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Select General Ledger, Journals 
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Select Journal Entry 
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Select Create Journal Entries 
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Click on Add a New Value Tab 
Select appropriate Business Unit (Example:  LAKMC) 
Journal ID (Example:  CC31700105) 
Enter appropriate Journal Date (Example:  11/30/2007) 
Click on Add 
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Type Journal Description on Journal Header panel 
Select Ledger Group (Example:  ACTUALS) 
Select Source (Example:  ONL) 
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Click on Lines Tab to create journal lines 
Enter Account (Example:  110207) 
Enter Fund (Example:  111) 
Enter Dept (Example:  2085216) 
Enter Program (Example:  95001) 
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Enter Class (Example:  61010) 
Project (Example:  N/A.  Note:  must have project for all funds except 111) 
Enter Amount (Example:  25.00) 
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Click on + sign next to Lines to add to insert a line.  
To insert more than one line, type the number of lines to add in the box then click on the 
+ sign.  
For this example insert 1 additional line. 
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New lines will appear with same financial and descriptive information as entered on line 
1.  Edit as necessary. 
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Example: Line 2 Account: 464138 Dept: 2095920 
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Select Edit Journal 
Click Process button 
 
 
 

 
 
 
Note:  Selecting the Edit Journal Process and then pushing the button does both the 
validation of the chart fields and the budget checking process. 
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Click OK on the saved Journal message 
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Select Post Journal 
Click Process button 
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Click OK to post the journal 
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Verify Journal Status is P (Posted) 
 
 
 

 


