Training Exercise: Workday - Journals


		

	Module:
	Workday - journals

	Exercise 3:	  
	Create a journal between two funds


	Action
	Field/Value

	
	This scenario will demonstrate using balancing funds to add the Claim on Cash Ledger accounts for journals between funds, adding lines to journals, error notices, and viewing journal lines

	Search
	· Create Journal

	Populate Fields
	· Ledger: CO100 County of Placer : Actuals
· Accounting Date: Today’s Date
· Journal Source: Manual Journal
· Balancing Fund: FD12100
· Memo: “Your Initials” “Date Today” “Test 2”

	Click Continue
	

	[bookmark: _GoBack]Populate Fields
	In the “Journal Entry Lines” field below:
· First Line:
· Ledger Account: 46340
· Credit Amount: $14.00
· Memo: “Your Initials – Test 2”
· Program: PG197777
· Revenue Category: RC2540
· Second Line
· Ledger Account: 52320
· Debit Amount: $11.50
· Memo: “Your Initials – Test 2”
· Program: PG147777
· Spend Category: SC2630
· Add a third line by clicking on the (+) icon from header. 
· Clicking the plus (+) on the header line creates a new, blank line
· Clicking the (+) on a line item creates a new line and copies worktags.  
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· Third (new) Line
· Ledger Account: 52320
· Debit Amount: $2.50
· Memo: “Your Initials – Test 2”
· Program: PG200003
· Spend Category: SC2630


	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

	Error Resolution
	· Click on the red box to view your error
· Fix it then click submit

	Find Journal Lines
	· After submitting your journal, the business process record screen will show. Click on the “>” symbol to show more information about your journal.
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As you scroll down, you will see the “Journal Entry Information”, which is the data input from the header screen and the “As entered Journal Entry Lines” which are the individual lines keyed on your journal. 
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Scroll down further to see the “Journal Lines” area, which show the “Claim on Cash” accounts automatically created by choosing a balancing fund. 
[image: ]

	Find Interworktag Affiliates
	· Scroll to the right of the same journal lines area and find the column labeled “Interworktag Affiliates”
· Interworktag affiliates help tie together claim on cash lines
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