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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 1D

Main Menu

NIVERSITY

SEARCH FLORIDA STATE

e
= Access Financials application .= -

Expense Reports
Travel

[Employee Central =1 |OMNI FINANCIALS 9.1

Financials 9.1
|Access OMNI Financials 9.1

Bl

= HR ! Payroll |OMNI HR 9.0
CBR| Access Human Resources and —
Payroll functions r 7 ) ; %l
= Benefits Summary 513_ o= 8)
=] Compensation History

= Direct Deposit

Human Resources 9.0
| Access OMN| Human Resources 9.0

==

= Job Opening .
=] View Pavcheck ‘OBl Reporting
= Personal Information Summary —
=] Email Addresses aetve
=] Home and iaiing #ddress @/ v
= Timesheet

Information

OBI Reporti
OMNI related reporting and dashboards

==

W-2¢ Consent
IR \omm e-Market

[Prin

=) Certify Effort o
] o

Resources and Applications

Links to supporting materials including

departmental websies, reporting

OMNI e-Market
OMNI onine: shopping

2=

functions, appiications and helpdesk FSU Help Desk
resources.

=] Job Aids FSU

=] Budget Office Help Desk
=] Controller

= Human Resources
=] Purchasing

ESU Help Desk

2=

FSU's Technology Services Help Desk. Research

help topics or submit an online help request

= Travel
= FSU Help Desk
= Business Obiects XI

2-ORR - Online Role Requests =/ =/

&-‘ Actions
=] Submit Online Role Reguest

= Approve Oniine Role Request

[ Job Aids
=] Submit Role Reguest Job Aid
= Dola Dacuact lob Aid

Home

Personalize Content

Sign out

Step

Action

Financials 9.1

Click the Financials 9.1 link.
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THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS

Welcome to FSU!
Main Menu

Worklist Process Monitor

Favorites :

Personalize Content | Layout

Top Menu Features Descri

Our menu has changed!

The menu is now located across the top
of the page. Click on Main Menu to get
started

Highlights

Recently Used
pages now appear
under the Favorites
menu, located at
the top left.

Breadcrumbs
visually display your
navigation path and
give you access to
the contents of
subfolders.

Menu Search,
located under the
Main Menu, now
supports type
ahead which makes
finding pages much
faster.

STARCH FLORIDA STATE
Report Manager Add to Favorites Sign out
(Z) Help

Step Action

Click the Main Menu button.

THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS

= Welcome to FSU! Home Worklist Process Monitor
Favarites | Main Menu
Personalize Search Menu: @
Top Menu s
O 3 Employee Seff-Service »
{3 Manager Self-Service »
The menu (5 supplier Contracts »
ofthe pagi 5 customers ’
stated o Customer contracts ’
Highlight, &1 Irems '
& vendors »
Recently I Procurament Contracts :
paaes‘c‘n 3 Purchasing 3 Joumals )
underthe (3 Tnvento
menu, log g ePra:ur;Yment £ Lecoars .
L = i .
3 Close Ledgers 2
& sourcing (1 Procass Mult-Currency »
Breaden, — CoFNE (1 Average Dally Balance »
visually d| 3 Project Costing 1 Open Irems »
navigatior (3 Travel and Expenses 1 Consolidate Financal Data 3
give you ¢ (3 Biling 3 Maintain Standard Budgets 3
the conte 3 Accounts Receivable (3 Monttor Background Process 13
subfolder: 5 counts payable [ Review Financial Informat
3 Asset Management £ Regubtory Ledger Repor (5] Joumas
Menu So & Banking 3 General Reports [ Ledger
located u (£ Cash Management & Federal Reports g Leggerﬁroupd
Maniter 5 e g | € T SLCUTON R0 1 Ledoe vt coroeon
eneral Ledger Center
:ﬁ:g;r,‘jh E é:’:;':‘"::;;:rmtm‘ ’ [£] Payrol Accounting Entries
finding pa [5] Generic Accounting Entries
faster. | ) SefUp Financiak/Supply Chain ' [} Student Fin Accounting Entries
& Enterprise Components ’ [5] contributor Relations Accta
3 Background Processes 4 [] Entry Event Budget Acctg
8 worklist »
3 Tree Manager »
-
4

STARCH FLORIDA STATE
|
Report Manager Add to Favorites Sign out
@ Help
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Step Action

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

| |=] Journals |

THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS — s

Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favgrites - Main Menu > Genera|Ledger > Review Financal Information > Journals

0 New Window (2)Help B nitp
Journals
Enter any information you have and click Search. Leave fields blank for a list of all values
) Add a New Value

Maximum number of rows to return (up to 300): |300

Inquiry Name: | begins with = |

Search Clear |pasic Searcn B Save Searcn Criteria

Find an Existing Value | Add a New Value

Step Action

4, Click the Add a New Value tab.
" Add a Mew Valug
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THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS — s

Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favgrtes - Main Menu > Genera|Ledger > Review Financel Information > Journals

ENew Window (2 Help S nttp

Journals

Find an Existing Value

Inquiry Name: |

Add

Eind an Existing Value | Add a New Value

Action

Enter the desired information into the Inquiry Name field.

THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS

Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favgrtes - Main Menu > Genera|Ledger > Review Financal Information > Journals

#New Window (2 Help S http

Journals

Find an Existing Value

Inquiry Name: TRAINING

Add

Eind an Existing Value | Add a New Value
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Step Action

6. Click the Add button.

R THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS

Welcome to FSU!

Journal Inquiry

Home

Worklist Process Monitor

Favorites - Main Menu > General Ledger > Review Financial Information > Journals

SEARCH FLORIDA STATE
Vieb o [eeror

Report Manager Add to Favorites Sign out

& New Window (P'Help [ Customize Page [ hitp

5] save | |[=] Notify

Inquiry *Unit “Ledger *Year *From Period *To Period Suspense Status
TRAINING Fsuor @ | a @
Journal ID Date Status Source Currency stat Document Type
Q @, 2,
User Document Sequence Sort By Max Rows Attachment Exist
Journal Id = 99999 =
Search

[Eh Add | | 7] UpdateiDisplay

Step Action

7. Enter "ACTUALS" into the Ledger field.
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THE FLORIDA STATE UNIVERSITY
OMNI * FINANCIALS

= Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favgrtes - Main Menu > Genera|Ledger > Review Financel Information > Joumnals
Journal Inquiry

Enewwindow e [ customize Page E nitp

Inquiry “Unit “Ledger “Year “From Period “To Period Suspense Status
TRAINING FSU01 @ ACTUALS @, |2 @, @, @,
-Journal ID Date Status Source Currency Stat Document Type
. ] a a, @ a, a,
User Document Sequence Sort By Max Rows Attachment Exist
\ Journal Id 99999, B
Search
5l save | =] Wotify [ Add

7 UpdateDisplay

Step Action

Enter the Fiscal Year for the inquiry into the Year field.

THE FLORIDA STATE UNIVERSITY
OMNI * FINANCIALS

SEARCH FLOR

Web
= Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favgrtes - Main Menu > Genera|Ledger > Review Financel Information > Joumnals
Enewwindow e [ customize Page E nitp
Journal Inquiry
Inquiry “Unit “Ledger “Year “From Period “To Period Suspense Status
TRAINING FSUOT @ [ACTUALS @&, [2011@ 2 . @,
-Journal ID Date Status Source Currency Stat Document Type
@ E Q Q @ @ @
User Document Sequence Sort By Max Rows Attachment Exist
@ Journal Id 99999
Search

5l save | =] Wotify

[ Add | | 5] UpdateDisplay
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Action

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

THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS
Welcome to FSUL Home Worklist Process Monitor
Favorites - Main Menu > General Ledger > Review Financil Information > Joumals

Journal Inquiry

SEARCH FLORIDA STATE

Vieb = |[Beercr

Report Manager Add to Favorites Sign out

& New Window (P'Help [E Customize Page [ hitp

(5] save =1 Hotify

Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status
TRAINING FSUOT @ [acTuas @ [2011@ 80, @
Journal ID Date Status Source Currency Stat Document Type
@ @ @
User Document Sequence Sort By Max Rows Attachment Exist
@ Journal Id - 99999 -
Search

[Eb Add | | 7] UpdateiDisplay

Step

Action

10.

Enter the Ending Accounting Period for the inquiry into the To Period field.
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THE FLORIDA STATE UNIVERSITY
OMNI * FINANCIALS

SEARCH FLORID

A STATE
Web | = |[ Sezrch
Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favgrtes - Main Menu > Genera|Ledger > Review Financel Information > Joumnals
Enewwindow e [ customize Page E nitp
Journal Inquiry
Inquiry “Unit “Ledger “Year “From Period “To Period Suspense Status
TRAINING FSUDT | @, ACTUALS &, [2011@, 3, 5@, @
-Journal ID Date Status Source Currency Stat Document Type
I @, @ @,
User Document Sequence Sort By Max Rows Attachment Exist
\ Journal Id B 99999, B
Search
5l save | =] Wotify [ Add

7 UpdateDisplay

Step
11.

Action

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

) THE FLORIDA STATE UNIVERSITY
OMNI * FINANCIALS

SEARCH FLORID!

A STATE
Web Lo |[sesrer
Welcome to FSUL Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites - Main Menu > General Ledger > Review Financil Information > Joumals
& New Window (P'Help [E Customize Page [ hitp
Journal Inquiry
Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status
TRAINING FSUOt @ JacTuas @ [2011@ 80, 8@, 3
Journal ID Date Status Source Currency stat Document Type
0000160999] @, @ @ ]
User Document Sequence Sort By Max Rows Attachment Exist
@ Joumnal Id 2 99999 2
Search Delete Clear
5] save b add

7 UpdateiDisplay
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Step Action

12. Click the Search button.

)\ THE FLORIDA STATE UNIVERSITY i

OMNI * FINANCIALS IS |- [[sesrch

Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites - Main Menu > General Ledger > Review Finandial Information > Journals

& New Window (PHelp [ Customize Page [ hitp
Journal Inquiry

Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status

TRAINING FSU01 @ ACTUALS @, |2011@ 8@, 8@, @

Journal ID Status Source Currency stat Document Type

0000160999 @ @ @

User Document Sequence Sort By Max Rows Attachment Exist
@ Joumnal Id 2 99999 2

Bearch Delete Clear

| o | V| &2 et K 4 ore 0 o

Journal ID Date Unitll  Status Source gsPense User  UnpostDate  View Attachment Descr

0000160999 02H7/2011 FSUO1  Posted CON Mo Susp 0211712011 & IR MICROSCFT OFFICE, 2011
4] |
5] save | (=] wotify [ Add| | 7] Updateisplay

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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THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS

= Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favgrites - Main Menu > Genera|Ledger > Review Financel Information > Journals

Enewwindow e [ customize Page B nitp

Attachments
Business Unit  FSUD1 Journal ID 0000160999 Journal Date  02117/2011

1 0
File Name Description User Name DateiTime Stamp

021712011 3:08:03PM

Return

Step Action

14, Click the File Name link.

JSETES
Pl
File Edt GoTo Favarites Help
7 Favorites \{5 I8l oracle Peoplesoft Enterpris... [ Oracle Peoplesoft Enterpris... &) Payables &Disbursement ... @ Sugoested Sies @ | Free Hotmal @ Web Slice @allery +
i mply_cie. | | Zi v B - s - Page~ Safety~ Toos~ @

BEL S el eem- g W -

63002 Univensity Center
THE FLORIDA STATE UNIVERSITY [ omes 21 §
OFFICE OF THE UNIVERSITY CONTROLLER i 5
Intesdepartmental Requisition and Joumal Entry Form 2
iy —mE
[ Printing Sendices. ™ Bookstore 1™ Campus Services| 2260
I Unian Copy [T ComputerSiore [ UserServices | e
I Chemistyy [ ParkingSendce {7 Sioiogy VHB3 E]
—ma— |
B2 Orhertoleas spacifet Aot i
FTWARELICENSING — &

T A E FRGEET ‘ T T— ‘umpmmn

— T \

ALL PRICES ARE ESTIMATES UNTH FINAL INVOIC!

e Fasmmny [T ocmon o ek AccowT,
i [Fa—

k L [irosor offce 201 dor the W, sandord Mk Campus W (1

NELEIVEL

; - £ 2T
Con: sra: d S T DENERAL ACGOUNTING
Appeoved By i Dute i |

‘SELLING DEPARTMENT CHARTFIELDS _ {For Sating Departaeat Uso Ot}
P DA R TN CHARTFIELDS

oot ™ Hczotre oo = ) = 2
LT N T B — ] I -
[ —r [Ee— T ] i
hOT Rt 175 15, 2] 7111 ,ﬁﬂ 2Tl
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Action

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

7 7 NEIES]
@f‘;v [e] i iF tpsftmpfy_CLeScOud-bar-4FP-bizr-7dzdbc otecT/Leosss ook ]| & || 4[| [2 Googie Ll
File Edt GoTo Favarites Help
.7 Favorites \{5 I8l oracle Peoplesoft Enterpris... [ Oracle Peoplesoft Enterpris... &) Payables &Disbursement ... @ Sugoested Sies @ | Free Hotmal @ Web Slice @allery +
e e | B v B - [ @ v Page~ Safety~ Tols+ @
HH@"@ F[1i2 ® @®[eurn- o g [Fe -
iy 3004 University Center /
} THE FLORIDA STATE UNIVERSITY m’;ﬁé’é“im ] E
/ OFFICE OF THE UNIVERSITY CONTROLLER g [y TN ——] 3
Interdepartmental Requisition and Joumal Entry Form L1t - B
T CCPARTMERT AR ST g T -
| [ Printing Senvices [~ Bookstore amssae 5 oo B
==— [ UnianCopy [T Compuerstore [ UserServices | e
[ Cherststry [ FarkingService {7 8ioiogy VB3 H
B Oteriolease speafvt i
Ridrl | 3
FTWARELICEMSING S =
=T ran | g oy | " o
i i ‘ 3 picns) m-r o e Tas T
S ] (! [m— 1 ) — T — -
ALL PRICES ARE ESTIMATES UNTIL FINAL INVOICE
rem | oumnre] T 'DESCRIPTION OF TES OR SERVICES REQUESTED - AccouneT 3  ExTENEED
0 — i 5o T
k l2 [Microsoft Cffice , 2011 dor the Mac, standerd Madia (M M HNCT T .00
! RELEIVELS
e - £l iy
et S G (€ Agova T ‘DENERAL ACGOUNTING
Approved By e L L Daie: :
SELLING DEPARTMENT CHARTFIELDS _ (For Sating Department Uso Oniy ) k]
SELLING DEPARTMENT CHARTFIELD?
DTG UMD AGTOUNT AHOUNT oFi* e o ﬁ
| — I | — (bdoo, .. .| L ] 2
Al Al i | ]
G0l Rewsed 112010 (3, o |17 [ {1 ﬁ,@ 2l

Step

Action

16.

Click the Minimize button.

1
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¢ THE FLORIDA STATE UNIVER
OMNI * FINANCIALS

RCH FLORIDA STATE

I

Business Unit  FSUO1 Journal ID 0000160399

File Name

Description user Name

160999 pdf

Return

Home

Welcome to FSU!
Favgrtes  Main Menu > General Ledger > Review Financel Information > Journals
Attachments

Journal Date

Worklist Process Monitor Report Manager Add to Favorites Sign out

Enewwindow (DHep [ customize Page  F nip

021712011

DateiTime Stamp

021712011 3:08:03PM

Step Action

17. Click the Return button.

¢ THE FLORIDA STATE UNIVERSITY ==

FLORIDA STATE

OMNI * FINANCIALS

Home

- toFSU!
Favortes  Man Menu > General Ledger >

Journal Inquiry

journal Criteric

Review Finandial Information > Journals

I

Worklist Process Monitor Report Manager Add to Favorites Sign out

0 New Window (ZIHelp [& Customize Page & hip

Inquiry “Unit “Ledger “Year “From Period “To Period Suspense Status

JOURNALY FsUol @, [acTuALs [, [2011@ 8a, ga, .

Journal ID Status Source Currency Stat Document Type

0000160899 @, @ @ \ Q, Q,

User Document Sequence Sort By Max Rows Attachment Exist

[ @ Joumnal Id - 99999 -
Search Delete Clear

Journal ID Date UNitll  Status Source g;':t::"“ User Unpost Date View Attachment Descr

0000160999  02M17/2011 FSUO1  Posted CON Mo Susp 021712011 f IR MICROSOFT OFFICE, 2011

T i J v
Save [ Refurnto Search  |[<] Notify

e add| |2
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Step Action

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

THE FLORIDA STATE UNIVERSITY il

I + FINANC [ 7 £
OMNI + FINANCIALS e [ [ Search

— Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites = Main Menu > General Ledger > Review Finandial Information > Journals

I New Window ()Help [ Customize Page [ hitp
Journal Inquiry

Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status
JOURNAL1 FSU01 @ ACTUALS @, 2011 8@, 8@,
Journal ID Status Source Currency Stat Document Type
@ @ @ @ @ @
User Document Sequence sort By Max Rows Attachment Exist
@ Journal 1d - 99999 -
Search Delete Clear

| e BV &2 et K 4 ore O o

Suspense

Journal ID Date Unitll Status Source SR User  UnpostDate  View Attachment Descr

0000160999  02117/2011 FSUO1  Posted CON Mo Susp 0211712011 & IR MICROSOFT OFFICE, 2011
4 M 3
|5) save | [of Returnto Search | |"=] Notify S Add

Step Action

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

For the purpose of this example, enter "AP00160177".
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THE FLORIDA STATE UNIVER:

OMNI * FINANCIALS

Favorites

Enewwindow (DHep [ customize Page  F nip
Joumal Criteria
Inquiry *Unit *Ledger *Year *From Period
JOURNALT FsUDi @, [ACTUALS @,
Journal ID

RCH

FLORIDA STATE
e e
Welcome to FSU! ‘Home Worklist Process Monitor Report Manager Add to Favorites
Main Menu > General Ledger > Review Financil Information > Journals
Journal Inquiry

Sign out

*To Period Suspense Status
20113, 8@, gja, @
Status source Currency Stat Document Type
AP00160177] /@ @, @ 3 @, .
User Document Sequence Sort By Max Rows Attachment Exist
[ @, Journal 1d - 99999 -
Search Delete Clear
Customize | Fing | H1 |
Journal ID Date Unitll  Status Source S;';t::"“ User Unpost Date View Attachment Descr
0000160998  02117/2011 FSUO1  Posted CON  NoSusp 021712011 & IR MICROSOFT OFFICE, 2011
< i ]
[5) save  [5" Return to Search | [ Notify |

Step Action

20.

Click the Sear_ch button.
Search
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Favorites

RCH

FLORIDA STATE
Em
toFSU! Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Main Menu > General Ledger > Review Finandial Information > Journals
0 New Window (ZIHelp [& Customize Page & hip
Journal Inquiry
Journal Criteria
Inquiry “Unit *Ledger *Year *From Period *To Period Suspense Status
JOURNALY FsUol @ [acTUALS  [@, [2011@, 8@, ala, .
Journal ID Status source Currency Stat Document Type
AP00160177 @, @, @ 3 @, .
User Document Sequence Sort By Max Rows Attachment Exist
[ @, Journal 1d - 99999 -
Search Delete Clear
Journal ID Date Unitll  Status Source |SuSPense User UnpostDate  Desecr
Status
AP00160177 02/01/2011 FSUO1 Posted AP No Susp FSU_BATCH  02/01/2011 Accounts Payable
< = 1 ]
el ¥
Save | [of Returnto Search =] Notify

javascriptsubmitAction_wind(document.win, JOURNAL ID_WRKSO'); |

[ Add
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Action

Click the AP00160177 link.
APDO1E01TT

THE FLORIDA STATE UNIVERSITY R

OMNI * FINANCIALS — Ll

Welcome to FSU!
Favortes - Main Menu > General Ledger > Review Financal Information > Journals

Journal Inquiry
Journal Inquiry Details

 Ledger Criteria
Go To {Toumal Criterid
Journal ID: AP00160177 Date: 02/01/2011 Schedule:
Ledger Group: RECORDING Original Date: 02/01/2011 Process: No Request
Source: AP Date Posted: 02/01/2011 Total Lines: 2814
Journal Status: Posted Reversal Date: User ID: FSU_BATCH
Balanced: DR=CR Reversal: None Interunit BU: FSU01
Doc Seq: Budget Status: Valid View Aftachment (0
Long Description: Accounts Payable

@ Al Lines
FromTo From Line: To Line: Suaslpupchiinon
Totals by Currency Find | View a1 First K1 1071 B Last
Currency: USD Debit Amount: 278231372 Credit Amount 278231372 Het: 0.00

Fist 1 126 072814 I Lagt

il Amount (in s
Mo yine#  Line Deser Transaction Currency Dept Fund  PC Bus Unit Project Activity n Source Type  Ci
Source Type
Currency)
B 1419 APAccruals -811.08 USD 001000 110 i
B 1813 APAccruals -757.70/USD 001000 186
B |2 AP Accruals -456.28 | USD 001001 330

Worklist Process Monitor  Report Manager  Add to Favorites Sign out

B New Window (ZHelp & Customize Page [ htip 4

I

Step

Action

22.

Click the scrollbar to scroll down.
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THE FLORIDA STATE UNIVERSITY
OMNI * FINANCIALS

Welcome

OYaTs by o

Currency: USD Debit Amount:

= toFSU!
Favorites - Main Menu > General Ledger »

Home

Worklist
Review Financial Information > Joumnals

2,782,313.72 Credit Amount:

Amount (in

En’::"f:: Line# Line Deser Transaction Currency Dept
Currency)
= 1419 AP Accruals -811.08/USD 001000
1813 AP Accruals -757.70/USD 001000
= 26 AP Accruals -456.28|USD 001001
2473 |AP Accruals -3,978.00|USD 004000
= 1166 AP Accruals -726.26/USD 004000
1420 |AP Accruals -297.20/USD 004001
T 1449 AP Accruals -484.40 USD 004003
2474 |AP Accruals -5,008.30|USD 005000
= 840 AP Accruals -1,135.06/USD 005001
742 AP Accruals -9,725.43 USD 006002
= 27 AP Accruals -368.16/USD 006004
1459 |AP Accruals -2,133.88/USD 006006
2125 | AP Accruals -1,704.89 USD 006008
485 |AP Accruals -466.24/USD 006010
1430 AP Accruals -390.50USD 006012
< i ]
(5] save | |Tf Returnto Search  |[<] Notify
(javasc Action_win0(doc JRNL_LN_D ;)

Fund

110

186

330

110

186

330

110

110

330

630

630

630

630

630

630

Process Monitor Report Manager Add to Favorites

View All

278231372 Net:

PC Bus Unit  Project Activity

4 Add

Source Type

c{

Sign out

Step

Action

23.

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

THE FLORIDA STATE UNIVERSITY

OMNI + Fr

Currency: USD Debit Amount:

Welcome to FSU!
Main Menu > General Ledger >

Home

Worklist
Review Finandial Information > Journals

278231372 Credit Amount:

Process Monitor Report Manager

Add to Favorites

Drill to
Source

Line#  Line Descr
1419 AP Accruals
1813 AP Accruals
26 AP Accruals
2473 AP Accruals
1166 AP Accruals
1420 AP Accruals
1449 AP Accruals

2474 AP Accruals

= 840 AP Accruals

742 AP Accruals

B |z AP Actruals

1469 AP Accruals

=) 2125 AP Accruals

485 AP Accruals

= 1430 AP Accruals

Amount (in

Transaction Currency Dept

Currency)

-811.08 USD

-757.70/USD

-456.28 USD

-3,978.00|USD

-726.26 USD

-297.20/USD

-484 40 USD

-5,008.30|USD

-1,135.06 USD

-9,725 43|USD

-368.16 USD

-2,133.88|USD

-1,704.89 USD

-466.24 USD

-390.50 USD

<

.

(5] save |t Returnto Search

Notify

001000

001000

001001

004000

004000

004001

004003

005000

005001

006002

006004

006006

006008

006010

006012

Fund

110

186

330

110

186

330

110

110

330

630

630

630

630

630

630

PC Bus Unit  Project Activity ?;'De

b Add

Source Type

c{

i

Sign out

I
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Action

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

\ THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS

SEARCH FLORI

toFSU! Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Fa\'n_rrtes Main_Menu > Genem\_Ledger > Review F\nan(la\ Information > Journals
LK Lol N
Currency: USD Debit Amount: 278231372 Credit Amount: 278231372 Net: 0.00
Drill to LoD An
Grtne Line # Line Descr Trcazfra:lnw;; Currency Dept Fund PC Bus Unit  Project Activity Type Source Type Ci
= 1755 AP Accruals -1572.40 USD 026002 320 -
F@' 431 AP Accruals -150.72/USD 026004 320
% 1124 AP Accruals -2,549.92 USD 026007 320
% 1087 AP Accruals -4,731.76|USD 027000 110
F@' 797 AP Accruals -70.00 USD 027000 140
% 1168 AP Accruals -42216 USD 027001 330
% 1100 AP Accruals -1,023.62 USD 028000 320
FE’ 1084 AP Accruals -18,957 57 USD 028001 320
% 1165 AP Accruals -787.76 USD 028001 320 FSINY INVOO1 FSINV ACT
F@' 2187 AP Accruals -56.82/USD 028011 110
% 30 AP Accruals -2,544 26 USD 029000 110
% 778 AP Accruals -4,972.81 USD 029002 110 L
F@' 1102 AP Accruals -3,174.12 USD 029003 110 £ |
% 1758 AP Accruals -3,528 60|USD 029004 110
% 1438 AP Accruals -3716.41 USD 029005 110
- < m I*
(5] save | [of Returnto Search  |'=] Notity Sy Add
[1a-.-a:cnpt::ubmltécucn,mnU-ﬁdccumentwwnU.'JDURN:\L,LINE,\“.‘RKSBB'] ] P
Step Action
25. For the purpose of this example, click the button for journal line 778.
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~ Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favgrtes  Main Menu > AccountsPayable > Review Accounts Payable Info > Vouchers > Journal Dril Down

OMNI * FINANCIALS

Enewwindow (DHep [ customize Page Entip ~)

Drill to Source
R B e e e e e et |

Business Unit FSUO1 Journal APD0160177  Date 02/01/2011
Ledger ACTUALS Line 778 Line Descr AP Accruals GL Journal
Customize | Find | View A1 | B First K 1011 O Lot

Dept Fund  PCBusUnit Project Activity Analysis Type  Source Type Category Subcategory BudRef ChartField 1 ChartField 2

029002 110

< m D
Base Currency USD Base Amount -4,972.81 L
Currency UsSD Transaction Amount -4972.81

Statistics Code Statistic Amount

Customize | Find | View A1l E |

artfieids | (NZILIERIL IR Document Information

Voucher ID Descr Vehr Line Distrib Line

Accounts Payable 680 1

] ] v

javascriptsubmitAction_win3(document.win3, VCHR_ACCT_DRILL Shviewa... |

Step

Action

26.

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

THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS

= Welcome to FSU! ‘Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites - Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Journal Dril Down

B New Window (Z)Help [ Customize Page [ htip ~

Drill to Source

Journal ID

Business Unit FsU01 Journal AP00160177 Date 02/01/2011
Ledger ACTUALS Line 778 Line Descr AP Accruals GL Journal
Customize | Find | View A0 B | 3 Fist K qor4 O Loat

Dept Fund  PCBusUnit Project Activity Analysis Type  Source Type Category Subcategory BudRef ChartField 1 ChartField 2

020002 110

< n o
Base Currency USD Base Amount 497281 L
Currency USD Transaction Amount 497281

Statistics Code Statistic Amount

Customize | Find | View A1 BV | # st K1 4 o7 g D Lagy

artfieds | (IR LR Document information

Voucher 1D Descr venr Line Distrib Line
(0625614 Accounts Payable 680 1
Ll i ] »

javascriptsubmitAction_win3{documentwin3, \CHR_ACCT_DRILL Shviewa... |
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Step Action

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

THE FLORIDA STATE UNIVERSITY

OMNI * FINANCIALS

Favorites

Drill to Source

Journal 1D
Business Unit Fsu0 Journal
Ledger ACTUALS Line

Welcome to FSU!
Main Menu > Accounts Payable > Review Accounts Paya

Home  Worklist

APD0160177 Date

778 Line Descr

RCH FLORIDA STATE

I

Report Manager

Process Monitor Add to Favorites Sign out

ble Info > Vouchers > Joumnal Dril Down

B New Window (BHelp & Customize Page [ htip &

02/01/2011

AP Accruals

Customize | Find | View Al | &

ChartField 2

Statistics Code Statistic Amount

Document Information

[ I Voucher Information

Dept Fund  PCBusUnit Project Activity Analysis Type  Source Type Category Subcategory BudRef ChartField 1
029002 110

< 0

Base Currency USD Base Amount -4972.81

Currency uUSD Transaction Amount -4972.81

Customize | Find | View 1 | BT

Voucher ID Descr

00625614 Accounts Payable
00625614 Accounts Payable
H0038912 Accounts Payable
HO0039026 Accounts Payable

VehrLine  Distrib Line
680 1
682 1
353 1
333 1

Amount Currency Base Amount Currency

-45.00 USD -45.00 USD
-64 53 USD -64 53 USD
-2437.12 USD -2437.12 USD
-2426 16 USD -2426.16 USD I

Step Action

28.

You can drill down further by clicking the Voucher ID link.
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Welcome to FSU! Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favgrtes  Main Menu > AccountsPayable > Review Accounts Payable Info > Vouchers > Journal Dril Down

Enewwindow (DHep [ customize Page Entip ~)
Drill to Source

Business Unit FSUD Journal APD0160177 Date 02/01/2011
Ledger ACTUALS Line 778 Line Descr AP Accruals GL Journal
Customize | Find | View A1 | First K 1011 O Lot
Dept Fund  PCBusUnit Project Activity Analysis Type  Source Type Category Subcategory BudRef ChartField 1 ChartField 2
029002 110
< [ =
Base Currency USD Base Amount -497281 1
Currency USD Transaction Amount -4972.81
Statistics Code Statistic Amount
Ccustomize | Find | View 1 | B3 | 3 First T 1g0r4 0 ot
VoucheriD  Descr Vehr Line  Distrib Line Amount Currency Base Amount Currency
00625614 Accounts Payable 680 1 -45.00 USD -45.00 USD
00626614 Accounts Payable 682 1 -64 53 USD -64 53 USD
H0038912 Accounts Payable 353 1 -2437 12 USD -243712 USD
HO039026 Accounts Payable 333 1 -2426.16 USD -2426.16 USD

Step Action

29. Congratulations!
You have completed the topic.
End of Procedure.
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