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Before you begin...

You will use this guide during class to follow the topics as your instructor
presents them. The instructor may also provide you with additional
materials to support the training outlined in this guide.

After class, use this guide as a reference document for completing tasks
within the PeopleSoft system.

Intended Audience

This guide is intended for personnel who are responsible for entering and
processing data in the PeopleSoft system.

We assume that you are familiar with Microsoft Windows. If you are new to
the Windows environment, you should complete a Windows Tutorial prior
to working in the PeopleSoft environment.

How This Guide Is Organized

This guide is organized into modules and lessons to correspond with the
topics your instructor will cover in class. Each module contains practice
exercises that your instructor will walk you through, and individual
exercises for you to complete on your own. There are review questions at
the end of each module to recap the major points of the module.

03/17/05 Proprietary and Confidential to Case vii



Before you begin PeopleSoft 8.4 Financials Overview

Symbols and Conventions

The following conventions are used in this guide to help you distinguish
between various types of information:

Element How It Is Used

bold text Command and toolbar buttons that you click.
Text you type.

Menus, text and radio buttons that you select.
Check boxes you turn on or off.

<bold text> | Function keys on your keyboard that you press.

Procedural information.

Warnings and cautions that require careful attention.

Term definition—appears in the page margin.

Noteworthy comments or important additional
information—generally about the item immediately
preceeding the note. Appears in the main body of the
document.

@0@9@@

Noteworthy comments or important additional
information—generally additional information about a
series of steps or the topic being discussed. Appears in
the page margin.

e

viii Proprietary and Confidential to Case 03/17/05



Chapter 1

Introducing PeopleSoft General Ledger

PeopleSoft General Ledger is where all of the financial applications are
posted. As you order items, receive goods and pay invoices, the
information is collected in the General Ledger. To track your funds, you
will need to use this application.

Chapter Objectives

This chapter explains:
o The agenda and objectives for this course.
o The PeopleSoft General Ledger system.
o PeopleSoft application setup overview.
e How to add an Event ChartField

e The basics of Commitment Control

Chapter Contents

This chapter contains the following lessons:

LesSoN 1: CoUISE OVEIVIEW .....ccceeiiieee e 1-2
Lesson 2: General Ledger OVEIVIEW .........ccoeeeeiiieiiiiei e 1-4
Lesson 3: Adding an Event ChartField ....Error! Bookmark not defined.-7
ReVIEW QUESHIONS .....cciiiiiiiie it e e e e e e e e annra s 1-10

3/17/2005

Proprietary and Confidential to Case
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Lesson 1:
Course Overview

The PeopleSoft 8.4 Journal Entry and Inquiry Training Participants Guide
includes five chapters and one appendix:

e Chapter 1, “Introducing PeopleSoft General Ledger,” explains the
objectives for the course and provides an agenda for the class. This
chapter also provides an overview of the PeopleSoft General Ledger
system, ChartFields, and Commitment Control.

e Chapter 2, “Entering Journals,” explains how to enter journals, use
SpeedTypes, print journals, and provides and overview of the journal
approval process.

e Chapter 3, “Maintaining Journals,” shows you how to locate, edit, and
delete a journal.

e Chapter 4, “Making Inquiries,” discusses how to review ledger
balances, journal headers and lines, Openltem status, and InterUnit
activity.

e Chapter 5, “Using Offline Journal Entry,” learn how to enter journals
into a spreadsheet, and then import them to PeopleSoft.

o Appendix A, “Review Questions and Answers,” provides answers to
the review questions at the end of each chapter.

Course Objectives
This course on PeopleSoft General Ledger teaches you how to:
e Explain the basic structure of the General Ledger application.
¢ Create, update, and process journal entries.

o Make Ledger and Journal inquiries.

1-2 Proprietary and Confidential to Case 3/17/2005
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; E : You are

encouraged to ask
your instructor
questions throughout
the entire course.

Chapter Structure

Most chapters are structured the same way and generally consist of the
following:

e Objectives. The objectives are found at the beginning of the chapter

and define what you will learn in the chapter.

Lessons. Each chapter has one or more lessons that explain the
various concepts. Some lessons are reinforced through hands-on
practice.

= Procedures are step-by-step instructions for completing a
procedure that the instructor and class participants walk-through
together.

Review Questions. You will find review questions at the end of the
chapter that recap material covered in the chapter. The answers to
the questions will be discussed among class participants and the
instructor.

3/17/2005
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Lesson 2:
General Ledger Overview

The PeopleSoft General Ledger application is designed to meet the most
demanding general ledger, budgeting, and financial reporting needs.

Financial Application Integration

Four PeopleSoft Financials applications are being implemented with
Phase 1:

e General Ledger — being upgraded from PeopleSoft version 7.5 to
PeopleSoft version 8.4. New functionality is being added.

e Accounts Payable (AP)
e Purchasing (PO)
e eProcurement (ePro)

Plans are in place to implement the additional financial applications at a
later time. These include:

e Accounts Receivable (AR)
e Grants (GR)

¢ Billing (BI)

e Budgets

e Contracts

e Projects

In addition, the PeopleSoft HRMS and Student Administration

implementations will also interact with your PeopleSoft 8.4 General Ledger
system.

1-4 Proprietary and Confidential to Case 3/17/2005
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Payables

< Purchasing Receivables O
and ePro
< Grants Billing O
General
Ledger
Budgets/ Projects
Student HRMS and Contracts
Administration Payroll

General Ledger

The budgets, budget checking rules, ledgers, and chart of accounts are
setup in General Ledger.

wld The major General Ledger activities are:

ity

:‘3*.,.-‘&;3 e Manage/maintain budgets.
Activities in o

bold-faced type are ¢ Maintain chart of accounts.

those activities for

which you will be e Journal entries.

responsible. They are e Maintain ledgers.
covered in this
course. ¢ Close ledgers.
¢ Run allocations.
¢ Receive accounting entries from all other modules.
¢ Reporting.
3/17/2005 Proprietary and Confidential to Case 1-5
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General Ledger Integration

Information processed in other applications is posted to the general ledger
in addition to entries made to general ledger journals. This is illustrated in
the diagram below.

ransactions
Data from Transactions from
External from other External
Systems P3 PeopleSoft
Applications Applications
(HRMS)

Journal Generator

Posted to General Ledger

Data from External systems come in from spreadsheets and other non-
PeopleSoft journals. Other PS applications are those such as AR and AP.

1-6 Proprietary and Confidential to Case 3/17/2005
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Lesson 3:

Adding an Event ChartField

Most of the ChartFields will be set up and maintained in one location for all
of the University.

The Event ChartField will be maintained by individual departments. It will

represent a particular program, event or conference for which you want to
track expenditures and/or revenues.

You will use the Event page to enter the information for tracking.

Navigation

The Event page can be located by following this navigation path:

Menu Group Setup Financials/Supply Chain

Menu Common Definitions

Menu Item Design ChartFields

Menu ltem Define Values

Component ChartField Values

Hyperlink Event

Event Page

When you set up an event, you are registering your identifier and marking
the event as active or inactive.

This is the Event page:

Event
SetlD:  CASE1 Event: JULY4COMNF
Effective Date Customize | Find | Wiew Al | B First [ 101 D Last
“*Effective Date *Status “Description Do o Attributes
[o5r25iz004 ) |active =] | atributes [+ [=]
These are the fields on the Event page:
Field Definition
SetID Displays the SetID you selected on the Add a
New Value page. This will be CASEL.
Event Displays the identifier you entered on the Add a
New Value page. This can be any identifier you
choose.
3/17/2005 Proprietary and Confidential to Case 1-7
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PeopleSoft 8.4 Journal Entry and Inquiry

Field

Definition

*Effective Date

Enter the date that you enter the earliest date to
which you will begin tracking charges to this
event.

*Status

Select a status from the drop-down list. Options
are Active or Inactive.

*Description

Enter a long description for the event. You can
use up to 30 alpha-numeric characters.

*Short Description

Enter a short description (10 characters) for the
event. If nothing is entered, the long description
will be truncated.

Attributes

Case will not use this link which is the setup
behind this field.

Procedure — Adding an Event ChartField

Use these steps to add an Event ChartField.

%To add an Event ChartField:

1. From the left-hand navigation menu, click Setup

a ~ N

Financials/Supply Chain.
Click Common Definitions.
Click Design ChartFields.
Click Define Values.

Click ChartField Values.

The ChartField Values page appeatrs.

ChartField Values

Account
Alternate Account
Operating Linit
Fund Code
Departrment
Prodgrarm Caode
Class Field
Budget Reference
Product

Project

Event

Speed Type
Book Code
Adjustment Type
Scenario
Statistics Code

You do not have security privileges to access the ChartFields that are not hyperlinks.

1-8
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6 Click Event.
% The Chartfield1l — Find an Existing Values page appears. You
' PeopleSoft use this page to look up and modify an existing event.
provides “Chartfield#” —
for CUStomlzatlon Em:'anlyemfnrmatinn you hawve and click Search. Leave fields blank for a list of all values
Case has designated
Chartfield1 as Event.

| Find an Existing Value {_Add a Mew Value

setin:[= =] &

Everr(:l begins with > ] |
™ Include History [~ Correct History

Search Cleat | Basic Search [ Save Search Criteria

Find an Existing ¥alue \ Add a Mew Yalue

7. Click the Add a New Value tab.
The Add a New Value page appears.

Chartfield1

J Find an Existing Yalue | Add a New \alue |

SetlD: | Q)
Event:l

Add

Find an Existing ¥alue | Add & Mew Yalue

8. Verify or enter CASE1 as the SetID.

9. Enter a Event identifier of up to 10 alpha-numeric characters.

10.  Click .

The Event page appears.

Event

SetlD:  CasSE1 Event: JULY4COMF

Effective Date Custornize | Find | ¥ 8 First [ 1011 [F] Last

’Effective Date *Status *Description I;S;';‘::rr‘l ion Attributes

0502502004 5 [aee =] [ atrbutes [+ =]
11. Enter an Effective Date. This is the current date or a date

before any charges will be to this event.
12. Select Active as the status.

13. Enter a Description for the Event. This may be up to 30 alpha-
numeric characters.

14. Enter a Short Description (up to 10 characters) for the Event.

15.  Click Bsavel,

The information is saved. This value will appear in search lists
for entries made after the Effective Date entered.

3/17/2005 Proprietary and Confidential to Case 1-9
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Review Questions

1. What is the General Ledger business unit used by the University?
2. What two ChartFields can you enter when entering a financial transaction?
3. How do the remaining ChartFields get entered?
4. What are the three levels of Commitment Control?
1-10 Proprietary and Confidential to Case 3/17/2005
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Chapter 2
Entering Journals

You may have a simple entry or a journal that involves transferring items
between funds. The PeopleSoft General Ledger journal entry pages allow
you to enter your transaction quickly and easily without compromising
control or accuracy.

Chapter Objectives
This chapter teaches you how to:
¢ |dentify the different components of a journal entry.
o Explain the life cycle of a journal entry.

e Enter a journal.

Chapter Contents

This chapter contains the following lessons:

Lesson 1: Journal ENtry OVEIVIEW .......ccooeiiiiiieiiieeieeeeeeee e 2-2
Lesson 2: Journal Entry Processing FIOW............cccooooiii, 2-6
Lesson 3: Entering @ JOUMNal .......cooooeeeeiieeie e 2-8
Lesson 4: Journal Approval ... 2-24
ReVIEW QUESHIONS .....ciiiiiiiie et e e e e e e e e e arnrs 2-26
3/17/2005 Proprietary and Confidential to Case 2-1

and Cedar Enterprise Solutions, Inc.
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Lesson 1:
Journal Entry Overview

A PeopleSoft General Ledger journal is a financial transaction that is
% entered directly into the General Ledger application. Journal entries can

If a journal also be created in other PeopleSoft applications, such as Accounts

that originates from Payable, Accounts Receivable, or Billing, and sent to the General Ledger.
within another Regardless of source, once the journal is in the General Ledger, the
application is in error, journal must be edited, budget checked and posted.

the error should be

corrected in that Before we begin journal entry, we will:

application and not in e Examine components of a journal entry.
the General Ledger. - _ _
This maintains a clear ¢ |dentify different types of journal entries.
audit trail.

e Examine how journal entries are identified.

o Examine the life cycle of a journal entry.

Journal Components
PeopleSoft journals consist of two main components:
e Journal header

e Journal detail lines

Journal Header

The journal header contains key information that uniquely identifies the
journal. This includes:

e Business unit
e Journal ID
e Journal date
The journal header also includes:
¢ Ledger to which the journal will be posted
e Source or location of the journal entries
e A description of the journal’s purpose
e Applicable reversal information
e Schedule information if the entry is a Standard Journal Entry

¢ Commitment Control amount type

2-2 Proprietary and Confidential to Case 3/17/2005
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PeopleSoft 8.4 Journal Entry and Inquiry Chapter 2: Entering Journals

; The use of

the Totals page is
optional and is
intended to help you
to balance your
journal entry.

Journal Detail Lines

The journal detail lines record:
e ChartField values associated with the transaction

e Monetary and/or statistical amounts of the journal

Control Totals

In addition to the journal header and detail lines, you can also enter control
totals on the Totals page.

Control totals allow you to enter the debit and credit amounts and the
number of journal detail lines.

ldentifying Journals

When you create new journals in PeopleSoft, the system prompts you to
enter data that uniquely identifies that journal.

Journal Entry
| Eind an Existing Value | Add a New Value |

Business Unit:

Journal ID:

Journal Date: |gg/15/2004

A

Find an Existing Value | Add a New Value

These data fields are known as keys, which allow you to find, track, and
organize your journals more easily. These three key fields are:

Field Description

Business Unit Use CASEL. This will be the default and cannot
be changed.

Journal ID Accept the default journal ID of “NEXT” and the

system will generate a journal ID automatically.

®If you type ‘NEXT’ in the Journal ID field, the
journal will be named NEXT. If you want the
General Ledger application to assign a number,
DO NOT change the default Journal ID.

3/17/2005
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PeopleSoft 8.4 Journal Entry and Inquiry

Field

Description

Journal Date Enter the date that the journal is to be posted.

Generally you will use the default date, but you
can future date to post in a different period.

It is the combination of these key fields that makes each journal entry

unique.

The three keys (business unit, journal ID, and journal date) allow you to

find, track,

and organize your journals more easily.

Status of Journals

From the time you enter a journal until it is posted, the journal maintains a

status. Thi
you will se

[ Header §" Lines
Unit:  CASE1

Template List

Select Line

| i

Lines to add: 1

unit Total Lines

CASE1 1

& zave, 2 Refresh

Header | Lines | Totals | Errors | Approval

s status changes at each stage of the journal’s processing and
e a status code on the Journal Lines page.

 Toals |y Erors ) Approval |

JournallD:  NEXT Date: (50112004 ‘Process:|Editdoumal (v Process

Change Yalues Inter/Intralnit
. Speed Type Account Event Journal Line Description Amount Eund Project DeptiD Class
QJ =Y, =y

| =]

Budget

Journal Status
Status

Total Debits

0.00 0.0

It is important for you to be familiar with the different statuses so that you
know what actions you need to take to make sure that all of your journals
are processed successfully. You can check the status of your journals at

any time d

uring journal processing.

The available status options include:

Status | Explanation
Code
N No Status — Edit Required. The journal entry has been
entered into the system, but has not been edited or posted.
E Errors. The journal has been edited and cannot be posted due
to errors.
Y Valid. The journal has passed editing and is ready to be

posted.

Posted. The journal has been posted.

Incomplete. The Journal Entry is incomplete. This is the status
that results when you turn on the Save Journal Incomplete
Status check box on the Journal Header.

2-4
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Chapter 2: Entering Journals

Status | Explanation
Code
U UnPosted. A journal has been created and posted by the
system to reverse the effects of a posted journal. Therefore,
the original journal is unposted.
D Deleted. Anchor journal is unposted.
I Posting Incomplete. Repost ASAP.
M Valid SJE Model. Do not post.

3/17/2005

Proprietary and Confidential to Case
and Cedar Enterprise Solutions, Inc.
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Lesson 2:
Journal Entry Processing Flow

You will need to enter journals for transactions that are not generated
through Accounts Payable or eProcurement.

The steps below give an overview of how a journal is entered and
processed. Information in bold-faced type is the information for which you
are responsible.

Step | Action

1 You enter the journal header, detail lines, and then save the
journal. During the process, the system verifies that values have
been entered in all required fields.

2 You initiate the Journal edit process after the journal is in
balance. The Budget Check will also be run as part of this
; process.
The edit . . e .
process will not During the edit process, the system verifies the following:

process the journals

Accounting period is open.
saved with the Save * ap p

Journal Incomplete e ChartField values are valid.
Status checkbox _ o _ :
turned on. e Debits equal credits (if the journal is for a balanced ledger).

e ChartField combinations are valid.
e Control totals, if used, balance to the detail.
e No other errors exist.

If the system detects errors in the journal edit process, it responds
based on the defined error processing settings. If the system
detects balancing errors, invalid ChartField combinations, or
unmatched control totals errors, the journal will be recycled.
Recycled journals are saved, but are not posted until the errors
are corrected.

The commitment control budget processor checks the journals
against control budgets to ensure that they comply with the rules
established for budgets. A transaction will fail if it does not comply
with the budget rules. These rules control whether or not
spending may exceed a budget. The process also verifies that
you have valid ChartFields based on the commitment control
ledger(s) and updates these ledgers with the journal amounts.

If your transaction fails the budget check, you cannot continue
with the processing unless the errors are corrected or a sufficient
budget amount becomes available.

Once you correct the errors, you run the Edit Journal
process again.
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Step | Action

3 If the edit process completes with the Journal and Budget Status
as Valid, you are ready to run the Submit Journal process.

This will submit the journal into the approval workflow for follow-
up by the approver.

4 Journals with SpeedTypes that contain a Fund in the range of
96xxx will go through the approval process. Approval for those
Funds will take place after you edit the journal. Approval resides
in the grants area within each school and/or Grants Accounting.

5 The central processing group will ensure that all valid approved
and budget-checked journals are posted.

As journals charged to grants funds are posted, the system will
perform a “cost share sweep”. This process moves the charges
to a university-funded account (cost share) for any project that
has ended or is in deficit.

Other Journal Options

You can also perform the following actions when entering journals:

¢ |dentify a journal that will need to be reversed in the next accounting
period. When you process the journal, the reversing entry will also be
created for the specified date.

e Copy a journal and reverse the signs to undo a transaction that was
inadvertently entered and posted. The copied journal will be posted to
cancel out the incorrect journal.

e Enter journals in a specially designed spreadsheet and upload to the
General Ledger for further processing. More information on this can
be found in "Chapter 5, Using Offline Journal Entry”.

3/17/2005
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Lesson 3:
Entering a Journal

You are now ready to enter journals to record General Ledger financial
transactions using the following steps.

Step Action

1 Enter the Journal Header information.
2 Enter the Journal Line information.

3 Save the Journal

4 Run the Edit Journal process.

5 Run the Submit Journal process.

Creating Journal Entries

You use the Create Journal Entries component to enter a journal in

PeopleSoft.
Navigation
These pages can be located by following this path.
Menu Group General Ledger
Menu Journals
Menu Item Journal Entry
Component Create Journal Entries

The Journal Entry component contains the following five standard pages:
e Journal Entry Header
e Journal Entry Lines
e Journal Entry Totals
e Journal Entry Errors
e Journal Entry Approval

There are hyperlinks from the Header page to the following three
% secondary pages:
Case will

e Commitment Control
not use the Currency
Default page. e Journal Entry Currency Default

e Journal Entry Reversal

2-8 Proprietary and Confidential to Case 3/17/2005
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Journal Entry Header Page

You use the Journal Entry Header page to record the journal’s key header
information, which uniquely identifies the journal (business unit, journal ID,
and journal date). You will record the keys on the Add an Existing Value

page and then click to begin entering the journal.

This is the Journal Entry Header page:

/" MHeader Y Lines | Totals ' Erars ) Approval |

Long Description:

Unit:  CASE1 Journal ID: - MEXT Date: 0BM142004

Currency Defaults: USD 11
Eeversal: Do Mot Generate Reversal

& save 2 Refresh

Header | Lines | Totals | Errors | Approval

‘Ledger Group: Q Auto Generate Lines

Ledger: =Y [ Adjusting Entry

‘Source: ﬂ Fiscal Year:

Reference Number: Period: ﬂ

S.JE Type: b’ ADB Date: DE/M1i2004
Journal Class: ﬂ [ save Journal Incomplete Status %
Transaction Code: ﬂ

Hangen, Dana

Commitment Cantral dnhk

B #dd | | ] Update/Display

The fields and buttons you will use on the Journal Entry Header page

include:

Field

Description

Long Description

Enter a description to indicate the purpose of the
journal entry. The first 30 characters of this
description appear in prompt lists for the journal and
make it easier to identify.

To assist Grants Accounting and/or approval,
indicate whether or not the transaction is 120
days and over.

Ledger Group Indicates the ledger group to which the journal entry
will post.
Ledger Leave this field blank. If Ledger Group is

specified, ledger is blank and does not allow
update. Indicates the ledger to which the journal
entry will post. If a ledger group has not been
entered, and a specific ledger is identified, the journal
lines will be posted only to the ledger identified here.
If a ledger group has been entered and this field is
left blank, the journal lines can be distributed to
secondary ledgers within the group.

3/17/2005
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Field Description

Source Defaults from user preferences setup, but can be
changed. At Case, the default value will indicate
your school.
@If you are an internal service department and
are cross-billing costs to other internal departments
at Case, use XBL as your source.

Reference Enter a value to refer each journal to a document,

Number person, or date. This field is optional.

Auto Generate
Lines

Indicates if the selected ledger group has the Keep
Ledgers in Sync (KLS) option selected. If selected,
the system will automatically generate journal entry
lines for each ledger in the ledger group.

This checkbox will be grayed out if you selected a
ledger group that contains only one ledger (this is
called a non-multibook ledger) or if a ledger is
specified in the Ledger field.

Adjusting Entry

Used by Processors for year-end adjustment
posted to period 998. Do not check this box.

So that the adjustments do not distort period-to-
period results, they are segregated from the regular
accounting period and posted to period 998.

If this checkbox is not turned on, the journal date
determines the accounting period to which the entry
will post.

Fiscal Year Displays the fiscal year in which this journal will be
posted.

Period Enter or verify the period in which this journal will be
posted. This information is derived from the journal
date, unless the journal is an adjusting entry.

ADB Date Displays the date to use for calculating average
balances.

SJE Type Leave blank if this is a standard journal.

Journal Class

Journal class is an optional field. Journal classes
enable you to put your journal entries into multiple
categories for reporting, as well as categorize journal
entries loaded from non-PeopleSoft systems.

Transaction
Code

Accept GENERAL, the default value.
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Field Description

Save Journal Select this option when you want to save an
Incomplete incomplete transaction and anticipate completing it at
Status a later time. Edit, budget check and posting

processes will bypass this journal. Remember to
uncheck this option when you complete the entry.

Currency Defaults | Click the link to enter currency default information on
this page to default to individual journal lines. Case
will only use one currency, so you will not use
this page.

Reversal: Do not Click this link to generate a reversal for the journal
Generate Reversal | entry by entering a reversal date. This page will be
reviewed in a following section.

Commitment Click this link to access the page to specify the
Control commitment control amount type for a control budget.

Journal Entry Lines Page

You use the Journal Entry Lines page to enter the journal’s detail lines,
which record the ChartField values and monetary or statistical amounts of
the journal. You will also use this page to edit, budget check, print, copy,
and delete a journal.

This is the Journal Entry Lines page:

/ Header " Lines Y Totals y Enors Y Approval |

Unit:  CASE! Journal ID:  NEXT Date: 060172004  *Process: | EditJournal w | Process
Template List Change Yalues Interintralnit |
— Lines
Select Line Speed Type Account Event Journal Line Description  Amount Eun Project DeptiD Class
0 Q a Q

Lines to add: 1+ =1 [

Unit Total Lines Total Debits Total Credits  Journal Status ;L’i%
CAZE1 i 0.00 0.00 ) N
B save 2 Refresh
Header | Lines | Totals | Errors | Approval
3/17/2005 Proprietary and Confidential to Case 2-11
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Journal header, balancing, and status information is displayed at the
bottom of the page.

On the Journal Entry Lines page, there are specific buttons or button
groups that you should become familiar with before using the page:

Element

Description

Edit.Journal =

Budget Check Jour
dcopy Journal
Delete Journal
Edit Chartfield
Edit Journal
Post Joumnal
Print Journal
Refrash Journal
SubmitJoumal

Select the process to be initiated.

‘Refresh’ displays the current status of the journal.

Frocess |

Select the process to be initiated, and hit the ‘Process’
button.

™ Errors Only Turn on the check box to display only error lines.

(=] First These buttons are called chunking buttons. They are
used with the Selection Criteria dialog box.

] Previous

¥ Next

=] Last

These are the fields, buttons and hyperlinks on the Journal Entry Lines

page:

Field

Description

Template List

Click to access the Journal Entry Template List that
allows you to view which fields on the journal lines
page are displayed or hidden.

Search Criteria

Click to access the GL Journal Entry Processing
Selection Criteria page.

Chanoe Walues

Click to access the Change ChartField Values page to
make global changes to the ChartFields in your
journal.

Interintraldnit |

Click to display the Inter/IntraUnit group box with row
counts. The new fields that appear are used to set the
anchor values for Inter/Intra Unit journals.

Select

Click to select a line number for processing.

Line

Displays the line number assigned to the journal line.
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Field Description

Speed Type Click X to select a SpeedType, from a list of pre-
defined SpeedTypes, to automatically enter the
ChartField combination for your journal.

Account Enter the General Ledger account to which the line will
be posted.

Event Enter the event to which the line is related, if
applicable. This will allow you to track your
transactions within an event.

Amount Enter the amount to be charged to the selected
account.

Journal Line Enter a description that tells about the line, if needed.

Description This description will print on the expense
statement for this transaction.

Fund Displays the fund code to that indicates the source of
the money for this transaction.

DeptiD Displays the code for the department that will be
charged for this line. This defaults from the Speed
Type and cannot be changed.

Class Displays the code for the class that will be charged for
this line. This defaults from the Speed Type and
cannot be changed.

Project Displays the code for the project that will be charged

for this line. This defaults from the Speed Type and
cannot be changed.

You can click on the link to view more information
about the project.

Lines to Add section

For each line that you want to add, you use these buttons.

Lines to add: I 1

Enter the number of lines you want to add or delete
from the transaction.

Click the button to add the specified numbers of lines.

[=] Click the button to delete the specified numbers of
lines.

Click this button to re-calculate the totals in the Journal

Lines Totals section.

3/17/2005
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Journal Lines Totals

This group box contains additional information about the lines you have
entered. These fields are display only.

Fields in this section include:

Field Description

Unit Displays the business unit.

Total Lines Displays the total number of journal lines.
Total Debits Displays the total amount of debits.

Total Credits Displays the total amount of credits.

Journal Status This field displays the line status. In case of an error, it
Y navigates to the error page.

Budget Status This field displays the budget check status. In case of

N error, it navigates to the budget checking error page.

Journal Entry Totals Page

You use the Journal Entry Totals page to record control totals for the
% journal.
The use of

For journals with multiple funds, the control totals must be entered by fund.

this page is optional. After you have entered the journal, the system compares the control totals
entered here with the actual totals of amounts entered in the detail lines
and alerts you to any differences. You cannot post the journal if the control
totals and the detail line totals do not match.

This is the Journal Entry Totals page:

/ Header Y Lines ¥ Totals Yy Erars | Approval

Unit:  CASE1 Journal ID:  NEXT Date: 06/01/2004
First (4] 1014 Last
¥ =
*Unit ‘Ledger Book Code Bal Sheet Ind Adjustment —I—I
casel] @ acTuaLs| @l al Q)
currency: D Q] penits: Debits: 000 Debits:
Credits: Credits: 000 Credits:
Net: 0.00
Base Currency: USD Debits: Debits: 0,00  Debits:
Credits: Credits: 000 Credis:
Net: o.oo
Units: Units: 000 Units:

Lines: Lines: 1 Lines:

& 5ave 2 Refresh B #dd | (] UpdatesDisplay

Header | Lines | Totals | Errors | Approval

These are the fields on the Journal Entry Totals page:

Element Explanation
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Element Explanation

Unit, Ledger, | Balancing ChartFields were defined at the ledger group
Book code, level on the installation options page. The balancing
Bal Sheet Ind., | ChartFields appear across the top of this page. Unit,
Fund, DeptID, | Ledger, Book code, Bal Sheet Ind., Fund, DeptID, Bud
Bud Ref, Ref, Project, Adjustment

Project,

Adjustment

Control Totals

Specifies the totals the journal should have after entry is
complete.

Actual Totals

Displays the actual totals for the journal after entry.
These totals should match the control totals.

Differences Displays the differences between the control totals and
actual totals. If the two do not match, you must correct
the error prior to editing and posting.

Debits Enter the debit total for this journal.

Credits Enter the credit total for this journal. After you enter the
debit amount, the credit amount automatically equals the
debit. You can change the amount, if necessary.

Units Specifies the number of statistical units the journal
should have after data entry.

Lines Specifies the number of journal detail lines the journal

should have after data entry.

Journal Entry Errors Page

You use the Journal Entry Errors page to view any journal entry errors that
were found during the editing process. Errors encountered during system
processing will be listed here. You can go to the appropriate page (Header
or Lines) to make corrections. No errors will display until the journal is

edited.

This is the Journal Entry Errors page:

[ Header Y Lines Y Totals | Errers Y Approval |

~ Line Errors

Line # Field Name
2 FUND_CODE
3 FUND_CODE

Unit:  CASE1 Journal ID:  DEVOO36992 Date: 0314/2002

~ Header Errors Customize | Find | 3 First (4] 161 ] Last
Unit Field Name Field Long Name Set Msqy  Message Text

CASE1 JRNL_HDR_STATUS Journal Header Status 5860 53 Jaurnal line errars exist for this header.

Custornize |Find | 28 First ] 12012 ] Last

Field Long Name Set Msqg Message Text

ChartField error for value 22572 fieldname Fund Code, (prompttable
Fund Code 9600 3z FUND_TBL)
Fund Code 9500 22 ChartField error for value 22872 fieldname Fund Code, (prompt table

FUND_TBL)
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Journal Entry Approval Page

If you use workflow to approve journals you will use the Journal Entry
Approval Page. The journal will be routed to the pre-determined worklists
for approval and comments. You can review that information on this page.

This is the Journal Entry Approval page:

/ Header ' Lines y Totals |} Erors | Approval

Unit:  CAZE1 Journal ID:  NEXT Date: 06/01/2004

Approval Status

Unit: CABET
Approval Check Active: N
Approval Status:
Approval Action: Approve b
Comments for Denial

Email:

Step Path Status Date/Time Stamp

B save % Refresh

Header | Lines | Totals | Errors | Approval

Approval History

Find

First [4] 10t 1 [P Last

User ID

Ekadd | |E] Update/Display

Procedure - Entering a Journal

Use the following steps to create a new journal entry.

% To create a new journal:

1. From the left-hand navigation, select the General Ledger

menu.
Select Journals.
Select Journal Entry.

Select Create Journal Entries.

The Add - Journal Entry Page appears.

Journal Entry
i Find an Existing Value Y Add a New Value

Business Unit:
Journal ID:

Journal Date:

06/15/2004

Add

Find an Existing Value | Add a New Value

5. Verify or enter the Journal Date.
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For cross-
billing between Case
departments, use
XBL as your source.

Use the &
lookup icon to find the
values you need.

6. Click Add.
The Journal Entry Header page appears.

[ Header Y Lines " Totals " Erors ) Approval
Unit:  CASE1 Journal ID:  NEXT Date: 06/01/2004
Long Description:
“Ledger Group: Q) Auto Generate Lines
Ledger: Ql [ Adjusting Entry
“Source: QJ Fiscal Year:
Reference Number: Period: =y
SJE Type: v ADB Date: 06i0172004 | 5]
Journal Class: Ql [[] save Journal Incomplete Status L\\B
Transaction Code: QJ
Currency Defaults: USD /71 Hansen, Dana
Reversal: Do Not Generate Reversal Commitment Contral dnhé
B save %2 Refresh [Eradd ) (4] Update/Display,
Header | Lines | Tofals | Erore | Approval

You are now ready to enter the Journal Header information.

%To enter the Journal Header information:

7. Enter a Long Description that describes this journal entry.
Remember that only 30 characters will display on search lists.

Enter the Ledger Group.
Enter the Source.

10. Verify or change the Accounting Period for this journal entry.

When your header information is complete, you are ready to enter journal
lines.

%To enter the journal lines:
11. Click on the Lines tab.
The Journal Entry Lines page appears.

Lo pesghrt Y Lmes O ol Y Dves’ ) pprovel

Dmte:  oGmt700  Procesw: EStdounal s Puocess |

Unit:  CASEY Joairnal

Intiesnntratinil |

Wosva)  (Ehanun

Header | Lines | Totals | Erors | Approval

12. Click A to select the SpeedType for the journal line from a list
of pre-defined values.
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13. Click Ql to select the Account for the journal line from a list of
pre-defined values.

The Account Description will appear in the Journal Line
Description field.

14. Enter the Journal Line Description you want to appear on the
expense statement to identify this line.

15. Enter the Amount for this line.

16. Enter an Event for this line, if applicable.

17. Click to enter the next line.

Line 2 appears with the ChartFields except Account being the
same as the previous line. The amount shows as an offset for

% the amount on the first line.
Notice that 18. Follow steps 15 through 20 until all lines are entered.

the system assigns A running totals section is displayed at the bottom of the page

wﬁégl:mlo%?r:; . where you will see the business unit, the number of journal lines

saved. You may wish you have entered, and the debit and credit amo_unts whlc_:h have
been entered. These totals change as you continue adding

to record the new . . X . o
Journal ID for future journal lines. The status of the journal is also indicated.

reference.

élf you want to delete a journal line, check the Select

- checkbox on the line you want to delete and click =1 . If you
delete a line, the system does not renumber the journal lines.
If you mark . . e
the Save Journal I_:or examp_le, if you enter a Journa_ll with five lines and you delete
Incomplete Status line 3, the journal line numbers will be 1, 2, 4, and 5.

checkbox on the

header page, you will . Bl save
receive a message 19. Click :
when you try to save. The journal is saved.

Editing and Budget Checking the Journal

After you enter the journal, you will run the edit process to check that there
are no errors in the journal and to run a budget check for the accounts and
SpeedTypes used.
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Procedure — Running the Edit Journal

Process

Follow these steps to edit your journal.

%To run the Edit Journal process:

1.

¥,
If you have

an error (E) in the
Budget Check status
you will need to wait
for verification before
moving to the next
step. You will receive
notification by e-mail
when itis OK to re-
run the Edit Journal

process. 4.

Click on the Lines tab.
The Lines page appears.

Select Edit Journal in the Process field.

Cick |_Process |

The edit process runs and the Journal Status changes. When
the journal edit is complete, the Budget Check will be run as
part of this process. If the Journal Status is anything but V,
check the errors page and return to the lines page to correct the
errors. Each time you make a change, you must save and
re-run the Edit Journal process.

When the Journal Status is V, click B save)

The edited journal is saved with its new status.

Submitting the Journal to Workflow

After the journal is edited and budget checked and errors are corrected,
you must run the process that will submit the journal into workflow for

approval.

Procedure — Running the Submit Journal

Process

Follow these steps to submit your journal for approval processing.

% To run the Submit Journal process:

1.

Click on the Lines tab.
The Lines page appears.

Select Submit Journal in the Process field.

Cliok [_Process |

The journal is sent to your approver’s worklist..
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4. Click 'Bsave),

The journal is saved.

Printing a Journal

You can print both posted and unposted journals. Select the Print Journal
process and click Process on the Journal Entry Lines page. The process
that you initiate displays the journal and allows you to print to your local
printer.

Procedure — Printing a Journal

Use the following steps to print a journal.

%To print a journal:

1. From the left-hand navigation, select the General Ledger
menu.
2. Select Journals.

Select Journal Entry.
4, Select Create Journal Entries.
The Journal Entry — Add a New Value page appears.
5. Click the Find an Existing Value tab.
The Journal Entry — Find an Existing Value page appears.

6. Enter the Journal ID or any other criteria to narrow your
search for the journal to be printed.

;. ciok [5zeh]

A list of journals appears.
8. Select the journal to be printed.

The Journal Entry - Header page appears.
9. Click on the Lines tab.

The Lines page appears.

10. Select Print Journal in the Process field at the top of the page.

11, cliok | Precess |

12. Click the New Window hyperlink at the top right hand corner of
the page.

A new PeopleSoft window appears.
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13. Select Reporting Tools in the new window.
14. Select Report Manager.

The Report Manager — Explorer page appears.
15. Click the Administration tab.

The Administration page appears.

|/ Administration __Archives

User ID: | Type: v | Last: Refrash
|

Status: V| Folder:| V|Instance: |tu: | |

Custornize | Eind | Ve

Report Description Request po\t  status  Details

Report Prcs
Select b pnstance Date/Time
Details

16. Click the View hyperlink.
The Report Detail page appears.
17. Click the GLC7501-nnnn.pdf hyperlink in the File list.

The Journal Entry Detail Report appears in a new browser
window. You can view and/or print the journal from this window.
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Lesson 4:
Journal Approval

After you have completed your budget journal entry and have completed
editing and budget checking, the journal is ready for approvals. If you have
approval authority, you will use your worklist to approve the journal.

Additional approvals are required if the SpeedType contains a fund in the
range of 96xxx. After you edit the journal, workflow will submit the journal
to the worklist of the approval. Approval resides in the grants area within
each school or in Grants Accounting.

Using Your Worklist

Approvals are done as a result of workflow. After the journal has been
edited and budget checked, you will submit the journal to the worklist of
the person responsible for approval.

Worklist
This is the Worklist page:

Warklist for TRNAZ01: Training 1D

Detail Wiew Work List Filters: v

From Date From Work ltem ‘Worked By Activity Priority Link

Training IO 08/2142004 Journal Approval Approve/Deny Journal - 29, CASE1. 0000000074, 2004-06-

v 30, CASET, 0000000092, 2004-06-
2.va

| 3. CASE1, 00000000AD, 2004-06-
21.% 0

Training ID D6/21/2004 Journal Approval ApproverDeny Journal ‘
|42, CASE1, 0000000135, 2004-06 ‘

Training IO 08/2142004 Journal Approval Approve/Deny Journal

Training ID 0B/21/2004 Jourmal Approval Approve/Deny Journal

2.va

| 46, CASE1, 0000000123, 2004-06-
21V 0

v 38, CASET, 0000000131, 2004-06-
2.va

| 35, CASE1, 0000000120, 2004-06-

Training ID 08/21i2004 Journal Approval Approve/Deny Journal

Training ID 0B/21/2004 Jourmal Approval Approve/Deny Journal

Training D 08/21i2004 Journal Approval Approve/Deny Journal

These are the fields on the Worklist page:

Elements Description

Detail Yiew Hyperlink to detail view of the same page. Detall
view contains worklist specific information such as
worklist name and activity process and timestamps
of last usage. This information is not normally
helpful to the average user and is used more for
debugging purposes.

Worklist Dropdown list of pre-defined filters to limit the
Filters number of items appearing in your Worklist display.
From Name of the person who sent this item to your
Worklist
Date from Date the item was sent
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Elements Description

Link Link to the transaction work page.

Work Item Kind of request, such as ePro Req Approval
Worklist.

Priority Default is not priority. The settings are Low,

medium, and high

Link Item hyperlink to the approval page.

Click to approve the journal without going to the
transaction page. Do not use this option as it does
not allow you to review the messages that may
have been entered.

Reassign button allows you to route the item to

someone else.

Approval

You will enter your comments and choose to approve or deny the journal
on the Approval page of the journal. You can review all of the Header and
Lines information as you are actually taken to the journal.

This is the Approval page.

[ Header y Lines Y Tolls " Emors | Approval

Unit:  CASE1 Journal ID: - 0000000082 Date: 0B/21/2004

Find  First [0 1081 (] Last

Unit: CAZE1
Approval Check Active: A4
Approval Status: Pending Appraval

Approval Action:

Comments for Denial
Email:

Approval History

Step Path Status Date Time Stamp User I
0o B Initiated 06/21/2004 11:27:524M TRMNAODT
01 A Appraoved 062152004 11:31:18AM TRMNA101
01 B Skipped 062152004 11:27:52AM
0z A Pending 0652152004 11:27:52AM
0z B Skipped 062152004 11:27:52AM
& save)  [[Rview worklist) HEZMNext intorklist] (1E2Previous inwiorklist| [EXIMatify | |4 Refresh | Ebadd)

Header | Lines | Tatals | Errors | Approval

Procedure — Approving a Journal

Use these steps to approve a journal.

% To approve ajournal:

1. Click Worklist on the home page navigation bar.
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10.

11.

The worklist appears with items that have been assigned to
you.

Wiatklest for TRMAID!. Training ID

Detavers Wtk List Filer 52 ~
s Daefiom WoskBam  Warked By Aoy Cusmy

Training 10 BETIIN04 Joumal Appecral Approveeny Joumal

Trainng 10 SETLTO04 Jouwnsl Apgewel ApDITDNTY Joumal

Trsirng 10 BETIN04 Jouwsal Apgeoval Agpimvmeny Jourmal

Teaining 10 BATTUTO0A Jorirmual Apgecusl Aptoarey Ji

Teairng 10 EATIIN04 Jouml Apprwel ApprveSny Joutnal

Traening 10 DATII004 Sl Apgrowsl ApproveDny Jousnal

Teaining IO BRTIT004 Joumal Apgesnsl ApitveTty Joumal

Click the link for the journal to open.
The Journal Header page appeatrs.

Click the Header and/or Lines pages to review the requisition
details.

Click the Approval tab.
The Approval page appears.

Header " Lines | Tatals " Emors | Approval

Unit:  CASE1 Journal ID: 0000050316 Date: 07/2712004

[Approval Status

Unit: CASE1
Approval Check Active: v

Approval Status: Pending Approval

Approval Action: Approve ¥

Comments for Denial =
Email: =
[Approval History

Step Path Status Date/Time Stamp User D

] B Initiatect 07/2602004 3:12:11PM TRMNADDT
01 A Pending 07/26/2004 31 2:11PM
01 B Skipped 07/2602004 31 2:11PM
0z A Pending 07/2802004 31 2:11PM
0z B Skipped 07/26/2004 31211PM
Bsavel (Bview Workis:] HENextinWorkist)] (12 [ | [E Nty ) |2 Refresh BAdd

Header | Lines | Totals | Errors | Approval

Enter Comments for Denial if you deny the approval.

Select either Approve, Deny or Recycle from the drop-down
list.

Click ' Bsave).

The approval information is saved.
Click the Lines tab.
The lines page appears.

Select Submit Journal from the Process menu.

Ciok [_Process |

The journal is submitted to workflow for the next step.

Repeat steps 2-10 as needed until all approvals are complete.
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Procedure - Assigning Approver Duties

Because automated workflow assigns transactions to the approver’s
worklist, you may find a need to temporarily assign your approver duties if
you are out of the office for a significant period of time. The following steps
will allow you to re-assign those duties to another individual.

% To re-assign approver duties:

1. Click My System Profile at the bottom of the PeopleSoft main
menu.

The General Profile Information page appears.

General Profile Information
Training IO

Change nassword
Change or set up forgotten password help

Your current language preference is: English

My preferred language for reports and email is: English v
Currency Code: usD| Q)
Default Mobile Page: Ql

Edit Email Addresses

Alternate User

If you will e temporarity unavailable, you can select an atternate user 1o receive your routings.

Alternate User ID: g
From Date: Ed (example: 263 /2000)
To Date: El (example 2/31/2000)

Workflow Atiributes

Email User Waorklist User
Miscellaneous User Links

B save

2. Enter an Alternate User ID in the Alternate User section. This
is the Case ID for the user to assume your duties.

Enter the first date you will be gone as the From Date.

Enter the date you will return as the To Date.

5. Click Bsave)

The information is saved and in effect for the selected dates.

3/17/2005 Proprietary and Confidential to Case 2-25
and Cedar Enterprise Solutions, Inc.



Chapter 2: Entering Journals PeopleSoft 8.4 Journal Entry and Inquiry

Review Questions

1. What three keys uniquely identify a journal?

2. Name the steps you perform to enter a journal.

3. What is the purpose of a SpeedType?

4, What ChartField(s) do you have to enter after you select a Speed Type?
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Chapter 3
Maintaining Journals

After you enter a journal, you may need to make changes to it. PeopleSoft
provides an easy way to locate, edit, or delete journals.

Chapter Objectives

This chapter teaches you how to:
e Locate ajournal in the system.
e Correct/change a journal.
o Copy a journal.

e Delete ajournal.

Chapter Contents

This chapter contains the following lessons:

Lesson 1: Maintenance OVEIVIEW ..........cuuieeiiiiiiiiiiiieiaeeeesssiiireeeeeeeeesanans 3-2
Lesson 2: Locating @ Journal.........ooooeeeeioiiiieeeeee e 3-3
Lesson 3: Changing or Correcting a Journal ..o, 3-9
Lesson 4: Copying a Journal ... 3-11
Lesson 5: Deleting aJournal ... 3-14
ReVIEW QUESHIONS .....cciieiiiiie et e et e e e e e e e annes 3-16

Proprietary and Confidential to Case
and Cedar Enterprise Solutions, Inc.
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Lesson 1:
Maintenance Overview

Occasionally you will enter a journal in error and need to change it or
delete it. You can update or delete journals that have not been posted.

Once a journal is posted, all fields are grayed out and you can no longer
make changes.

When to Change or Delete a Journal

You can change or delete any journal that is not already posted.

Steps to Update or Delete a Journal

The steps that you follow when updating or deleting a journal.

Step Action

1 Locate the journal to be changed.

2 Change the Journal Line information.
3 Save the Journal

4 Run the Edit Journal process.

5 Run the Submit Journal process.
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Lesson 2:

Locating a Journal

; E : If you leave

the status field and
source blank and click
Search, all journals
appear in the List. Itis
helpful to enter values
to narrow down your
search.

After you have entered a journal into the system, you may easily locate it
to review or change the lines. Changes can be made to the journal till it is
posted. You may locate and change a journal by using the Journal Entry

Lines page.

After you select the journal, use the search fields on the Journal Entry
Lines page to find a specific journal line you wish to review or change.
These search fields can be extremely helpful if you are searching for a
specific line in a journal with many lines.

You can access journals you have already created using the Create
Journal Entries component. You use the Find an Existing Value tab, to
enter information that allows you to view and update an existing journal.

Pages Used

You can access the Create Journal Entries Find an Existing Value page by
using the following path:

Menu Group General Ledger
Menu Journals
Menu Item Journal Entry
Component Create Journal Entries

This is the Find an Existing Value page:

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

/ Find an Existing Value {_Add a New Value

Business Unit: = v Q
Journal ID: hegins with
Journal Date: = w B4
Line Business Unit: = W Q
Journal Header Status: = v "
Budget Checking Header Status: | =
Source: = v ﬂ

Search | Clear | Basic Search [F] Save Search Criteria

Find an Existing Walue | Add 5 Mew Walue

3/17/2005
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Search Operators

On most of the search fields you can select from a variety of search
operators. These help select the field values that you enter in the search
fields.

Search operators that you can search from include:

Field Explanation

Begins with Searches for the value that begins with the value
entered in the search field.

Contains Searches for the value that contains the value
entered in the search field.

= Searches for the value that matches exactly the
value entered in the search field.

not = Searches for the value that does not match exactly
the value entered in the search field.

< Searches for the value that is less than the value
entered in the search field.

<= Searches for the value that is less than or equal to
the value entered in the search field.

Between Searches for the value(s) between the values
entered in the search field. When you select this
operator, two search fields will appear. Enter the
starting value in the first field and the ending value in
the second field.

in Searches for the values contained in the search field.
Enter several values in the search field. Separate the
values with commas.

Search Fields

These are the search fields on the Journal Entry — Find an Existing Value

page.
Field Explanation
Business Unit The business unit responsible for the journal. This
will default to CASE1 and is the only business unit
used at the university.
Journal ID Enter all or part of the Journal ID based on the
operator you selected.
Journal Date Enter the date to match or range of dates based on
the operator you selected.
3-4 Proprietary and Confidential to Case 3/17/2005
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Field

Explanation

Line Business
Unit

Enter the business unit for the lines in the journal.
This will default to CASE1 and is the only business
unit used at the university.

Journal Header
Status

Select a status from those listed in the drop-down
list. These include:

Deleted — anchor jrnl unposted: Searches for
ledgers with a Journal Status = ‘D’ (deleted)

Journal Entry Incomplete: Searches for journals
with the ‘Save Journal Incomplete Status’
checkbox selected.

Journal Has Errors: Searches for journals with
Journal Status = ‘Error’ (journals with edit
errors).

No Status — Needs to be Edited: Searches for
journals with Journal Status = ‘N’ (not edited).
This is the default value.

Posted to Ledger(s): Searches for journals with
Journal Status = ‘P’ (posted to Ledger).

Posting Incomplete-Repost ASAP: Searches for
journals that were not posted and need to be
reposted immediately.

Unposted: Searches for journals that have been
unposted.

Upgrade Journal-Can’t Unpost: Searches for
journals that can’t be unposted because they
are an upgrade to another journal.

Valid Journals-Edits Complete: Searches for
journals with Journal Status = 'V’ (successfully
edited; valid journals).

Valid SJE Model-Do not Post: Searches for
S(tandard) J(ournal) E(ntry) templates that are
used as models.

3/17/2005
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Field Explanation
Budget Select a status from those listed in the drop-down
Checking list. These include:

Header Status | £ in Budget Check — Searches for journals with

Budget Status = ‘E’ (encountered a budget check
error).

Not Budget Checked — Searches for journals with
Budget Status = ‘N’ (not budget checked).

Valid Budget Checked — Searches for journals with
Budget Status = ‘V’ (successfully budget checked;
valid journals).

Source Enter a source that would appear on the journal
header. Your general ledger source based on your
school will default as a part of your security.

Retrieving a Journal Line

When you review a journal that contains many lines, you can easily use
selection criteria to find the line you are looking for without scrolling
through all of the journal lines. After you retrieve the journal line, you can
update it as necessary.

This is the Journal Entry Lines page:

[ Header | Lines Y Totals  Ewors [ Approval

Unit:  CASE1 Journal ID: 0000050009 Date:  07i05/2004 ‘Process:| Editdoumnal v m
Template List  Search Ctiteria  Change Values Errors Only Line: | 10
¥ Lines Find |
Select Line Speed Type Account Journal Line Description  Amount Event Fund Project DeptlD Class  ‘Ledger
Fl 1 OPRZ261221 g 431800 g Computer Software 100.00 ﬂ 97600 261221 10 ACTUALE
O 2 OPRZ231230 g 431800 g Computer Software -100.00 ﬂ 97600 231230 10 ACTUALE

Lines to add: 1+ =]

Custornize | Eind | Vi B First [ g or1 (M Last
Unit Total Lines Total Debits Total Credits  Journal Status gl(—!(‘ltillle;‘
CASE1 2 100.00 100.00 W '3
B save) (ClRetunto Search| | 4E NextinList Ednotity | [ Retresh | Bkadd)

Header | Lines | Totals | Errors | Approval
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These are the search fields on the Journal Entry Lines page:

Field

Explanation

Search Critetia

Accesses the GL Journal Entry Processing Selection
Criteria page. Enter the ChartFields for the line you
want to retrieve.

Line

Determines the maximum number of rows (a grouping)
that may appear in the scrolling region on the panel.
This is the number of rows that you want to review at a
given time. PeopleSoft limits the number of rows you
retrieve at a given time to decrease the amount of
required memory on your PC.

The max rows field also controls the amount of data
you want the system to search. For example, if you
change the max rows field to 5 and the journal has 15
lines, the system will only search 5 lines of the journal,
not 15.

The system defaults to 10 in the max rows field. This
field resets to 10 whenever you access the Journal
Entry Lines page.

Each group of rows is known as a chunk. Therefore, if
you enter 10 in the max rows field for a journal with 50
lines, you will have 5 chunks of 10 rows each.

Chunking
Arrows

= 2= =

Moves from one chunk to the next. The up and down
double arrows move you forward or backward one
chunk. The single arrows take you to the initial or final
chunks. If the last chunk of the journal is displayed, the
down arrows are grayed out. If the first chunk of the
journal is displayed, the up arrows are grayed out.

Errors Only

Searches only for journal lines with errors when the
checkbox is activated.

3/17/2005
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Using the Selection Criteria

When you click on the Search Criteria hyperlink, the GL Journal Entry
Processing selection criteria page appears. You use this page to enter the
ChartFields in the journal line you want to retrieve.

This is the Journal Entry Processing selection criteria page:

GL Journal Entry Processing

Selection Criteria:

GL Journal Line Humber: I—h
Business Unit: IW QJ
Account: I— Q
Affiliate: Y

Fund Affiliate: I Q
Book Code: I_

Budget Reference: I Q)
Class Field: [«
Department: I— Q
Fund Code: I— G
Operating Unit: I— Q)
Product: I— Q)
Program Code: I— Q)

Project: | Q|
Foreign Currency Code: I ﬂ
)08 | Cancel |

The GL Journal Line Number field indicates at which line in the journal you
want to begin your search. This field works together with the Line field
found on the Lines page. If you have set the Line field to 10 and the GL
Journal Line Number field to 1, the system will begin the search at row 1 in
the journal, search the first ten journal lines to see if they match the
criteria, and display the appropriate rows. You will then need to use the
chunking buttons to display the next group of rows, if needed.

® If you do not change the GL Journal Line Number field or the Line
field and click on the Search button again, the system will return the same
rows of information.

3-8

Proprietary and Confidential to Case 3/17/2005
and Cedar Enterprise Solutions, Inc.



PeopleSoft 8.4 Journal Entry and Inquiry Chapter 3: Maintaining Journals

Lesson 3:
Changing or Correcting a Journal

You can edit any journal that has not been posted. The date of the journal
can be past, present, or future. You use the same pages to update a
journal that you use to enter the journal.

Procedure - Changing a Journal

Use the following steps to change a journal.

%To update a journal:

1. From the left-hand navigation, select the General Ledger
menu.
2. Select Journals.

Select Journal Entry.

Select Create Journal Entries.

Journal Entry-Add a new Value page appears.
5. Click the Find an Existing Value tab.

Journal Entry-Find an Existing Value page appears.

Journal Entry
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 ',

Use Saved Search: ~

Business Unit: = |~ CASE1 3'
Journal ID: begins with |+

Journal Date: = v @l

Line Business Unit:

<

CASE1 al
Journal Header Status: v No Status - Needs to be Edited v

Budget Checking Header Status:

~ ~

ARS =Y

Source:

<

Search Clear | Basic Search =] Save Search Criteria  Delete Saved Search

Find an Existing Value | Add a New Value

6. Fill in the appropriate fields to narrow the search for your
journal.

7. Click Search.
A list of journals that match the search criteria appears.

8. Click on the row in the Search Results that matches the journal
to be edited.

The Journal Entry- Header page appears.
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9. Click the Lines tab.
The Journal Entry Lines page appears.
10. Enter a number of lines to display in the Line field.
11. Click Search Criteria.

The Selection Criteria page appears.

12. Enter the line number where the search should begin in the GL
Journal Line Number field.
13. Enter other criteria to locate the specific lines you want to edit.
14. Click OK.
The criteria page closes and the lines matching the criteria you
entered appear.
% 15. Make the appropriate changes.
See .
Chapter 2, Entering 16. Click Save.
Journals, for steps to The changes are saved.
run the Edit Journal ]
and Submit Journal 17. Run the Edit Journal process.
Processes. 18.  Run the Submit Journal process.
3-10 Proprietary and Confidential to Case 3/17/2005
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Lesson 4.
Copying a Journal

If you have similar or identical journals that recur with some frequency,

you can avoid retyping the same information each time by copying a

journal entry. You can copy any journal entry and then change the header

or detail lines, as desired.

Using the Copy Journal functionality you may:

e Reverse signs.

e Save the copy with ‘Incomplete’ status.

Pages Used

You can copy a Journal by running the Copy process from the Journal

Entry Lines page.

This page can be located by following this path:

Menu Group

General Ledger

Menu Journals
Menu Item Journal Entry
Component Create Journal Entries

Journal Entry Lines Page

You can copy a journal by selecting ‘Copy Journal’ in the Process field and

clicking the Process button on the Journal Lines page.

This is the Journal Entry Lines page:

Header |~ Limes Y _ JIotals | Emors | Approval |

Lines to add: 1 ll ;l

First (4] 101 1 [M] Last

unit:  CASE1 JournalID: 0000000063 Date: 06/08/2004 ‘Process:| EditJournal v Process
Template List  Search Critetia  Change Values Interintralnit | Errors Only Line:| 10
Select  Line Speed Type Account Journal Line Description  Amount Event Fund Project Deptin Class

i RES425024 | Q|532610 Q |May 2004 Copy Charges 2525 QJgEm0  RES425024 10
B 2 RES423006 | Q532610 Q| May 2004 Copy Charges 75.25 Q96020 RES423006 1n
O s TRN450103 | Q) |532610 Q |May 2004 Copy Charges 50.25 Q98120 TRNA50103 10
O 4 TRN450103 | Q) |532610 QU |May 2004 Copy Charges 50.25 Q98120  TRNA50103 1n
a8 054481083 |[Q|532610 Q |May 2004 Copy Charges 50.25 Q96320 054481083 10
O s RES420017 |/Q|532610 QJ |May 2004 Copy Charges 25.25 Q9010 RES420017 10
3 7 OPR281221 |/Q|532610 QJ | may 2004 Copy Charges -276.50 QJ 97600 261221 10

Unit Total Lines Total Debits Total Credits  Journal Status gll_lf(lltjille;‘
CASET 7 276,50 276.50 ¥ E
& save]  QlReturnto Searsh | | 4E NesctinList ] | +5 Prewious inList | [ENetify | | 2 Refresh
Header | Lines | Totals | Errors | Approval
3/17/2005 Proprietary and Confidential to Case 3-11
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Procedure — Copying a Journal

Use the following steps to copy a journal using the Journal Entry Lines
page.

%To copy ajournal entry using the Journal Entry Lines page:

1. From the left-hand navigation, select the General Ledger
menu.
2. Select Journals.

Select Journal Entry.
Select Create Journal Entries.
Journal Entry — Add a New Value page appears.
5. Click the Find an Existing Value tab.
6. Click 'Search’ to lookup the journal you wish to copy.

The Journal Entry Header page appears for the selected
journal.

@ If multiple journals match the search criteria, the
search results appear in the Search Results grid.

7. Click the Lines tab.

The Journal Entry Lines page appears.
8. Select Copy Journal as the Process.
9. Click the Process button.

The Journal Entry Copy page appears.

Journal Entry Copy

Journal 10: Ledger: [ Reverse Signs
Journal Date: 061212004 | B New Ledger: [ Recalculate Budget Date
ADB Date: Document Type: [[1 save Journal Incomplete Status

Currency Effective Date: | 06/21/2004 @

(@ Do Mot Generate Reversal Same As Journal Reversal
© Beginning of Next Period On Date Specified By User
© End of Next Period ADB Reversal Date:

) Mext Day

) Adjustment Period
) On Date Specified By User

Adjustment Period:
Reversal Date: @

QK | Cancell Refreshl

10. Accept “NEXT” in the Journal ID field to allow the system to
assign an ID.
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11. Verify or change the Journal Date.
12. Enter the appropriate Ledger field.
13. Turn on the checkboxes for the following if they apply:

¢ Reverse Signs — use if amounts are to be reversed
(negative) of the original journal.

e Save Journal Incomplete Status — use if you want to be able
to save the journal before it is complete.

14. Fill in the appropriate options for Reversal Date if this is to be
an entry with automatic reversal.

15. Click OK.
The Copy Journals Process is initiated.

The Journal Entry Lines page reappears for the new journal. A
number has been assigned and the status of the new journal is

INE
N’
feader ' Lines | Tomls Erors ApproEl
Unit:  CAZES Jounal i 0000000158 Date  0RAIR004 Process: Edtdoumal s [Frocess |
Iemplate List  Search Crtens  Changs Yalues _ Irasanintralinit Eiroes Duly Ling; | 0
Safect L Sneed e Accomnt AowmrlLine Descrivtion  Amos Byt Emd Brsiect Depti Chss
B Ot H « | @8z ] | My 2004 Copy Chiayes 828 Q) R0 RES425024 U]
a RES421006 | 94 532610 A May 2004 Copy Charge 75.25) Q) 96020 RES42IN06 10
. -2 TRM4s0103 | Q) [ax2610 O ey 2004 Copy Changes 50.2% ) og120  TRNAS0TOI L]
O 4 TRH4S0103 | G |532610 Q) |y 2004 Copy C 50.25; Q06120 TRNAS0103 10
n 5 oEALBIONY | G |s3mig O [ Wy 2004 Copy Chanpes 40,24 ) 98320 OBALEI08I 1]
o RES420017 | Q) (833610 Q] [Way 2004 Copy Charges 535 Q) aBo10  RES40007 10
] T OPRIB1221 | Q] (532810 O iy 2004 Copy Changes 27650, Q) ore00 26122 10
Lires 15 s =W
T ) vory (B Lant
Ui TotalLines Total Debits TetalCrods omnol Sy SEHS
cAsEl 7 0.0 (") N H

16. Change any information that needs to be changed and run the
processes to edit and submit to workflow.
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Lesson 5:
Deleting a Journal

A journal can be deleted anytime prior to posting. You cannot delete a
posted journal.

You will use the Journal Entry Lines page to delete the journal.

Procedure - Deleting a Journal

Use the following steps to delete a journal.

%To delete a journal entry:

1. From the left-hand navigation, select the General Ledger
menu.
2. Select Journals.

Select Journal Entry.
4, Select Create Journal Entries.
The Journal Entry — Add a New Value page appears.
5. Click Find an Existing Value tab.
The Journal Entry — Find an Existing Value page appears.
Enter the appropriate search options.
Click the Search button.

A list of available journals appear.

8. Click the link to the journal you wish to delete.
The Journal Entry Header page appears for the selected
journal.
9. Click the Lines tab.
10. Select Delete Journal in the Process field.

11. Click the Process button.

The system displays the following message.

Areyou sure that you want to delete this journal? (5010,30)

Ves | Mo |
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12. Click Yes.

The system deletes the journal, displays the deletion
confirmation message and the page closes.
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Review Questions

1. What is the purpose of the Journal Header Status field on the Find an Existing Value
page?

2. True or False? All fields are grayed out on a posted journal.

3. True or False? If you leave a ChartField blank on the Selection Criteria dialog box, the

system searches for all values for that field.

4, How do you delete a journal that has been posted?

3-16 Proprietary and Confidential to Case 3/17/2005
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Chapter 4
Making Inquiries

Information is posted to the General Ledger application from many
different sources. Inquiry pages are provided to help you review the
information that you need to make good business decisions. Using these
inquiry tools, you can obtain information quickly whenever you need it.

Chapter Objectives

This chapter teaches you how to review:

e Journal headers and lines.

Chapter Contents

This chapter contains the following lessons:

Lesson 1: General Ledger Inquiry OVEIVIEW.........ccooveeevieeiiiiiieieee, 4-2
Lesson 2: Performing a Journal InQUiry ..........ccooeeeeeei e, 4-3
ReVIEW QUESLIONS .....coeiiiiiiii e e e e et 4-7
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Lesson 1:

General Ledger Inquiry Overview

The inquiry components for the General Ledger application are found on
the Review Journal/Ledger Data menu.

The Journal Inquiry can be found by following this path:

Menu Group General Ledger
Menu Item Review Journal/Ledger Data
Component Journals

The component begins with a criteria page where you enter search criteria

to locate the specific data you want to view. After you click a list
that matches the criteria appears. The matching journals will have a
hyperlink that takes you to the Journal Header Detail page that allows you
to view the header and line information for the selected journal. Header
and line information is all presented on the same page.

You can create and save your inquiry parameters so that you can access
it again at a later time. If no saved inquiries exist for your operator ID, you
will need to create one. Saving your inquiry saves time if you use the
same criteria often.

4-2
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Chapter 4: Making Inqui

ries

Lesson 2:

Performing a Journal Inquiry

; E : If you are

searching for journals
with a specific date,
status, currency, or
source, you can enter
the value in the
appropriate field. You
can also use
wildcards in the
Journal ID and
Source fields.

Use the % character
to represent multiple

You can use the Journal or Ledger components to inquire on journal
header and line detail. Since we have already seen how to access this
information using the Ledger component, let's examine how we can use
the Journal component to verify information.

The two pages that make up the Journal component are:
e Journal Criteria

e Journal Header Detail

Journal Criteria

The Journal Criteria page is used to specify your search criteria. The Unit,
Ledger, Year, and Period fields are required.

This is the Journal Criteria page:

{ Journal Criteria
Inquiry: *“Unit: “Ledger: *Year: *From: “To Period: Suspense Status:
Search
TRAINING kcaset @] =y =y al =y Ql [eeare |
Journal ID: Date: Status: Source: Currency: Stat: Document Type:
Ql B[ A&l QJ al Ql al
User: Q]  MaxRows: 100 SortBy:|Journalld v
Eszve)  ([EdNotify |2 Refresh Fadd | () Update/Display

Fields that appear on the Journal Criteria page include:

characters in your Field Description
h.Aj [ID . . . .
jvei;]rgz injtﬁzrgﬁmber Inquiry Displays the name of the inquiry that you select.
can beofouq)d by *Unit Enter the business unit that owns the journal(s) you want
typing %32%. to review. CASEL1 is the unit used at the University.
*Ledger Enter the Ledger that contains the journal(s) you want to
review. Posted revenues and expenses are found in the
ACTUALS ledger.
*Year Enter the fiscal year for which you want to see the
information.
*From Period | Enter the beginning period you wish to review.
*To Period Enter the closing period you wish to review.
Suspense Enter a status that indicates a specific stage of suspense
Status processing. This occurs when there is an out-of-balance
condition and the amount to bring the journal into balance
is posted to a suspense account.
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Field Description

Journal ID Enter the ID of the journal(s) you want to view, if known.

Date Enter the date of the journal(s) you want to view.

Status Enter the status code for the journal(s) you want to view.

Source Enter the source (creator) of the journal(s) you want to
view.

Currency Enter the currency for the journal(s) you want to view.
Since Case will only use USD, you can leave this field
blank.

Stat Case will not use this field. This field is to designate
statistical ledgers that are not used at Case.

Document Enter a type of journal that you wish to view. These may

Type be journals that were generated from AP or PO.

User Enter the ID of the person who entered the journal(s) you
want to view.

Max Rows Enter the maximum number of rows to retrieve if many
match your search.

Sort By Enter a sort order for your results. You can select to sort
by Journal ID or by Journal Date.

Click when you have finished entering the criteria to
return rows that match what you have entered.

B s=ve) Click to save the inquiry for a later date.

ElAdd | Click to return to the Add a New Value page to create a
new inquiry.

<l updateiisplay | | Click to return to the Find an Existing Value page to
select a inquiry you have already created.

After you enter the search criteria, you click to find the journals
that match your search criteria. The results of the search are displayed at
the bottom of the page.

This is the Journal Criteria page with the search results:

[ Jaurnal Criteria

“Unit
caser | &)

Inquiry:
TRAIN
Journal 1D

ol

User; TRNAGOT

CASEY
CASE1
CASE1

UnkIU  Saiws
Valkd
Vald
Vahd

“Year:
2004 6]
Source:

)

“From: “To Period:Suspense Status:

18] 2g =1]
Currency: Stat: Dacument t Type:
al al

100| SortBy: Joumalld = .

& Search |

Source Usar Dessr

SuEpanEe
Bratis Ungest Date

ARG TRNADDT DGO52004
TRHADDT DEDBZ004
TRNADDY D6/152004

He Susp
BRS Ho Susp
MRS No Susp

DR - Charges1
Test journal for class

Ebada) o updste Dy,

4-4
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Journal Header Detalil

Clicking one of the Journal ID links on the Journal Criteria page takes you
to the Journal Header Detail page for the selected journal. The Journal

Header Detail page displays the header and line information.
This is the Journal Header Detail page:

Inquiry Unin Ledger Year From To: Curr Source Journal ID
TRAMN CASET ACTUALS 2004 LI

Status Suspense Status Doc Type

Go To: Journ:

Header Msg:
s

Journali0: 000000057 Date:  0B/0S2004 Schedule: Soures:  AAS
Ledger Grp: ACTUALS Original 08052004 Lines: 2 Oceur: InterUnit BU: CASE!
Staus: Vabd Fe;?:«:'.. Process: Fost Reversak  Hone
Balanced:  DR=CR Cortrobs: Cirls OF Errors:  Edits OK Reversal
\Cperator Id: TRNADD Doc Ssquance &

Long Description:

Currency: LISD DR: 1500 CR: 1500 Nev 0.00

5 Show All Lines %
Show  From Ling: Thru Lina:
Journal Line
Line # Transaction dmount  Account  Operating Unit Depill Produet FundCode Class Program BudRef  AMliswe Fund A Euem
' 15.00 USD 101030 5010 1
1500 USD 101030 %6010

Procedure — Performing a Journal Inquiry

Use the following steps to perform a new journal inquiry.

%To perform ajournal inquiry:

1. From the left-hand navigation, select the General Ledger
menu.

Select Review Journal/Ledger Data menu.

Select Journal.

The Journal — Find an Existing Value page appears.
4, Click the Add A New Value tab.

The Add a New Value page appears.

Journal

[ Eind an Existing ¥alue " Add a New Value |

Inguiry Name: ||

Add

Find an Existing Value | Add a Mew Yalue

5. Enter a name for your search.

3/17/2005
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é E E The Debits

and Credits fields at
the top of the page
reflect the balances
for the total journal
and not just for the
lines selected.

10.

11.
12.
13.

Click .

The Journal Criteria page appears.

[ Journal Criterla |

Inquiry: “Unit: ‘Ledger: “Year: “From: *To Period:Suspense Status:
TRANING cAsEt | &) a al Ql al al _Szarch |
Journal ID: Date: Status: Source: Currency: Stat Document Type:
al o Y al al al al
User: Gl Max Rows: 100 Sort By: Journal i

@ save] ElNaity | '$Refiesh Etacd) | Update Doy

Enter the criteria that will help you find the journal(s) you want to
view.

Click

The Search results are displayed.
Click a Journal ID link to view the journal details.

The Journal Header Details page appears.

Inquiry Unit  Ledger Year From To
TRAR CASET  ACTUALS 004

Cor Sourse Journal 0 Stius Suspense S Doc Trpe

Affiliate  Fund As Everd

If you want to view only certain lines within the journal (helpful if
the journal has many lines), you can Select the Show...From
Line...Thru Line radio button.

€ Show All Lines %

& Show  From Line: I 2 Thru Line:l 4
Enter the lines you want to view and click % .
Only the lines you entered will display.

Click Journal Criteria to return to the Journal Criteria page.

Proprietary and Confidential to Case
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Review Questions

1. Why do you use the Journal inquiry page?

2. When you save an inquiry, what does the system save?

3. What do you see when you click the journal results hyperlinks that appear as a result of
your search?

4, Which fields are required on the Journal Criteria page?

3/17/2005 Proprietary and Confidential to Case 4-7
and Cedar Enterprise Solutions, Inc.



Chapter 5
Using Offline Journal Entry

With PeopleSoft, you can enter journals in Microsoft Excel worksheets and
import the journals into the PeopleSoft General Ledger application. This
allows you to complete large journal entries using the cut and paste
options of Excel.

Chapter Objectives

This chapter teaches you how to:
e Enter journals using a spreadsheet

¢ Import journals into PeopleSoft General Ledger

Chapter Contents

This chapter contains the following lessons:

Lesson 1: Overview of Using Spreadsheets..............cccoceeiiii, 5-2
Lesson 2: Setting Workbook Defaults...........ccoooeeeiii 5-4
Lesson 3: Entering JOUrNAlS .......cooooeeieiiii i 5-6
Lesson 4: Importing Your Journal ... 5-12
Lesson 5: Reviewing Spreadsheet Journals..............cccoeeeeeeieeee. 5-14
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Lesson 1:
Overview of Using Spreadsheets

Using a spreadsheet to enter journals into Microsoft Excel is helpful if you
are an experienced Excel user. You may find it quicker to enter large
amounts of journals in Excel rather than PeopleSoft. You can enter the
journal information into the Excel file and upload it into PeopleSoft where it
can then be edited and processed like all other journals.

The processing differences with spreadsheet journals are:

e The journals must be imported into PeopleSoft and edited online by
the user like all other journals.

e The Account (6-digits) must be entered during the journal line entry.

e SpeedTypes and Accounts are validated when loading into
PeopleSoft.

e The journals are assigned a number on import.

You may enter almost any kind of transaction in Excel to be imported to
PeopleSoft. Exceptions to this rule include:

e You must open the journal in PeopleSoft, run the edit process and
save each journal individually. You can then edit and approve journals
as if you had entered the journal on-line.

e Control accounts are not available to spreadsheet Journal import.

Journal Workbook

You will be given a set of files that has been modified by Case to create
and import journals using the control worksheet. The name of the journal
workbook you will use is FSPRD.xIs.

Control Worksheet

You use the Control worksheet to:
e Create and maintain the sheets in the workbook
e Set workbook defaults

¢ Import sheets from the workbook

5-2 Proprietary and Confidential to Case 06/21/04
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This is the Control Worksheet from the FSPRD.xIs spreadsheet: Access
the control page by double clicking on the FSPRD.xlIs file name and

enabling the macros.

EA Microsoft Excel - FSTRM.xls

J File Edit View Insert Format Tools Dats ‘Window Help Acrobat
| e HoEe rulS=E=Es %, BaEE]E
D2 R|(eRY | it2RT| o o & = & 52l -
B =
w.
'.i! CASE Spreadsheet Journal Import
r General ————— [ Journal Sheets
0
Setup New
il
Notes Edit
pe]
Delete

You use buttons on the worksheet to perform tasks governed by the

Control Worksh

eet. These buttons are divided into two groupings as

shown in the following table:

Button Description

General

Setup Activates the Define Options and Defaults dialog box.
Using this dialog box, you can set journal header defaults,
import options, message logging options, online import
controls for the workbook, general options, and document
sequencing.

Notes Transfers you to the Notes worksheet in the workbook.

You use this worksheet as “scratch paper” to enter
instructions, calculations, notes etc.

Journal Sheets Options

New Inserts a new journal sheet. You can add as many journal
sheets as necessary and enter as many journals on each
sheet as you like.

Edit Selects a specific journal sheet from a list of journals
sheets in the workbook to edit.

Delete Selects one or more journal sheets in the workbook to
delete.

Copy Copies a selected journal worksheet to a new name.

06/21/04
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Lesson 2:

Setting Workbook Defaults

; E : You can

also double-click on
the file name to open
the spreadsheet.

Before you begin entering journals in Excel, you can set the defaults for
your workbook. These defaults control variables, such as business unit
and ledger, so that you do not have to enter them each time you open the
workbook. You will set the defaults using the Define Options and Defaults
dialog box that you access from the Control worksheet. You can access
the Control page opening the FSPRD.xIs file.

Procedure — Setting Defaults

Practice setting your defaults with the class. Enter Defaults for Business
Unit, date, Ledger Group and Source

'% To set workbook defaults:
1. Open the Microsoft Excel program.
Select the File menu.
Select Open.
The Open dialog box appears.
4, Navigate to the folder that contains the FSPRD.xIs spreadsheet.
Highlight FSPRD and click Open.

A message to enable macros appears.

I [

Ci\Documents and SettingsidnhanseniDeskboplCase GLYFSTRM. xls contains
MACros,

Macros may conkain viruses, Ik is always safe to disable macros, but if the
mactas are legitimate, vou might lose some Functionality.

(" Disable Macros Enable Macros IMore Info

6. Click Enable Macros.

The spreadsheet opens to the Control page.

5-4
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i :I: Source is a

three-character field
that typically identifies
your school.

If you are internal
service department
and are cross-billing
costs to other internal
departments at Case,
use XBL as your
source.

7.

10.
11.
12.
13.

Click the Setup button.
The Define Options and Defaults dialog box appears.

Define Options and Defaults =
— Header Defaults ————————  — Message Options

Business Lnit: CASEL r Log Error [Message only OK |

el I % .oy Successiul and Error Message e |
= y

el G IACTUALS ¥ Display Messages Anline

Source! || — Document Sequendng —————————————— Configurate |

Lser IO I I™ | Enable Document Sequencing
Default D £ Type: I

I™ | Enable Multbook Eraul bocument Type

l_ AutoEen Lines

— Online Impart Control

— General Optjons ——————————————————— | Addesss: |htt|::.l’.l'erp.case.edu:SﬁsDIxmllink,ffstrn,f

Language: User ID: I
After successful import

’7 i~ Change import status ko Do Met Import

i Keepimport skatus s Import

The Business Unit, Ledger Group and Online Import Control
Address will default. These values will not allow you to change
them.

@If you leave any of these fields blank, you must enter data
for these fields when you enter the journal.

Enter your source in the Source field.

Enter your User ID in the User ID field (case sensitive).
Accept the default for Language Preference.

Accept the URL of the database in the Address field.
Enter your PeopleSoft user id in the User ID field.

Click OK.

Your options and defaults are set. The dialog box closes.

06/21/04

Proprietary and Confidential to Case
and Cedar Enterprise Solutions, Inc.

5-5



Chapter 5: Using Offline Journal Entry PeopleSoft 8.4 Journal Entry and Inquiry

Lesson 3:

Entering Journals

After you set your options and defaults for your workbook, you are ready
to begin entering journals. You will enter journals using a copy of the
Template worksheet that is part of the journal workbook.

This is the Template worksheet:

EA Microsoft Excel - FSTRM.xls

J File Edit Yew Insert Format Tools Data Window Help Acrobat

| arisl -8 -|Bru|l=E==8|8 %, W%|EE A,
DEESRAYV | sBARY - @ a2l @dor -0. 0B
K
2
3 Description
4
)
g
7 Line #  Unit Ledger Speed Type Account Amount Description Event
8 I I I I I I I
9 |+ | - |+| —| Select fields to copy from a previous line by marking the checkhoxes under each field.

10

The buttons on this worksheet are described in the table below:

Button Description
Spreadsheet
| +F Opens the Import Journals Now page.
4 Returns you to the Control worksheet.
Header
|+ | Displays the New Journal Header page that you use to
add a new journal header with its own defaults.
g | Allows you to edit a journal header.
Line
+ Adds a journal line.
- | Deletes the journal line where the cursor is currently
located.
| +.. Allows you to copy a block of lines for the journal whose

header is displayed at the top of the page

| - Allows you to delete several lines within a range at one
time.

5-6
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Procedure — Entering Journals

Use the following steps to enter a journal.

%To enter journals in a spreadsheet:
1. Open the FSPRD.xls file.

The journal workbook opens and the Control worksheet
appears.

A Microsoft Excel - FSTRN.xls

@] Fle Edt View Insert Format Tools Data Window Help Acrobat

vl glu sle nu[E=S=E$% . @
DSRSRAV [ EBRC | o [& 5 & 5L e -
Ed | =/
CASE Spreadsheet Journal Import
r General  Journal Sheets
| D
Setup New
| [
MNotes Edit
b
Delete

2. Click the New button.
The New Journal Sheet dialog box appears.

Mew Journal Sheet |

e Journal Sheet Mame:

Enter a name for the new journal sheet.
4, Click the OK button.

The new journal sheet appears. This worksheet is a copy of the
Template worksheet.

EAMicrosoft Excel - FSTRN.xls

J File Edit View Insert Format Tools Data Window Help Acrobat
| e “: flBrulE==Hs %, @4 > A -
DeHSRY iR S - @ 2 & 2L 0H 0 -3,

=

e

Description

Ledger Speed Type Account Amourt Description Event
i i e = i I
9 -+ | = | +| = I Select fields to copy from a previous line by marking the checkhoxes under each fisld.
10
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; Source is a

three-character field
that typically identifies
your school.

If you are internal
service department
and are cross-hilling
costs to other internal
departments at Case,
use XBL as your
source.

Click | + | in the Header Section. This allows you to enter a new
journal header.

The New Journal Header dialog box appears. Default
information for Unit, Journal ID, Journal Date, Ledger Group,
Ledger will default and should not be changed. If you filled in
your Source and User ID on the Setup page, these values will
also appear.

New Journal Header x|
Unit: ICASEI Journal I0: INEXT Journal Dake: IG,I'I?,I'ZEIEI4
Ledger Group: IACTUALS Document Type: I

Ok
Ledger: IACTUALS Doc Sequence: I _l
Source! IA&S Adjustment Type: I Cancel |
User I ITRNADDI ™| sutoGen Lines
Journal Class: I I #djusting Entry:
Transaction Code: I
Currency Information ————————— Rewersal
Foreign Currency: I % [one
- IE‘.I'I?."2UU4 :: Beqinning of Mext Period
End of Mext Period
Rate T B I
SR e € Mext Day.
Exchange Rate: I {” Specified Date

Description:

Verify or enter your Source.
Verify or enter your User ID.
Enter an appropriate description in the Description field.

@If you enter a description that is longer than the defined
field in PeopleSoft, the system abbreviates the data.

Click OK.

The journal header information now appears at the top of the
worksheet.

Spreadsheet Journal Import

Header [ Journal Date Description
CASE1  MEXT 617/2004  Journal 1
e |
5-8 Proprietary and Confidential to Case 06/21/04

and Cedar Enterprise Solutions, Inc.



PeopleSoft 8.4 Journal Entry and Inquiry

Chapter 5: Using Offline Journal Entry

; When

entering information,
you can enter text in
upper or lower case.
When the journals are
imported, all
characters are

®If you want to change the header information, click LI
This displays the Select Header to Edit dialog box.

Edit Journal Header x|
Journals {Unit, Journal I0, Date):
CASED . NEAT . Bl1702004 ok I

Cancel

A list of the journals on this worksheet appears. You then select
the journal header you want to edit and click OK.

CIick| + | in the lines section to add a journal line.

converted to upper 10.
t f L ,
gizir%ic;?s or A blank line is added to the worksheet for you to enter the first
' detail line information. The Business Unit (CASE1) and Ledger
(ACTUALS) will already be entered. Do not change these
default values.
11. Enter the SpeedType on the line.
12. Enter the Account.
13. Enter an Event, if applicable.
14. CIick| + | in the lines section to add a new journal line.
A second line appears. All of the data you entered in the first
line is copied to the next line. The system copies the data for a
field if the checkbox underneath the field name is selected.
Line #  Unit Leuetr Speed Type Accournt Aot Description Ewert
~ o I o o I ~
+ I - |+| —I Select fields to copy from & previous line by marking the checkboxes under each field.
MEXT 1 CASET ACTUALS  OPR421002 53120 100,00 hiy first line
MEXT 2 CASE] ACTUALS  OPR421002 334220 £100.007 My second line
15. Follow steps 10-14 to enter information for each additional line.
Omit step 14 after the last line.
16. Click Save.
The journal is saved.
NOTE: When entering credit dollar amounts a minus (-) sign
must be entered.
06/21/04 Proprietary and Confidential to Case 5-9
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Copying Journal Line Values to Multiple
Lines

If you have several lines you need to copy to the same SpeedType or
Account, you can copy the lines and values to multiple lines at one time.

%To copy multiple lines with selected values:

1. Check the values you wish to copy to each line by turning on the
checkboxes at the top of the line section.

Line &  Unit Ledger Speed Type Account Amnaurt Description Ewent
i W r r I R
+ I - I +.. I e I Select figlds to copy from & previous line by marking the checkboxes under each field.

2. Click to add more than one row.

The Insert Multiple Lines dialog box appears.

Insert Multiple Lines

<

X
Mumber of Lines I 1
From Line:! I 3 \ﬂl
To Line: I kY |

Cancel

™ Copy data from line

3. Type in the number of lines you want to add.
The To Line number will adjust accordingly.
4, Click Insert.

The lines are copied and appear on the spreadsheet with the
values you selected.

Line #  Unit Ledyer Speed Type Account Amourt Description Ewent
I W I u u I I
+ I - I +.. I - I Select fields to copy from a previous line by marking the checkboxes under each field
MEXT 1 CASED ACTUALS  OPR421002 534120 100.00 My first line
MEXT 2 CASED ACTUALS  OPR421002 534220 (100.00) My second line
REXT 3 CASE1 ACTUALE .
REXT 4 CASET ACTUALS
REXT ] CASET ACTUALS
MEXT -1 CASED ACTUALS
REXT T CASE1 ACTUALE
MEXT & CASE1 ACTUALS
REXT kel CASET ACTUALS
MEXT 10 CASED ACTUALS
MEXT 11 CASED ACTUALS
REXT 12 CASE] ACTUALS
5. Enter the remaining values you need.

6. Click Save.

The journal is saved.
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Deleting Multiple Lines

You cannot save a journal with blank lines. If ﬁou added too many lines

and need to delete multiple lines, use the button to delete them.

%To delete multiple lines with selected values:

1. Click E

The Delete Block of Lines dialog box appears.
Type the Line # to begin the delete in the From Line field.
Type the Line # to end the delete in the To Line field.

4, Click Delete.

The extra lines are removed.

Beginning An Additional Journal

Once the journal worksheet is complete, you can create another
worksheet.

% To begin a new worksheet:

1. Click the IE button and the Control worksheet reappears.
i

2. Click the few button and follow the steps above to

create a new worksheet.
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Lesson 4:
Importing Your Journal
To make sure you have a successful import, you should verify the
;ﬁ;kﬁ% following before you begin either import process:
You cannot

. . ¢ Alljournal lines have a valid ledger and account
validate your entries

from within Excel. e Journal headers contain a business unit and ledger group

You must know the . .

correct SpeedType e Data is entered in the proper PeopleSoft format

and Account number After you have checked the items above, you are ready to import the

to make the entry. journals.

Import Journals Now
You can access the Import Journals Now dialog box by clicking on
the journal sheet page.

The URL appears above the User ID. Enter your User ID and password
and click OK.

Import Journals Now ﬂ

http: fferp.case. edu: 8660 xmlilink/fstrny

UserIDi  |TRNADDI

Password: I

Procedure — Importing Journals

Use the following steps to import a journal.

%To import journals from an open journal:

1. With the journal spreadsheet open, click to import the
current spreadsheet.

Import Journals Now dialog box appears.

Import Journals Now ﬂ

http:ferp.case. edu: GaA0) mllinkFstrn)

UserID:  |TRNAOOI
Password: I Cancel |

2. Enter your PeopleSoft User ID in the User ID field.

3. Enter your PeopleSoft Password in the Password field.
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4, Click the OK button.

The import process runs and a message is returned confirming
the successful import. The Journal ID will be assigned and will
appear in place of the “NEXT” designation in front of each
journal line.

5. Note the Journal ID number. You will need it to edit the journal
in PeopleSoft.
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Lesson 5:
Reviewing Spreadsheet Journals

Reviewing Spreadsheet Journals

You must run the journal edit process before you can view/update the
spreadsheet journal in PeopleSoft General Ledger. The process edits and
formats the journal and makes it available for update and display.

Follow the steps to edit the journal found in Chapter 3, “Maintaining
Journals”.
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Appendix A
Review Questions and Answers

The following are the review questions and answers for each chapter.
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Chapter 1: Introducing PeopleSoft General Ledger

What is the General Ledger business unit used by the University?
CASE1.

What two ChartFields can you enter when entering a financial transaction?

Account, Event

How do the remaining ChartFields get entered?
SpeedType or Speedchart selection.

What are the three levels of Commitment Control?

Pre-encumbrance; Encumbrance; Actuals/Recognized

A-2
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Appendix A: Review Questions and Answers

Chapter 2: Entering Journals

1. What three keys uniquely identify a journal?
2. Name the steps you perform to enter a journal.
3. What is the purpose of a SpeedType?
4, What ChartField(s) do you have to enter after you select a Speed Type?
3/17/2005 Proprietary and Confidential to Case A-3
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Chapter 3: Maintaining Journals

1. What is the purpose of the Journal Header Status field on the Find an Existing Value
page?

2. True or False? All fields are grayed out on a posted journal.

3. True or False? If you leave a ChartField blank on the Selection Criteria dialog box, the

system searches for all values for that field.

4, How do you delete a journal that has been posted?
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Appendix A: Review Questions and Answers

Chapter 4. Making Inquiries

1. Why do you use the Journal inquiry page?
2. When you save an inquiry, what does the system save?
3. What do you see when you click the journal results hyperlinks that appear as a result of
your search?
4, Which fields are required on the Journal Criteria page?
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