General Ledger — Search for Journals

For employees searching for a journal entry.

Purpose: Search for a journal entry.

How to Access: Log into the Stratus application. Select the Journals application from the
Navigator.

Procedure: Complete the following steps to search for a journal entry:

1. On the homepage, select Journals under General Accounting from the sliding menu in the center of the
screen.
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2. Inthe Journals Module, on the right side of the page, click the task menu icon.

TOWSON
T UNIVERSITY. STRATUS



Journals — Search for a Journal Entry
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Data Access Set: TOWSON US [Change

Journals

Journals

Requiring Attention  Incomplete

View v Format w
Accounted
Debit
100,000.00

40,117.10

24,006.51

18,371.64

Detach

Ac
Source Journal Batch Pe, 'SSU€ Error Date
Credit s
N

100,000.00 Manual AL-SIT TEST BP MAR-2022 02:25:2 Ma Budgetary control faile

40,117.10 Spreadsheet BPB- Spreadsheet A 300000007209770 940256 N Ma Budgetary control faile 3/30722
31,247.65 Spreadsheet BPB-ASJ031122 Spreadsheet A 209770 936471 N M dgetary control faile 3/20/22
24,006.51 Spreadsheet BPB-P0OJ033122 Spreadsheet A 30( 7209770 988134 N Ma Budgetary control faile 4/12/22
18,371.64 Spreadsheet BPB-FM 122 Spreadsheet A 300000007209770 962542 N Ma The intercompany acco

11,975.00 Spreadsheet M032822 Spreadsheet A 300000007164521 933524 N Ma Budgetary control falle

9,165.71 Spreadsheet BPB-PCT032022 Spreadsheet A 3000000072 € Ma Budgetary control faile 3/28/22

3. On the task menu, select Manage Journals.
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4. On the Manage Journals page, enter your search criteria in the corresponding fields and click Search.
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Data Access Set: TOWSON US [Change]

Manage Journals @

Search

** Journal

** Journal Batch

** Accounting Period
Source

Category

** Batch Status

Starts with

Starts with

Equals

Equals

Equals

Equals

Actions w View w Format w =4 Detach

v

v

Peach

Mar-22

Basic | Manage Watchlist | Saved Search | All Journals

** At least one

Search ‘IReset Save...| AddFields ¥

5. You can add additional fields by which to search by clicking Add Fields button and selecting them. You can

then save your search for the future.
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Data Access Set: TOWSON US [Change]

Manage Journals @

Search

** Journal | Starts with

** Journal Batch | Starts with

** Accounting Period | Equals
Source Equals
Category | Equals

** Batch Status | Equals

v | May-22

6. Once you select additional fields, click Search.

Basic  Manage Watchlist Saved Seal

Accounting Date
Accounting Period

Accounting Sequence Name

Accounting Sequence Number

Approval Date ﬁ
Approval Status
Balance Type
Batch Description
Batch Status
Category
Completion Status
Created By
Creation Date
Currency

DetailStatus

Search Reset§ Save.. AddFields ¥ [ Reorder
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Data Access Set: TOWSON US [Change]

Manage Journals @ @

Search Basic | Manage Watchlist | Saved Search | Gina Cur Month Actuals Journals v
** At least one is required

** Journal | Starts with v || PEACH
** Journal Batch | Starts with v
** Accounting Period | Equals v || Mar-22 v
Source | Equals v v
Category | Equals v v
Accounting Date | Equals v || mrdiyy
Accounting Sequence Number | Equals v
** Batch Status | Equals v v

Balance Type | Equals v || Actual v

Search JReset |Save..|| AddFields ¥ | Reorder

7. The journal(s) matching the search criteria will appear.
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Data Access Set: TOWSON US [Change]

Manage Journals @

Search Basic | Manage Watchlist | Saved Search Al Journals v
Actions w View v Format w B Detach
T
Accounting
Account) Accounti Journal Entered Journal Entered Sequence
Source Date Period  voumal Journal Batch Category bit Credit Ba
Number
Spreadsheet  3/31/22 Mar-22  PEACH-Cost Transfer-March AAJ PEAGH-Cost Transfer-March Spreadsheet... AAJ 90.00 USD 90.00 USD 1000000119 Po

8. Scroll to the right to see additional information about the journal status.

= TU|STRATUS

Data Access Set: TOWSON US [Change]

Manage Journals @
Search Basic Manage Watchlist | Saved Search | All Journals v

Actions w View v Format v a Detach

Accounting
S i .
Category Journal Entereq Journal Eniereq equence Batch Status Funds Status Creatiof Created By Approval Status JApproval Date  Final Approvel
Debit Credit Date
Number

AAJ 90.00 USD 90.00 USD 1000000119 Posted Reserved 412/ Gina Peach Approved /12/22 1:52 PM Brian Bunker
007188... AAJ 90.00 USD 90.00 USD 1000000257 Posted Reserved 4/26/ Gina Peach Approved }4/26/22 3:33 PM Brian Bunker
< >

Columns Hidden 25

9. You may need to add status fields to your view by clicking the View button and selecting the fields you wish
to add. This will then be your new default when you view journal listings.
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Data Access Set: TOWSON US [Change]

Manage Journals @

Search Basic | Mana
Actions ?-7 Detach
About This Record |
Columns
1 Show All
Detach | Journal Batch Catego
1 + Source
Sort
Reorder Columns. . ¥ Accounting Date AAJ PEACH-Cost Transfer-March Spreadsheet... AAJ
1 v Accounting Period
¥ Query By Example Peach-test Spreadsheet A 300000007188...  AAJ
4 « Journal
<

v Journal Batch
Columns Hidden 25
v Category

+ Journal Entered Debit
+ Journal Entered Credit

Accounting Sequence

10. You can re-order fields by selecting a field (it will turn blue when selected) then drag and drop in the order
you want to see them.
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Data Access Set: TOWSON US [Change]

Manage Journals @
Search Basic  Manage Watchlist | Saved Search All Joumnals ~
Actions v View v Format v m Detach

| Accounting
Source S::::""t :;:ﬁ':.;m' Journal Journal Batch Category Journal E"g;;i‘: Sequence
Number
Spreadshest  3/31/22 Mar-22  PEACH-Cost Transfer-March AAJ PEACH-Cost Transfer-March Spreadsheet... AAJ 90.00 USD 1000000119 fo
Spreadsheet  3/31/22 Mar-22  Peach-test AAJ Peach-test Spreadsheet A 300000007188...  AAJ 90.00 USD 1000000257 Mo
< b
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= TU|STRATUS

Data Access Set: TOWSON US [Change]

Manage Journals (@

Search Basic Manage Watchlist Saved Search All Journals v
Actions w View v Format w E Detach Wrap
Accounting
Accouliti S Journal Entered Journal Entered
Source Date Period Journal Journal Batch Category Debit Credit Ba
Number

Spreadsheet 33122 Mar-22 1000000119 JPEAC 0st Transfer-M PEACH-Cost Transfer-Marc AAJ 90.00 USD 90.00 USD Po:
Spreadsheet  3/31/22  Mar-22 1000000257 [Peach-test AAJ 88... AAJ 90.00 USD 90.00 USD Pao

>

Columns Hidden 25

11. Once you find the journal you are searching for, click on the blue hyperlink under “Journal” to view the
details on the journal.
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Data Access Set: TOWSON US [Chan

Manage Journals (@
Search Basic Manage Watchlist Saved Search All Journals v

Actions v View v Format v E Detach Wrap

Accounting
A ti S Journal Entered Journal Entered
Source Date Period Journal Journal Batch Category Debit Credit Ba

Number
Spreadsheet  3/31/22  Mar-22 1000000119 PEACH-Cost Transfer-March st Transfer-March AAJ 90.00 USD 90.00 USD Po
Spreadsheel  3/31/22  Mar-22 1000000257 Peach-test AAJ Peach-test Spreadsheet A 30C AAJ 90.00 USD 90.00 USD Pao
>

Columns Hidden 25
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Data Access Set: TOWSON US

Edit Journal @ @ Balances

PTD » Total v

Journal Batch: PEACH-Cost Transfer-March Spreadsheet A 300000007188968 988567 N D | show More Batch Actions v
PEACH-Cost Transfer-March No lines selected.
Journal Batch Spreadsheet A 300000007 188968
988567 N Source Spreadsheet

Description  cost transfer March
Approval Status  Approved

Y
Balance Type Actual Funds Status Reserved

* Accounting Period Mar-22 Batch Status  Posted

Completion Status Complete
Attachments Lian Science Fair doc.pdf

Journal @ Show More PEACH-Cost Transfer-March AAJ v Journal Actions w

Journal PEACH-Cost Transfer-March AAJ Curreney USD US Dollar

Description cost transfer March

i Conversion Date  3/31/22
* Ledger TOWSON US Conversion Rate Type User
Accounting Date  3/31/22 Conversion Rate 1 \
Inverse Conversion Rate 1

* Patamars  AAL
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12. You can click the show more button on the journal batch section and the journal section to get further

information.
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Data Access Set: TOWSON US

Edit Journal ®

Save | ¥

Cancel

Balances

PTD v Total v

Journal Batch: PEACH-Cost Transfer-March Spreadsheet A 300000007 188968 988567 N @Y show More Batch Actions v
PEACH-Cost Transfer-March No lines selected
Journal Batch Spreadsheet A 300000007188968
988567 N Source Spreadsheet
Description cost transfer March A | stat A "
roval atus rove
y PP! PP
Balance Type Actual Funds Status Reserved
* Accounting Period Mar-22 Batch Status  Posted
Completion Status Complete
Attachments Lian Science Fair doc.pdf
Journal @ | show More PEACH-Cost Transfer-March AAJ v Journal Actions
Journal PEACH-Cost Transfer-March AAJ Currency USD US Dollar
Description  cost transfer March
Y Conversion Date  3/31/22
* Ledger TOWSON US Conversion Rate Type User
Accounting Date  3/31/22 Conversion Rate 1 H
* patannns DA | Inverse Conversion Rate 1

Journal Batch: PEACH-Cost Transfer-March Spreadsheet A 300000007 188968 988567 N (2 Batch Actions w

Show Less

Batch  Control Total ~ Action Log ]
View w
Event Date and Time Action Name
4/12/22 1:53 PM Posted Gina Peach
4/12/22 1:52 PM Approved Brian Bunker
4/12/22 1:48 PM Approved Gina Peach
4/12i22 1:45 PM Sent for app...  Gina Peach
4/12/22 1:45 PM Created Gina Peach
Journal @ | show Less PEACH-Cost Transfer-March AAJ v Journal Actions w
Journal Contfrol Total Sequencing Reversal
J " PEACH-Cost Transfer- Inverse Conversion
ounal parch Al Rate
Description  cost transfer March Jourmnal Import
Reference Created N
A Currency USD US Dollar
Reference Date
* Ledger TOWSON US Conversion Date 3/31/22
Source
Accounting Date  3/31/22 Conversion Rate
User Regional Information
* Category AAJ Conversion Rate 1
Attachments None
Journal Lines @
Actions w View w Format w Detach
Entered (USD) Line Descriptiv
Line * Account Description
Debit Credit Journal_Line_Re Journal_Line_Re Journal_Line_F
1 1004-12870-609003-00000-000-000000-0000 45.00 COST TRANSFER TEST TEST REF1 TEST REF2
2 5100-ED014-609003-00000-000-000000-0000 45.00 COST TRANSFER TEST TEST REF1 TEST REF2
3 1004-00000-101011-00000-000-000000-5100 45.00 Ledger intercompany balancing line.
4 5$100-00000-101011-00000-000-000000-1004 45.00 Ledger intercompany balancing line.
Total 90.00 90.00
< >

13. Click the Cancel button to close the page and return to the “"Manage Journals” page.
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Data Access Set: TOWSON US

Edit Journal ®

Journal Batch: PEACH-Cost Transfer-March Spreadsheet A 300000007 188968 988567 N @ | show Less Batch Actions v

Batch Control Total ~ Action Log

14. To search for a journal again, you may need to expand the search box to enter the search criteria.
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Data Access Set: TOWSON US [Change]

Manage Journals @
Search Basic  Manage Watchlist | Saved Search All Joumnals ~
Actions v View v Format v m Detach
Accounting
Account Accounti Journal Entered Journal Entered Sequence
Source Date Period Journal Journal Batch Category Debit Credit Ba
Number
Spreadsheet  3/31/22 Mar-22  PEACH-Cost Transfer-March AAJ sfer-March Spreadsheet... AAJ 90.00 USD 90.00 USD 1000000119 Po
Spreadsheet  3/31/22 Mar-22  Peach-test AA. Peach-test Spreadsheet A 300000007188 AAJ 90.00 USD 90.00 USD 1000000257 Po:
< >
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Data Access Set: TOWSON US [Change]

Manage Journals @
Search Basic | Manage Watchlist | Saved Search Gina Cur Month Actuals Journals v
uire:
** Journal | Starts with v || PEACH
** Journal Batch | Starts with v
** Accounting Period | Equals v || Mar-22 v
Source | Equals A% -
Category | Equals v v
Accounting Date | Equals v
Accounting Sequence Number Equals v
** Batch Status | Equals v v

15. Click the Done button when you are finished to exit Manage Journals.
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Data Access Set: TOWSON US [Change]

Manage Journals @

Search Basic | Manage Watchlist | Saved Search  All Joumals v
Actions ¥ View ¥ Format v m Detach
Accounting
Account Accounti Journal Entered Journal Entered Sequence
Source Date Period Journal Journal Batch Category Debit Credit Ba
Number
Spreadsheet Mar-22  PEACH-Cost Transfer-March AAJ PEAGH Transfer-March Spreadsheet... AAJ 90.00 USD 90.00 USD 1000000119 Po
opicausncer  3/31/22  Mar-22  Peach-tes AAJ 90.00 USD 90.00 USD 1000000257 Po:
< >




