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Ledgers  Journal Entry Processing  Enter One Time Journals 

When creating a new journal entry the system offers three options: 

1. Blank lines (four blank lines and a default type of DC) 

2. Recurring (allowing the selection of a “template” journal entry created 
for use on a regular basis) 

3. Posted JE 

Option one creates a blank journal entry with a default date and type (DC) that may be edited; four 
account lines will all be blank. 

Option two presents recurring journal entry templates. More information is found on recurring journal 
entries in GL-290 Recurring Journal Entries. 

Option three allows you to create a JE from a POSTED JE. 

1. CREATE NEW FROM POSTED 

 

 

When selecting from Posted JE, a selection screen is presented, sorted by Journal Entry number. The 
journal entries available for selection will be limited by security for each user.*See endnote.  
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Once the desired journal entry is chosen and the [1 Select] button is clicked, a screen will appear 
showing the details of the selected journal entry.  

 
 

Click on [1 Create JE]. A prompt will appear allowing the user to enter a journal number or accept the 
system generated journal number. Click [OK].  

 

  

Another prompt will appear notifying the user that the journal entry was created, with the assigned 
number, and that the entry screen will be displayed– click [OK]. 

The new journal entry is displayed, and may be edited and processed in the customary manner.  

2. REVERSE A JOURNAL ENTRY 

To reverse the source journal entry see the instructions on the following pages. Examples are shown for 
one sided and regular journals. 
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2.1. One Sided Journal Example 

 
Figure 1 Before the {W Swap +/]- 

To reverse the journal on which the new 
journal is based, use the [W Swap +/-] 
button on the left of the screen.  For one 
sided journal entries, the positive values 
will be changed to negative and vice versa.  
A message will pop up: 

Compare the image above with the image 
below for an example of using [W Swap +/-].  

 
Figure 2 After the [W Swap +/-] 

In the example, all of the line amounts were changed to negatives. Check and post the journal in the 
usual manner. 
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2.2. Reverse a Two Sided Journal  

For two sided journal entries (“regular” or “DC” type), the debits will become credits and the credits will 
be changed to debits. The image below shows a Debit/Credit journal entry with four lines.   

 

Figure 3 Before the [W Swap +/-] 

Clicking on the [W Swap +/-] button reverses the entries; compare the image above with the image below 
to see the result of using the swap.  Check and post the journal in the usual manner. 

 

Figure 4 After the [W Swap +/-] 

Additional information on Journal Entries is found in 
the Ledgers  Help Reference Library. 

 

 

_________________ 

 

*Only “BT” (Budget Transfer) journals will appear in the 
screen  if the user is limited to only BT journals on the User 
Profile Tab. 

 


