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Print Journal Entry
Navigation: General Ledger>Journals>Journal Entry>Create/Update Journal Entries
Procedure

1. Click the Find an Existing Value Tab
2. Enter the Journal ID and click the Search button.

Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value || Add a New Value |

Business Unit: = - UNOLF Q
Journal ID: begins with - |UUDUUUBUBE

Journal Date: = - | )
Document Sequence Number: begins with -

Line Business Unit: = - aQ
Journal Header Status: = - -
Budget Checking Header Status: = - -
Source: = - ')

| Search I Clear |EasicSearch B save Search Criteria

Ma matching values were found.

Find an Existing Value | Add a Mew Value
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3. Select the lines tab
4. Click the drop-down- arrow in the Process field.
5. Click on Print Journal (Crystal) from the drop-down menu.
6. Click the Process button.
| |
4
[ Header || Lines ' 3 I [ Emors || Approval | |—]\
* . i iv [
Unit  UNOLF JournallD: 0000008085 Date:  07/31/2000 Process: EditJoumal [ Process I |
Budget Check Journal
Template List  Search Criteria Errors Only Copy Journal
. Delete Journal
T Edit Chartfield
edage peedTyD ACCO Edit Journal Erog LB
1 UNOLF  ACTUALS Q 646700 (ROSLioUMal L Joooo
2 UNOLF  ACTUALS Q 646700  [PrntJouma o 00000
Refresh Journal
3 UNOLF  ACTUALS Q B46700  |oprit Journal Do 00000
4 UNOLF  ACTUALS Q 646700 10134 1200650000 00000
5 UNOLF  ACTUALS Q 46700 101¥X 1300650000 00000
B UNOLF  ACTUALS Q 46700 101¥X 1300650000 00000
7 UNOLF  ACTUALS Q 46700 101¥X 1300650000 00000
8 UNOLF  ACTUALS Q 46700 101X 1800100000 00000
L 9 UNOLF  ACTUALS Q 646700 101¥% 1800500000 00000
10 UNOLF  ACTUALS Q 646700 101K 1800500000 00000
=~ Totals Customize | Find | View All | ﬁ First 10of1 Last
Unit Total Lines Total Debits Total Credits | Journal Status | Budget Status
UMOLF 23 323874 323874 P v

7. The process button will link to Report Manager and the Process Monitor will display on the page.
8. Click the report manager link to open Report Manager in a new window.

Header Lines || Totals || Erors | Approval |

Unit:  UNOLF JournallD: 0000008085 Date:  07/31/2000 “Process:  Printournal (Crys ~ Report Manager | Process Monitor

Template List  Search Criteria Errors Only Line: m = =

=7 Lines
1 UMOLF ACTUALS QU 646700 10713 1300650000 00000
2 UMOLF ACTUALS =} 646700 10133 1300650000 00000
3 UMNOLF ACTUALS =} 646700 1013 1300650000 00000
4 UMNOLF ACTUALS Q 646700 107130 1300650000 00000
5 UMNOLF ACTUALS Q 646700 10133 1300650000 00ooo
6 UMOLF ACTUALS =} 646700 10133 1300650000 00000
T UMNOLF ACTUALS a 646700 10130 1300650000 00000
8 UMNOLF ACTUALS Q 646700 101K 1800100000 00000
9 UMNOLF ACTUALS =} 646700 101XK 1800500000 00000
10 UNOLF ACTUALS =} 646700 1013 1800500000 00000

= Totals Customize | Find | Wiew All | i First 10f1 Last

Unit Total Lines Total Debits Total Credits | Journal Status | Budget Status

UNOLF 23 323874 323874 P v
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9. On the Administration page, click the Refresh button until the distribution status shows as posted.

10. Click on the link to your report in the Description column to open it.

New Window | Help | CustemizePaget 5

orts For

3r2y

m

* Folder:

Description

~ | Explorer | Administration || Archives |

Click refresh

3731 1045515&'Jnurna| Entry Print

1045515 Journal Entry Print

Type: [N ~ Last:

* Instance: |

:']
Customize | Find | View All | E4

Request DateiTime
0440942009
3:43:54PM

04/09/2009
2:32:28PM

- Ref;sh |

to: |

I_‘1 Days

First 1-2 of 2

HTML Documents )
(* htm) Posted Details
HTML Documents )
(* htm) Posted Details

Last

11. When the report opens print as you would any document.

—
Raport 10: GLCTS0 Paopda 3ot Financlals
JOURNAL ENTRY DETAIL REPORT
Linit: UNOLF Ledgsr Group: ACTUALS Forsl
Josurna 10 000000085 Source: ONL Rats*
Data: 3172000 Rewarsal: M Eftec
De=scription: Office Supplies Interdepartmentsls 7/5/00 Part 2 Rewersal Dats: Excha
Line ¥ unR ACOOUR ARAcCOUM  Operat Unk Fund Code Department Program Class =] SElElcs A Rae Type Fane
Budgel Ref  Product Project ATie Fund ATliigle  Scerario Book Code
ACTUALS
1 UNOLF 546700 101X 1300550000 00000 1.00000000
Description Office Supplies 16505 Fefenence O e Ky,
2 UNCLF 548700 101X 1300550000 00000 1.00000000
Drescription Office Supplies 16510 Refanence O e Ky
3 UNOLF  B48T00 101K 1300550000 00000 1.00000000
Cescription Office Supplies 16911 REterencs {Jmen e Ky
4 UMCLF 548700 101X 1300550000 00000 1.00000000
Memnrinlne Niffira Qonnlice 1AG17 Safuramra o Boen Ko
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