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Run the Journal Entry Detail Report

In this guide, you will learn how to run the Journal Entry Report. You can display information for a
specific journal or multiple journals within a Ledger for a specific date or date range. You can limit your
inquiry to a specific module or agency, and journal status. You can also limit the data by selecting
specific ChartFields and ChartField values.

Steps to complete:
e Step 1: Enter the Report Criteria
e Step 2: Run the Report and Select the Output Option
e Step 3: View the Report

Step 1: Enter the Report Criteria

Begin by navigating to the report parameter page.

1. Navigate to the Journal Entry Detail page using the Instructions below.

Navigation Options Navigation Path

NavBar Navigator Green NavBar icon in Header, Navigator, SWIFT, General Ledger,
General Reports, Journal Entry Detail.

I & [~ ”

MavBar: Navigator

S < | General Reports *
-
H) .
— Journal Entry Detail
Trial Balance
My Favorites

Summary Trial Balance by CFs

E Journal Entry with Attributes

Navigator

2. Search for an existing Run Control ID or click on the Add a New Value tab to create a new Run
Control ID.
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Journal Entry Detail

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

Find an Existing Value | Add a New Value

* Search Criteria

Run Control ID | begins with[v] | | JOURNAL_DETAIL

O Case Sensitive

Search | Clear Basic Search Fig Save Search Criteria

3. If necessary, click on a Run Control ID in the Search Results. The Journal Entry Detail Report
page displays.

Journal Entry Detail Report

Run Control 1D JOURNAL_DETAIL Report Manager Process Monitor Run
Language | English  [¥]

Report Request Parameters

Unit |MNDO1 Q
Ledger Group |ACTUALS Q Ledger ACTUALS Q
Source |R32 Q Journal ID
From Date |06/01/2017 [t ToDate |07/30/2017 [
Journal Status [v] Date Code | Al ~
Show Description on Report [0 Show Statistics Amount [0 Display Full Numeric Field
1
Refresh
ChartField Selection
&
1-1 of 1[¥]
Q
Sequence ChartField Name Include CF Descr
O O
| save | Notify Add Update/Display
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Enter your criteria in the Report Request Parameters section as described below. The fields
preceded by an * (asterisk) are required.

Field Name Field Description

*Unit Select the Business Unit “MNO001”, if necessary. This is the only
Business Unit used for the General Ledger.

*Ledger Group Accept the default “ACTUALS”. You should only change this field
if you have specific knowledge regarding why you are using a
different ledger.

*Ledger Accept the default “ACTUALS”. You should only change this field
if you have specific knowledge regarding why you are using a
different ledger.

Source To limit your report to a specific Source such as a specific

module or agency, click on the Lookup and select a Source.

From Date and To
Date

Enter a From Date and To Date to limit your report to journals
created on a specific date or a date range.

Journal Status

To limit the report to a specific Journal Status, click on the
Lookup icon and make a selection. Options include:

-- Journal Has Errors

-- No Status — Needs to be Edited

-- Posted (by journal dates)

-- Posted (by posting dates)

-- Unposted (State of Minnesota does not use)
-- Valid Journal — Edits Complete

Show Description on
Report

Click on the Show Description on Report checkbox to include
the journal description on the report.

Show Statistics
Amount

This option would only be used if the journal entry is for
Statistical Accounts and is used in the NONPAID ledger.

Display Full Numeric
Field

Click on this checkbox to display the full numeric value if it is
larger than the report column size. The number wraps.
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Journal Entry Detail Report
Run Control ID  JOURNAL_DETAIL Report Manager Process Monitor Run
Language | English ﬂ
Report Request Parameters
Unit | MNOO1 Q
Ledger Group |ACTUALS Q Ledger ACTUALS Q
Source |R32 Q Journal ID
From Date |06/01/2017 [t ToDate |07/302017 [
Journal Status [v] Date Code | Al [V
B Show Description on Report [ Show Statistics Amount O Display Full Numeric Field
ChartField Selection
5
1-23 0f 23[¥] %
Q
Sequence ChartField Name Include CF Descr
1| Fund Code O m} ]
2| | Financial Department ID [} O
3| | Appropriation ID (CF3) [} O

5. Click on the Refresh button to enable entries in the ChartField Selection section. In this section,
you will be able to select which ChartFields, ChartField Descriptions, and Values to include in the
report, along with the order (sequence) of the ChartFields, and which ChartFields to subtotal.

ChartField Selection

&5
1-23 of 23[¥]

Q

Sequence ChartField Name Include CF Descr
1| Fund Code [l O =
2| Financial Depariment ID [ O
3|  Appropriation ID (CF3) A O
4| | Account ] O

0 0 0 0 00 BRBUE"D 0 0 0 0 0 8 0 8500 0060000000
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6. Enter your criteria in the ChartField Selection section as described below.

Field Name

Field Description

Sequence

The Sequence numbers are automatically supplied but you can
change these. The sequence number controls the order of the
ChartFields on the report.

ChartField Name
(display only)

ChartFields that you are able to include in the report are
displayed in the ChartField Name column.

Include CF Click on the Include CF checkbox for each ChartField that you
want to include in the report.
Descr Click on the Descr checkbox if you want to include the

description of the ChartField name on the report as well as the
code.

Step 2: Run the Report and Select the Output Option

After entering your report criteria, you'll run and view the report as you would normally.

1. Click on the Run button. The Process Scheduler Request page displays.

2. Accept the default selection in the Process List section.

3. Select the Format you want for the report results. Typically, you’ll want to accept the default
“PDF” option to view a hardcopy of the report or change the format to “CSV” to view the data in
Microsoft Excel. In this example, we have selected the PDF option.

UserID 00465997
Server Name
Recurrence

Time Zone Q

Process List
Select Description

M Journal Entry Detail Report

Run | 2:44-35PM Reset to Current Date/Time
Time
Process Name Process Type Type *Format Distribution
FINZOO1 S0R Report Web [v] POF  [v] Distribufion

Process Scheduler Request X
Help

Run Control ID  JOURNAL_DETAIL

Run |[10/19/2018 x [
Date

4. Click on the OK button to return to the Journal Entry Detail Report page. Note that the
Process Instance number now appears below the Run button.

5. Click on Process Monitor link and monitor the progress of the job with Process Name
“FIN2001”. You can click on the Refresh button to refresh the process information. The job is
successful when the Run Status equals “Success” and the Distribution Status equals “Posted”.
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Step 3: View the Report

After the report has run successfully, you can view the report.

1. From the Process List page, click on the Details link for the process that you ran. The Process
Detail page displays.

r e
Process List Server List
View Process Request For
User ID | 0046¢ Q] Type M| Last v 1 Minutes [v] | Refresh |
Server [~ Name Q| Instance From Instance To
Run [~ Distribution Status 4| Save On Refresh
Status
Process List
=
110f1[¥] View Al
Q
Process " Distribution i
Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details
25821825 SQR Report FIN2001 00462997 10M18/2018 2:44:35PM CDT Success Posted Details
Go back to Jounal Eniry Detail
‘ save ‘ Notify

2. Click on the View Log/Trace link.
3. Click on the link ending with the output indication that you selected; for example, CSV or PDF.

View Log/Trace X
Help
Report
ReportID 23531846 Process Instance 25821825 Message Log
Name FIN2001 Process Type SQR Report
Run Status Success
Journal Entry Detail Report
Distribution Details
Distribution Node fmsap Expiration Date = 10/26/2013
File List
Name File Size (bytes) Datetime Created
SQR_FIN2001_25821525.log 2242 10/19/2018 2:46:23 909930PM CDT
7,607 10/19/2018 2:46:23 909980PM CDT
fin2001_25821825 out 124 10/19/2018 2:46:23.902980PM COT
Distribute To
Distribution 1D Type *Distribution 1D
User 00462007
Return
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o If the PDF format is selected, the PDF file displays in a new window as shown below.

Report ID: FIN2001

For the pericd 06/
Source. R32  Jour

Line Description
Fund Fin DeptID ApproplD Account

1 Loan Interest Rec-Capitalized
8200 R3210000 R3IZW101 140008

z contra
8200 R3210000

talizeg INterest -

Frig

PecpleSoft Financials
JOURNAL ENTRY DETAIL REPORT

7 Source: R32--POllUC10n CONLrol Agency Reversal:

N--None

Currency

usD

usp

Total UsD

Debit

135,151.53

135,151.53

te 10/19/2018
Run Time 14:46:09

Credit

Internet Explorer

P

What do you want to do with
FINZ2001_22286161.csv7?

From: frms.swift.state.mn.us

< Open

The file wen't be saved automatically.
< Save

=2 Saveas

Cancel

e Inthe example below, we have opened a CSV formatted file in Excel.
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H - ] B @ - fin2001_25821826.csv [Read-Only] - Excel T E - O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT Anderson-Maoser, Brenda (MME) ~ 1
G16 - L v
A B C ] E F G H I ] K L L4 M o] P Cla

1 PeopleSoft Financials

2 |Report ILFIN2001 JOURNAL E Page No. 1

3 |Bus. Unit MNOOL - State of MiRun Date 10/18/2018

4 |Ledger G ACTUALS -- MN Actual: Run Time 14:52:56

5 |Ledger: ACTUALS -- MN Actuals Ledger

6 |Forthe p 6/1/2017 through | 7/30/2017

7 |Source: R32 Journal 1D ALL Status: ALL Date Cod ALL

8 |Line Descripti Reference

9 |Fund Fin Dept! ApproplD Account Entry Event Currency Debit Credit

10 |Journal | 3551566 Journal Dz 6/29/2017 Source: R32 - Pollutior Reversal N - Mone

11 Status: P - Posted Posted Date  6/25/2017

12 |Descripti Update the General Ledger for Capitalized Interest - FY18

13

14 1 Loan Interest Rec-Capitalized

15 8200 R3210000 R32W101 140008

16 usD AREERREE 0 | .I

17 2 Contra Asset Capitalized Inter

18 8200 R3210000 R32W101 140999

19 usD 0 135,151.53

20 |Total uso #apasaEE 135,151.53

21

22 \Journal | 3551575 Journal De 6/28/2017 Source: R32 - Pollutior Reversal N - Mone

23 Status: P - Posted Posted Date  6/25/2017

24 |Descripti Actual Bad Debt Expense for actual write-offs  FY17

25

26 1 Bad Debt Expense

27 2800 R3210000 R32A104 451001

28 usD 7,660.98 0

29 2 Loan Balance Forward

30 2800 R3210000 R32A104 140009 -

fin2001 25821826 [] 3

M -+ + 8%
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