Budget Process using PeopleSoft Financial 9.1

Section 14 Budget

14.1 Budget Overview

Each council must prepare a yearly operating budget and, in many cases, multiple budgets to respond to the
needs of the council and the legal requirement to expend funds. The software is configured to accept budgets
for the current fiscal year and any year in the past and future.

Budget entry is done by journal to the BUDGET ledger. There is a provided template and instructions that
allows the uploading of gathered budget data from Microsoft Excel®. Adjustments can also be made by

normal journal entry.

Because councils operate within a five-year plan, the best use of the budget ledger would be to determine all
future-year budgets using the five-year plan as a guide. Each year then represents a change to previously
determined data rather than a complete revision of the budget.

Budgets should be worked in Excel spreadsheets down the monthly detail by the committee or individual
responsible for that portion of the budget and then gathered up in the provided template for upload into GL.

14.1 Budget Information Downloads

There are several tools to provide detailed or summary information for budget work. Each council should
review these tools and their output to determine the best method based on the organizational structure and

budget practices of the council.

14.1.1 nVision Reports
e Budget Analysis (Summary)

o Detailed Budget Analysis

14.1.2 Queries
e LC_BUDGET_SPREADSHEET FIS_YR
e LC_ACTUAL_SPREADSHEET_FIS_YR
e LC_BUDGET_SINGLE_PERIOD

14.1.3 Financial Information Inquiry
e Compare Across Ledgers

Used to review past, current and future budgets in
summary form with subtotals in operations format
Used to review past, current and future budgets in
detail form with subtotals in operations format

Provides a listing of budget values for all accounts
and for all periods in a specified fiscal year.

Provides a listing of actual values for all accounts and
for all periods in a specified fiscal year.

Provides a listing of budget values for all accounts
for one specific period of the year.

Provides a comparison of values in the BUDGET vs
ACTUALS ledger for each account in each period of a
year.

Boy Scouts of America

Page 1



Budget Process using PeopleSoft Financial 9.1

14.2 Budget Download Instructions
Below are the instructions for downloading information to support budget development.

14.2.1 Budget Analysis Report
Navigate to the Define Report Request page in PeopleSoft

Favorites  Main Menu Repor‘tiggTonls 3 PS/nVision » Define Report Request

Select the report ID “BUDANAL” - “Budget

Analysis-Summary” from the search listing. BUDAMAL  Budget Analysis-Summary

HINT: If you are producing this report part way through a year, you may want to
run it based on a 12/31/XXXX date in order to see the annual budget and the
actual to that point.

Run the report: NOTE: addition of actual as of date in this sample.

| ——| Council - # B Budget Analysis Report - All Projects Boy Scouts of Americal
Period Ending: December 31, 2012
Operating Fund - Unrestricted I Actuals Actuals Budget | Future Budgets
| 2010 | 2011 I 2012 | 2012 | 2013 | 2014 | 2015
Buppon and Revenue I As of Aug 31 [
Direct Support
Direct Mail
Friends of Scouting 308,532 367.322 431,445 422,000 436,000
Project Sales 3,700 45,500 26,450 33,250 32,000
Special Events 30,276 90,962 42,335 G7.945 92,345
Foundations & Trusts 38,457 134,398 29,433 87,000 §7.000
Other Direct 3534 T3 1,000 1,500 1,500
Total Direct Support 434,433 645,314 532,663 6316395 G645

The report begins as an Excel® spreadsheet and can be distributed to appropriate staff or volunteers.

14.2.2 Detailed Budget Analysis Report - Navigate to the Define Report Request page in PeopleSoft.

Select the report ID “D-BUD-AN” — “Detailed
Budget Analysis-Scope” from the search
listing.

D-BUD-AM  Detailed Budget Analysis-Scope

HINT: If you are producing this report part way through a year, you may want to run it based
on a 12/31/XXXX date in order to see the annual budget and the actual to that point.

SCOPE: This report is designed to run with Scope mapped to the Project Tree groupings to
allow individual reports for each desired project.

The report begins as an Excel® spreadsheet and can be distributed to appropriate staff or volunteers.
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[ e Coune - Few Ly T TR - TOUTs of America
Period Ending: December 31, 2012
Operating Fund - Unrestricted Actuals Actuals Budget Future Budgets
v
Account Project Project Name [ Account Name 2010 2011 2012 2012 2013 2014 2015
As of Aug 31
'311 Lsmosw Summer - Boy Scouts - 16,000 16,000 15,000 - -
4401 Contribution-Found & Trusts - 16,000 - 16,000 15,000 -
Total Foundations & Trusts - 16,000 - 16,000 15,000 - -
TOTAL DIRECT SUPPORT - 16,000 - 16,000 15,000 - -
[TOTAL SUPPORT - 16,000 - 16,000 15,000 - -
311 Lemome SUmmer - Boy Scouts 185,581 167,107 170,028 177,425 182,500 - -
6701 Camp-Fees 185,581 167,107 170,028 177,425 182,500 - -
11 B = i s - Boy Scouts 4,031 5,679 3,577 5,000 5,100 - -
6703 Camp-Sale of Meals 4,031 5,679 3,577 5,000 5,100 - -
'311 i £ = _ m - Boy Scouts 334 563 1,404 550 575 - -
6704 L Camp-Program Fees 334 563 1,404 550 575 -
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14.2.3 Query - Budget Spreadsheet

Navigate to the “Query Viewer” page in PeopleSoft.

Query Viewer

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

. .
SearchBy:  "gor Name * bagins with LC_BUDGET_SPREAD

Search Results

“Folder View: ~ All Folders M El
B qorq 10
: : Runto | Runio Runto Add to
Query Name Description Owner Folder HTML \Excel xuL | Schedule =
LC_BUDGET_SPREADSHEET_FIS_YR Budget Spreadsheet - Fis Year Public HTML TExcel XML Schedule

1- Search for “Begins with - LC_BUDGET_SPREAD
2- Click “Search”

3- Save as a “Favorite” — No need to search the next time you come looking.
4- Click on the “Excel” link - Then fill in the prompts of “Business Unit” and “Year” and Click “View
Results”
y Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat
== % Cut N == = 2 RIS -
P Arial Unicode b - (10 - | A° A7| |= =||®-| |Siwrap et Text :Ejﬁl :E;f . J:U e
Paste B O -] O A | <38 ;09| | Conditional Fermat  Comma Comma [0] || Insert Dele

- Format Painter Formatting - as Table = = k4

IA Jipboard o Font o Alignment & Humber & Styles Cel
: Y el E I E S
Al - ﬁr‘ Budget Spreadsheet - Fis Year

» B c D E ‘{ [3 | G |——|-—

A
B >

1

2 |unit |Fund [Account [Project [ciass [peser [uan =
3 L g "3640 000 00 Reclass-United Way Alloc -72119.000
4 L " 2660 45 01 Reclass-Investment Revenues 0.000
5 L " "s001 013 20 Contributions-FOS ~£0000.000
6 |L " "s089 013 "0 Prov for Unc-FOS 4000.000
7 L Kl "a071 054 20 Contributions-Project Sales 0.000
8 |L " "a071 580 90 Contributions-Project Sales 4166 000
o |j== Taz01 11 a0 Contribitinns SE_Sponsprshin 0000

Typical steps to format....

1- Click on Cell A1 and drag the cursor right to cell E1.

2- Click on the “Merge and Center” button (Your version of Excel may have a different menu look).

3-A - Click on the blue cell between “A” and “1” to highlight the entire sheet.

3-B — Place the cursor on the line between column “E” and “F”, when you see the symbol double-click.
4- Click on Column “G” and drag over to the last column of data (in this case column “R”).

5- Click on the “,” button (Your version of Excel may have a different menu look).

The result will look more like this. You may want to add the year to the title row by clicking on the cell,
press F2 and add the text.

A | B & D E F G H J K L

1 Budget Spreadshest - Fis Yeal - 2012

2 [unit]Funa|Account|Project]class]Deser [aan [ FeB [mar — TarPr [ may [[aun [[au
3 (L 3840 000 00  Reclass-United Way Alloc (72,119.00) - - - - -

4 o= "aee0 045 D1 Reclassnvestment Revenues - - - - - -

5 L= T 013 a0 contributions-FOS {40,000.00) (155,000.00) (77,000.00) (50,000.00) (35,000.00) (20,000.00) (149
6 Lm 1 a1z 0 Provfor unc-Fos 400000 1550000 600000 500000 350000 200000 7,7
7 (L Taom 54 90 Contributions-Project Sales - - - - (2,000.00)

8 L= Taori a0 .0 Contributions-Project Sales 4,166.00) (4,166.00) (4,166.00) (2,083.00) (2,083.00) (2,083.00) (2.0
o L= 201 011 .0 contributions-SE-Sponsorships - - - - - -
0= 201 15 a0 contributions-SE-Sponsorships

111 "I 'ﬂ'jrl‘l """‘ 'EII'I Lontributi L] il Yal Lalirs

14.2.4 Query - Actual Spreadsheet — Repeat the search and format patterns above.
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14.2.5 Query — Budget Single Period — Repeat the search and format patterns above.
14.2.6 Financial Information

Navigate to the page named “Ledger Period Comparison”

Favorites = Main Menu > General Ledger > Review Financial Information > Ledger Period Comparison
- - - -

The first time you access this page, create an Inquiry Name such as “COMPARELED” and save it for future
use.

Favorites -
-

Main Menu > Genera\vLedger > Review Fmanria\ Information > Compare Across Ledgers [

Compare Across Ledgers

Ledger Criteria
Inquiry ' Unit "Ledger *Ledger *Year *From Period *To Period
2
COMPARELED. (660 @ BUDGET | [zlactuats o- 0ze, [5] 1a (6] 2
r
“Curren *Amount to display Percentage/Amount Max Rows
usD POSTED _TOTAL AMT |,  Amount - 600

1- Enter your Business Unit

2- Select “Budget” from the search list

3- Select “Actuals” from the search list

4- Enter the fiscal year

5- Enter the first period in the range (for budget usually 1).
6- Enter the last period in the range (for budget usually 12).
7- Enter USD

8- Click on Search

[C] Display Chart

[ Customize | Find | B | #8 F El 142 0f12 IF Lasi

Chartfields ChartField Value Info ChartField Value Set Update/Add Sum By Value Required Order-Bya

1|Project ’70\ (i ] ‘70\ Update/Add (& _3

2 Book Code < ® | @ Update/Add ]

3 Fund Affiiate [ la| & [ @ UpdaelAdd m|

4 Budgst Period [ Ja| & [ @ Updatelsdd

5|Scenario ]7 Q ® [ @ UpdatelAdd

E.Adjustment Type ’7 Q o | Q,  Update/Add ]

7 Department ’70\ (i ] /7Q Update/Add =]

8 Product <Y ® | @ UpdatelAdd

9 Account [ la| @& [ @ UpdatelAdd B 2
10 Class Field [ a ©® | O UpdatelAdd 0 4
11 Affiliate < o | Q, Update/Add
12/Fund Code ]70‘ o | @, Update/Add 1

“Uncheck” the box in the “Sum By” column for “Account”.

“Check” the box in the “Sum By” column [in order] for Fund, Account, Project & Class Field

Then click on the column label “Order-By” on the right. Wait... Click it one more time and you should
see the screen below:

Boy Scouts of America

Page 5



Budget Process using PeopleSoft Financial 9.1

[7] Display Chart Search
Customize | Find | E | B it 1420f12 1 Last
Chartfields ChartfField Value Info ChartField Value Set Update/Add Sum By Value Required Order-Bya
1|Department ’70\ (i ] ’7Q Update/Add B
2 Fund Aflliate [ a | ® [ |a |Update/Add =
3 Book Code [ la @ | | |Updatesadd ]
4 Affiliate [ laa @ [ @ |Update/add ]
5| Adjustment Type [ e ® | @ |UpdatelAdd ]
6/Scenario (< § ® | @ |Update/Add
7 Product [ la| @& | |a |Update/Add =
8 Budget Period [ e ® | |a |update/Add
9 Fund Code L @ ® [ & updaterad
10 Account ’70\ OQ Update/Add =
11|Project 1 ja| @& [ |a |updateAdd
il

1- Enter Fund # desired in the “Chartfield Value” column
2- Select “REVENUE_EXPENSE” for account in the “Charfield Value Set” column
3- Select a project number from the search list in the ”"Chartfield Value” column
4- Click “Save” to hold your selections.
5- Click on “Search”. You will have to scroll down to see your data.
Period 4,56 Period 7,8,9 Period 10,1112 |_1|
Fund Account Project Class BUDGET1 ACTUALS1 Variance BUDGET 2

11 4401 n 90

21 6701 an 21

3|1 6703 n 21

a1 6704 n 21

51 6709 3N 21

12|Class Fie\di Q (i) Q| Update/Add 4

Fund

i

61

71

Account
3640
3640
3660
3900
3900
4001

4069

Project

000
000
045
000
930
013

013

1- Click on the icon to “Show All Columns”

Customize | Find | ™® “B#" Fiof B 4600 of 600 17 [as
I

BUDGET 1 ACTUALS 1 Variance BUDGET 2 ACTUALS 2 rram:e E.IUDG-E ACTI
00 72119.00 72288.10 169.10 K
01 72288.10)  -72288.10
o1
00 -2063 00 2063 .00
00 466474 4664 74 466474 466474 4¢
90 -40000.00 45317.00 5317.00)  -155000.00 13843737 -16562.68/-7700000  |-8
90 4000.00 3108.53 891.47 1550000 12402 81 3097.19/6000.00 1€

1- Check the numbers (as 1-600 of 600) This is an indication that you need to expand the line limit above
to a higher number. You should see something like 1-647 of 800. Then you have it all.

2- Click on the Download Icon o to move to Excel®. Format as desired and filter if needed.
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14.1 Budget Gathering & Upload

After staff and volunteers have done the work of detailed budgets, the recommended approach is to have
those budget submitted back to the council with detail of each account and the budget values for any period
in the budget year. For best results the format should be:

GL Account I Periods | Enter Debits as a Positive| [Enter Credits as a Negatiy

Fund Account Project Class Jan Feb Mar Apr " May Ton Jul Aug
1 6801 444 20 Typical of an activity that is deferred until June. (5,600.00)

1 8301 444 20 All the budget is in June (or later months). 4,800.00 —

OR Thru December.

1 4001 000 90  (250,000.00) (400,000.00) (280,000.00)  (12,500.00)
OR
1 7002 000 99 68,500.00 68,500.00 68,500.00 72,600.00 72,600.00 72,600.00 72,600.00 72,6

14.1.1 Uploading Completed Budgets

The council should have an excel spread sheet for gathering the budget data for uploading. The standard
format is a file named “Journal Upload and Budget Upload Gathering Worksheet”. The workbook
contains instructions, a template to gather budget detail as above, and an upload formatted sheet for
each month of the year.

Once gathered, budget numbers can be copied into a template that will upload them directly as journals
into PeopleSoft. They arrive as unposted general journals which can be changed, edited and then posted
or deleted for a retry.

14.1.1.1 Using the Gathering Template

Task #1 Open the Excel® Spreadsheet “Journal Upload and Budget Upload Gathering
Worksheet”

Task #2 Fill in the Set-up Tab (Business Unit and “USD”) as below. This will be saved and will be
retrained for future loads.

Fillin the two cells below

L556  PeopleSoft Business Unit (usually L999 - Council Number)

USD  Currency (USD unless otherwise directed by user)

Data Preparation Steps:

Step 1 Gather your data for journal upload. This can be to either ACTUALS of BUDGET ledger as indicated by the tabs below.
Step 2 Organize your data in the order of colums as in the selected "Master” tab below. The order is important. Arranged y
Step 3 Copy your data from your source and 'PAST SPECIAL - VALUES" only into the selected "MASTER" sheet for either Actu
Step 1 After all the budget data you wish to load is placed into the Master Tab. Count the number of lines in your data belo
Step 2 Open your import file JRNLL.LC.xls - Set up your Header for your Business Unit including the date that is in the perio
Step 3 Add the number of rows in the JRNLLLC.xIs file that will match your data rows.
This is done by clicking the button shown at the right here and entering the number of rows to add | .

Step 4 Start with

Then add Row numbers in the upload template so they match your data and there is a row number in the grey portio
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Task #3 Copy and Paste or load the data being returned from budget work into the gathering

document.

B [ D E F (€] H 1 J

L

N

/ Paste your Data here beginning with Cell C4 across the months you are entering now. USE THE PAST SPECIAL - VALUES setting.

Header I l{ GL Account Periods Enter Debits as a Positive  Enter Credits as a Negative
BusUnit  Ledger Fui Account Project Class Jan Feb Mar Apr Jun Aug
L556 BUDGET 1 6801 444 20 (5,600.00)
L556 BUDGET 1 8301 444 20 4,800.00
1556 BUDGET 1 4001 000 90 (250,000.00)  [400,000.00) (280,000.00)  (12,500.00)
L556 BUDGET 1 7002 000 98 63,500.00 58,500.00 63,500.00 72,600.00 72,600.00 72,600.00 72,600.00 72,600,

Introduction

Contents

negative number.

REMEMBER: Debits are entered as a positive number. Credits are entered as a

Do not budget for deferred months on projects that are deferred.

Task #4 Copy the data from the “Jan” tab into the upload template (January budgets)

pasting data.

HINT: First look at the “Jan” tab and count the lines you are about to copy to
the upload template. Go to the bottom of the data and look at the Excel® row
number then subtract 1 from that number. This will allow you to open the
correct number of rows in the template for pasting. See instructions below on

Task #4 Upload January budget data into the GL. After a successful upload, you will repeat the
steps above and copy/upload “Feb”, “Mar” etc. Be sure you change the effective date on the

upload template to match each month.

14.1.1.2 Loading Budget Data into Upload Template (JRNL1._ LCxls.xls)

Journals can be uploaded into PeopleSoft. This process can be used for

both the BUDGET and ACTUALS ledger.

This document contains these topics:

Topic See Page
Section 1 — Folder Structure 1
Section 2 — Set up 2
Section 3 — Enter and upload a new Journal Entry 4
Section 4 — Edit and Post the journal in PeopleSoft 8
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Task #1 - Create the Folder Structure

Step Action
1 There are 3 files that must be in one folder in order for the Journal Entry
template to upload into PeopleSoft.

JRNL1
JrniLog
JRNLMCRO

B IRMLL._LCxls
@JrnlLDg
EF IRMLMCRO

**Best practice is to copy the entire folder and name the folder something
meaningful i.e. January 2012 ACTUALS, December 2013 BUDGET

Task #2 - Set up the template

Step Action
1 Open the JRNL1 spreadsheet. This is the template that is used to upload journal
entries into PeopleSoft.

ORACLE' Spreadsheet Journal Import
r Genetal ——— 1 Journal Sheets r Import Journals
-3 r off
Setyp DMew Tinport Now
f +fE
TNoies Filit Wik File
b
Delee
|
2
Copy

The user may see a message that asks if they want to Enable the Macros.
Click Enable
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Step Action
2 Click on Setup
3 Define Options and Defaults @
Header Defaults Message Options
Business Unit: L144| " Log Error Message only Ok
Date: 01012011 {* Log Successful and Error Message Cancel
Lo S EBLDGET v Display Messages Orline
Source: ] Docurment Sequencing Configure
User ID: Ii | Enable Document Sequencing
[ Enable Milkbook Default Document Type;
v fukoEen Lines _
Online Import Control
eneral Options Address: |http:,l',l'ntlwel:upp16.netbsa.nrg:814D||'xmllink,l'f
Language: User ID:
After successful import
(" Change import skatus ko Do Mat Irmpark
{* Keep impott status as Impart
[ Skip if Journal already exists
[ Skipif Journal has error
Enter the proper Business Unit
Enter the default date
Enter the Ledger Group (ACTUALS or BUDGET)
Enter Source: GJ
**All other fileds should default. The address represents the environment. Users
will be provided the Production address in the version provided during training.
Optional: Enter User ID (It can be loaded later)
Click OK
4 Define Options and Defaults EX
I: :I This is not a secured web address, Use it anynay?
el Mo
Click Yes
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Task #3 - Enter a new journal entry

Step Action
1 B
Tew
Click New
2 Mew Journal Sheet [
Mew Journal Sheet Mame:
Cancel
Wan 2013 Budged
Enter the Journal Sheet Name i.e. January 2013 Budget
Click OK
3 Spreadsheet Journal Import K
Journal Header EZEORA Journal I Ciate
§k|
Journal Lines
Syz D Jourmal IC Line # Unit Ledger Account Fund Clz
= v v v
+ | - | +| —| |:|| Select fields to copy from & previous line ¢
Click on the first plus sign under Jounal Header ll-

Boy Scouts of America
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Step Action
4 Establish the journal entry header
- Mew lournal Header @
Syshem 10: Description:
Uni: [caad]
Journal 10: |ME:=:T
Journal Date: 'W i ; c
Reference Mumber: [ adjusting Enkry: —
Cancel
Ledger Group: BUDGET Document Type;
Ledger: Doc Sequence:
Source: ] Adpustment Type:
User I0: Commitment Control Amount Type:
Journal Class: | ;l
Transaction Code: -ﬁ-iilc.ﬁr:? Location
Currency Information Reversal
Foreign Currency: I ¥ None
Effective Date:  |01/0Lj2011 ©* Beginning of Next Period
I— " End of Mext Period
Rate Type: £ Nest Day
Exchange Rate: I " Specified Date
Enter a description. The other values default in from the Set up step. The Unit,
Journal Date and Ledger Group can be changed from the default values in this
window.
Click OK

Boy Scouts of America
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Step

Action

HINT: Itis important to know who many lines of journal you are about to add.
If the journal is already in an Excel® sheet, you can count the lines before
copying the journal into this template. If you are creating it manually, you can
add lines as needed.

Spreadsheet Journal Import 8|

Journal Header ESEING Journal I

+ k|l & —| &/
Journal Lines

Sy D Jowrnal ID Line #  Unit Ledger Accournt Funid Cls
v [w v v

[ + D = | +.. —| |:|| Select fields to copy from a previous ling b

Click the in the Journal lines section for one at a time addition of lines.

L+
Click the sign to add multiple lines. Enter the number of lines needed for
the journal entry and click Insert.

+..
Insert Multiple Lines ﬁ

Mumber of Lines

From Line: Insert

To Line:

L1

Cancel

r

The minus signs can also be used to remove one line at a time or multiple lines.

=]=]

Boy Scouts of America

Page 13



Budget Process using PeopleSoft Financial 9.1

Step Action

6 Journal Header IS '.InurnaID Date
1007 LSS6  '00000DOT76 1/31/2013  January 2013 Budget Load

+ | 57 [ E| - |5
Journal Lines

Sys ID Journal ID Line# Unit Ledger Account Fund Class Project Currency Amount Description

v v i ird v i~ Iv i i

+ | — | +.. | T | | Select figlds to copy from a previous line by marking the checkboxes under each field.

1007 0000000776 1 ACTUALS 8001 ¢ 30 "ooo usD (27,214.86) Budget Load
1007 'Ooooo007TS 2 [556~ ACTUALS 4069 K "50 "oo0 usD 272149 Budget Load
1007 'D0000DOTTE 3 556  ACTUALS 4201 K "0 56 usp (5,000.00) Budget Load
1007 'D000000TTE 4 L556  ACTUALS ‘4249 ( "0 56 USD 500.00 Budget Load
1007 '00000007TS S L556  ACTUALS 4401 K "50 25 usD (10,000.00) Budget Load
1007 0000000778 & L556  ACTUALS 4704 K "50 "s00 usD (8,000.00) Budget Load
1007 'D00000DTTE T 556  ACTUALS 4702 K 30 "a00 usp (2,500.00) Budget Load
1007 0000000776 B 556 ACTUALS 8501 ¢ 30 ‘027 usD (22,000.00) Budget Load

Enter your data in the grey area and in this exact sequence: Business Unit,
Ledger, Account, Fund, Class, Project, Currency (USD), Amount and Description,
and start in the cell circled in red here. If you are pasting from another
spreadsheet in the same format, please use the Paste Special = Paste Values
method of pasting copied data. This example is a budget load.

Note 1: Amounts must be entered as a positive number for a Debit and a
negative number for Credit when using the journal entry upload template.

Note 2: All the lines in template must be filled — No empty lines. If you have
too many lines opened for your data, delete the empty lines.

Note 3: When uploading budget or journals from another spreadsheet, make
sure the columns are in the correct order to match this template and then copy
the data in the source spreadsheet. Paste (using “Paste Values” function) in the
grey area above on line # 1 of the open area. The template will not let you paste
or enter data in grey area without lines being open. Using the “Paste Values”
function of Excel® will eliminate any formulas that are in the source data.
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Step Action

EI To upload to PeopleSoft Click the green cylinder located at the top of the
Spreadsheet Journal Import.

Impaort Journals Mow ﬁ

— - *
http://ntwebpp 16.netbsa. org: 3140 fumllink FSTSTI1/

User ID: |

Password: | Cancel

L

Enter your user ID (ALL CAPITAL LETTERS) and password.

A message will appear to indicate that the upload was successful or has errors. If
there are errors return to the journal upload template and correct, then re-
upload (click the green cylinder) and enter your user ID and password.

8

ot Use the “Home” button to get back to the main menu.
NOTE: Once journals are loaded, the template archives them for reference. You
can see and mange them using the Edit and Delete buttons.

g

Edit

b
Delete

)

Copy

Task #4 - Edit and Post the journal in PeopleSoft

| Step | Action
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Step Action

1 Log into PeopleSoft. Navigate to Create/Update Journal Entries.
General Ledger> Journals > Journal Entry > Create/Update Journal Entries

ORACLE"

Favovrites MainvMenu » General Ledger > Journals > Jowrnal Entry > Createf/Update Journal Entries

Createf/Update Journal Entries

Enter any infarmation you hawve and click Search. Leave fields hlank for a list of all values.

Find an Exi: Add a Mew Walue

Lirnitthe nurmber of results to (up to 300y (300

2 Search for the journal that was just created. Edit and Post journal.
*For further instructions on editing and posting a journal. See the General
Ledger section of the user guide or help function within PeopleSoft.
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