Training Exercise: Workday - Journals


		

	Module:
	Workday - journals

	Exercise 2:	  

	Create a journal between two income statement accounts within the same fund and view the process tab to see the next approver


	Action
	Field/Value

	
	This scenario is primarily for the end user to become familiarized and navigate the create journal screen, how to search for values within a box, how to attach attachments, how to submit a journal through the BP, and how to view the processes tab.

	Search
	· Create Journal

	Populate Fields
	· Ledger: CO100 County of Placer : Actuals
· Accounting Date: Today’s Date
· Journal Source: Manual Journal
· Memo: “Your Initials” “Date Today” “Test 1”
· Control Total Amount: $10.00

	Click Continue
	

	Populate Fields
	In the “Journal Entry Lines” field below:
· First Line:
· Ledger Account: 52570
· Credit Amount: $10.00
· Memo: “Your Initials – Test 1”
· Program: PG197777 (Note: Cost Center, Fund, Program Mandate & Function should default)
· Spend Category: SC3890
· Second Line
· Ledger Account: 52570
· Debit Amount: $10.00
· Memo: “Your Initials – Test 1”
· [bookmark: _GoBack]Activity Based Costing: AC19000015
· Program: PG197777 (Note: Cost Center, Fund, Program Mandate & Function should default)
· Additional Worktags: OT190019
· Spend Category: SC3890

	Attachment
	· Navigate to the “Attachments” tab and attach an attachment. (You can use the “EIB Sample 1” fIle downloaded from the previous exercise as an attachment. 
· [image: ]

	Click Submit
	· This send the Journal through the BP (Business Process)
· Your journal number will be noted on the header line, along with other pertinent information

	Navigate to Inbox Archive
	· Click on the inbox icon on the tope right of your screen 
· Click on the Archive tab

· [image: ]

	Find your journal
	· The journal you had just created should be at the top of this list.

	Navigate to the processes tab
	· Form the Archive tab, navigate to the “Processes” tab highlighted below.
[image: ]
· Scroll down to see the next approver in the BP. 

	
	· Scenario Complete
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