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GL 03: Create a reoccurring journal entry 

Procedure 

 
This User Guide outlines the steps required to create a reoccurring journal entry. 
 

 
 

Step Action 

1. Click the Navigator button. 
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Step Action 

2. Click the Journals link. 

 

 

 
 

Step Action 

3. Click the Go to Task menu. 
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Step Action 

4. Click the Manage Journals link.  

 

 

 
Step Action 

5. Journal Naming Convention: Quickly and easily search for your journal entries 
- start your journal entry name with your UWinID (e.g., jgritke), followed by a 
date (MM/DD/YYYY) or other description that would be simple to search. 
 
Enter the journal name into the Journal field.  
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Step Action 

6. Change Category to your department. The format is UW <department>. 

 

 
 

Step Action 

7. Click the Search button. 
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Step Action 

8. Click the appropriate Journal. 

 

 
 

Step Action 

9. Click the Batch Actions drop-down button. Select the Copy option from the 
drop-down list. 
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Step Action 

10. Click the Accounting Period drop-down button. Select the Accounting Period 
from the drop-down. 

 

 
 

Step Action 

11. Click the OK button. 
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Step Action 

12. Click the Save button. 

 

 
Step Action 

13. Click the Complete button. 
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Step Action 

14. Click the Post button. 

 

 
 

Step Action 

15. End of Procedure. 

 
 


