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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.
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Step Action

1. Click the Navigator button.
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Navigator
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Action

Click the Journals link.

Journals

Data Access Set: UW CAD

General Accounting Journals

Dashboard

* ™

A
=

Period Close

B © © users TESTDoClor -

Columns Hidden 9

Journals
4
4 Journals
Requiring Attention (0) ~ Requiring My Approval (0}  Pending Approval from Others (0)  Incomplete (2)  Import Errors (0)
View v Formatv F & Freeze [ Detach Wrap  Errors All(0)v 4D
Accounted Accountin
Source Journal Batch Period 9 Issue
Debit Credit
No data o display.
>
Columns Higden 1
A Process Monitor
View @ FlatList O Hierarchy
View v Resubmit Status Ermor ~ Time Range Last72 hours v o)
Process Name Process ID  Status Scheduled Time View  parameters
Output
No data to display.
>

Step

Action

Click the Go to Task menu.
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General Account
Dashboard

A * ™ B @ © useRsTESTDoctor v
=}

Period Close

ing Journals

Data Access Set: UW CAD
Journals
Journals E « Manage Journals
+ Create Journal
{ = Create Journal in Spreadsheet
4 Joumals « CGreate Encumbrance Journal in Spreadsheet
+ Run AutoPost
) = Run AutoReverse
Requiring Attention (0) |~ Requiring My Approval (0)  Pending Approval from Others (0)  Incomplete (2)  Import Em
Allocations
View v Formatv F Freeze Wrap  Errors All(0)~ 4D = Create Allocation Rules
= Generate General Ledger Allocations
Accounted
A . Generate Intercompany Allocations
Debit Crodit Source Journal Batch E
Journal Import
No data to display. « Import Journals
« Comect Import Emors
Columns Hidden 1
+ Delete Import Data
Subledger Accounting
4 Process Monitor | = Create Accounting
+ Create Subledger Journal
View @ FlatList O Hierarchy = Create Subledger Journals in Spreadsheet
« Review Subledger Journals
View v Resubmit Status Ermor ~ Time Range Last72 hours v o]
Taxable Transactions
Process Name Process ID  Status Scheduled Time O‘:f“:" Paran ~ * Create Taxable Transactions in Spreachast
P! « Correct Taxable Transactions in Spreadsheet
No data to display.
https://efnc-test fin.ca2 oraclecloud.com/ledger/faces/FndOverview?nd=938%38%3B535false %36 . general_accounting |

]

Step Action

4, Click the Manage Journals

Manage Journals

link.

Data Access Set: UW CAD
Manage Journals

4 Search

** Journal Staris with

~* Journal Batch Staris with
™ Accounting Period  Equals
Source Equals
Category Equals

** Batch Status Equals

Actions v View v Format v o=

= &

s

Journal Journal Batch
No search conducted

Columns Hidden 36

Step Action

USER4, TEST Doctor ~

Basic Manage Watchlist Saved Search All Journals ~

** Atleast one is required

Add Fields v  Reorder

>

Search Reset Save..

Wrap PostBatch  Reverse Baich  Reverse Journal

Journal Entered Journal Entere
Debit Cret

Accounting

Period Source

Category

>

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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= @) unnersityaminasor

Data Access Set: UW CAD
Manage Journals

4 Search

= Journal Stars with v | Test
** Journal Batch  Starts with v
** Accounting Period Equals
Source Equals
Category Equals

** Batch Status Equals

Actions w View v Format v o=

s

Journal Journal Batch

No search conducted,
<

Columns Hidden 36

Wrap

Accounting
Period

Post Batch

Source

2 © @ users TESTDOCOr

Basic Manage Watchlist Saved Search All Journals

** Atlgast one is required

Search  Reset  Save.. AddFields ¥  Reorder

>
Reverse Baich ~ Reverse Journal
Journal Entered Journal Entere

bit Crec

>

Step Action

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

= ) unwerstyauinasor
Data Access Set: UW CAD

Manage Journals

4 Search

™ Joumnal Staris with

** Journal Batch  Starts with
** Accounting Period Equals
Source Equals

Category Equals

** Batch Status Equals

Actions w View v Formatw o

i

Journal Journal Batch

No search conducted,
<

Columns Hidden 36

Wrap

Accounting
Period

Post Batch

K2 © @ users tESTDoctor -

Basic Manage Watchlist Saved Search All Journals

** Atleast one is required

Search ~ Reset  Save.. AddFields ¥  Reorder
>

Reverse Batch ~ Reverse Journal

Categor Journal Entered Journal Entere
egony Debit Crec

>

Action

7. Click the Search button.
Search
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Data Access Set: UW CAD

Manage Journals

b [Search

Actions v View w Formatw o=

Journal

Journal Batch

TEST JOURNAL APPROVAL  TEST JOURNAL APPROVAL

TEST JOURNAL APPROVAL  TEST JOURNAL APPROV.

Test Manual JE1 SIT2

Test Manual JE1 SIT2

Test Spreadsheet Upload S...  Spreadsheet A 300000002..

test 2 farnaldo uploadAdjus. . Spreadsheet A 300000002

test upload famaldoAdjust

Spreadsheet A 300000002

Columns Hidden 36

B [ Detach

Basic

A > » 0 0

Manage Watchlist Saved Search All Journals

Wrap PostBatch ~ Reverse Batch  Reverse Journal

Accounting
Period

Source Category

Sep-17 Manual Manual

Sep-17 AutoCopy Manual

Oct-17 Manual

Oct-17 Spreadsheet

Qct-17 Spreadsheet

Oct-17 Spreadsheet

Adjustment

Adjustment

Adjustment

Adjustment

Journal Entered
Debit

10.00 CAD

1000 CAD

250000 CAD

47,311.06 CAD

1,450.00 CAD

250000 CAD

Journal Entere
Cret

10.00 C#

1000 CF

2,500.00 C#

47.311.06 C#

1,450.00 C#

2,500.00 C#

>

USER4, TEST Doctor =

https://efhc-test fin.ca2.craclecloud.com/ledger;/faces/FndOverview?fnd =3 B938%3Bfalse%3B256% : general_accounting_j.
Step Action
8. Click the appropriate Journal.
= A X W™ @ © users,TESTDO
Data Access Set: UW CAD
Edit Journal Save | v Post v | Cancel | Daances ©

Journal Batch

Description

Accounting Period
Balance Type

Attachments

4 Journal | show More

Journal
Description
Ledger
Accounting Date

Category

4 Journal Lines

Actions v View w Format w

4 Journal Batch: Test Manual JE1 SIT2 | Show More

Test Manual JE1 SIT2

record law prepaid

Oct-17
Actual

None &

Test Manual JE1 SIT2

Test Manual JE1 SIT2

record law prepaid

Source

Approval Status

Funds Status

Batch Status

Completion Status

Currency,

Batch Actions v

Manual
Approved
Reserved
Posted

Complete

| Journal Actions w

CAD - Canadian Dollar

. Conversion Date  24-Oct-2017
UV CAD Conversion Rate Type  User
24-0ct 2017 Conversion Rate 1
Adjustment Inverse Conversion Rate 1
H & & Detach Wrap
E 3 L

PTD v Total w

No lines selectad.

https://efhc-test fin.ca2 craclecloud.com/ledger/faces/FndOverview?fnd=

. general_accounting |

]

Step

Action

Click the Batch Actions drop-down button. Select the Copy option from the

drop-down list.
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Create Journal

* Journal Batch | Test Manual JE1 SIT2 30-N

Jounal
Batch

* Accounting Period Nov-17 v

* Accounting Date  30-Nov-2017 e

Step Action
10. Click the Accounting Period drop-down button. Select the Accounting Period
from the drop-down.
* Accounting Period
* Accounfing Date  01-Dec-2017 [
Step Action
11. Click the OK button.
OK
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Data Access Set: UW CAD

Edit Journal Save ¥

Joumal Batch  Test Manual JE1 SIT2 30-N

Description  record law prepaid

* Accounting Period Dec-17 v
Balance Type  Actual

Attachments None 4=

Complete ¥  Post v | Cancel ©

4 Journal Batch: Test Manual JE1 SIT2 30-NOV-2017 04:16:07 | Show More

Source  AutoCopy

Approval Status  Required
Funds Status Not attempted

Batch Status  Unposted

Completion Status  Incomplete

[ I S of

e o

USER4, TEST Dos

Balances

PTD v Total w
Batch Actions v

No lines selectad.

4 Journal | Show More Test Manual JE1 SIT2 ~ 4 | Journal Actions ¥
Journal | Test Manual JE1 SIT2 Currency CAD - Canadian Dollar
Description  record law prepaid Conversion Date  01-Dec-2017
P
,
Ledger UW CAD Conversion Rate Type  User
* Accounting Date  01-Dec-2017 Y Conversion Rate !
Inverse Conversion 1
* Category  Adjustment v Rate
4 Journal Lines
Actions w View v Fomatv o [ Wrap
Entered (CAD) v
= A X ™ €© © USER4, TEST Doctor~
Data Access Set: UW CAD
Edit Journal Save | w | Complete ¥ Post v | Cancel Balances O

Joumal Batch  Test Manual JE1 SIT2 30-N

Description  record law prepaid

" Accounting Period Dec-17 v
Funds Sfa

Balance Type  Actual
Batch Stai

Attachments Nene ==
Completion Stat

4 Journal | show More Test Manual JE1 SIT2 -

Journal  Test Manual JE1 SIT2 Currency

Description  record law prepaid Conversion Date

Ledger UW CAD Conversion Rate Type

* Accounting Date 01-Dec-2017 iy Conversion Rate

Inverse Conversion
" Category  Adjustment v Rate

4 Journal Lines

G ae MR FR IV oieen S

4 Journal Batch: Test Manual JE1 SIT2 30-NOV-2017 04:16:07 | snow More

Source  AutoCopy

Approval Status  Required

Last Saved 30-Nov-2017 4:16 AM PTD w Total v

Batch Actions w

No lines selected

tus  Not attempted
tus  Unposted

tus  Incomplete

| 4= = | Journal Actions w

CAD - Canadian Dollar ~ ~
01-Dec-2017
User

1

1

PP S —
https:/fefhc-test.fin.ca2.oraclecloud.com/ledger/faces/FndOverview?fnd=%3B% Bfal

emiode_general_accounting

Step Action

13. Click the Complete button.

Complete
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A * ™ B © © uUsErs,TESTDoctor~

Data Access Set: UW CAD

Edit Journal Save

4 Journal Batch: Test Manual JE1 SIT2 30-NOV-2017 04:16:07 | Show More

Joumnal Batch  Test Manual JE1 SIT2 30-N

Source
Description | record law prepaid
Approval Status
* Accounting Period  Dec-17 v
Funds Status
Balance Type  Actual
Batch Status
Attachments None ==
Completion Status

4 Journal Lines

Actions v View w Fomatv 4 [H ¥ &

Wrap

w  Post | v | Cancel Balances

Last Saved 30-Nov-2017 4:17 AM PTD w Total w

Batch Actions v
No lines selected.
AutoCopy
Required
Not attempted
Unposted

Complete

4 Journal | show More Test Manual JE1 SIT2 ~ | 4=+ | Joumnal Actions
Journal  Test Manual JE1 SIT2 Currency CAD - Canadian Dollar
Description record law prepaid Conversion Date 01-Dec-2017
- .
Ledger UW CAD Conversion Rate Type  User
* Accounting Date  01-Dec-2017 e Conversion Rate 1
Inverse Conversion 4
* Category ~ Adjustment v

5]

Step

Action

14.

Click the Post button.

oSt

Step

Action

15.

End of Procedure.
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