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Log on to ONEPeralta

Sign in

1. Enter into your browser > one.peralta.edu
2. Enter > Peralta email User ID and Password

3. Click > Sign In

0 N E PERALTA

ORACLE
PEOPLESOFT

Password

Select a Language

English

B Enable Screen Reader Mode

Set Trace Flags




Log on to ONEPeralta (cont’'d)
Turn on VPN

If you are having trouble logging into to ONEPeralta, you may need to
connect to Peralta’s Virtual Private Network (VPN) before you are able to
log in to ONEPeralta. Follow the steps below to connect to VPN, then try
logging in again.

Turn on VPN using one of two methods:

1. Desktop (recommended method)
a. Open > FortiClient
b. Select > Remote Access
C. Enter > Peralta email Username and Password

£22 FortiClient — x
File Help

. FortiClient Console

Compliance

Not Participating

Peralta nonprod - |8
Remote Access
No VPN Connected
@ Vulnerability Scan @
18 Vulnerabilities Found

Connect
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Log on to ONEPeralta (cont'd)
Turn on VPN

2. Web / Browser
a. Enter into your browser > https://access.peralta.edu/
b. Enter > Peralta email Username and Password

PERALTA Peralta Web VPN
COLLEGES

Access to this portal is restricted to Peralta Community College District employees.

Continue to login ONLY if you are an active employee.

Password:
Login

ONE.. —


https://access.peralta.edu/

Create / Process Journals
Create Journal Entries Online

With ONEPeralta, Campus Business Managers will create,
process, and approve GL journals, and District Finance will have

final approval.

1. Click > NavBar icon > Navigator

2. Click > Journals > General Ledger > Journals > Journal Entry >
Create/Update Journal Entries

@

6

NavBar: Navigator

10

Recent Places

Commitment Control

General Ledger

My Favorites Real Time Bottom Lin:

E Allocations

Navigator
Statutory Reports

Excise and Sales Tax/MATIND

o
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NavBar: Na§§igator

1 General Ledger

Recent Places Journals

GL Subsystem Reconcili

My Favorites
Ledgers

E Summary Ledgers

Navigator

Close Ledgers
s’

NavBar: Navigator °
4= Journals *
Journal Entry >

Recent Places

avoriges

Standard Journals

NavBar: Navigator
Import Jo
<= Journal Entry

»

L1 ]
.
Subsyster]

Recent Places

Create/Update Journal Entries

Copy Journals

My Favorites
Manage Journal Approval




Create / Process Journals
Create Journal Entries Online

3. Click > Add a New Value
4. Enter > Business Unit > Journal ID > Journal Date
5. Click > Add

< Employee Self Service

4)

Create/Update Journal Entries

3
Find an Existing ValuQ Add a New Value

"
Business Unit PCCD1 |Q
Journal ID NEXT

Journal Date 05/03/2018 |[34)
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51/ Add

~

Find an Existing Value | Add a New Value

Make sure the Journal
Date is in a currently
open accounting period




Create / Process Journals
Create Journal Entries Online

6. Enter > Long Description > Ledger Group > Source > Transaction

Code

© 0N

Select > Non-Adjusting Entry from the dropdown
Click > Commitment Control hyperlink
Click > Actuals and Recognized box

Create/Update Journal Entries

< Employee Self Service

Header

ol Save

Lines Totals

Unit PCCD1

Errors

Approval

237 characters remainifig
*Ledger Group ACTUALS Q

Reference Number

@ s
Long Description|New journal entry\

| New Window | Personalize Page

Date 05/14/2018

Adjusting Entry Non-Adjusting Entry

Ledger Q iscal Year 2018
*Source COA Q Parind 11
Adjusting Entry is selected only when
Q an adjusting entry is entered during

Journal Class

Transaction Code FUNDBAL Q

SJE Type

Currency Defaults: USD / CRRNT /1

Attachments (0)

Reversal: Do Not Generate Reversal

Entered By FUNC 2

Entered On
Last Updated On

=] Notify ||=* Refresh

Header | Lines | Totals | Errors | Approval

quarter end close or year-end close

SAYE VUL AL HIVUHIPITIE Jtaius

Autobalance on 0 Amount Line

unctional User 2

[% Add || 2] Update/Display

Commitment Control

ONE

PERALTA

Pre-Encumbrance
Collected Revenue

Planned

Override

OK Cancel

E:.’._iAc!uaIs and Recognized

Actuals, Recognize and Collect

Bypass Budget Checking

Override User ID
Override Date

Refresh




Create / Process Journals
Create Journal Entries Online

10. Click > Lines and verify that the business unit defaults to PCCD1

11. Enter > Location > Fund > Cost Center > Object Code > Program >
Activity Suffix > Project > Accounting Line > Amount

< Employee Self Service

Create/Update Journal Entries

Heaper | Lines @ Emors || Approval You may need to
Unit PCCD1 Journal ID NEXT Date ScrO” rlght to see a”
— the fields
traUnit *Process | Edit Journal Process
Lines 11 Persee 'zal Eing 1 &) B2
Select Lini ocation Fund g)rSl ggzje:t Program gﬁg\l’;‘y Project ﬁ%?umi"q :lfjf':'d Currency Amount
1 9 Q 01 | 115|Qq 2352 |Q [1 Q_ 000000 |Q |0055 Q |00 Q Q |UsSD Q
4 »

12. Verify > Journal Line Description

13. Click > Projected Balance to view current and projected balance

14. Click > Return

eate/Update Journal Entries A Y @

| New Window | Personalize Page

Date 05/04/2018
Change Values

v rocess

12)

5 e| Find| @) B2

Journal Line Description Projecte)

Projected
Balance

Projected Balance
% Add

Current Balance

ance
=

Cler Tech & Sup Stf (Repl) Nt Distributed
Business Unit Ledger
Personalize | Find | View All | 2] &
PCCD1 ACTUALS
Total Debits Total Credits ~ Journal Status
0.00 0.00 N

1
BusinessUni er and ChartField Combination

Fund Cost Object Program

Personalize | Find | 1 | =

Activity

Location Code  Center Code Code Suffix
01 115 2352 1 000000

Debit Amount Credit Amount

0.00 0.00

0.00 0.00

0.00 0.00

Project

0055
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Create / Process Journals
Create Journal Entries Online

15. Click > Header
16. Click > Attachments to attach supporting documents
17. Click > Add Attachment

< Employee Self Service

Unit PCCD1

Totals || Errors Approval

Header

Long Description | New journal entry
237 characters remaining

*Ledger Group ACTUALS Q

Ledger Q

*Source COA Q

Reference Number

}4}

Journal Class !

Journal ID NEXT

(od (-

Transaction Code FUNDBAL Q

SJE Type

Currency Defaults: USD

Attachments (0)

Reversal: Do Not Generd

Journal Entry Attachments

Unit PCCD1
Details
File Name Show to Approver?

View v

Adding large attachments can take some time to upload, therefi

before adding large attachments.

Add Attachment

Journal ID NEXT

Description

OK
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i




Create / Process Journals
Create Journal Entries Online

18. Click > Choose File > Select File > Open > Upload

File Attachment

(18 |
{Choose File |

Upload Cancel

No file chosen

New folder

Organize

A
# Quick access
m Desktop g
& Downloads
4| Documents #
=| Pictures 4
Basic Navigatior
Communications

Create and Proce

Screenshots
= This PC
m Desktop
[5] Documents
= NDownloads Y
File name:

reate and Pr...

> Screenshots

journal entry,jpg

lines tab scroll
rightjpg

projected
balance.jpg

File Attachment

Choose File journal entry details .jpg

Upload

Cancel

0 N E PERALTA

v O | Search Screenshots P
= - m @
8 —
journals.jpg lines add linejpg
lines tab.jpg look up
source.,jpg
~ | |All Files v
Open |v Cancel

A




Create / Process Journals
Create Journal Entries Online

19. Enter > Description
20. Click > OK

21. Click > Save

22. Click > OK

Journal Entry Attachments

Unit PCCD1 Journal ID NEXT Date 05/04/2018
Details
File Name A?;?:\//;or? Description 1 9 User
journal_entry_details__jpg L4 Journal entry details

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments.

Add Attachment

SJE Type

Currency Defaults: USD / CRRNT / 1

Attachments (1) Message

Reversal: Do Not Generate Revers

Entered By FUNC_2 Journal NEXT is saved. (5210,6)

Entered On oK @

Last Updated On
‘| Notify | %% Refresh

Header | Lines | Totals | Errors | Approval

=]|
» .51! Save
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Create / Process Journals
Create Journal Entries Online

23. Click > Attachments
24. Confirm > User > Name > Date/Time Stamp updated

25. Click > OK

SJE Type v

Currency Defaults: USD / CRRNT / 1

Attachments (1)

Reversal: Do Not Generate Reversal

ntered By FUNC 2

ntered On
pdated On

Refresh

5 | Approval

Journal Entry Attachments

ast

Unit PCCD1 Journal ID NEXT Date 05/Q4L
Details T —
File Name Ai;?::,?r? Description User Name Date/Time Stamp
journal_entry_details__jpg 4 Journal entry details FUNC_2 Functional User 2 05/04/2018 1:45:48PM

| L8|

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction

before adding large attachm:
Add Attachment OK
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Create / Process Journals
Create Journal Entries Online

26.
27.
28.
29.
30.

Click > Lines tab

Select > Edit Journal as Process Option

Click > Process

Verify > Journal Status: V and Budget Status: V

If Either Status is Marked E, Click > Errors to view Errors

< Employee Self Service Create/Update Journal Entries
| New Window | Personalize Page
2 6 Lines || fTotals}| Errors (3 o
Unit PCCD1 Journal ID NEXT ate 05/14/2018 Errors Only
Template List 2 7 e
Inter/IntraUnit *Process | Edit Journal Process Line| 10
Lines Personalize | Find | * | E
Select Line *Unit *Ledger SpeedType Location Fund g?rs‘ 85&9:( Program éﬁ;ﬁw Project
1 pccDl Q ACTUALS Q [1 Q o1 o [115]q [2352 | [1 Q@ (000000 |@ (0055 Q
2 PCCD1 Q@ ACTUALS Q1 Q 01 o [15]q [2352 @ [1 @ (000000 |q (0055 Q
»
Lines to add 1 E B @
Totals Personalize | Find | YiawALLLT | B TSN W
Unit Total Lines Total Debits Total Credits Journal Status Budget Statu’ 29
PCCD1 2 1.00 1 A% V4
T Save ||[=] Notify | & Refresh % Add | 2] Update/Display
Header | Lines | Totals | Errors | Approval
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Create / Process Journals
Create Journal Entries Online

31. Select > Submit Journal as Process option
32. Click > Process

33. Click > Approval to review approval workflow

< Employee Self Service

Create/Update Journal Entries

| New Window | Personalize Page
Header || Lines | Totals | Ermorsjj|| Approval
Unit PCCD1 Date 05/14/2018 Errors Only
Template List C
Inter/IntraUnit *Process | Submit Journal v Line| 10
Lines Personalize | Find | Y| &l
o o Cost Object Activity :
Select Line Unit Ledger SpeedType Location Fund Ctr Code Program Suffix Project
1 PCCD1 ACTUALS Q [1 Q [01 J@ [115]q 2352 jo [1 Q (000000 |@ (0055 Q
< Employee Self Service Create/Update Journal Entries @ @
| New Window | Pefsonalize Page
Header Lines Totals Emors Approval
Unit PCCD1 Journal ID 0000065624 Date 05/14/2018 Sone
Approval Status Find

Unit PCCD1
Approval Check Active N

Approval Status None
Approval Action Approve v

Deny Comments

254 characters remaining
Approval History

il save | =] Notify | «* Refresh

Header | Lines | Totals | Errors | Approval
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Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

In the ONEPeralta system, Journal Entries can also be created by
uploading a spreadsheet. The spreadsheet upload file enables you

to create GL journals offline using Excel and then import the
journals into ONEPeralta.

1. Open > ONEPeralta-compatible Spreadsheet Upload File

2. Click > New
3. Type name for the journal. Click > OK

ORACLE

[ General

Setup

Notes

Copy

Spreadsheet Journal Import

[~ Import Journals

+£

Import Now

‘Write File

0 N E PERALTA

G—

| New Journal Sheet

New Journal Sheet Name:

OK

— %

Cancel '

|New Journal|

<



Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

4. Click > + under Journal Header

5.

Enter > fields for the New Journal Header

6. Click > OK

Spr, cet Journal Import
Jol LIl Sys ID_ Unit Journal ID Date Description
e 1032 PCCD1  NEXT 41812018
|+ 7 (=] - | =]
Py al Lines
Sys ID  Joumnal ID Line# Unit Ledger Account Alt Account  Speed Type  Currency Amount Budget date N/R  Rate Type Rate Base Amount Stat Code
v v v v v v v v v v v v v
+ l - I . ) = | I Select fields to copy from a previous line arking the checkboxes under each field.
1032 NEXT ! PCCD1  Ledger 500.00
System ID: Description:
unit: ;i PCCD1
Journal ID: ] NEXT

Journal Date:

Effective Date:
Rate Type:

Exchange Rate:

Reference Number:

|04/18/2018
!

|ACTUALS

Ledger Group:
Ledger: ] Doc
Source: ,_— Adjustment Type: r_
User ID: ] “URREI Commitment Control Amount Type:
Journal Class: ] LI
Transaction Code: : ??)Zr‘lcy Location
— Currency Information | Reversal
Foreign Currency: ® None

04/18/2018
’_.

'.

6
[~ Autc oK
[ Adjusting Entry:
. Cancel
Document Type: _]

(" Beginning of Next Period
" End of Next Period

" Next Day

" Specified Date
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Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

7.
8.
9.
1

Click > + under Journal Lines

Enter relevant journal entry fields

Repeat 7 & 8 for all journal entries

0. Click > Save icon on the top left corner of the window

Spreadsheet Journal Import
=G g Sys ID Unit Journal ID Date
1031 PCCD1 TEST 4118/2018

- | B

Description

Journal Lines

Sys ID Journal ID Line# Unit Ledger Account Alt Account  Speed Type  Currency Amount Budget date
v v v v v v v v
A S ESES el Select fields to copy from a previous line by marking the checkboxes under each field.
1031  TEST 1 PCCD1 ACTUALS 1101 UsSD 100.00 \|/
1031 TEST 2 PCCD1 ACTUALS 1101 UsD (100.00)
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Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

11. Click > Home > Import Now
12. Select > Sheet to import

13. Enter > User ID > Password
14. Click > OK > OK

Sys ID  Unit Journal ID ate
1032 PCCD1 NEXT 4/18/2018

Journal Lines

[ General — ] [ Journal Sheets
O
Setup New
E 2
Notes Edit ‘Write File
Import Journals Now X >
Delete
Select Sheet: @ @ OK e
New Journal 2
New Journal el
Al X
None
Imported 0 journals - System ID (Unit, Journal ID, Date) Reference,
Description:
Updated 1 journals - System ID (Unit, Journal ID, Date) Reference,
L Description:
Import Control 1031 (PCCD1, TEST, 04/18/2018) -, -
G : -8120/xmlink/fmtst2
UserD:  |FUNC_2 @
OK
Password: I**”**|

ONE -
PERALTA I




Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

15. Click > NavBar > Navigator > General Ledger > Journals >
Journal Entry > Create/Update Journal Entries

NavBar 0

Recent Places.

averites

=
Approvals

NavBar: Navigator

Excise and Sales Tax/VAT IND

o

>

:©

Recent Places

0

Recent Places

General Ledger

My Favorites

Real Time Bottom Lin
My Favorites
E Allocations
Navigator E
Statutory Reports
Navigator

e NaWgator
Commitment Control
<&

General Ledger

Journals

GL Subsystem Reconcilig

NavBar: Navigator

&

v

a

Journals

Journal Entry

»]

Standa

Import

10

Subsyq Recent Places

Ledgers

Summary Ledgers

Close Ledgers

0 N E PERALTA

My Favorites

NavBar: Navigator

I Create/Update Journal Entries I

o

4= Journal Entry *

Copy Journals

Manage Journal Approval




Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

16. Click > Find an Existing Value

17. Enter > Search Criteria to find the correct GL Journal
18. Click > Search

19. Select > Journal ID

Create/Update Journal Entries

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

16

Find an Existing Value Add a New Value

1 7 Search Criteria

Business Unit| = v PCCD1 Q
Joumnal ID| begins with ¥
Journal Date| = v 31
Document Sequence Number| begins with ¥
Line Business Unit = v | Q
Journal Header Status| = v v
Budget Checking Header Status| = v v
Source| = ¥ Q
Entered By| begins with ¥ Q
Attachment Exist| = v v |

Case Sensitive

18

=@ LR
Search asic Search & Save Search Criteria

Search Results

v All
s Unit Journal ID Journal Date UnPost Sequence Document Sequence Number Line Business Unit Journal Header Status Budget Checking H
0000065573 04/18/2018 O (blank) PCCD1 Posted Valid

PCCD1 NEXT 04/18/2018 0O (blank.) PCCD1 Edit Req'd Not Chk'd I

Find an Existing Value | Add a New Value
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Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

20. Click > Header
21. Verify > Journal Information

< Emplcam Self Service Create/Update Jou
Header - Totals Errors Approval
Unit PCCD1 Journal ID NEXT Date 04/18/2018
Long Description [ Ed)

N

254 characters remaining

*Ledger Group ACTUALS Adjusting Entry [ Non-Adjusting Entry v
Ledger Fiscal Year 2018
*Source ONL Q Period 10
Reference Number ADB Date 04/18/2018
Journal Class Q
Transaction Code FUNDBAL Q Auto Generate Lines

Save Journal Incomplete Status
SJE Type v Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT / 1

Attachments (0) CTA
Reversal: Do Not Generate Reversal Commitment Control
Entered By FUNC_2 Functional User 2

Entered On 05/15/2018 5:44:17PM
Last Updated On 05/15/2018 5:44:17PM

ol save ||[G Returnto Search | % | Previous in List Next in List =] Notify ||* Refresh % Aad Update/Display

Header | Lines | Totals | Errors | Approval

N E PERALTA




Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

22. Click > Attachments
23. Click > Add Attachment
24. Click > Choose File

< Employee Self Service (od (-

Header

Lines Totals

Unit PCCD1

Errors Approval

Journal ID NEXT

Long Description |New journal entry

237 characters remaining

*Ledger Group ACTUALS Q

Ledger Q

*Source COA Q

Reference Number

Journal Class Q

Transaction Code FUNDBAL Q

SJE Type

Currency Defaults: U
Attachments (0)

Reversal: Do Not Generate Reversal

Journal Entry Attachments

Unit PCCD1 Journal ID NEXT
Details
File Name Show to Approver? Description
View L4

Adding large attachments can take some time to upload, theref
before adding large attachments.

@)
Add Attachment K

File Attachment

0
24)

|

. Choose File | o file chosen

Upload

Cancel
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Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

25. Select File. Click > Open > Upload

s Quick access
m Desktop
% Downloads
|5 Documents

= Pictures

Screenshots

% This PC
m Desktop
|5 Documents

& NDownloads

'

» X ) 8 ——

+ journal entry.jpg

<

Basic Navigatior
Communications

Create and Proce

lines tab scroll
rightjpg

projected
v balance.jpg

journals.jpg

lines tab.jpg

G Open
— v N « (Create and Pr.. > Screenshots Search Screenshots R
Organize ~ New folder = -~ @ @
~ s &

lines add line,jpg

look up
source.jpg

0 N E PERALTA

File name: v
Cancel
File Attachment
Choose File journal entry details .jpg
25
Upload Cancel




Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

26. Enter > Description
27. Click > OK

28. Click > Save.

29. Click > OK

Journal Entry Attachments

Unit PCCD1 Journal ID NEXT Date 05/04/2018
Details
File Name Af)l;)?;\\,l;?'? Description
journal_entry_details__.jpg v Journal entry details

26

ser

before adding large attachments.

Add Attachment OK

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction

SJE Type v
Currency Defaults: USD / CRRNT / 1

Attachments (1)

Reversal: Do Not Generate Reversal

Entered By FUNC_2 Message

\ Entered On
<2:8 Last Updated On

5l Save | |=] Notify || =% Refresh Journal NEXT

s | Totals | Errors | Approval
OK

is saved. (5210,6)

0 N E PERALTA
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Create / Process Journals
Create Journal Entries Via Spreadsheet Upload

30. Click > Attachments
31. Verify > User > Name > Date/Time Stamp are updated

- USD / CRRNT / 1

Attachments (1)

Revergal: Do Not Generate Reversal

Entered By FUNC 2

Entered On

Journal Entry Attachments

:” Unit PCCD1 Journal ID 0000065605 Date 05/04/2018

o = /\
Details Borsonalize LEind L \View AULLL L ES Firgt 4 10of1 b 1

Heaq Friename ow o, Description User Name Date/Time Stamp
journal_entry_details_jpg v Journal entry details FUNC_2 Functional User 2 05/04/2018 1:45:48PM =]

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments.

Add Attachment OK
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Create / Process Journals

Create Journal Entries Via Spreadsheet Upload

32. Click > Lines

33. Verify > ChartField information on journal lines

< Employee %

Create/Update Journal Entries
Header Lines Totals Errors Approval
Unit PCCD1 Journal ID NEXT Date 05/08/2018 Errors Only
Template List Search Criteria Change Values
Inter/IntraUnit *Process | Edit Journal v Process Line| 10
Lines Personalize | Find | £ | ]
Select Line *Unit *Ledger SpeedType Location Fund g;)rst gggeec' Program éﬁg}:’y Project 3
v 1 PCCD1 Q ACTUALS Q1 Q (11 Q [112|Q (1101 |Q [1 Q  [660200 |Q (0000 \__
v 2 PCCD1 Q  ACTUALS Qi Q 1 Q 112|Q (1103 |Q |1 Q (660200 |Q [0000 Q
3
Lines to add 1 FH = @
Totals Personalize | Find | View All | £2 | L:;] First ‘4 10of1 ' Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
PCCD1 2 10.00 10.00 \ Vv
5l Save ,“‘k Return to Search 1] Previous in List 4=| Nextin List = Notify Q Refresh
Header | Lines | Totals | Errors | Approval

—+ Add

PERALTA




Create / Process Journals
Create Reversal Journal Entries

A reversal entry is commonly used when either revenue or
expenses were accrued in the preceding period, and you do not
want the accruals to remain for another period. Reversal entries
should not be created when a GL journal is posted by mistake
(see Lesson 5 for how to Delete Journal Entries or Lesson 7
for how to UnpostJournal Entries)

1. Click > NavBar icon > Navigator

2. Click > General Ledger > Journals > Journal Entry >
Create/Update Journal Entries :

NavBar Q

aaaaaaaaa

@

NavBar: Navigator o ] NavBar: Navigator

Excise and Sales Tax/VAT IND > ¢ Journals

L1 ]
B u
.
0 a2 Yator _—
- " Recent Places ournal.Entry
Commitment Control

Recent Places

Bl <=  General Ledger ; °
Standard Journals
- 4 —
General Ledger Recent Places Journals ] 4= Journal Entry *
i .
avol =3 -
Import Journals

: Create/Update Journal Entries
My Favorites Real Time Bottom Lin GL Subsystem Reconcili Recent Places P
E Subsystem Journals
My Favorites Copy Journals
Allocations Ledgers
My Favorites
vigator Manage Journal Approval
Summary Ledgers >
Statutory Reports
Navigat
Close Ledgers >
v
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Create / Process Journals
Create Reversal Journal Entries

3. Click > Add a New Value
4. Enter > Business Unit > Journal ID > Journal Date
5. Click > Add

< Employee Self Service

Create/Update Journal Entries

3
Find an Existing Value<]> Add a New Value

4)

7
Business Unit PCCD1 |Q
Journal ID NEXT
Journal Date 05/03/2018 |[34)

5

Find an Existing Value | Add a New Value
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Create / Process Journals
Create Reversal Journal Entries

6. Enter > Long Description > Ledger Group > Source > Transaction
Code

© 0N

< Employee Self Service

Select > Non-Adjusting Entry in dropdown
Click > Commitment Control
Select > Actuals and Recognized

Create/Update Journal Entries

Header

Lines || Totals | Errors Approval
it PCCD1 Journal ID NEX

6) Long Description |New journal entry
237 characters remaini§g

*Ledger Group ACTUALS Q

Ledger Q

*Source COA Q

Reference Number
Journal Class Q

| New Window | Percanalize D:.f)e

Adjusting Entry is selected only when
an adjusting entry is entered during
quarter end close or year-end close

Adjusting Entry | Non-Adjusting Entry

Fiscal Year 2018
Period 11

ADB Date 05/14/2018

Auto Generate Lines

Transaction Code FUNDBAL Q

Save Journal Incomplete Status
Autobalance on 0 Amount Line

SJE Type

Currency Defaults: USD / CRRNT / 1

Attachments (0)

Reversal: Do Not Generate Reversal

Tl Sav

Header |

Commitment Control

Commitment Control

Functional User 2

L+ Add

1 Update/Display

Pre-Encumbrance

Collected Revenue
Actuals, Recognize and Collect
Planned

Bypass Budget Checking

Override
Override User ID
Override Date
OK Cancel Refresh
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Create / Process Journals
Create Reversal Journal Entries

10. Click > Reversal: Do Not Generate Reversal
11. Click > Beginning of Next Period

12. Click > OK

13. Verify > Reversal: Beginning of Next Period

< Employee Self Service

Header || Lines | Totals | Ermors || Approval

Long Description |New journal entry
237 characters remaining
*Ledger Group ACTUALS Q
Ledger Q
“Source .COA Q
Reference Number
Journal Class Q

Transaction Code FUNDBAL Q

SJE Type

Currency Defaults: USD / CRRNT /1

Create/Update Journal E

Unit PCCD1 Journal ID NEXT Date 05/04/2018

Adjusting Entry | Adjusting Entry v
Fiscal Year 2018
Period 998 Q

ADB Date 05/04/2018

Auto Generate Lines

Save Journal Incomplete Status
v Autobalance on 0 Amount Line

CTA

Commitment Control

Functional User 2

®) Beginning of Next Period

Next Day

Adjustment Period

On Date Specified By User

Adjustment Period

Reversal Date

ADB Reversal

Same As Journal Reversal

On Date Specified By User
ADB Reversal Date

OK Cancel Refresh

% Add || 2] Update/Display

SJE Type

Currency Defaults: USD / CRRNT /

Attachments (0)

13

Reversal: Beginning of Next Period

Entered By FUNC_2

Entered On
Last Updated On

‘5l Save | =] Notify | #* Refresh

Header | Lines | Totals | Errors | Approval

0 N E PERALTA
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Create / Process Journals
Create Reversal Journal Entries

14,
15.
16.

Click > Lines
Verify > default Business Unit appears

Enter > Location > Fund > Cost Center > Object Code > Program

> Activity Suffix > Project > Accounting Line > Amount

< Employee Self Sarvice

Lines

Create/Update Journal Entries

Header | Lines | Totals | Errors | Approval

Header Errors Approval
|
Unit PCCD1 Journal ID NEXT Date 05/09/2018
Template List Change Values
Inter/IntraUnit *Process | Edit Journal ¥ Process
Lines 1 6 Personalize | Find | | E
Select Line edger SpeedType Location Fund g:;s‘ 82{1&:' Program /s\:j‘fa’;ty Project
1 @ ACTUALS Q Q Q Q Q Q Q Q
‘ >
Lines to add 1 = El
Totals Personalize | Find | View All | 21| L—E First ‘&' 10of1 ‘2’ Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
PCCD1 1 0.00 0.00 N N
7l Save ||[=] Notify || #* Refresh + Add 2| Update/Display

0 N E PERALTA




Create / Process Journals
Create Reversal Journal Entries

17. Verify > Journal Line Description

18. Click > Projected Balance on the rightmost of the journal line and view
the current and projected balance for a journal line

| ¢ EmployeoSelfSevice ~~ Create/Update Journal Entries

Header Lines Totals Errors Approval

Unit PCCD1 Journal ID NEXT Date 05/09/2018
Template List Change Values
Inter/IntraUnit *Process | Edit Journal b Process
Lines Personalize | Find | (2 B
Select Line icy Base Amount Refere 1 7 Journal Line Description PC Status Projected Balance
1 It Distrib Dstoned
4

Linestoadd| 1 = @

Totals Personalize | Find | View Al | (2 E;‘ First ‘4" 10f1 ‘2 Last

Unit Total Lines Total Debits Total Credits ~ Journal #ilftus Budget Status
PCCD1 1 000 000 N
‘5 Savq splay
Header | BusinessUnit, Ledger and ChartField Combination Personalize | Find | (2 | k=
Business Unit Ledger Location EL;Z: g:z:er ggLE:t (F;Lc:jgeram g:;'f‘l')'(ty Project
PCCD1 ACTUALS
q »
Projected Balance
Debit Amount Credit Amount
Current Balance : 0.00 0.00
0.00 0.00
Projected Balance : 0.00 0.00
Return

0 N E PERALTA




Create / Process Journals
Create Reversal Journal Entries
19. Click > Header

20. Click > Attachments
21. Click > Add Attachment

< Emplovee Self Service Create/Update Jou
Header y=rs | Totals | Ermors || Approval
Unit PCCD1 Journal ID NEXT Date 04/18/2018
Long Description | Ed)

254 characters remaining

*Ledger Group ACTUALS Adjusting Entry | Non-Adjusting Entry v
Ledger Fiscal Year 2018
*Source ONL Q Period 10
Reference Number ADB Date 04/18/2018
Journal Class Q
Transaction Code FUNDBAL Q Auto Generate Lines

Save Journal Incomplete Status
v Autobalance on 0 Amount Line

CRRNT /1
Journal Entry Attachments

Attachments (0)

a Debloncenesdte R Unit PCCD1 Journal ID NEXT
Entered By FUNC_2
Entered On (05/15/2018 5:4&17PM Details
Last Updated On 05/15/2018 5:4Q17PM
: File Name Show to Approver? Description
4l Save ||[a" Retunto Search ||| Previous in Lis|
Header | Lines | Totals | Errors | Approval View 7

Adding large attachments can take some time to upload, therefi
before adding large attachments.

@y

Add Attachment OK

0 N E PERALTA




Create / Process Journals
Create Reversal Journal Entries

22. Click > Choose File > Select File > Open > Upload

File Attachment

@2) |
{Choose File |

No file chosen

Upload

Cancel

New folder

Organize

A
# Quick access
m Desktop g
& Downloads
4| Documents #
=| Pictures 4
Basic Navigatior
Communications
Create and Proce

Screenshots

= This PC
m Desktop
[5] Documents

= Downloads X

File name:

reate and Pr...

> Screenshots

journal entry,jpg

lines tab scroll
rightjpg

projected
balance.jpg

v O

8l ——

journals.jpg

lines tab.jpg

File Attachment

Choose File journal entry details .jpg

Upload

Cancel

0 N E PERALTA

v

Search Scr

All Files

Open

eenshots P
= - m @
lines add linejpg
look up
source.,jpg
v
|v Cancel
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Create / Process Journals
Create Reversal Journal Entries

23. Enter > Description
24. Click > OK

Journal Entry Attachments

Unit PCCD1 Journal ID NEXT Date 05/04/2018
Details
23
File Name A;SJ';?::/;?'? Description User
journal_entry_details_.jpg L4 Journal entry details

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments.

Add Attachment @ OK

0 N E PERALTA




Create / Process Journals
Copy Journal Entries

You can copy GL journal entries when you create a similar type

of journal every month with few updates, or if you have unposted
a journal and only minor corrections are required to post the

journal again.

1. Click > NavBar icon > Navigator

2. Click > General Ledger > Journals > Journal Entry >

Create/Update Journal Entries

©)

10

Recent Places

NavBar: Navigator

Excise and Sales Tax/VAT IND

aNaWgator
Commitment Control

General Ledger

My Favorites

Navigator

Real Time Bottom Lin:

Allocations

Statutory Reports

o

>

6

0 N E PERALTA

My Favorites

Navigator

n

<21 General Ledger

Journals
avoriges

GL Subsystem Reconcili

Ledgers

Summary Ledgers

Close Ledgers

Recent Places

NavBar: Navigator

<= Journals

Journal Entry

Standard Jourpals
NavBar: Navigator

Import Journa

Subsystem Jo

Recent Places

My Favorites

<= Journal Entry

»

Create/Update Journal Entries

Copy Journals

Manage Journal Approval

~=F] |




Create / Process Journals
Copy Journal Entries

3. Click > Find an Existing Value
4. Enter > Search Criteria
5. Click > Search

Create/Update Journal Entries

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

3

Find an Existing Value Add a New Value

4 Search Criteria

Business Unit| = v
Joumnal ID| begins with ¥
Journal Date| = v
Document Sequence Number| begins with ¥

Line Business Unit| = v

Journal Header Status| = v
Budget Checking Header Status| = ]
Source| = ¥

Entered By| begins with ¥
Attachment Exist| = v

Case Sensitive

Find an Existing Value | Add a New Value

i
Search Clear Basic Search |2 Save Search Criteria

peip e

0 N E PERALTA




Create / Process Journals
Copy Journal Entries

. Click > Lines

. Click > Process

. Select > Journal Entry you wish to copy

Select > Process Option: Copy Journal

Search Results

PCCD1 TEST

Find an Existing Value | Add a New Value

Al Da QuIna hecking H
04/18/2018 0 (blank) PCCD1 Posted

et terette—o =iy FecEt vertret

04/18/2018 0 (blank) PCCD1 Edit Req'd Not Chk'd

=oloyee Self Service

Create/Update Journal Entries

Heam Lines Totals Errors Approval
Unit PCCD1 Journal ID NEXT 05/08/2018 Errors Only
Template List 9 Search Criteria 9 ange Values
Inter/IntraUnit *Process | Copy Journal v Process Line, 10
Lines Personalize | Find | £ | [
Select Line *Unit *Ledger SpeedType Location Fund gtorﬂ ggszc‘ Program ész“:w Project
v 1 PCCD1 Q  ACTUALS Q|1 Q 11 |Q 112|Q 1101 |Q |1 Q1660200 |Q [0000 Q
2 PCCD1 Q  ACTUALS Qi Q 11 |Q 12/Qq (1103 |Q |1 Q 660200 |Q |0000 Q
»
Lines to add 1 B 8 [']
Totals Personalize | Find | View All | £2! | E First ‘4 10of1 '» Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
PCCD1 2 10.00 10.00 3 \'
Tl save | [@ Return to Search #-] PreviousinList | 4] Nextin List =] Notify ||&% Refresh L+ Add 3] Update/Display
Header | Lines | Totals | Errors | Approval

0 N E PERALTA




Create / Process Journals
Copy Journal Entries

10.
11.
12.
13.

Modify > Journal ID, if required

Modify > Journal Date, if required

Select > Reversal Date option if copied journal needs to be reversed
Click > OK

Journal Entry Copy

1 o usiness Unit PCCD1 Copy From ID 0000066069 Copy From Date 05/08/2018
Journal ID NEXT Ledger Reverse Signs
Journal Date [05/15/2018 [[34 New Ledger Recalculate Budget Date
ADB Date ~t Type Save Journal Incomplete Status
Currency Effective 1 2 31
Reversal Date AD

® Do Not Generate Reversal The defaUIt NEXT Creates the

Beginning of Next Period next Journal ID in Sequence

End of Next Period
Next Day
Adjustment Period

On Date Specified By User

Adjustment Periodl (
eversal Date 3

e

13

OK el Refresh

ONE —
PERALTA [




Create / Process Journals

Copy Journa

14. Click > Header

| Entries

15. Modify > Long Description, as needed

< Lines

Header Totals Errors

Unit PCCD1

Approval

Jou 15 T

Long Description

Copy of journal entry

*Ledger Group
Ledger

*Source
Reference Number
Journal Class

Transaction Code

SJE Type

Entered By F

Entered On 0

‘5l Save ||[ah Return to Search =]

Header | Lines | Totals | Errors | Approval

233 characters remaining
ACTUALS

ONL Q

FUNDBAL Q

Currency Defaults: USD / CRRNT / 1
Attachments (0)

Reversal: Do Not Generate Reversal
UNC_2

5/15/2018 11:45:19PM

Last Updated On 05/15/2018 11:45:19PM

Notify | =% Refresh

Create/Update Journal Entries

Date 05/15/2018

| Ed

ya

Adjusting Entry| Non-Adjusting Entry v
Fiscal Year 2018
Period 1

ADB Date 05/15/2018

Auto Generate Lines

Save Journal Incomplete Status

Autobalance on 0 Amount Line

CTA

Commitment Control

% Add

0 N E PERALTA




Create / Process Journals
Copy Journal Entries

16. Click > Lines

17. Modify > ChartFields > Amount, as needed

18. Click > Save

< Employee Self Service

Headgr Lines

Unit PCCD1

Template List

Inter/IntraUnit

17

Errors Approval

Journal ID NEXT

*Process | Copy Journal

Create/Update Journal Entries

Date 05/08/2018

Line

elect Line *Unit *Ledger
v 1 PCCD1 Q ACTUALS
2 PCCD1 Q ACTUALS

Q [112]q [1103 @ |1

ST | W o e o

Errors Only
Change Values
Process
Cost Object Activity
Ctr Code Frogram Suffix
Q [112|/Q (1101 |Q [ Q 660200 |Q 0000

Lines to add 1 B B &
Totals

Unit Total Lines

PCCD1

5 save eturn to Search

#_| Previous in List

Teader | Lines | Totals | Errors | Approval

Personalize | Find | View All | 2 | lg_." First ‘4

Total Credits Journal Status

10.00 \ \"

% Add

N E PERALTA

Q [660200 |@ loooo

Budget Status




Create / Process Journals
Copy Journal Entries

19. Select > Process Options: Edit Journal
20. Click > Process
21. Verify > Journal Status: V > Budget Status: V

< Lines Create/Update Journal Entries

Header Lines Totals Errors Approval

Unit PCCD1

Inter/IntraUnit

Template List 1 9

rnal ID + NEXT

Date 05/15/2018

20

Process| Edit Journal

=)

Process

Lines

Lines to add 1 = |j

Totals

Unit Total Lines

PCCD1 2

_L'JJ_ Save |||@h Return to Search =] Naotify

Select Line *Unit *Ledger

1 PCCD1 Q, ACTUALS

2 PCCD1 Q, ACTUALS

4 Refresh

SpeedType Location

QN

Q1

Total Debits

10.00

Header | Lines | Totals | Errors | Approval

Q

Q

Fund

11

11

Cost Object
Cur Code

Q 112 )Q 1101

Q 12la [103

Personalize | Find |

Total Credits

10.04

Program

Q i

Qi

\

Journal Status

Errors Only

Line 10

Personalize | Find | & | E

Activity
Suffix

Project

Q 660200 |@ [pooo

Q fs0200 |@ [pooo

Budget Status

v

4 Add

Update/Display
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Create / Process Journals
Delete Journal Entries

A GL journal entry can be deleted if it has not yet been
posted. This functionality is useful when an error is identified

before posting.

1. Click > NavBar icon > Navigator

2. Click > General Ledger > Journals > Journal Entry >
Create/Update Journal Entries

@)

6

NavBar: Navigator

General Ledger

My Favorites Real Time Bottom Lin

E Allocations

Navigator

Statutory Reports

Excise and Sales Tax/VAT IND >

° NavBar: Navigator

€=  Journals

Hpl
a
- tor
N 3 a
a
s ® ) RecentPlaces Journal Entry
Commitment Control

Recent Places

0 N E PERALTA

{2 General Ledger

| " ]
Standard Journals
a
Recent Places Journals
avoriggs NavBar: Navigator
Impor] g °

GL Subsystem Reconcili

E e <= Journal Entry *
Subs H
My Favorites
Ledgers Navi Focert Places Create/Update Journal Entries
E Summary Ledgers > Copy Journals
Navigator
My Favorites
Close Ledgers > Manage Journal Approval
|




Create / Process Journals
Delete Journal Entries

3. Click > Find an Existing Value
4. Enter > Search Criteria
5. Click > Search

6. Select > Journal ID to delete

< Employee Self Service . Create/Update Journal Entries

Create/Update Journ ies

Enter any information yo 3 ick Search. Leave fields blank for a list of all values

Find an Existing Value New Value
Search Criteria 4
Business Unit| = v PCCD1 Q

Journal ID| begins with ¥
Journal Date| = v [

Document Sequence Number| begins with ¥

Line Business Unit| = v Q
Journal Header Status| = X v
Budget Checking Header Status| = v v
Source| = ¥ Q
Entered By| begins with ¥ Q
Attachment Exist| = v v
Case Sel
5
Search ear | Basic Search g' ! Save Search Criteria

Find an Existing Value | Add a New Value

Search Results
View All

Business Unit Journal ID  Journal Date UnPost Sequence Document Sequence Number Line Business Unit Journal Header Status Budge

Find an Existing Value | Add a New Value

H=loleinkH 0000065573 04/48/2048 0 (blank) 2D Dosied alid
PCCD1 NEXT  104/18/2018 0 (blank) PCCD1 Valid i
PCCD1 TEST 04/18/2018 0 (blank) PCCD1 Edit Req'd Not Chk'd

0 N E PERALTA




Create / Process Journals
Delete Journal Entries

Click > Lines

Select > Process Option: Delete Journal
Click > Process

0. Select > Yes > OK

< Employee Se@:

Heade Lines

=0 0N

Errors Approval

Create/Update Journal Entries

Unit PCCD1
Template List

8

Inter/IntraUni

Journal ID NEXT

Search Criteria
== —

*Process | Delete Journal

Errors Only

Line 10

No

you sure that you want to delete this journal? (5010, 30)

Lines Personalize | Find | £V B
Select Line “Unit “Ledger SpeedType Location Fund ::I Program gﬁg\;w Project
1 PCCD1 Q, ACTUALS Qi Q M 1101 |Q 1 Q [660200 |Q |0000 Q
2 PCCD1 Q, ACTUALS Q|1 Q n 1103 |Q 1 Q [660200 | |o00O Q
Message E
Lines to acd 1 [=]
Totals f1 2 Last
Unit Total Lines

Message

: Journal NEXT

is logically deleted. (5210.7)

0 N E PERALTA




Create / Process Journals
Delete Journal Entries

11. Click > Find an Existing Value
12. Enter > Search Criteria
13. Click > Search

14. Verify > Journal Header Status: Deleted

< Employee Self Service 7 Create/Update Journal Entries

Find an Existing Value a New Value

Search Criteria

Business Unit| = v PCCD1 Q
Journal ID| begins with ¥
Journal Date| = v 5]
Document Sequence Number| begins with ¥
Line Business Unit = v Q
Journal Header Status| = v Y.
Budget Checking Header Status| = v v
Source| = ¥ Q
Entered By| begins with ¥ Q
Attachment Exist| = v i
Case Se
13
Search Clear 7 Save Search Criteria
fudg Search Clear | Basic Search Is:l Save Search Criteria

Search Resulis

View All

Business Journal UnPost Document Sequence
Journal ID

Unit Date Sequence Number

PCCD1 NEXT 05/08/2018 0 (blank)

Find an Existing Value | Add a New Value

Line Businesy
Unit
PCCD1

Journal Header Budget Checking Header

Status
Mot Chik'd

Status
Deleted

0 N E PERALTA




Create / Process Journals
Approve / Deny / Pushback Journal Entries

After a user requests a ChartField, the appropriate approvers will
see the request in their Approvals page.

1. Click > NavBar icon > Approvals OR Click > Approvals tile
2. Click > Journal Entries

3. Select > Journal Entry to review

6

< Employee Self Service

Pending Approvals A Y )

View By | Type v \ Approve Deny More

All 5
2 Field Request 5 rows
=t Journal Entries 5

Journal Entry /1 I FS System Ad 3 Routed

Project 04/07/2018
Journa Entry PCCD1/D44 7 A 00016 / FS System Admin Routed N
Cost Center 04/10/2018
Journal Entry PCCD1/ D78/ Add / 0000000020 / FS System Admin Routed 5
Cost Center @ Pushed Back 04/16/2018
Journal Entry PCCD1/P887 / Add / 0000000019 / FS System Admin Routed 5
Project @ Pushed Back 04/16/2018
Journal Entry PCCD1 /001 / Add / 0000000021 / FUNC_2 Routed s
Cost Center 04/27/2018

Approver Comments

ONE —
PERALTA




Create / Process Journals
Approve / Deny / Pushback Journal Entries

4. Click > View Attachments > X
Click > Approval Chain (optional) > X

ul

4 w Attachments
View Attachments >
Approver Comments
View Attachments
RequestID NEXT
» Comment
Sequence Attached File Description Created By
1 I - Maintain_Chartfield_Values.jpg ChartField Value Request Form
Approval Chain X
v Attachments Chart Field Request
v Request ID Pending
View Attachments > Start New Path
ChartField Request Approval
Approver Comments % Pending +
Muitiple Approvers
ChartField Campus Manager Appr >
< i Not Routed -

iple Approvers
artfield District Finance

Approval Chain

v Comments

FUNC_2 at 04/27/18 - 4:36 PM

Approv'er(s): Please make sure the Field Value is not blank and all the info is
correct!

ONE s
PERALTA




Create / Process Journals
Approve / Deny / Pushback Journal Entries

Approve

6. Click > Approve

7. Enter > Approver Comments (optional)
8. Click > Submit

Cancel Approve

You are about to approve this request.

Approver Comments

(0

0 N E PERALTA




Create / Process Journals
Approve / Deny / Pushback Journal Entries

If any details are incorrect, or if any supporting documents are
missing, you should deny or pushback the GL journal entry. Deny
will send it back to the original requestor for correction.

Deny

9. Instead of clicking Approve, click > Deny
10. Enter > Approver Comments (mandatory)
11. Click > Submit

(1)——

Cancel ss Den [ Submit |
10 "

Approver Comments

Does not have all required attachments

You are about to deny the following 1 request(s).

Field Request Routed
Cost Center 04/10/2018
PCCD1 /D44 / Add / 0000000016 / FS

System Admin

PERALTA '




Create / Process Journals
Approve / Deny / Pushback Journal Entries

If you are the second approver, and if the previous approver is able
to correct it, you can pushback the GL journal entry. This will
send the journal back to the previous approver for correction.

Pushback

12. Instead of clicking Approve or Deny, click > More
13. Click > Pushback

14. Enter > Approver Comments (mandatory)

15. Click > Submit

Ay O
Deny ‘ More

13

’ Approve Deny

Pushback

Hold

, 15
Cancel Mass back ‘Submit []F:

14)

pprover Comments

Please correct effective date |

You are about to pushback the following 1 requesi(s).

Journal Entry Routed
Cost Center 04/27/2018
PCCD1 /001 / Add / 0000000021 /

FUNC_2

ONE PERALTA (i



Create / Process Journals
Approve / Deny / Pushback Journal Entries

If you think someone other than the Level One (Campus
Business Manager) or Level Two (District Finance) approvers
should review a ChartField request, you can add an Ad Hoc
Approver to the Approval Chain.

1. Click NavBar > Approvals

2. Click > Journal Entries
3. Click > Journal Entry to review

< Employee Self Service

ViewBy | Type

2 All
=t Journal Entries

Time Entry NavBar &
B - —
— ©
s Recent Places
Payment Request Center Design Forms 0 orites
@ =2
(=
Discussions My Preferences = [N Acorovals
Pending Approvals
v

Field Request

Journal Entry

Project

/' I I FS System Adf 3 )
PCCD1/D44 /7 Add/ 00016 / FS System Admin

Journal Entry

Cost Center

Journal Entry
Cost Center

Journal Entry
Project

Journal Entry
Cost Center

Approver Comments

PCCD1 /D78 / Add / 0000000020 / FS System Admin
@ Pushed Back

PCCD1/P887 / Add / 0000000019 / FS System Admin
@ Pushed Back

PCCD1/001/ Add / 0000000021 / FUNC_2

6

AT i@

| Approve J Deny More
5 rows

Routed
04/07/2018

Routed
04/10/2018

Routed
04/16/2018

Routed
04/16/2018

Routed
04/27/2018

0 N E PERALTA




Create / Process Journals
Approve / Deny / Pushback Journal Entries

4. Click > Approval Chain
5. Click > + next to Pending

< Pending Approvals

Journal Entry " E @
Approve Deny Pushback

Request for PCCD1/4000000027

E Header is pending your approval
Summary

Business Unit PCCD1 Request D  NEXT

Routed Date April 26, 2018 Request Date  April 26, 2018

Requester Entered by FUNC_2

w Lines

Approver Comments

Approval Chain >

Approval Chain

District Approvals

¥ Request ID NEXT Pending
Start New Path
Journal Entries
% Pending +
>

0 N E PERALTA




Create / Process Journals
Approve / Deny / Pushback Journal Entries

6. Enter > User ID of approver you would like to add
7. Click > Insert
8. Verify > Adhoc user has been added to approval chain

Start new approval path b

6

UserID || Q

® Approver

Reviewer
@ Insert

Approval Chain bs

District Approvals
¥ Journal NEXT Pending

Start New Path

Journal Entries

%= Pending -+

/8\ >

& Not Routed el -

Inserted Approver >

ONE g
PERALTA -




Create / Process Journals
Unpost Journal Entries

With ONEPeralta, if a journal is posted to the General Ledger
by mistake, the user should unpost the GL journal instead of
creating a reversal journal entry.

1. Click > NavBar icon > Navigator

2. Click > General Ledger > Journals > Process Journals > Mark
Journals for Unposting

@

My Preferences

Approvals

6

NavBar: Navigator

Excise and Sales Tax/VAT IND

O

Recent Places

General Ledger

My Favorites

Navigator

Real Time Bottom Lin

Allocations

Statutory Reports

o

>

NavBar: Navigator

.

<= | Journals

0 N E PERALTA

aNaWgator
Commitment Control
<v

Recent Places

My Favorites
Navigator

r

1 General Ledger

Journals

GL Subsystem Reconciliatiq

Ledgers

Summary Ledgers

Close Ledgers

M#rites

Recent Places Journal Entry

Import Journals

Navigator

|

Subsystem Journals

NavBar: Navigator

ent Places
Standard Journals

&= Process Journals

Edit Journals

Budget Check Journals

My Favorites

Process Journals

v

»

g

Mark Journals for Override

Entry Event Journals

Mark Journals for Posting

»|

7
&',"‘ Mark Journals for Unposting
Post Journals
A fol




Create / Process Journals
Unpost Journal Entries

3. Enter > Required Fields

< Pending Approvals

Mark Journals for Ungosting

Mark Journals for Unposting

. _ 3
*Unit *Ledger Group *Year *Period Source
PCCD1 Q ACTUALS Q 2018 Q 11Q Q
Journal ID Journal Date From Journal Date To User ID Journal Class

Q 05/01/2018 05/31/2018 Q Q
ChartField Search Criteria Adit it Periods
B Q 1-10f1 v
Field Name - .

If you select a GL journal for unposting that may have related
journals (e.g. reversal, interunit, suspense correction) that fall in
Search

a closed period, you should ensure that both the original and
related journals are associated to an open period.

4,

Enter > ChartField Search Criteria
5.

Click > Search > OK

< Pending Approvals Mark Journals for Unposting

Mark Journals for Unposting

*Unit Ledger Group

Sou

PCCD1 Q ACTUALS Q Q

Journal ID Journal Date From Journal Class
Q 05/01/2018 =] Q
. . Adjustment Periods

ChartField Search Criteria

5 Q
Field Name

ChartField Value

Select Journals to Unpost
B Q

Process

Unpost Period should be open with reMited journals. (5010,266)

Save | N

closed period you should ensure that both the original and related journ ssociated to an

If you select a journal for unposting that may have related journals ( like reversal, interunit, suspense correction ) which falls in a

open period.

0 N E PERALTA




Create / Process Journals
Unpost Journal Entries

6. Select > Journal that needs to be unposted
7. Click > Unpost Selected Journals

8. Click > OK

< Pending Approvals

7 Search
Unpost Selected Journals
Select Journals to Unpost
H Q
Process Journal ID
0000066057
0000066058
0000066059
0000066065
0000066066
0000066067
0000066084
0000066091
: 0000066092
6 T APPM
Save Notify

Refresh

Select All
Journal Date Lines
05/07/2018 2
05/07/2018 2
05/07/2018 2
05/07/2018 2
05/07/2018 2
05/07/2018 2
05/08/2018 2
05/08/2018 2
05/08/2018 2

05/01/2018 2

Mark Journals

Deselect All

Description

CC - to post revenue

ALS - User Acceptance Testing

ALS - User Acceptance Testing

CC-test2

CC-test3

ALS - User Testing 5-7-18

ALS - Testing 5-8-18

ALS - Testing 5-8-18

ALS - Testing 5-8-18

AP Payments

8

0 N E PERALTA

Are you sure that you want to unpost this journal? (5010, 44)

Cancel




Create / Process Journals

Unpost Journal

9. Click > Run

< Mark for Unpost

Entries

Post Journals Request

Post Journals Request

Run Control ID

Process Request Parameters

Process Frequency

Business Unit
Source

Process Partition ID
Journal ID From
Journal Date From
From Year

From Period

Skip Open Item Reconciliation

PS_AUTO

® Once
Always
Don't Run

PCCDA1 Q

COA Q
Q

APPMTBE6041 Q

05/01/2018

Report Manager Process Mo Run

Q

Request Number

*Description

Ledger Group

System Source

Journal ID To
Journal Date To
To Year

To Period

# Skip Summary Ledger Update

Leave a field blank to select all its values.

Autopilot Run Control

Save Return to Search Notify Refresh

1of1 v View All

1 + -

PeopleSoft Online Auto-Process

ACTUALS Q

APPMTB6041 Q

05/01/2018

# Skip Essbase Incremental Load

Add Update/Display

0 N E PERALTA




Create / Process Journals
Unpost Journal Entries

10. Select > Journal for Unposting
11. Click > OK
12. Click > Process Monitor

Process Scheduler Request

UserID FUNC_2 Run Control ID PS_AUTO
Server Name v Run Date 05/16/2018
Recurrence v Run Time 2:27:35AM Reset to Current Date/Time
Time Zone Q

Process List 1 0

OK 1 1 el Refresh

Select Description Process Name Process Type “Type *Format Distribution

’ GL Joumnal Posting GL_JP Application Engine Web v TXT v Distribution

Post Journals Request

£ Mark for Unpost

Post Journals Request
Run |ID  PS_AUTO Report Manage Process Monitor
rocess Instance: 1600935
Process Request Parameters Q 1of1 » View All
Process Frequency Request Number 1 + -
® Once
Always *Description  PeopleSoft Online Auto-Process
Don't Run
Business Unit |[PCCD1 Q Ledger Group ACTUALS Q
Source |.COA Q System Source v
Process Partition ID Q
Journal ID From APPMT66041 Q Journal ID To | APPMT66041 Q.
Journal Date From |05/01/2018 Journal Date To | 05/01/2018
From Year To Year
From Period To Period
Skip Open Item Reconciliation @ Skip Summary Ledger Update @ Skip Essbase Incremental Load
Leave a field blank to select all its values.
Autopilot Run Control
save Return to Search Notify Refresh Add Update/Display

PERALTA




Create / Process Journals
Unpost Journal Entries

13. Click > Refresh > Run Status: Success > Distribution Status: Posted
14. Click > Details
15. Click > OK

< Ru

User D FUNC_2

Server

Run
Status

Process List
5 Q
Select Instance
1600835

1600920

1600817

urnal Post

‘ Process List ‘ Server List

View Process Request For

Process Monit

Q Type v Last v 4| | Days v Refresh
v Name Q Instance From Instance To
M Distribution Status v ¥ SaveOnRefresh
13 1-150f15 v View All
Distribution
Seq. Process Type Process Name User Run Date/Time Run Status Status
Application Engine GL_JP FUNC_2 05/16/2018 2:27:35AM PDT Success Posted
Application Engine GL_JEDIT_O FUNC_2 05/15/2018 11:54:16PM PDT Success Posted Details
Details
Process Detail
Process
Instance 1600935 Type Application Engine
Name GL_JP Description GL Journal Posting
Run Status  Success Distribution Status Posted
Run Update Process
Run Control D PS_AUTO Hold Request
. Queue Request
Location Server
Cancel Request
Server  PSNT iDelete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On  05/16/2018 2:29.42AM PDT Parameters Transfer
Message Log View Locks

Run Anytime After
Began Process At
Ended Process At

OK Cancel

05/16/2018 2:27:35AM PDT
05/16/2018 2:29:58AM PDT
05/16/2018 2:30:13AM PDT

Batch Timings
View Log/Trace

PERALTA




