Journal Entries
There are three ways to enter journal entries into the system:
1. Manual Journal Entries
2. Journal Template
3. G/L Transaction Imports

1. Manual Journal Entries
CLICK G/L via your Favorite bar or in Jump To Menu
[image: ]
CLICK on Create Journal
[image: ]
Enter the following information:
1.  Select Entry Type.  Adjusting is most commonly used.
2.  Enter name of Journal Entry
3. Select Effective Date.  The accounting period will automatically change based the date you select. You must select a date in an open accounting period.
4. If your journal entry is crossing funds (pooled cash), you must pick a Bank Account for PC Auto-Adjustment Post.  Always select ‘Wells Fargo –A/P – General Account’
5. Check Reverse on Post, if you want this journal entry to be reversed in a later period
6. Enter a detailed journal entry description if needed (The name of journal entry will automatically populate in this field)	
7. Select your Section (SECT).  (This will automatically populate if you make this change in your User Preference menu)
8. Enter your journal entry (account numbers, project number (if needed), debit and credit amounts).
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8. Continued.  
· Description will automatically populate based on the JE name but can modify if needed
· Pooled Cash Code – needed if you are adjusting pooled cash balances.
· Below is a description of the icons on the right side of print screen below.
· - used to look up account numbers
· - used to distribute amounts based on percentage split 
· - used to duplicate that journal entry line
· - used to insert a new line above
· -used to delete line
· - used to add a new line

[image: ]

NOTE:  You can’t select a ‘Bank Account For PC Auto-Adjustment Post’ and select a ‘Pooled Cash Code’ in your JE line item.




Once your journal entry is complete, CLICK Save.  
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NOTE: 
· The system will not allow you to save your Journal entry if you are missing data any of the mandatory fields and will list the errors in red.  You can save an out of balance JE but you will not be able to  propose the JE (see further below on proposing JEs)
· Once saved you can go back to the JE prior to propose and Click Edit to modify/change the JE.

CLICK Attachment (all journal entries require that support documentation is attached)
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CLICK Add or Add Multiple

[image: ]

To attach supporting documentation:
· Enter a Description
· Enter Date (if different than today date)
· Choose File (browse  and select file you want to attach)
· Select a type of attachment 
· Rank attachments in the order they should appear
· CLICK Save or Save and Add Another
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Once all your supporting documentation is attached, CLICK on Journal Entry
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CLICK Propose to submit JE for review thru the Workflow process.
[image: ]

NOTE:  
· If your JE is not balanced in total if using the ‘Bank Account For PC Auto-Adjustment Post’ or by Fund and in total if not using the ‘Bank Account For PC Auto-Adjustment Post,’ the propose button will not appear.
· You will receive an error if there are no attachments when you try to propose and will not be allowed to propose the JE. This error will appear at the bottom the screen (you may have to scroll down)
	


2. Journal Templates
This is similar to how we copy JEs in the Naviline.

CLICK  G/L via your Favorite bar or in  Jump To Menu
[image: ]
Find the JE you want to create into a Template in Journals tab (either by using the Filter or scrolling)
Check the box next to the JE and select Create Template in the processing menu and click GO.
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CLICK Create.
[image: ]
CLICK Create Journal From Templates
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Select your template from drop down list and CLICK Save
[image: ]

CLICK EDIT and modify as needed.  Follow the same direction for the manual journal entry (above) to attach supporting documentation and to propose the JE for review.
[image: ]

3. G/L Transaction Imports
Create the JE in the JE import template.  The column headings with an ‘*’ are required columns.  The template is located at S:\Management Services\Mgnt Serv Shared Info\Innoprise\Import Documents\gltxImportData_01032013.xls or at the following link:
..\..\..\Mgnt Serv Shared Info\Innoprise\Import Documents\gltxImportData_01032013.xls

Direction to use the template is located at S:\Management Services\Mgnt Serv Shared Info\Innoprise\Import Documents\gltxImportDesign_01032013.doc  or at the following link:
..\..\..\Mgnt Serv Shared Info\Innoprise\Import Documents\gltxImportDesign_01032013.doc

CLICK G/L via your Favorite bar or in Jump To Menu
[image: ]
CLICK on GL Transactions Import[image: ]

In the screen below:
· Choose Excel Import File – by clicking Choose File and browsing  & selecting for your import file
· Enter the last row number from your excel import file
· Check Auto-Commit
· Check Account number conversion if using Naviline account numbers
· Select to group transactions by the Journal Name or Effective Date. (The JE will import into multiple JEs if the Journal Name is checked and multiple Journal Names are used and it works the same way if Effective Date and multiple Effective Dates are used.)
· CLICK Import
[image: ]
NOTE: 
· if there are any errors, it will not import the JE.  The errors will be listed at the bottom of the screen.  You will need to correct them and try re-importing the JE again.
· The excel JE import file must be saved as “.xls file format”
CLICK OK.


If the JE imported the screen will looks like this.  CLICK Return.
[image: ]
CLICK the Refresh button if you JE import is not showing.
CLICK on the JE Name
[image: ]
Follow the same direction for the manual journal entry (above) to edit the JE if any mandatory fields are not completed, to attach supporting documentation and to propose the JE for review.
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