnd. usipspindft/EMPLOVEE JERPc/DESIGN_CHARTFIELDS F5_cF_vaLLE_HOME GoLP | S |42 /|2 | [8 uve search =B
i Favorites | 35 @] Suggested Sites + @] Weh Slice Galery -
»
(& ChartField Yalues &5~ - [ g - Page - Safety - Toos - -

ORACLE" You are on Database: NDFT

Home wiotklist | MutiChannel Console | AddtoFavortes | Signout
Favovrites §MainvMenu > SetlUp Financial\sfSupply Chain = Commongeﬁnitians > Design CDartFieIds > Deﬁne_\.’alues s ChartField Walues

B rewindow P Help B customize Page B hitp

htEn

Chartfield Attributes

ChartField Attribute Values i First K 4 o1 O Lot
SetlD ChartField Walue Effective Date Field Hame *ChartField Attribute ChartField Attribute Walue Attribute Yalue Description
11000 1220 0210112011 FUND_CODE [ | Q| Q =
oK || cancel |
Done ’7’7’7’7 ’7 ’7 ﬁ Internet | Protected Mode: OFF ¥ - | 0%~

;'."’Startl J L mY & JI (& ChartField ¥alues - Wi... o3 L=

Step Action
11. Enter the desired information into the ChartField Attribute field. Enter "CFDA".

12. Enter the desired information into the ChartField Attribute Value field. Enter
"10.216".

13. Click OK.
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f_ ChartField ¥Yalues - Windows Internet Explorer

% = |&] https: fwwmn. connectnd. us/pspindFt{EMPLOYEEERP /c/DESIGN_CHARTFIELDS.FS_CF _vaLUE_HOME GBL7P ]| G || 2 || | [&Y Live Search (2=
o7 Favorites ‘ 95 @ Suggestad Sites * @ | Web Slica Gallery

(& chartField values

ORACLE" You are on Database: NDFT

Fund Code

SetlD: 11000 Fund Code: 1220
Effective Date

*Effective Date Status Description -

Description Budgetary Onhy Attributes
ozozai1 [ factive x| [FUND TEST [FunD TEST r Aftributes =
B save | L Returnto Search | ([E] Notity Es 2dd UpdateDisplay | | J&] Include History [E2 Correst Histary,

Cione

Srstart| | G B P @ |[ & chartrield Values - wi..

'_’_’_’_ ’_ ’_ ﬁ Internet | Protected Mode: OFF ¥o - | 00 v
« =16

Step Action
14, Click the Save button.

15. This showed how to Assign a CFDA to a Fund.
End of Procedure.
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