Reconciliation and Documents Guide

Journal Entry (SA, ZJ, ZB, AB, & ZZ)

A journal entry is an accounting document containing debit and credit
postings to the general ledger. Journal entries are used to transfer funds
from one account to another for payment of various services, materials, etc.,
and used to correct postings if needed. Journal entries can be posted to
one or more departments within one company code (single company code
entries) or across company codes (cross company code entries).

Journal entries are:

e Manually keyed into R/3 (Document types SA, ZJ, ZB) by anyone with
authorization in any Duke department.

e Processed by Accounting Services (Document Type AB) to reverse
accruals / deferrals entered in the previous month (Document Type ZB).

e Entered from electronic system feeds into R/3 by Accounting Services
(such as Document types ZZ).
Two journal entry examples follow (see screens below):

First, this Display Document: Overview screen is a Single Company Code
entry manually keyed as Document type SA, ZJ, or ZB.

Seftings  Extras  Environment  System  Help
2100 ¢@e DHE Do OF @E
Document Overview - Display

Document  Edit  Goto

Use Page Up and Page
1] Save sEN B .
1 Hz7B8WAdrNAFeREERE 3 [ T @@ @ Down buttons if needed.
o
2 Doc.type © SA [ G/L account docyl Ormal ducum# \ ._4|
Parked by CDILLARD Posted by HRWPLEUR |
Doc. Mumber 180145306 Company code  @E1D Fiscal year 2004 . .
/ Doc. date 0471342004 Posting date g04/13/2004  Period 10 7 The Overall field dlsplays here 0n|y
4 Ret.doc 1086815 < it d
Doc . currency usp
/ Doc.head.text IC Confocal 410 User Fee ! entry pOSte across Company
6 5 codes (see next example).
8 Itm| PE | Account |Account short text Cost Cir|WBS elem. |Profit Ctr|Fund Text Amournt
1|40|545008 |LABORATORY & RESEARC 3034858 (1199003 | 3034852|IC Confocal Usage D30804-D0a| 48410
2| 40| G4500A | LABORATORY & RESEARG IA3RE50 (1199808 | 303806A| IG Confocal Usage D3NB04-D0h| 403 20
3| 40| G4500A | LABORATORY & RESEARC| 4314082 1189998 | 4314092| IC Confocal Usage D3A801-91 5500
4| 40| G4500A | LABORATORY & RESEARC 3330300 (1199808 | 3330380| IG Confocal Usage D3ASO1-P2 £83 68
5| 40| 545000 | LABORATORY & RESEARC|162236A 1189998 | 1522360| 1C Confocal Usage D30804-93 9z 50 | 7
B 40| 545000 |LABORATORY & RESEARC 3A3G292 (1199898 | 3038282| IC Confocal Usags D3AS04-04 17 50
7| 4| 545000 |LABORATORY & RESEARC 3035117 1199888 | 3035117| IC Confocal Usags D3AS04-D5 83 97
84| G545000 |LABORATORY & RESEARC 334576 (1199898 | 3034876| IC Confocal Usags DIASD4-D6 1480
94| 545008 |LABORATORY & ge B3AZA4-HT 62 50
10|48 |545008 | LABORATORY & . . . . boe 030804-89 | 1,235.39
11| 40|64s000 |Laporatory ¢ THiS example IS dlsplayed n o 030804-09 15.75
12|40 |645000 |LABORATORY & . . boe 030804-10 37.24
13| 4n|s4s000 [Lapcratory ] the ALV Classic List Iayout. Loe 030804-11 22 50
14|48 |645008 |LABORATORY & bue 03080412 17.50
15|48 545008 |LABORATORY & e 030804-13 238,50
16|48 545008 |LABORATORY & RESEARC 3035005 (1199098 | 3035005|I1C Confocal Usage D30804-14 43.75
17|48 645008 |LABORATORY & RESEARC 3032530 [1199098 | 3032538| IC Confocal Usage D30804-15 144,25
18|48 545008 |LABORATORY & RESEARC 3330283 (1199098 | 3330283| IC Confocal Usage D30804-16 15.00 | L
19|48 | 645008 |LABORATORY & RESEARC 3330038 [1199008 | 3330038| IC Confocal Usage D30804-17 22.50 | [=]
/ \. / D3 PRZ 100 rdas03 0% p
/ \/ l \“( L \ &
9 10 11 12 | 13 | 14 | 15 16 17
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Journal Entry Document (cont.

Second, this Display Document: Overview screen shows a Cross-Company
Code journal entry entered as an electronic system feed (Doc. type ZZ).

&7
Document  Edit Goto  Seftings Exras  Environment  System  Help SAP
3dH Qe LM B Had HE @
Document Overview - Display | 3

7z W4 rMaTF & S [ sae T [@ & Usepageupandpage
Doc.type @ ZZ m- Ji ) Normal docul DOWH bUttOﬂS |f needed.
Doc. Wumber 600022284 Company code ag1g Fiscal year 2004
Doc. date 04715/ 2004 Fosting date 8471542 Feriod 1
Ref. doc JW1014088 Owerall na B6B0000981BO5!
4 Doc. currenc: v USD ,
Doc.head. text Apr 2004 License Rene 7 5
Itm|PK [Account [Account shart text|Cost Ctr|WBS elem. |Profit Ctr|Fund Text Amoun
8 1|48 (697608 [TAXES AWD LICENSES|1522780 1199998 1622700| Licensel Renewa 1 Mpr 28084 DU 653 26.50
2|40 |B97E00 | TAXES AMD LICENSES| 1566005 1199993 1566005( LicenseRenewal Apr 20084 DU 650 15.00
3| 40|B97600 | TAXES AMD LICENSES| 1566005 1199993 1566005( LicenseRenewal Apr 2004 DU 651 15.00
4| 40|BA7600 |TAXES AMD LICENSES| 1579185 1579185 1579185| LicenseRenewal Apr 2004 DU 664 28.00
5| 40|637600 |TAXES AND LICENSES|1573185 15748185 1579185| LicenseRenewal Apr 20084 DU 665 28.00 | |
G| 48 |6GA7GOA |TAXES AMD LICENSES| 15703185 1673185 1679185( LicenseRenewal Apr 28084 DU G667 28 .00
7|48 (687608 [TAXES AMD LICENSES|1579185 1679185 1678185| LicenseRenawal Mpr 2884 DU 668 28.00
8| 40 (697608 [TAXES AMD LICENSES|1579161 1679161 1579161 | Licensel Renewa 1 Mpr 2804 DU 795 26.50
9| 40 |BO7E00 | TAXES AMD LICENSES| 1579334 1579334 1579334[ LicenseRenewal Apr 2004 DU 796 25.00
10| 40 (697600 |TAXES AMD LICENSES|1561018 1199993 1561010( LicenseRenewal Apr 20084 DU 854 25.00
11| 40697600 |TAXES AMD LICENSES|1566007 1566007 1566007 | LicenseRenewal Apr 20084 DU 855 26.50
12| 40 [GS76@0 |TAXES AMD LICENSES| 1563060 1563060 1563060 LicenseRenewal Apr 20084 DU 856 25.00
13| 40 [AO76@0 | TAXES AMD LICENSES| 1563860 1663060 1663060( LicenseRenewal Apr 28084 DU 857 25 .00
14|40 (697600 [TAXES AMD LICENSES| 1566887 1666087 1666007 | LicenseRenawal Mpr 2884 DU 896 26.50
” 697 TAXES Al ICENSES| 1543185 16540185 16578185|Licensel Renewa 1 Apr 286g DU 986 28 *
18, B976 TAXES APPYLICENSES| 1 006 i il 150M06( LicenseRenewal Apr 2008DU 962 25. 00 ™
/ 40 (BI7600 WALESAND LICENSES| 1566006 1566006 1568006( LicenseRenewal Apr 2004 QU 969 25.00 \
18| 40{697600 AND LICENSES| 1549185 1599135 1579185[ LicenseRenewal Apr 2004 DNHC 180 25.00 K&
697608 ICE lenseRenawal Apr 204 25.00 [«
9 10 RATRAR 11 TF| 12 13 14 15 pnsrRenREAT Ao 2R 16 2R AR [l 17

Key pieces of information:

Note: To adjust the width of all columns, follow the menu
path: Settings - Columns - Optimize Width.

1. Document Type = a two digit value that identifies the type of document
(e.g., SA = a manually keyed journal entry). Refer to the Document Type
List in a previous section of this Guide for more details.

2. Parked by and Posted by = the Parked by field contains the User ID for
the person who created the document via the park transaction. The
Posted by field contains either the User ID for the person who posted the
document (prior to early 2006) or “WF-Batch” to indicate the entry was
posted via workflow approval(s) after early 2006.

3. Document number, Company code, and Fiscal Year = assigned R/3
document number for the company code’s set of books. All three fields
help to identify the document in the system.

Note: A cross company code entry creates a separate
document with a unique number for each company
code charged, containing only that company code’s
line items. Therefore, users will only be able to
see the document and line items charged to the
company code in which they have security
access. All documents are linked with a cross
company code number, which is outlined below.
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Journal Entry Document (cont.)

4. Document Date = the document date that was keyed in the header when
the document was created.

5. Posting date and Posting Period = the date that the document was posted
and corresponding fiscal period in which the posting occurred.

6. Ref.doc. (Doc. Types SA, ZJ, ZB, or ZZ) = an eight digit reference
containing the Assigned JV number (Ex: JV060132) defined as:

JV Journal Voucher (same term / meaning as journal entry or
Transfer Journal Voucher - TJV)

Next 2 digits | (Example: 06) The fiscal period of the entry.

Last 4 digits | (Example: 0132) A 4 digit number assigned to the “owner” of a
journal entry. The number identifies the nature of the entry and
a department contact name and phone number for any
guestions. The number can be used to find this information on
the Assigned JV List located on the web at

http://www.finsvc.duke.edu/gap/assignedjv.php

7. Overall no. = a number that links all the document numbers created
from a cross company code journal entry:

e The first 10 digits = a leading zero + the 9 digit R/3 document
number created for the company code entered on the header.

e The next 4 digits = the company code that was entered on the
header screen.

e The last 2 digits = the fiscal year posted (for all the documents).

8. Doc. Head. Text = generic text that pertains to all line items of the
journal entry and was entered on the Document Header initial screen to
provide a brief description of the nature of the journal entry.

9. Itm (Item) column = the line item number for each line of the entry
which helps in the drill down process from a report (see note below).

Note: When drilling down into a journal entry from an
amount on a line item report, the entire journal
entry is displayed. The journal entry may contain
numerous lines posting amounts to many accounts
across Duke, i.e., the line item double clicked on is
ONLY one line of the journal entry. The line item
number is available on the reports and should be

used to locate your line item (use the Page down
button if needed).
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Reconciliation and Documents Guide

Journal Entry Document (cont.)

10.

11.

12.

13.

14.

15.

16.

17.

The PK (posting key) column = the posting key indicating a debit (40) or
a credit (50) to a particular G/L Account and Cost Object.

Account and Account short text columns = the six digit G/L account and
corresponding short text description of the G/L Account that is being
charged/posted for this line item.

Cost Ctr column = displays the Cost Center posted for this line item if
applicable (blank if a Profit Center or WBS Element was posted).

WBS Elem. column = displays the WBS Element (Project) posted for this
line item if applicable (blank if a Cost Center or Profit Center was posted).

Profit Ctr column = displays the Profit Center posted for this line item if
applicable (blank if a Cost Center or WBS Element was posted).

Note: The ALV Classic List displays all three of the
above columns (Cost Center, WBS Element. or
Profit Center). If your display has been changed to
the Classic View (standard SAP display prior to 2004
upgrade) then your screen will not contain columns to
show Profit Centers and WBS Elements for line
items posted to those types of cost objects. Profit
Centers and WBS Elements can be seen from the
Classic View by double clicking on the line item to
view the detailed line item screen.

Fund column = displays the Fund (for Funds Management which only
applies to Company Code 0010) posted for this line item if applicable.

Text column = free-form text entered for each line item posted to
provide a short description that applies specifically to that line item, i.e.,
debit or credit. Text does not appear on all journal entry line items. Text
from this field also appears in the Name field on some report screens
and is why it is important to enter text on journal entry line items.

Amount column = the amount posted as a debit or credit for each line
item of the document. Credits are indicated with a minus sign. The
sum of all debits and credits must net to zero before a journal entry can
be posted.

Note: The Fund Characteristic column contains the 10
digit BFR Code(Org. Unit) for Company Code 0010.
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Journal Entry Document (cont.)

From a Journal Entry Accounting document (Document
Overview - Display) screen:

To view details about a particular journal entry line item:

Document Edit Goto  Seftings  Exras  Erwironment  System Help

& 30 H e BHRE DTOH0 FHE @0

Document Overview - Display
G2 44 E&ETFEFESES @ chose [@save T E & [E W Tacdaia [l [F)

I«1l]

Doc.type : 22 ( Interface - J¥ ] Normal document

Doc. Wumher 600022284 Company code ge1o Fiscal year 2004
Doc. date 04/15/2004 Posting date 04/15/2004  Period 18
Ref doc Jvip14o8 Owerall no OEOEEEE931085604

Doc.currency ush
Doc.head.text Apr 2004 License Renewals

1 \ Itm|PK|Account |Account short text|Cost Cir |WBS elem. |Profit Ctr|Fund Text Amaun
1(40|697600 |TAXES AND LICEWSES| 1522700 11999498 1522700(LicenseRenawal Apr 2004 DU 553 26.50
2(40 697600 |TAXES AND LICEWSES| 1566005 1199848 1566005(LicenseRenawal Apr 2004 DU 650 15.08
3[40 |BITGOA |TAXES AND LICEWSES|1566HE5 1199998 1566005 LicenseRenewal Apr 2084 DU 651 1508
4(40 697600 |TAXES AND LICEWSES| 1578185 1579185 1579185 LicenseRenewal Apr 2004 DU 664 25.00
51401697600 ITAXES AND LICEWSES|1578185 1579185 15791851 LicenseRenawal Apr 2004 DU BES 25.00

1. Double-click on any line item to view the Display Document: Line Item
### screen (shown below).

[BEENGE = st EER e CGEEE 6 |Use Next Screen and Previous
Screen buttons to view other

o Displayw 006 line items. if needed.

T 2w a3 & More data

GIL Account! BA7E00 TAXES AND LICENSES
<

Company Code 0813 Duke Univer ih;

/ Line ltern 6/ Dehit entry 5 40 /
3 Amount 28.00 JsD
Tax code I8 oB50
Jurisdict. Code HWCEREREEE

oc. ho. 6000222

Additional account assignments

Cost Center 1579185 Crder
4 { Frofit Center 1579185

WHS Element

Aszsignment 000145759185

Text LicenseRenewal Apr 2004 DL 657
5 T

| b [PROD 1y (100) Pl prdas01 | ovR 2

On the Display Document: Line Item ### screen, the following
information may appear depending on the line item selected:

2. Information from the previous screen, like the G/L account and
description, Company code, Document number and Amount for the
line selected.
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Journal Entry Document (cont.)

Information like “Line item 1/ Debit entry/ 40” = link to the previous
screen, including the line item number drilled down upon, the type of
document (debit entry), and the posting key (40).

Additional account assignments section = the Cost center, WBS
element (projects), and/or Profit center (revenue) to which the amount
was posted. An asset or liability posting will not display these fields and
may have a Fund field instead.

Text field = free form text pertaining to the line item.

If needed, use the E Next item and E Previous item buttons to
scroll through the detail of other line items as well.

To return to the Document Overview — Display screen, click on the
Document Overview button or the Back button.

From a Journal Entry Accounting document (Document

Overview - Display) screen:

To view the extra text (audit documentation) if applicable:

Note: The following steps are done from the Document:
Overview - Display screen. The text applies to all
line items, can be displayed from any line item, and
supplements the short text entered on individual line
items. The text serves as audit documentation.

Extras  Enwironment
Document header Fs f 49 &Y | &

Texts.

System  Help

Correction request shit+Fz B Save T (B o9 Tant data =

1.

Doc.type : 5A ( G/L account document ) Normal document

Parked by COILLARD Posted hy MRUWILELR

Doc. Number 100145396 Company code get1n Fiscal year 2004
Mar Mata AAt1d9nRs Pactinn data AAM A0 Parind 1

Follow the menu path to display the Texts in Accounting Document
screen (shown next page): Extra — Texts...

_____________________________________________________________________________________________________________________________________________|
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Journal Entry Document (cont.)

in Accounting Document

iProposed language:  EN English

S|L..|Description 1stline

2 Correspondence
™~ EniNote

Fayment advice infarmation

Confocal 410 usage fee:

==

LD [«]D IS

[ [ L[]
5 N

v [ZEBE

2. Double click anywhere on the Note line (or on the word Note) to display
the Display Note: 0010... screen (shown below).

Text Edit Goto Format  [nsert

Bl CEe BHE 80 La BHE @@

Dis TT010010 62004 Language EN
4 [ & Formats | o3 &)

Falawauh, Ieft-aligned 1 | Char Fomats 3

3 / nfocal 410 usage fee: =

System  Help

icroscops use: 510.00/hour
Morkstation use: $2.00/hour
UV laser use: $515.00/hour

Billed for Heather Solari (Confocal Manager) in the DCMB
Departmart, LSRC Bldg.

Back-up for billing will be kepted in the DCMBE Accounting office

land with Heather Solari.

Carla M. Dillard
[DCME Group

E{lj‘*ﬂl’fﬁ _,lll
\ U | PRD 1y (100) PFl | prdasot | ovR Vi
Note: The text appears on a gray screen and cannot be

changed in the display mode.

3. To print the text, click on the Print button (Ctrl+P), and follow
printing steps outlined in the Display Document section of this Guide.

4. When done, click on the Back button (F3) to return to the Texts in
Accounting Document screen.

5. Click on the Continue button (Shift+F1) to return to the Document
Overview - Display screen.
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Journal Entry Document (cont.)

From a Journal Entry Accounting document (Document

Overview - Display) screen or any other screen:

To see header information about the entire accounting

document:

Diocurnent  Edit

Goto  Settings  Extras  Ernwironment  System  Help

Bl H@a@ CHE DDhon EE @ m

1 ent Overview Qisplay
o84 MNE &

| B¢ F&a [@ choose [@ save TF B & [ Taxdata #

\ - 4

K1

[ (0]

D [PRD (1) ¢100) P2l | prdasit | ovR

1. Click on the 22l Document header button to display the Document
Header screen (shown below).

—>

—>

\

11

L~

13

Docurment Header: Campany Code 0010

Doc.Header Text
Seguence nurmber

Reference

Currency

Ref procedure
Reference key
Entered by
Entry date
TCode
Changed on

¥ R

54 GIL account document

IC Confocal 410 User Fee

100915 Document Date B4413/2004 4// °
Posting Date 04/13/2004 <€ 6

sD Posting Period 101 2004 ‘\\ 7

BKPF  Accounting document

0100145396061 02004 Log.Systern  PRDTOE

HRWILBUR Parked by COILLARD  4—T | 10

b4/13/2004 Time of Entry 1608657 1\\

FEYE 12
Lastupdate

17

g

14 - 16 The Reversed by, Revers.Doc.For, and

Reversal Reason fields will only be displayed
below the Changed on field if document is
part of a reversal.

On this screen, a sampling of the possible information that
may appear is (but not limited to):

2. Document type = Type of document for a transaction. See the
Document Type List for a complete listing of document types.

3. Doc. header text = free-form text field that provides a description or
information for the entire document.
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Journal Entry Document (cont.)

4. Reference field (Doc. Types SA, ZJ, ZB, or ZZ) = an eight digit
Assigned JV number (Ex: JV060132) defined as:

JV Journal Voucher (same term / meaning as journal entry or
Transfer Journal Voucher - TJV)

Next 2 digits | (Example: 06) The fiscal period of the entry.

Last 4 digits | (Example: 0132) A 4 digit number assigned to the “owner” of a
journal entry. The number identifies the nature of the entry and
a department contact name and phone number for any
guestions. The number can be used to find this information on
the Assigned JV List located on the web at

http://www.finsvc.duke.edu/gap/assignedjv.php

5. Document date = The document date that was keyed in the header
when the document was created.

6. Posting date = The date the entry was posted (defaults to current fiscal
period on a document being created unless changed).

7. Posting period = The fiscal period and fiscal year which defaults based
on the Posting date.

8. Reference key = a string of reference information including the
document number, the company code, and the fiscal year in which the
document was posted.

9. Entered by = either the User ID of the person that posted the document
(for documents prior to early 2006) OR “WF-Batch” (for documents that
were posted via the workflow approval process). If a User ID is listed,
that ID should not be used to find out who to contact with questions
about the document. Use the Assigned JV number in the Reference
field to determine who to contact for questions (see Reference field
above).

Note: Use the Assigned JV number to locate who to call with
guestions about a journal entry. IF NEEDED, use
transaction code ZTCD to look up the identity of a user per
the User ID that is listed in the Entered by or Changed by
fields, etc. On the screen, enter the User ID that was

displayed in a field and then click on the Execute
button. The name will be listed on the next screen. Use

the [®] Back button to see last login date and to exit.
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Reconciliation and Documents Guide

Journal Entry Document (cont.)

10. Parked by = this field contains the User ID of the person who created or
entered the document via the park transaction before the workflow
approval process actually posted the document (for documents dated
prior to early 2006, the parked entry was posted by the User ID listed in
the Entered by field as the means of approving the document).

11. Entry date = the document date that was keyed in header when the
document was created.

12. Time of entry = the exact time that the journal entry was posted
(displayed in military time format).

13. Changed on = If the document was changed at all (only text fields), this
would be the date it was changed.

14. Reversed by (if applicable) = if this original document was reversed
via the system, this field contains the document number that reversed
this original document as a link and reference (only displayed below
the Parked by field if document is part of reversal).

15. Revers.doc.for (if applicable) = if this document reverses another
document, this field contains the original document number (and fiscal
year) that was reversed (only displayed below the Parked by field if
document is part of reversal).

16. Reversal reason (if applicable) = The reason for the reversal. Use the
Drop-down arrow to view the detail of the reversal reason shown. The
most common reasons will be 01 for regular reversals and 05 used only
for accruals.

17. To return to the Document Overview - Display screen, click on the
Continue button (F7).
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Journal Entry Document (cont.)

To display any attached files (Word, Excel, etc.):

Document  Edit Goto  Seftings  Extras  Enwvironment  Systerm Help
& || afd H @@  SHE Ohon HE @ m
|@8| Document Overview - Display
ﬁ Create... " & F B B Fa [ choose [@ Save TP [ Tax data Eil
Attachment list
FErivate note
Do zument ) Normal document
pa Send ' | Posted by WF-BATCH
Do Relationships Company code oo1a Fiscal year 2007
Do Fosting date 1141072006 Periaod 05
ca  MWorkflow +
Re  my Ohjects ,
Do X
pg Helpforobject services ktachment
Itm| PK|Account |Account short text |Cost Ctr |Profit CL|WBS elem. |Fund Text Bmat
1| 40|6G46000 |OFFICE SUPFLIES AND (1573145 1199993 1573145| Testing fTile attachments o1
2|40 (646000 (OFFICE SUPPLIES AND |1573070 (1199998 18730708 ( Testing file attachments 108.(
3|50 |646000 |OFFICE SUPPLIES AND (1573123 1199998 1573123| Testing file attachments 20081
o.0

18. Click on the drop-down portion of the Services for Objects
button located in the Title Bar of the screen.

19. In the resulting drop-down list, click on Attachment List.

Serice: Atachment list
Oren 26 |@| 2| 3] Q&) |&|F |6 Fr) 8] 0]@=]H]
20 \WmentFDrUm001000925932007
[ |Creator Mame |Created On'|
zh262test |sTUDENTOO1 [11710/2006 |
W X

20. In the Service: Attachment List window, double click on the
attachment (anywhere on the line listed) to open the attached file.

Note: Review the opened file (Excel, Word, etc.) and close the
file window when done.

21. Click on the Continue button to close the Service: Attachment List
window and return to the posted document.
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Journal Entry Document (cont.)

To display an overview of the Workflow approvals from a
posted document:

ings Extras  Enwironment ystem  Help

200 @Ee DHE Dhon BE B

|28 Document Overview - Dispiay

& credte- "EE B % & choose @ save| TP [ B Taxdeta [H [E]
= Aftachment list
Do Brivate note ocument ) Mormal document
Pal  gend v Pozted by WF-BATCH
23 \ Company code ao1o Fizcal year 20086
\& Tre f Posting date A2F1BF 2006 Period [ak:]
Re ok flowe \ wiarkflowe overvien:
go My Objects v Archived workflows
o
——  Help for ohject services Start Workflow
Itm| PK|Account [Account short text Cost Ctr |WES elem.|Profit Ct|Fund Text A
1[50|1468556 [DUKE PRESS-BOOKS ALL 1001088 BKS JRNLS SLS 0210806 21,70
2[50|159356 (DU PRESS BOODKS ALL 1001000| BKS JRNLS SLS D210068 4, 57
3[50|208000 [(SALES TAX ACCRUED 1001000 BKS JRNLS SLS D210068
4| 50208100 |CANADIAN GOODS AND S 1001000 BKE JRNLS SLE ©21006 16

22. Click on the drop-down portion of the Services for Objects
button located in the Title Bar of the screen.

23. In the resulting drop-down list, click on the menu path Workflow —
Workflow overview.

On the resulting Data on Linked Workflows window:

Data on Linked Warkflowes
HIEPEDCEEEEEREIE
\Workflows for Current Context
Title Creation Date | Creation Ti..|Status Tazk
24 Process parked document 100163966 024 62006 10:31:27 Completed General ledaer parked do
[ KD
- 12:26:40 — -]
sent
Raoute
history 02/16/2006 - .
25 Scroll 12:26:44 WWE-Adrmir
down to message J
. . [[y_MGMTCTR] Approve jv parked document Work itern  02/16/2006 -
view Office 100168966 0010 Complete 12:26:45 LAURA TRAN
Docum_ent —— Completed D220ne 2006 e agin
Imk(s) if Email Sent 12:4M =
. [_MGMTCTR] Approve jv parked docurmem 024162006 -
applicable 100168966 0010 v LAURA TRAN
Update |
26 ¥

Original: 12/1/2002 Revised: 1/12/2009 3:16 PM Page 35



Reconciliation and Documents Guide

Journal Entry Document (cont.)

24. To view the history or work log for all the approvals completed for
the document before it was posted (i.e., view the names, dates, and
times of approvals done by the Department, Management Center, and
other Finance areas, as applicable per your approval rules), scroll
down the screen.

25. To view the Office Document attachment if applicable (e.g., the
Rejection Reason attached if a Completed Document was rejected
before it was posted), scroll to the bottom of the screen and click once
on the link.

26. When ready, click on the ¥2] Continue button to close the window and
return to the posted document.
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