FMSv9.1

Reviewing a Journal Entry

Procedure

In this exercise, you will search for journal entries that match criteria that
you select. You will create and save a set of criteria, search for journals
using that criteria set, and view a journal from the results. You will also

search for and retrieve criteria that had been previously saved.

You may be asked to key in entries. You must key them in exactly as
instructed with spaces, capitalization, punctuation and so on entered

precisely as shown in red.
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Step Action

1. Begin navigating to the Journal Inquiry component by

opening the Main Menu.

Click the Main Menu link.
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Step Action

2. Journal operations are contained in the General Ledger menu.

Click the General Ledger menu.
| (3 General Ledger »

3. You will be searching for existing journals to review.

Click the Review Financial Information menu.
| (3 Review Financial Information » |

4. Click the Journals menu.
| [£] Journals |

BGSU Home | Workist | AddtoFavortes | Sign out

Favorites - Main Menu > Genem\vLedger > Review F‘"E"(v“’l Information > Journals

ENew window @D Help B http
Journals

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

Limit the number of results to (up to 300): |300

Inquiry Name: | begins with = \
Search Clear . |Basic Search [gf Save Search Criteria

Find an Existing Value | Add a New Value

il | |
Done [T T @ mtemet [*00% -

Step Action

5. The Journal Inquiry component appears. You may search for
saved inquiries or create a new one.

In this exercise you will start by creating a new inquiry to find
all journals for the fourth quarter of Fiscal Year 2011.

Click the Add a New Value tab.
Add a New Value
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Step

Action

6. You must supply a name for the new journal inquiry.
Click in the Inquiry Name field.

7. The best practice is to use a meaningful name for your inquiry
so you can easily retrieve it later. Keep in mind that inquiry
names are limited to a maximum of 10 characters and can
contain only letters, numbers, and underscores; spaces and
symbols are not allowed.

Since this inquiry is for journals in fiscal year 2011, fourth
quarter, the inquiry name will be 2011Q4.
Enter "2011Q4" into the Inquiry Name field.

8. Click the Add button.

9. The Journal Inquiry page appears. You will next enter the
criteria for your journal search.

You must enter criteria for at least the following: Unit
(Business Unit), Ledger, Year (Fiscal Year), From Period,
and To Period.

The Business Unit defaults to BGSUN; you have to enter the
other four criteria.

10. First, select a ledger group.

Click the Look up Ledger (Alt+5) button.
11. The only choice available is the Actual Detail Ledger
(ACTUAL).
Click the ACTUAL link.
BCTUAL Actual Detail Ledger |
12. Next, enter the fiscal year.
Click in the Year field.
13. This search is for journals from fiscal year 2011.

Enter "2011" into the Year field.
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Step

Action

14.

Next, select the accounting periods of the fiscal year to use for
limiting the journals returned by the search.

Click in the From Period field.

15.

The accounting periods correspond to months; the fourth
quarter of the fiscal year consists of months 10 through 12.

Enter "10" into the From Period field.

16.

Click in the To Period field.

17.

Recall that the accounting periods correspond to months; the
fourth quarter of the fiscal year consists of months 10 through
12.

Enter "12" into the To Period field.

18.

You have finished entering the search criteria. Save this search
for later use.

Click the Save button.

19.

Next you are going to initiate the search for journal entries.

Click the Search button.

20.

All journal entries from the fourth quarter of 2011 are
displayed.

21.

You can view one of the journal entries found by the search by
clicking on a journal ID.

Click the 0000505869 link.

22.

Information about the selected journal is shown on this
Journal Inquiry Details page.

You want to return to the search criteria page.

Click the Journal Criteria link.

Journal Criteria
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BGS

Favorites - Main Menu > GeneraJvLedger > Review Financal Information > Journals

Home | Workist |

Journal Inquiry

Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status
201104 BGSUN @, |ACTUAL Q@ [201 @ 10/@ 12/@
Journal ID Date Status Source Currency Stat Document Type
Q| R a [ & [ & C &
User Document Sequence Sort By Max Rows Attachment Exist
[ Q| Journal Id v 100 -]
| Search | Delete Clear

First £ 1-100 of 100 I Last

Customize | Find | &

Add to Favorites |

Sign out

ZDNew Window (D Help [ Customize Page Enttp <]

Journal ID Date UnitlU  Status Source ;“;z"“ Type Usera Unpost Date

0000505866  06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 06/1

0000505865 | 06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061

0000505869 06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 06/1

0000505867  06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061

0000505862  06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061

0000505861 | 06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061

0000505864 06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061

0000505863 | 06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061

0000505879 06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061

0000505878 | 06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061 i
0000505881  06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061

0000505880 06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061

0000505874 06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061

0000505872 | 06/10/2011 BGSUN Posted RSP NoSusp BDIANAS 061 ~|
Done T @ mternet [#00% -
Step Action

23.

Return to the inquiry search page.

Click the Journals link.

In the next part of this lesson you will find an existing saved
journal inquiry and use it to perform a search.
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Favorites - Main Menu > GenEra\vLedger > Review ancvnl Information > Journals

Journals

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
Limitthe number of results to (up to 300): [300

Inquiry Name: | begins with = \

Search Clear . |Basic Search [gf Save Search Criteria

Find an Existing Value | Add a New Value

BGSU Home | Workist | AddtoFavorites | Signout

& New Window ‘@He\p i nttp

|

Done f_f_l_l_l_l_ﬁ Internet

[*00% -

Step Action

24, For this exercise you will search through all your saved
inquiries.

Click in the Inquiry Name field.

25. Search for your inquiries having names starting with 2011.

Enter "2011" into the Inquiry Name field.

26. Click the Search button.
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Favorites - Main Menu > General Ledger > Review Financial Information > Journals

Journals
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Search Results
ew Al First

€D Internet

Help

3 nttr

H100% -

Step

Action

27.

All of your inquiries having names starting with 2011 are
displayed.

Click the 2011EXPTRN link.

28.

The journal inquiry 201 TEXPTRN is displayed. Notice that
the required fields are all filled in.

Unlike the inquiry you created earlier, this inquiry is for
journals in accounting periods 1 through 12 (From Period is 1
and To Period is 12), covering the entire fiscal year. Also, it
limits the search results to expense transfers because the
Source field is set to IX (Expense Transfer).

209.

Search for expense transfer journals in fiscal year 2011.

Click the Search button.

30.

The journals matching the search criteria are displayed.

Recall that you can view details about any of these journals by
clicking on its Journal ID.

31.

If you have saved inquiry criteria that you no longer need, you
can discard it by clicking the Delete button.

Page 7



BGS

Favorites - Main Menu > GeneraivLedger > Review Fmancvlal Information > Journals

Home | Workist | AddtoFavorites | Sign out

Z0New Window (ZHelp [ Customize Page [ nttp
Journal Inquiry

Journal Criteria

Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status

2011EXPTRN BGSUN @, |ACTUAL Q@ [201 @ 1@ 12/@ C

Journal ID Date Status Source Currency Stat Document Type

[ B @ [x_|@&

User Document Sequence Sort By Max Rows Attachment Exist

[ Q| Journal Id v 100 -]

| search | Delete Clear |

Customize | Find | B | % i<t £l 1.60f6 1 Last
Journal ID Date UnitlU  Status Source ;‘ﬁz"“ Usera  UnpostDate  Descr
0000505722 |06/09/2011 BGSUN Posted IX No Susp CMCCART 06/09/2011 test - reports for cost share
0000505742  06/09/2011 BGSUN Posted IX No Susp CMCCART 08/09/2011 cim: test
0000505698 |06/07/2011 BGSUN Posted IX No Susp CMCCART 06/07/2011 clm: Test Journal entry for gr
0000505891 | 06/14/2011 BGSUN |Incomplete IX No Susp JELSASS |06/14/2011 DB: Increase exp 700000 decrea
0000505894  06/15/2011 BGSUN Incomplete IX No Susp RSIPP 06/15/2011 SW: increase exp 10390054 decr
0000505893  06/15/2011 BGSUN |Incomplete IX No Susp RSIPP 06/15/2011 SW: increate exp 10380073 decr
4« | ol
|[5) save | [ Returnto Search | |7 Notify | [Cb Add | Update/Display;|
Done T @ mternet [*0% -
.

Step Action
32. You have finished reviewing journal entries and you are ready

to sign out of the system.

Click the Sign out link.

n out

33. Congratulations!! You now know how to review a journal
entry.
End of Procedure.
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