Review a Journal Entry

Scope

The CFO Accounting Division can review journals that have been entered
and/or posted to the General Ledger.

System References
N/A

Policy

N/A

Responsibility

SFA CFO Genera Ledger SuperUser
SFA (Program) GL User
Distribution

N/A

Ownership

N/A

Activity Preface

This activity is performed whenever the user needs to review accounting
information for a specific journal entry.

Review a Journal Entry-SFA CFO General L edger
SuperUser; SFA (Program) GL User
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1. From the “Navigator” window, Double-Click Journals. The Journal
ub- menu appears.

2. Click Enter and click the Open button. The "Find Journals’ window
appears.
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3. Enter in your search criteria.
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FY1: If you know the unique concurrent request ID, type a percent sign
followed by the concurrent request ID of the journal you would like to
review, followed by another percent sign in the Batch field (e.g.,
%123456%). If you do not know the concurrent request 1D, search by any
of the other criteria, such as Category, Source, ard/or Period.

4. Click the Find button. The “Enter Journals’ window appears.
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5. Ensure the appropriate row is highlighted and click the Review
Journal button. The “Journals’ window appears.
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6. Review thejournal to ensure accuracy of the debits and credits.
When finished reviewing, click the X button to close the “Journals’
window. The “Enter Journals’ window appears.

7. Click the X button to close the “Enter Journals’ window. The
“Navigator” window appears.

End of activity.

Copyright Oracle Corporation. All rights reserved.

Review a Journal Entry in GL PROA0016.DOC
Effective 09/05/01 Page 4 of 5 Rev 1



@

Review a Journal
Entry-SFA CFO GL
SuperUser

@

appears. (2)

followed by

would like to

When finished

button to close

close “Enter

appears. (7)

— From “Navigator”
window, Double-Click
Journals. Journal
sub-menu appears.

— Click Enter & click
Open button. "Find
Journals” window

— Type a percent sign

concurrent request
ID of journal you

review, followed by
another percent sign
in Batch field. (3)

— Click Find button.
“Enter Journals”
window appears. (4)

— Ensure appropriate
row is highlighted &
click Review Journal
button. “Journals”
window appears. (5)

— Review journal to
ensure accuracy of
debits & credits.

reviewing, click X

“Journals” window.

“Enter Journals”

window appears. (6)
— Click X button to

Journals” window.
“Navigator” window

@

Copyright Oracle Corporation. All rights reserved.

Review a Journal Entry in GL

Effective 09/05/01

Page5of 5

PROA0016.DOC
Rev 1



