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Looking Up an Online Journal Entry 
Overview:  

  

Understanding How to Look Up an Online Journal Entry 
 

In this topic, you will learn the steps to look up a journal entry, including the attached back up (if 

available) and the drill down transaction details. 

  

  

Estimated Length: 4 Minutes  

Procedure 

 
Scenario: 
In this topic, you will learn the steps to look up a journal entry, including the attached back up (if 

available) and the drill down transaction details. 

 

Key Information: 
Accounting Period 

Online Journal ID 

 
 

Step Action 

1. Click the Financials 9.1 link. 
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Step Action 

2. Click the Main Menu button. 
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Step Action 

3. Hover over the General Ledger link, then over Review Financial Information 

link, and click the Journals link. 

 

 

 
 

Step Action 

4. Click the Add a New Value tab. 
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Step Action 

5. Enter the desired information into the Inquiry Name field.  
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Step Action 

6. Click the Add button. 

 

 

 
 

Step Action 

7. Enter "ACTUALS" into the Ledger field.  
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Step Action 

8. Enter the Fiscal Year for the inquiry into the Year field.  
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Step Action 

9. Enter the beginning Accounting Period for the inquiry into the From Period field.  

 

 
 

Step Action 

10. Enter the Ending Accounting Period for the inquiry into the To Period field.  
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Step Action 

11. If you know the Journal ID of the specific journal entry you want to look up, enter it 

into the Journal ID field.  
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Step Action 

12. Click the Search button. 

 

 

 
 

Step Action 

13. Attachments are available for online journal entries. 

 

Click the View Attachment button. 

 

NOTE: If no paperclip icon appears next to a journal it indicates that there is no 

backup attached to it (e.g. for Accounts Payable, Travel or Asset Management 

entries). 
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Step Action 

14. Click the File Name link. 
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Step Action 

15. The attached backup will generally be in a PDF or TIF format. 

 

 
 

Step Action 

16. Click the Minimize button. 
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Step Action 

17. Click the Return button. 
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Step Action 

18. You can search for additional Journals by changing the Journal ID and/or the Year 

and Period. 

 

 
 

Step Action 

19. Enter the desired information into the Journal ID field.  

 

For the purpose of this example, enter "AP00160177". 
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Step Action 

20. Click the Search button. 
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Step Action 

21. Click the AP00160177 link. 

 

 

 
 

Step Action 

22. Click the scrollbar to scroll down. 
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Step Action 

23. Click the View 100 link to see more lines on the journal. 
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Step Action 

24. Click the scrollbar to scroll down to find your desired journal line. 

 

 
 

Step Action 

25. For the purpose of this example, click the button for journal line 778. 
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Step Action 

26. Depending on the source type (EX for Travel, etc.), this screen may display results 

differently. 
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Step Action 

27. Click the View All link to see all voucher lines associated with the journal line. 

 

 

 
 

Step Action 

28. You can drill down further by clicking the Voucher ID link. 
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Step Action 

29. Congratulations! 
You have completed the topic. 

End of Procedure. 

 

 


