B Printing Journal Entries by Batch

Overview

After you enter journal entries, you can print them to review and approve. You
can review printed or online reports.

ﬁ In NIS, refer to batch numbers instead of document numbers.
This work instruction shows how:

Run a Journal Entry Report by Batch

Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is 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/

Navigation

Click Roles, Accounting.
(Citrix users — right click on the menu, choose View by Role, choose Accounting.)

Accounting - Agencies > Manage Journal Entry > Enter Manual Journal Entries >
General Journal by Batch

, or

Accounting - Agencies > Manage Journal Entry > Enter Manual Journal Entries >
Journal Entries with Debit/Credit Format>Click Reports, General Journal
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Steps

Run a Journal Entry Report by Batch

Start this instruction from the Work with Batch Versions — Available Versions

window.
el Soft.
Work With Batch Versions - Available Yersions D ]

Selsct Fnd  Add  Copy Delsts Close Row  Form  Tools
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Batch Application [Roa30t General Journal by Batch Repor

Read Cnly Repart (YN}

Records 1-10

] Version Version Title Web User Lislr Security Description
Only Modified
[ ME338002 Print JE by hatch number MISEMERRIT 10/05/2005 0 Mo Security
[0 ME939003 General Journal by Batch MISTYANG 0416/2003 0 Mo Security 3
[0 ME989004 Journal Report By User 1D MISSMERRIT 10/05/2005 0 Mo Security
[] ™E988018 Posted Invoice Journal Report MISSMERRIT 10/05/2005 0 Mo Security
[] WE9330RB Posted Receipts Journal Report MNISSMERRIT 10/05/2005 0 Mo Security
[ Wis0001 General Journal by Batch MNGUYENDOZ 08/2002004 0 Mo Security
[0 RiS0001 General Journal by Batch PSFT /02004 0 Mo Security
[ *JDEDDOY General Journal Batch #, Doc #, Type PSFT 0316/1998 1 Medium Security
[ ®JDEDDOZ Maodel JE's by Document Type and Explan PSFT 03M16/1988 1 Medium Security
[J =IDEDDO3 General Journal: Unposted Transactions PSFT 0316/1993 1 Mediurm Security
£ M | [>

1. Choose the Version to run.

2. Click Select to display the Version Prompting window.

Version Prompting [}

Cancel Submt Form  Tools

Prompt For

[ Data Selection [Data Sequencing ‘

3. Choose Data Selection.
4. Click Submit to display the Data Selection window.
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Add Row

Advanced

5. Complete or change the following Where fields:

e Left Operand — CIickj and choose Batch Number (F0911)(ICU)[BC]
unless defaulted.

e Comparison — Click j and choose is equal to unless defaulted.

PeopleSoft EnterpriseOne Rev. 12/20/2005 40



Nebraska Information System (NIS) Printing Journal Entries by Batch

¢ Right Operand — Click j to choose Literal, type batch number.

FepleSo.

Select Literal Yalue

oK Cancs|
4

Literal Walue: |

— Single Value — Type a single batch number.
— Range of Values — Type From and To batch numbers, if desired.

— List of Values — Type a list of batch numbers, if desired.

6. Click OK to return the literal value(s) to the Right Operand field.

7. Complete additional data selection as needed. For step-by-step instructions
on entering report data selection, please refer to the Running Reports work
instructions.

8. Click OK. The Printer Selection window appears.

9. Click OK. The Work With Batch Versions — Available Versions window

appears.

ﬁ View the Report via Submit Job or View Job Status. For step-by-step
instructions on viewing and/or printing a report, please refer to the Working
with Submitted Reports work instructions. Choose the Job Details to view
(R09301_...) once the Description is "Done".
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