Journal: Create a Journal

Create Journal

1. Log into Workday, then in the search field, type Create Journal.

2. Click Create Journal in the search results.

ﬁ Q create journal

Categories Search Results - items
| Common Tasks and Reports
Banking Create Recurring Journal Template

3. In the Ledger field, click the Prompt, and then select the ledger
Florida Atlantic University: Actuals from the dropdown menu.

/TN

workday. EDUCATION

Create Journal Click the

Fill out the header information and click continue to enter journal lines.

Ledger * | search Q I
Accounting Date x| _/[_/___ [ Jorida Atlantic University :_@
Period (empty) Florida Atlantic University - Commitment
Gurrenty (empty) Florida Atlantic University : Obligation
Journal Source * | search

In the Accounting Date field, select the Accounting Date by
selecting from the calendar, or manually type the date of the
entry in MM/DD/YYYY format.

Create Journal

Fill out the header information and click continue to enter journal lines.

Ledger * | Florida Atlantic University - Actuals
Accounting Date * | Ma]r 2015 »
Feriod (empty) S M T W T F =
- 26 27 28 29 30 1 2
Click and 2 4 5 & 7 8 @
J select the 10 11 12 13 14 15 186
o journal date on 17 18 19 20 &1) 22 23
1 the calendar 24 25 26 27 28 29 30
Bal 3 1 2 3 4 5 &
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5.

In the Journal Source field, click the Prompt, then select
Accounting Journal.

Create Journal

Fill out the header information and click continue to enter journal lines.

* | Florida Atlantic University - Actuals

* | 057212015 §F#

Ledger

Accounting Date

Period May-Fv2015 Actuals (Florida Atlantic University)
Currency usD
Journal Source * | search | search Q |

Display Account Set (empty)

q Accounting Journal } ‘

In the Balancing Fund field, type FAU_99999 and press enter or
click the prompt then select FAU_99999 FAU_Default Fund
from the dropdown menu.

Create Journal

Fill out the header information and click continue to enter journal lines.

I
Ledger * | Florida Atlantic University - Actuals

Accounting Date #* | 05/21/2015 ¥

Click the "Prompt," then
search for,

Period May-FY2015 Actuals (Florida Atlantic University,

or scroll to locate the
Currengy uso circled fund. Then click on
Journal S * \‘ Ac Journal the fund to select it.

Display Account Set (empty)

Balancing Fund ‘ search || kearch Q I
Currency Rate Type  (empty) g:r‘;:;:?l’:: Memory

z ~
Book Code [ searcn F=)

CPO_F9005 Nursing Clinical
Activities

CPO_F9006 College of Nursing -
Admin

. FAU_99998 FAU_Default Fund
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7. In the Memo field, type a short description of the
purpose/reason for creating the journal.

Memo

Enable Mulficurrency
Adjustment Journal
Create Reversal

Reversal Date

Control Total Amount

Note: It is optional to enter a Control Total Amount in the box
above. Workday automatically calculates your total debits and

Type the "primary"
purpose of the journal
here

| 0.00

your total credits after you enter your journal entry lines.

8. Click Continue (bottom left corner of window).

Cancel




Journal: Create a Journal

. Click the Attachments tab, then either click the “paperclip” icon
and select your supporting document files (copy of the ledger
and invoice, statement, receipt, travel report, or any other
supporting documentation), or drag and drop your supporting
documents into the blue box.

J Journal Entry Lines Attachments
[Click this Tab
Journal Entry Lines Attachments
Attachments 5

Either click the "paperclip" then

select your file(s) OR drag and

drop your supporting documents
files in the blue field.

Drop files here
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10. Add a short comment in the Comment field to describe each
attachment. If you need to delete the attachment, click on
the “trash can” icon.

Attachments 2
7
Add a comment

1]
CCIick here to delete (if needed)

11. Click on the Journal Entry Lines tab.

Journal Entry Lines QaChments

12. The *Company field on each journal entry line will default in
with the “Florida Atlantic University.”

Supporting Documents.doc:

Doc

Comment

Journal Entry Lines 2 items

o Order

(OIS ¥ v (( Florida Atiantic University

*Company Ledger Account
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13. Click on the “"Prompt” in the Ledger Account field and locate 14. Enter the Debit Amount or Credit Amount on each journal
then select the account on the drop down menu. If you entry line. Do not enter both a debit and credit amount on
prefer, you may also type the account number and/or name one line.

in the search field. Note: When moving your expenditures, debit to increase the

expense, or credit to decrease the expense.

*¥**x Use the Crosswalk site to find the Workday ledger
account that replaces the Banner ledger account. ***

Debit Amount Credit

Amount
Journal Entry Lines 2 iems
e Order *Company Ledger Account Debit Amount  Credit Memo
Amount
@ @ yY Florida Atlantic Univers ’ sesrch Q | i 1 {:D uD ':I {:D
10000:Cash On Hand A
Click the Prompt 10001:Undeposited Payments -
@ @ A A Florida Atlantic University
10002:ZBA Clearing Account
10003:Student Payment Clearing ] . [
. q
Then, search for the account number or name o] *P4stdentReting Cleariog 0.00 100.0
by either typing in the search field or scrolling 10012:Dep. w Trustee - Capitalized
through the dropdown list and selecting the Interest
account.
10013:Dep. w Trustee - Debt Serv.
Reserve v
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15. Provide a more detailed Memo (a detailed justification/purpose
for the journal entry line) in the memo section. Remember this
can be more detailed then the memo you entered in the header
section.

Hint: the copy and paste feature can be used.

Memo

16. Budget Date defaults to the Accounting Date chosen in
Step 4, and should not be changed. Workday will place a
hard stop on the journal transaction if this date is changed.

Budget Date

17. Click the SmartTag Prompt, then type in the Search field the
name of the SmartTag. Once you select the SmartTag, the
Cost Center, Fund, Business Unit, and Program fields will
populate automatically.

*** Use the Crosswalk site to find the Workday ledger
account that replaces the Banner ledger account. ***
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SmartTag Then type here to search
for your smart tag

[sesren 2/ [leare Q|

SmariTag b

Active SmartTag Organizations by
SmariTag Hierarchy

Hint: If you click on SmartTag within the dropdown menu, you will
receive a "too many results — search to refine” message. Please
use the Crosswalk site to locate your Workday SmartTag (Banner
Index equivalent) and/or use search box to narrow your results.

SmartTag Cost Center *Fund
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18. In the Additional Worktags field on each journal line, click the
prompt and select the revenue or spend category for another
sub-drop down menu.

Program Additional Worktags

search

T PEY COMpOTent

— || Pay Group
Receivable Writeoff Reason [
Revenue Category
Sales Item

Spend Category

Tax Applicability
Then click either
the Revenue
Category or the
Spend Category

Tax Authority »

Tax Cateqory | ]

/TN

workday. EDUCATION

19. To select a Revenue Category, after you click on “"Revenue
Category,” then scroll and click to select your Revenue
Category from the drop down list (you may also use the search
field).

Program Additional Worktags

cagnch Q | segrch

Top » Rewenue Category

- | Revenue Category: Adveriising A
(Student Publication)

Revenue Category: Animal per Diem
Revenus

Revenue Category: Banner Student
Integration Clearing

Scroll through then
list and then click to
Refund select a Revenue

Category - you may
also use the search

i field i
Revenue Category: Cash Owver-Short v

Revenue Category: Banner Student

Revenue Category: Broadcast Righis
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Remember you can use the Crosswalk site to select
the associated ledger account, SmartTag, and Spend
Category and/or Revenue Category for each journal
entry line. This site provides the Workday equivalents
to your Banner indexes and account codes.

20. To select a Spend Category, after you click on “Spend
Category,” click “Spend Category” again, then scroll and click to
select your Spend Category from the drop down list (you may
also use the search field).

Program Additional Worktags B
21. Repeat steps 12-20 until you have filled in all your journal lines.
seach Q | search |_
Top » Spend Category
22. If you have more than two lines, to add an additional
— | Spend Category [ ] . — . . . . .
Click here line(s), click either plus sign shown below to add a line.
Spend Categories by Hierarchy [ ]
J Journal Entry Lines Attachments
Program Additional Worktags

Journal Enfry Lines 4 iems=

— : rder *Company
search Q | search |

Top - Spend Category © Spend Categony Click either pIUS
sign to add a line

yv Florida Atlantic University

@ @ AY Florida Atlantic University

— Spend Category: Accounting
SEmnices

Scroll through list
to locate and then
click to select
your Spend
Category - you
may also use the
search field

Spend Categeory: Agricultural
Supplies

.| Spend Category: Air Flight and
Research Operations

Spend Categeory: Animals
Spend Category: Apartment Rental

Spend Category: AP Conwversion (for
1099 Suppliers) b

7\
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23. If you have need to delete a line(s), click the minus sign to
remove the journal entry line.

Journal Entry Lines 4 iems

Order *Company

Click here to
delete/remove a line

27.

24. If needed, use the Order arrows to reorder the journal entry
lines.

Order

©

28.
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25.

Once you have entered all the necessary journal entry line
information (as shown in the previous steps), and you
have attached your supporting documents, click Submit.

@ Save for Later

Cancel

26.

If you receive an error message, resolve the error(s) then click
“Submit” again.

If you are not ready to “submit” your entry, click “Save for
Later.” You can locate any created (but not yet submitted)
journal entries, by using the “Find Journals” task and filling in
the necessary search parameters including your name in the
“Originated By" field to narrow your search results.

If there are no errors, you will see a “Business Process Record”
screen which will also tell you who is next on the approval
chain in the “"Up Next” section.

Business Process Record Journal: Accounting Journal on 05/21/2015 for $100.00 ...

Up Next
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29. You can click on Details and Process to obtain more
information about the journal in the Detail tab (a summary of
the journal, journal number, and current status) as well as the
Process tab which allows you to see the next step(s) on the
approval chain. Your entry is NOT posted until all approvals are
complete and the journal entry status is changed to “Posted.”

Check on the Status of the Journal

(1) View the Archive tab of your inbox. Use the Process Tab to
identify remaining steps in the approval chain.

Details Process

View Evant Joumal: Accounting Journal on 05/21/2015 for $100.00 .-

For JRNL-D000D004E - Floros Afisene Usiversity - 38212015 .« test journal
e (2) Use Find Journal from the homepage search box.

Overni Ssatvs  in Progress

Ove Cote oS

Journal Entry View

Joumsi @ Joutnal Nutbee  JRNLOOOOC0USS  Status  InProgress  Eveedin Progress  Accountng Journad

{+) Journal Entry Information

(*) Journal Entry Details

Orignated by Memo test joumal
Atcounting Date  DS212015 Agusmest Journs! N
Curmency uso GCreate Roverssl No
Senoa May FY3018 Actuals (Florisn Allaene Univaenity) Ravwesat Cate

Ledger Florids Atiarife Universdy  Actush Balanced

Journal Scuce  Ascouning Joumat

Tetal As Entered Looger Debes 10000

Bolecciog Fund  FAY_ 56593 FAU_Detevt Fung Total As-Entered Ledger Crecs 10009
Vock Code
View Event Journal: Accounting Journal on 05/21/2015 for $100.00 (-
4 minute(s) ago - In Progress: Multiple Parties
For JRNL-000000045 - Florida Atlantic University - 05/21/2015 - test journal
Overall Process  Joumnal: Accounting Journal on 05/21/2015 for $100.00
Overall Status  In Progress
Due Date 0572312015
Details @
L
Process History 4 iems
Process Step Status Completed On Due Date
Accounting Journal Event Accounting Journal Event Step Completed 05/21/2015 04:39:10 PM 052312015
Accounting Journal Event Approval by Controller or St Assistant Controller-General Accounting_FAU Not Required 051232015
Accounting Journal Event Approval by Cost Center Manager (All) Awaiting Action 052312015
Accounting Journal Event Approval by Cost Center Manager (All Awaiting Action 051232015
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