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Create Online Journal Entry

Actions

¢ Step 1-4: Navigate to Create/Update Journal Entries
¢ Step 5: Create a Journal

¢ Step 6-12: Upload attachments

¢ Step 13-14: Fill-in Chartfield lines

¢ Step 15-16: SubmitJournal

¢ Step 17: Review Approval History

¢ Reference: Journal Sources and Approval Routing Path

1. After logging into PeopleSoft, Click the Classic View icon.
7 Employee Self Service |

Travel Authorizations

Navigation
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Payment Request Center
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2. Selectthe Navigator Icon

Travel Authorizations. NavBar 3

Navigator
Icon
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3. Scroll down to the General Ledger menu item.

* Data Expansion Tools. >

GHX Applications >

Employee Self.Service

Scroll down to
General Ledger N

Customers

4. Select General Ledger > Journals > Journal Entry > Create /Update Journal Entries

NavBar: Navigator o

Excise and Sales Tax/VATIND > A

_al
Menu
Navigator Commitment Control > Selections

% General Ledger > L Journals >
|
Amnm:als
Real Time Bottom Line >
==k | Journal Entry 3
fel
g = Allocations >
i Expenses —_— [CreatetUpdale Journal Erltries]
| Statutory Reports > v

5. Create Journal Entries:
A. Enter the Business Unit (100 is used for this example).
B. Journal ID will not be next number - continue to use CHLA convention.
C. The Journal Date should be the last day of the current closing period.

When finished entering the data, select the Add button.

Favorites » Main Menu v > GeneralLedger~ > Joumalsw > JoumalEntry~ > Create/Update Journal Entries
New Window

Create/Update Journal Entries

Find an Existing Value || Add a New Value A

Business Uni Q
Journal ID{1911G16001

Journal Date|[05/31/2019  |[31

Business Unit = 100

C

Journal Date is

Find an Existing Value | Add a New Value
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6. Enter the data into the required fields. Add an Attachment: Select the Attachments link. Notice that
the field has zero Attachments.

Favorites = | Main Menu » GeneralLedger~ > Journals~ > Journal Entry~ > Create/Update Journal Entries

Header || Lines || Totals || Errors || Approval

Unit 100 Journal ID 1911G01001 Date 05/31/2018

Long Description [To transfer between two accounts. - TRAINO1 F_I

210 characters remaining

*Ledger Group ACTUAL Q Adjusting Entry [Non-Adjusting Entry v

Ledger Q Fiscal Year 2019
*Source PCO Q Period 1
Reference Number ADB Date [05/31/2018
Journal Class Q,
Transaction Code GENERAL | [ Auto Generate Lines

[ save Journal Incomplete Status
SJE Type | | [ Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT /1

Altachments (0) Oera

Reversal: Do Not Generate Reversal Commitment Control

Entered By GLTRAIND1 GL Train 01
Entered On
Last Updated On
[fisave ||[=INotity ||22 Refresh s Add || 2] Update/Display

Header | Lines | Totals | Errors | Approval

7. Select the Add Attachment button.

Joumal Eniry Attachments
Help
Unit 100 Journal ID 1911G18507 Date 053172019
Details Personaize | Fina | view al | G0] B Frst 4 101 b Lam
Flle Name Show to Approver?  Description User. Name Date/Time Stamp.
view @ =l
Adding large attachments can take some time to upload, therefore, it Is advisable to save the fransaction
belore adding large atiachments
-
Journal Entry Attachments
I ) Help
unit 100 Journal 1D 1811G16507 Date 0503172018
Details. Personaize | Fina [viewan | B Fist @ 101 0 Last
FloName  Showto Approver?  Dascription P a—— 2 OstarTime Stamp
View Hep =

| Browss_ |

Upload | | Gancel

Adding large attachments can take Some ime 1o Upioad, ind
before adding large atlachments.

L Add Altachment

=g
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9. Select a file to attach, then click the Upload button from the File Attachment window.

- oy =Y
62 GL-JobAidCaptur  HowToUseShare
es PointForPEP

=N File Attachment X
S S l Help

it | ATt foptureletastor » | C:\Users\doedwards\Documents\Projects\PEP\Attachm Browse... :

5&Flatsnag joox ¥
[ Upload I Cancel

10. Notice the aftachment is now listed under filename.

| Journal Entry Attachments
Help
Unit 100 Joumal ID 1811G16507 Date 05312019
Details Personalize | Find | view Al |2 | B First 4 1011 2 Last
File Name Show to Approver? Description User Name DatelTime Stamp
Adding large atiachments can take some time to upload, therefore, it is advisable to save the transaction
belore adding large attachments
2 o
11. (a) Type in a description, then (b) click the OK button
Journal Entry Attachments
Help.
Unit 100 Journal ID 1911G18507 Date 05/31/2019
Details: Persanalize | Find | View anl | 1] B Fst 4 1o11 2 Last
File Name Show to Approver? Description User Name DatelTime Stamp
AttachmentTest,docx G 'Sample for attachment deme| =]

Adding large attachments can take some time to upload, therefore, it Is advisable to save the transaction
before adding large attachments.

A Al u

12. Now you see the Attachments field indicating that there is one attachment.

Header | Lies || Totas || Erors || Approval

unit 109 Journal 18 1911G16107 Date 059112018
Lang Descrlption [Descrifion here: rr\
“Ladger Group a Adjusting Entry [NonAdjusting By ]
Ledger a Flecal Year
“Source a Perioa
A8 Bate 65
aQ
o o SUE Type | v
5 c Defaults: USD / /1
- =] Oad urrency Defaults:
Curraney Defeuls: USD 11 m—
Cler
Revessal: Do Nol Generale Reversal Cormm|
Reversal: Do Not Generate Reversal
Entercd By TRANOT sou

ey 4
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Lines tab:

13.

(1) Select the Lines tab

CREATE ONLINE JOURNAL ENTRY

(2) Enter in Charffields information. Add new lines as needed using the “+” button.

(3) Save if you have the correct datq,

(4) Select Edit Journal from the Process drop-down menu, then click the Process button.

Favorfies + ManMenu~ > GeneralLedger> » Joumals= > JoumalEntry~ > Create/Update Journal Entries
| New Window | Help | Personalize Page | &5
Unit 100 Journal ID 1911601001 Date 05/31/2019
Template List Change Values
Inter/Intralnit 1 I *Process | Edit Journal v Process _n
Lines Personalize | Find | (2] &
Select  Line "Unit “Ledger Account Fund Dept PC Bus Unit Project Activity AnType  Source Type
o 100 @, ACTUAL 695900 | [1020 |Q (8227000 |Q GO0 |Q [TGFO11813|Q [TGF Q Ql
a 2 105 Q ACTUAL 695900 |Q [1000 |Q (7187000 |Q (e Q Q e
< >
Linestoacd| 1] ¥ = [
Totals Personalize | Find [View ol | £ B Fist ¢ 1202 0 Last
Unit Total Lines Total Debits Total Credits  Journal Status ~ Budget Status
100 1 0.00 0.00 N N
105 1 0.00 0.00 N N
' otity || Refresh [y Add || Update/Display
Header | Lines | Totals | Emors | Approval

14. Noted that transferring between two different Business
generate a fund balance section below the entry lines:

Units and/or Fund Codes will automatically

Favoriles» | MainMenuw > Generalledger= > Joumals= > JournalEntyw > Create/Updale Journal Entries
| New Windew: | Help | Personalize Page | i
Header || Lines || Totals || Ermors || Approval
Unit 100 Journal ID 1811601001 Date 0531/2013 Errors Only
Template List Search Criteria Change Values
Interfinirainit *Process [Edit Joumal V] Process 3 Line| 0] [3] [=
Lines Persenalize | Find | @]
Select  Line “Unit “Ledger Account Fund Dept PCBusUnit  Project Activity AnType  Source Type
a 1 fioo Q ACTUAL 695800 @ (1020 |Qy [8227000 | |GM100 Q [TGF011813|Q [TGF Q GLE
o 2 105 @ ACTUAL 695900 |@, [1000 |@ [7187000]Q Q QL Q
3 100 ACTUAL 107000 1020 GM100
4 108 ACTUAL 107000 1000
< >
Linestoada| 1 S| -
¥ Totals Personalize | Find | viewau | E0| B First ¢ 12012 0 Last
Unit Total Lines Total Debits Total Credits | Journal Status  Budget Status
100 2 100.00 100.00 v v
105 2 100.00 100.00 v v
[Gsave ||EInotity || Refresh (b Add || ] UpdateiDisplay |
Header | Lines | Totals | Errors | Approval

GENERAL
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15. Ensure that both the journal status and budget status are valid. Select Submit Journal from the
process option, then click the Process button for journal approval.

Favorites v ‘ Main Menu v >

Header Lines Totals Errors

Unit 100

Template List

General Ledger

Approval

Journal ID

Copy Journal
Delete Journal
Edit/ Pre-Check
Edit Chartfield
Edit Journal
Post Journal
Print Journal

Budget Check Journal

Create/Update Journal Entries

Date 05/31/2019 Errors Only

| New

Change Values

Inter/IntraUnit

Refreshdournat

Process | SHES Line| 10| 3] [=

Lines

Personalize | Find | @| E
Select Line Affiliate Fund Affil Amount Stat Amt uom Journal Line Description PC Status

16. In case the journal is submitted twice, the following message will pop-up. Select the OK button from
the Message window to close.

Message

‘Your Submit action did not impact the approval status of line business unit 100. (5010,273)

Your Submit action did not impact the approval status of line business unit. Either the journal for that line business

unit was already submitted for approval, or you are not authorized to approve/deny it, or the journal got denied but
you are not the original requester to re-submit it.

For denied journal, you need to make some changes to the journal, then re-edit/re-budget check it before you can re-
submit it for approval.

Please note that the similar "no impact" message for other line business units is suppressed.

17. Review approval history: (a) Click on Approval tab, then

(b) click on approval history drop down to
review approval status.

Favoritcs = MainMenuw > Genewalledger= > Joumalse > Joumal Enly= > GrealeUpdale Journal Erlics
| New Windaw | Help | Personalize Page | (]
Heacer | Linea || Totas || Evors || Approval
unit 100 Joumnal D 1911501001 Dats 05312018 Siomi,
Approval Status
Unit 108

Approval Check Activa ¥

Approval Staus Pending Approval
Approval Action [Approve >

Deny Comments

54 characiers remaining
GL Journal Approval - Actual

= Unit 100, ID 1911G01001, Date 2018-05-31, Line Unit 100:Pending

Sourcs - GL
Pending

@ Multpls Apgrovers
Joural Approwal GL

Approval History

Thread D DemmoniD s EMfscivs Date Requestar Stsp Number  Step Status Approver Approval staus  Datetme

% UC_GL_JoumaiApproval_FullCH O1IAB0T  CLTRAINGT 10 1 1.00 Ponding 111780 Pending 052112019 3:10:55.000C00PKY
. UC_GL_JoumaiApproval_FullC 0111801 GLTRAINDY 0 1 Pending 123932 Peading 0S21/2019 3:10:55,000000PN

[iSave | [ZNotty | (2 Rerash

Header | Lines | Totals | Erors | Approval
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REFERENCE: Journal Sources and Approval Routing Path

SetlD || Source | Descr Status || Jrnl Approval Path
MDATA CRM CRM Integration A Foundation routing
MDATA FOO CHLA Employees Donations A Foundation routing
MDATA FO1 CGAs to Nothern Trust A Foundation routing
MDATA FO9 New Pledges A Foundation routing
MDATA F10 Pledge Payments A Foundation routing
MDATA  F11 Pledge Discounts A Foundation routing
MDATA F12 Pledge Write-Off A Foundation routing
MDATA FDO Donations A Foundation routing
MDATA FD1 Foundation Cash A Foundation routing
MDATA FRP Fundraising Rev Prod A Foundation routing
MDATA 340 340b Hemophillia Program A GL routing
MDATA ACI Miscellaneous Accruals A GL routing
MDATA AC4 Property Tax Accrual A GL routing
MDATA ADM Admissions Statistic A GL routing
MDATA BBI Blackbaud Interface Journals A GL routing
MDATA CNT Contractual Allowance A GL routing
MDATA DRI Draw for Budgeted Income A GL routing
MDATA DSC Discharges Statistic A GL routing
MDATA DUE Medical Staff Dues A GL routing
MDATA EFO Unrealized Gains-Loss Invest A GL routing
MDATA EF1 Investment Income_Expenses A GL routing
MDATA EF2 Realized Gains-Loss on Invest A GL routing
MDATA  EF3 Other Income_Expenses A Gl routing
MDATA EQT Equipment Funding A GL routing
MDATA FO7 AP Expenses Accrual A GL routing
MDATA GI10 Payroll Taxes A GL routing
MDATA G112 401K A Gl routing
MDATA G31 Salaries Accrual A GL routing
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MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA
MDATA

G35
G49
G79
G80
G88
MIS
OH
OH1
PDY
PHA
PLVY
PLY
POI1
RT
SPF
XTF
CRE
PCO
PTC
RCH
RGR
FO8
FEL
G47
MCP
PRK
TRY

Misc Income

Miscellaneous Corrections
2017 Bonds

2012 Bonds

SWAP Payable-Receivable
Miscellaneous Exp Transfers
MGP Overhead

Overhead Draw

Patient Days Statistic

Pharmacy Transfers

Payroll Leave Accruals

Payroll Leave Accruals

Prepaid Amortization

Revenue Transfer

Research and Education Adm
Expense Transfers

Cash Deposit - Research & Educ
Project Close Out

Patient Care Charges
Core/Recharges
Grant/Contract Receivable Adj
Bank Charges

Group Health Insurance

Grp Hlth Insur-Dep Care Reimb
Miscellaneous Cash

Parking Validation Stickers

Cash Entries

> » » » >» » » >» >» > » >» > > > > > > > > > > > > > > >

Gl routing
Gl routing
GL routing
GL routing
Gl routing
Gl routing
GL routing
GL routing
Gl routing
GL routing
GL routing
Gl routing
Gl routing
GL routing
GL routing
Gl routing
Grants routing
Grants routing
Grants routing
Grants routing
Grants routing
Treasury route
Treasury route
Treasury route
Treasury route

Treasury route

Treasury route
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