Training Exercise: Workday - Journals


		

	Module:
	Workday - journals

	Exercise 1:	  
PREREQUISITES:
	Run the report “find journals”
NAVIGATION & FDM


	Action
	Field/Value

	LESSON 1
	· Login:  Find the sticker on your desk.
· Password:  Trn@1234

This scenario will demonstrate how to find journals in workday using the “Find Journal” report. 

	Search
	· Search for the report “Find Journals”

	Populate Fields
	· Company: All Placer Companies
· Year: FY2018
· Period: Year
· Accounting Date On or After: 4/17/18
· Accounting Date On or Before: 4/17/18
· Journal Sources: Manual Journal

	Click OK
	· This pulls up a list of all accounting journals that were created on 4/17/18.

	Export to Excel
	· Find the Excel icon on the top right of the report [image: ]
· A windows prompt will show asking to verify the file.
· Click “Open” on the prompt
· Close the excel file when done

	Expand Report to Full Screen
	· Find and click on the [image: ] icon to expand the report
· Find and click on the [image: ] icon to undo the change 

	Filter and unfilter the report
	· Navigate to and click on the header item “Originated by”
· Filter Condition = is
· Value = (type) Stephen Lacuesta
· Click once anywhere outside the drop down menu
· Click on the “Filter Button”
· Navigate back to the “Originated by” header and click remove filter

	Navigate back to the Find Journals home screen
	· Click on the Back arrow to go back to the report’s home page
[image: ] 

	Populate Fields
	· Change
· Accounting Date On or After to 10/1/17
· Accounting Date On or Before to 10/1/17

	Click OK
	

	View Journal
	· Find JE100-0000493 and click on the magnifying Glass icon [image: ]  to view the accounting journal

	Download Attachments
	· Navigate to the attachments tab on the transaction
[image: ]
· Click on the hyperlinks for EIB – Sample 1.xml and save this to your desktop. This will be used in future exercises.
· Also save the attachment EIB – Sample 2 – Multiple.xml to your desktop.

	
	Scenario Complete
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