Reviewing Journal Entries for Approval
Created on Wednesday, September 30, 2009



COPYRIGHT & TRADEMARKS

Copyright © 2003, 2007, Oracle. All rights reserved. Powered by OnDemand Software.
Distributed by Oracle under license from Global Knowledge Software LLC. © 1998-2007. All
rights reserved.

The information contained in this document is subject to change without notice. If you find any
problems in the documentation, please report them to us in writing. This document is not
warranted to be error-free. Except as may be expressly permitted in your license agreement for
these Programs, no part of these Programs may be reproduced or transmitted in any form or by
any means, electronic or mechanical, for any purpose.

If this documentation is delivered to the United States Government or anyone using the
documentation on behalf of the United States Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

The U.S. Government’s rights to use, modify, reproduce, release, perform, display, or disclose
these training materials are restricted by the terms of the applicable Oracle license agreement
and/or the applicable U.S. Government contract.

Oracle, JD Edwards, PeopleSoft, and Siebel are registered trademarks of Oracle Corporation
and/or its affiliates. Other names may be trademarks of their respective owners.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data and collect data in
NIS. Itis the responsibility of the agencies to comply with State Statutes, Federal Rules and
Regulations, and State policies. For further information concerning State Statutes and policies,
please refer to both internal agency resources and the Department of Administrative Services
website: http://www.das.state.ne.us/.



http://www.das.state.ne.us/

Q Training Guide

o e Reviewing Journal Entries for Approval

Table of Contents

Reviewing Journal Entries for APProval..........ciiiinii e 1
Reviewing Journal Entries for Approval OVErVIEW ...........cccccvveieiiiecie i 1
Reviewing Journal Entries for Approval LeSSON .........ccccviiiiiiiiiiiiecsese e 1

Page iii



Training Guide
— Reviewing Journal Entries for Approval

7

Administrat]

Reviewing Journal Entries for Approval

Reviewing Journal Entries for Approval Overview

Once journal entries have been entered into the system, they may be reviewed prior to approving
to ensure accuracy. In NIS, once you have reviewed, made any necessary corrections, and
approved the journal entries, they will be ready to be posted to the G/L.

When journal entries are correctly and regularly entered, they ensure G/L accuracy.

Note: During journal entry, record batch number(s) to quickly locate them later.

Reviewing Journal Entries for Approval Lesson

Procedure

In this lesson you will learn how to review journal entries for approval.

Navigation: There are two menu paths for this process. This lesson uses the JE
Review/Approve/Post menu path.

Accounting - Agencies > Manage Journal Entry > JE Review/Approve/Post > JE
Review/Approve/Post

or
Accounting - Agencies > Manager Journal Entry > Enter Manual Journal Entries > Journal

Entries with Debit/Credit Format (Enter Batch Number, click Find, choose record and click Row,
Batches)
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EnterpriseOne Menu 2] =a Wal 1
Open Applications
You have no running applications. The EnterpriseCne Menu contains several links to the applications.
Open New Window These links will ahwvays be atthe left ofyour screens, no matter what application you are using

‘rou tan also hide the menu when you need mare pace for vour work,

[> MIS State of Mebraska

[ Roles

[ Actions

[> Preferences

Done € Internet 100% v

Step Action

1.
Click the NIS State of Nebraska link.
[MIS State of Mehrasks|

2.
Click the Accounting - Agencies link.
[sccounting - Agencies|

3.
Click the Manage Journal Entry link.
[Manage Journal Entrd

4.
Click the JE Review/Approve/Post link.
UE ReviewispproveiP os

5.
Click the JE Review/Approve/Post link.
LE ReviewifpproveiPosy

6. Note: Verify the Batch Type is correct.
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JE Review/Approve/Post - Work With Batches @

Select Fpd Close Form  Row  Tools

v & X 8 H B

Batch Mumberi Type [ G GENERAL ACCOUNTING

‘ (& Unposted Batches (I Posted Batches C Al Batches O Pending

No records found.

Status Difference Difference
Description Documents Amount

Done € Internet 100% v

Step Action
7.
Click the Pending option.
8.
Click the Find button.
9. Note: The QBE line can be used to narrow your search if necessary.
10. Choose the desired batch number by clicking the check box next to it.
11.
Click the Row button.
12.
Click the Batch Approval menu.
[ Batch Approval |
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JE Review/ApprovelPost - Batch Approval @
O€  Cancel Form Iools
B X 8 &
| Bateh MurnberType 1896775 G |

O Approved - Batch is ready to post

& Pending - Batch is not ready to post

Done € Internet 100% v

Step Action

13. Click the Approved - Batch is ready to post option.

Note: If a batch is in ERROR STATUS, selecting Row, Batch Approval can be
used to set the status to either pending or approved.

14.
Click the OK button.
15. Verify Status Description changed to Approved.
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JE ReviewlApprovelPost - Weork With Batches

@
Select Fpd Close Form  Row  Tools
v & X B B
Batch Mumber ! Type |* GENERAL ACCOQUNTING
‘ O Unposted Batches (I Posted Batches @ Pending
Records 1-1
[1898775
Status
Description
G 1896775 07¢13i2009 A APPROVED
Done € Internet 100% v

16.

Click the Close button.

17.

End of Procedure.

You have successfully completed this lesson.
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