Training Exercise: Workday - Journals


		

	Module:
	Workday - journals

	Exercise 6:	  

	Create an accounting adjustment from a supplier invoice that has been settled


	Action
	Field/Value

	
	This scenario will demonstrate the Adjust Accounting task.

	Search
	· Type the invoice number assigned to you and click enter to go to the Search Results screen.

	Navigate
	· [bookmark: _GoBack]From the search results, hover over the supplier invoice number to show the related actions button

[image: ]

· Click on the related actions and navigate to Accounting -> Adjust Accounting (see screenshot above)

	Update worktags
	· Find the Program column
· Replace the Program value with PG197777 (related worktags should automatically update)
· Find the Change Reason column
· Select “Incorrect Worktags”

	Click Submit
	· This will send the Adjustment through the BP

	
	· 

	
	· 

	
	· 

	
	· 
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