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Copy a Journal Job Aid 

If it is necessary to create a similar Journal Entry, it is possible to copy a Journal.  This would generally 
only be necessary if it is a recurring charge with all the same information. Otherwise, the user must 
delete all unnecessary lines.  

1. Find the desired Journal that is to be copied.  

Note: See Find an Existing Journal Job Aid. 

1. Click the Lines Tab. 

2. Click the Copy Journal from the Process drop down list. 

3. Click the Process button. 

 

4. The Journal Entry Copy screen will appear. The Journal Date field will default to the current 
date. The date may be changed, if necessary. This date determines the accounting period to 
which the Journal will post. 

5. Click OK.  
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A new Journal ID has been assigned and all the information from the original Journal is now 
copied into the new one. User may adapt Journal as desired.  
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