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Job Aid

Delete an IDT Journal Entry

L. Lo . Create/Update Journal Entries
The purpose of this job aid is to explain how to copy an

IDT Journal. Find an Existing Value || Keyword Search

1. Begin by navigating to

Business Unit UTARL | Q

NavBar->Menu->Financials-> General sournal DT
Ledger->Journals->Journal Journal Date[p5/3172019_ |
Entry->Create/Update Journal Entries.

2. Click the Find an Existing Value TAB. OR Click Add

Add a New Value

Keyword Search to do a broader more generic search.

Create/Update Journal Entries

3. Click the Clear button. Enter any information you have and click Search. Leave fields blank for a list of all values
ThIS Clea rs a” Of the pre- Find an Existing Value | Keyword Search | Add a New Value
existing values. Search Criteria
4. Enter UTARL as the —— . N
BUSineSS Unit Journal \D
JournalDate[=_ ~| |05/31/2019 i
5. Enter the Journal ID or Document Sequence Number[egns wih |
Journal Date to do a Line Busness Unif =_v ] Q
Journal Header Status| = | -
broader SearCh ) Budget Checking Header Status‘ = | | v ‘
6. Click the Search button. source - | a
Ereet s w1 a
Attachment Exist] = ~] v]
Journal Class| begins with _~ | Q

D Case Sensitive

| | B
Search Clear asic Search 2 Save Search Criteria

The Journal Header page is displayed, or if multiple results, select from the list.
7. Click the Lines Tab.
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Header Totals Errors Approval
Unit UTARL Journal ID 0000199440 Date 05/31/2019
Long Description [Sasoline Fuel charges F

233 characters remaining

*Ledger Group ACTUALS Adjusting Entry

Ledger Fiscal Year 2019
*Source |DT Period 9
Reference Number ADB Date 05/31/2019
Journal Class Q
Transaction Code GENERAL Q Auto Generate Lines

D Save Journal Incomplete Status

SJE Type| hd [ autobatance on 0 Amount Line

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

Reversal: Do Not Generate Reversal Commitment Control

Entered By 6001363564 Tamara Ticknor

Entered On 06/03/2019 9:36:08AM
Last Updated On 0&/03/2019 10:29:31AM

[§l save ||[@" Return to Search Previous in List  |+5] Nextin List [=] Notify || &3 Refresh ¥ Add ¥ upaate/Dispiay
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8. Click the Copy Journal from the Process drop down list.
9. Click the Process button.

Header || Lines | Totals | Emors | Approval
Unit UTARL Journal ID 0000198440 Date 05/31/2019 Errors Only
Template List Search Criteria Change Values
InterAntralinit I *Process | Delete Journal ~ \] | Process | Line| 10|
Lines Personalize | Find | 2] &4l
Select Line “Unit SpeedType Account Fund Dept CostCenter  Function Program PC Bus Unit Projec
N 1 UTARL A Q 22201 Q [3105 05 @, [310172  |@ (700 < -1
] 3 UTARL Q Q63007 Q [4200 )@ [315203]Q (470086 |Q (500 Q Q, Q
4 UTARL 4 10505 3105
UTARL Q10505 4200
< >
Lines to add 11 B B E
Totals Personalize | Find | View All | &Y | & First 4 1of1 '} Last
Unit Total Linas Total Debits Total Credits  Journal Status Budget Status
UTARL 4 1,200.00 200,00 v
) save ||[ah Retum to Search 4] Mextin List =] Notiry || % Refresn 4 A
Header | Lines | Totals | Ermors | Approval

A pop-up Message displays:
10. Click Yes.

Message

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

Yes, No

11. Click OK
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