
EXERCISE 1 – Create Standard Budget Journal Entry 

Navigate to the following:

General Ledger ( Journals ( Journal Entry ( Create Journal Entries ( Add a New Value

1. Create a journal

a. Long Description = Your first initial & last name – Additional funding from Allocations.

b. Ledger Group = Defaults to STANBUDG

c. Source = BDG

d. Line 1 = 

· Account = 660003

· Fund = 10003

· DeptID = 1003

· Scenario = FBT

· Amount = 1,000.00

e. Insert Line 2 =

· Account = 660003

· Fund = 10003

· DeptID = 1013

· Scenario = FBT

· Amount = -1,000.00

2. Save the journal.

3. What is your journal number?

4. Edit the journal from the on-line Process.

5. What is the status of the journal?

6. Print the journal from the On-Line Process

EXERCISE 2 – Create Standard Budget Journal Entry – Print Report
1. Create a journal

a. Long Description = Your first initial & last name – University Raise

b. Ledger Group = Defaults to STANBUDG

c. Source = BDG

d. Line 1 = 

· Account = 601201

· Fund = 10003

· DeptID = 1073

· Scenario = PBT

· Amount = 1,500.00

e. Insert Line 2 =

· Account = 601201

· Fund = 10003

· DeptID = 1082

· Scenario = PBT

· Amount = 21,500.00

2. Save the journal.

3. What is your journal number?

7. Edit the journal from the on-line Process.

8. What is the status of the journal?

9. Print the journal from the Report Process.    General Ledger > General Reports > Journal Entry Detail

EXERCISE 3 - Copy Journal Entries – Real Time

Navigate to the following:

General Ledger ( Journals ( Journal Entry ( Create Journal Entries ( Find an Existing Value
1. Copy the 1st journal that you created in exercise 1 by selecting the Copy Journal Process.

2. Hit OK.

3. New journal appears.  Change the header description to “Add additional Funds” 

4. Change the Departments to 1001 and 1002.

5. Hit Save.

6. Edit the journal from the on-line Process.
7. What is the status of the journal?

8. Print the journal from the on-line Process.
EXERCISE 4 - Copy Journal Entries – Process
General Ledger ( Journals ( Copy Journals ( Add a New Value

1. Run Control = XXJECOPY  (XX = your initials)

2. Use the 2nd journal that you created in exercise 1.  Reverse Sign.

3. Hit Run.

4. Run on PSUNX.

5. Check the process monitor to see if the job was a success.

6. Open the new journal and change the header description to “To Reverse Journal XXXXXX” (refer to the original journal).

7. Edit the journal from the on-line Process.
8. What is the status of the journal?

9. Print the journal from the on-line Process.
EXERCISE 5 – Delete a Journal
1. Create a journal

a. Long Description = Your first initial & last name – Transfer from Salary Savings to Supplies & Services

b. Ledger Group = Defaults to STANBUDG

c. Source = BDG

d. Line 1 = 

· Account = 601201

· Fund = 10003

· DeptID = 1028

· Scenario = FBT

· Amount = 2,500.00

e. Insert Line 2 =

· Account = 660003

· Fund = 10003

· DeptID = 1028
· Scenario = FBT
· Amount = -2,500.00

2. Save the journal.

3. What is your journal number?

4. Delete the journal.

EXERCISE 6 – Inquiry on Standard Budget Ledger

Navigate to the following:

General Ledger ( Review Journal/Ledger Data ( Journals ( Add a New Value 

1. Inquiry Name = XXINQUIRE  (XX = your initials)

2. Ledger = STANBUDG

3. Review journals that were done in 2003 for period 11.

a. Review the journal header and line information
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