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lsu health care services division - page 7 of 8

Printing a General Ledger Journal Using Crystal in PS8FSRPT (8.8 Financials Reporting)
Log on to PS8 Financials Report (PS8FSRPT) as follows:

PeopleSoft System:
Financials

Database:

PS8 Financials Report (PS8FSRPT)

Application:

Crystal Reports

Click on Start
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Highlight HCSD Reports and HCSD Journal Line Detail Report.rpt and click on Start
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Click OK
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Click the Lightning Bolt to Bring up the Critieria for selecting the Journal to be Printed
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Example:


Business Unit:

EKLMC


Journal ID:

INVC800279


Journal Date:

06/30/2008

Click OK
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Results:
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From this point, you can:

1.
Print the Journal.

2.
Save the Journal to a “PDF” file and print later
1.
Print the Journal directly from Crystal:


Click the Printer Icon 
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2.
Save the Journal to a “PDF” file and print later


Click the Export Icon (Open Envelope with the Arrow)
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Click Ok to export using PDF format
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Click OK for Page Range “All”
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Then save to an appropriate file directory

It will come up with a default directory but you will have to change it be using the directory scroll button
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Then save to whatever directory you would normally use.
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Suggestion:

Use the Business Unit, Journal ID, and Date in the filename.  It makes it easier to find when you go looking for it later.  The example above would be:


EKLMC_INVC800279_20080630.pdf

Click the Lightning Bolt to print a new Journal or File Exit to leave Crystal.

Listing Journals That Need to be Printed
A public query exists in the Reporting Database (PS8FSRPT) named, HCSD_JOURNALS_POSTED_BY_OPRID, that can be used to determine what Journals to print (for a specific OPRID).  Just select the query, follow the prompts and select a posting date a few dates prior to the last time you printed or posted journals.  I’ve included all HCSD Business Units in the Criteria for those staff from HCSDA that post journals for multiple Business Units
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