Creating Procard Journals

Step 1:
Navigate to GRCC Custom > Journals > GRCC Journal Load

¢ Main Menu
H -
Search Menu:
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GRCC Custom
Data Expansion Tools (3 Banking v
Employee Self-Service (3 Journals
Manager Self-Service J Reports
Supplier Contracts

Customers

Partners

Products

[5] Budget Journal Import
[5] GRCC Journal Load
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Select the ‘Procard’ run control and enter the file pathname for in input transactions and left click on the ‘Run’ button.
The filename must be in the following format.....PROCARD-YYYYMMDD.txt.

Favorites Main Menu > GRCC Custom > Journals » GRCC Journal Load

Load GRCC Journals

Run Control ID:  Procard_Journals Report Manager Process Monitor |- Run _
Language: English -

Report Request Parameters
Unit: GRCC1@,

File Name:
|\\fasﬂ1\share digroups\publicdPSRPTFINSRVIPROCARD-20121101 b

Left click on the "OK’ button to run the process.

Favorites  Main Menu > GRCC Custom > Journals > GRCC Journal Load

Process Scheduler Request

UserlD: JHITCHINGS Run Control ID: Procard_Journals
Server Name: - Run Date: |01/16/2013 E',]
Recurrence: - Run Time:|12:56:30F'M | Resetto Current DateTime |
Time Zone:| @,
Process List
Select Description Process Name Process Type *Type *Format Distribution
GLS9002 GL=so002 SOR Report Web ~ PDF w Distribution

.~ OK | Cancel




Left click on the ‘Process Monitor’ link to verify the process was successful

Favorites - Main Menu > GRCC Custom > Journals » GRCC Journal Load

Load GRCC Journals

Run Control ID:  Procard_Journals Report Manager Process Monitor |~ Run |
Language: English -
Report Request Parameters
Unit: GRCC1 @,
File Name:

|\\faso1\share digroups\publicPSRPTFINSRVIPROCARD-20121101 td

Favorites | Main Menu > GRCC Custom > Journals > GRCC Journal Load
. H v v -

" Server List

User IDJHITCHINGS @ Type ~ Last - | 1  Days ~  Refresh ]
Server v  HName @, Instance | to |
Run Status hd Distribution Status hd Save On Refresh
Process List Personalize !  d | View All| E | T First 10of1 Last
Process . Distribution -
Select Instance S5eq. Process Type Name User Run Date/Time Run Status Status Details
i 335870 S0R Report GLS9002 JHITCHINGS 01/08/2013 35242PMEST Success FPosted Details

Step 2:
Navigate to General ledger > Journals > Subsystem Journals > Generate Journals

Favorites | Main Menu
D S

Search Menu:
®

s ¥
[ Cash Management 3
{3 Deal Management b
3 Risk Management 3
3 Financial Gateway »
3 VAT and Intrastat b
3 Excise and Sales Tax/VAT IND 3
3 Commitrment Control 3
{1 General Ledger 1
3 Allocations (3 Journals
{3 Statutory Reports {3 Ledgers 3 Journal Entry »
3 SCM Integrations 3 Summary Ledgers 3 Standard Journals »
3 Set Up Financials/supply ¢ (3 Close Ledgers 3 Import Journals 3
3 Enterprise Components 3 Process Multi-Currency 1 Subsystem Journals ) . .
3 Government Resource Dir [ Average Daily Balance 3 Process Journals Accounting Entry Definition
3 Background Processes C3 Open Items 1 Suspense Correction Journal Generator Template
3 worklist 3 Consolidate Financial Data » Generate Journals
1 Application Diagnostics 3 Maintain Standard Budgets 3
3 Tree Manager 3 Monitor Background Process 3



Select the ‘Procard’ run control and verify the parameters:

- Edit box is checked

- ‘Always’ push button is on

- Application Business Unit: (blank)

- Ledger Group: ACTUALS

- Template: PROCARD

- Setid: GRCC1

- Accounting Definition Name: PROCARD

- From Date Option: Specify Date

- To Date Option: Specify Date

- From Date: First date on input file transactions
- To Date: Last date on input file transactions

Left click on the ‘Run’ button

Generate Journals Request

Run Control Il Procard_Test Report Manager  Process Monitor | Run ’-

Journal Processing Options

Edit Budget Check Post
Process Request Parameters Find | View &1 First BB 1074 I L ast
GlbbesoiuslLe b, Request Number: 1 (=]
* Once *SetiD: lRec1 @
@ Always
) Don't Run *Accounting Definition Name: PROCARD @,
Application Business Unit: Iiag
Ledger Group: lm%
Template: PROCARD @,
*From Date Option: Specify Date +|  From Date: [11012012 |5
*To Date Option: Specily Date ~  ToDate: (102012 |5
Left click on the 'OK’ button to run the process.
Process Scheduler Request
User Il JHITCHINGS Run Control ID; Procard_Journals
Server Name: - Run Date: |01/16/2013 Eﬂ
Recurrence: - Run Time:|1:23:41PM . Resetto Current Date/Time
Time Zone: Iigﬁ
Process List
Select Description Process Hame Process Type *Type *Format Distribution
F5_JGEM F5_JGEM Application Engine  Web * TXT » Distribution

. OK | Cancel Refresh




Left click on the ‘Process Monitor’ link to verify the process was successful

Generate Journals Request

Run Control D¢ Procard_Test Report Manager  Process Monitor Run |

Journal Processing Options

[#] Edit Budaget Check Post
Process Request Parameters
Process Frequency Request Number: 1 =
© Once *SetiD: GRCC1 @,
@ Always
) Don't Run *Accounting Definition Name: PROCARD @,
Application Business Unit: @,
Ledger Group: ACTUALS @,
Template: PROCARD @,
*From Date Option: Specify Date ~  From Date: 110112012 5
*To Date Option: Specify Date - To Date: 1113012012 |[5]

User ID[JHITCHINGS @,  Type ~ Last - | 1 Days - Refresh

Server +  HName @, Instance | to |

Run Status A Distribution Status - Save On Refresh
Process List Personalize” ] View All| B | B First
Process . Distribution -
aelect Instance - Process Type [T— Run Date/Time Run status rrera— ) T
Select Instance 5eq. Process T Name User Run Date/Time Run Status Status Details

[ 335869 Application Engine FS_JGEN JHITCHINGS 01/08/2013 3:29:49PM EST Success Posted Details




Navigate to Query Manager

ORACLE Home

Favorites | Main Menu
- B -
Search Menu:

)

Y

= Ak

Grants

Program Management
Project Costing

Proposal Management
Maintenance Management
Resource Management
Real Estate Management
Staffing

Travel and Expenses
Travel Administration
Biling

Accounts Receivable
Accounts Payable
eSettlements

Agget Management

IT Aszet Management
Banking

Cash Management

Deal Management

Risk Management

Financial Gateway

VAT and Intrastat

Excise and Sales Tax/VAT IND
Commitment Control
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Allocations
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SCM Integrations

Set Up Financials/Supply Chain
Enterprise Components
Government Resource Directory
Background Processes
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Reporting Tools o |
PeopleTools uery i
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Enter query name, JOURNAL_PROCARD

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Query

“Search By QueryName M

Search

| Advanced Search

Left click on the search key button

Query Manager

begins with

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create Mew Query

*Search By QueryName A begins with
Advanced Search

Search

Search Results

*Folder View

CheckAll

— All Folders — -

Uncheck All

JOURNAL_PROCARD

JOURMNAL_PROCARD

*Action —Choose —

Select Query Hame

JOURMNAL_PROCARD

Descr

Journal Drill

Left click on the Excel link

Owner Folder

Public

Runio Runto Runto

= HTML  Excel XML

Schedule

Edit HTML |Excel XML Schedule

Enter the first day of the month that is being processed.

JOURNAL_PROCARD - Journal Drill

Date: 01012013 [5

 View Results
Journal Project/Grant Manager Dept Dept Project/Grant | Line Line
‘ D Date e Manager Descr Descr P Account|Dept |Fund | Program | Amount | Ref Descr Instance

Correct information as necessary and send out to Pro card Holder Group via email.

[sournal prin ] se2
[Journal i |Date [Project/Grant Manager Name |Dept Manager [Dept Descr [Project/Grant Descr Line # ¢
PC00139758 /172013 Ross,Raynard Peterson, James General College’ UPWARD BOUND 20122013 232
PC00139758 1/1/2013 Ross,Raynard Peterson.James General Callege UPWARD BOUND 20122013 42
PC00139758 /172013 Ross,Raynard Peterson,James General College UPWARD BOUND 20122013 62
PCOD130758 /172013 Ross,Raynard Peterson,James General College UPWARD BOUND 20122013 72
PC00139758 /172013 Ross Raynard Peterson.James General College UPWARD BOUND 20122013 102
PC00139758 1/1/2013 Ross Raynard Peterson,James General College UPWARD BOUND 20122013 92
PC00139758 /172013 Ross,Raynard Peterson,James General College UPWARD BOUND 20122013 532
| PC00139758 /172013 Ross,Raynard Peterson,James General College UPWARD BOUND 20122013 32
PC00139758 1/1/2013 Ross,Raynard Peterson.James General Callege UPWARD BOUND 20122013 12
PC00139758 /172013 Ross,Raynard Peterson,James General College UPWARD BOUND 20122013 832
PC00139734 /172013 Sherman,Anne Peterson,James General College SPECIAL POPULATIONS 2012-2013 72
PCO0139734 1/1/2013 Sherman,Anne Peterson.James General Callege SPECIAL POPULATIONS 2012-2013 62
| PC00139734 /172013 Sherman,Anne Peterson,James General College SPECIAL POPULATIONS 2012-2013 52
PCOD130734 /172013 Sherman,Anne Peterson,James General College SPECIAL POPULATIONS 2012-2013 332
PC00139734 /172073 Sherman,Anne Peterson,James General College SPECIAL POPULATIONS 2012-2013 432
| PC00139734 1/1/2013 Sherman, Anne Peterson.James General College SPECIAL POPULATIONS 2012-2013 12
| PC00130734 /172013 Sherman,Anne Peterson,James General College SPECIAL POPULATIONS 2012-2013 932



The journal entries created by this two-step process can be review by navigating to:

General ledger > Journals > Journal Entry > Create/Update Journal Entries entering the appropriate search parameters,
and left clicking on the ‘Search’ button.

Favorttes . Main Menu > General Ledger » Joumals > Journal Entry > Create/Update Journal Entries

Find an Existing Value Add 3 New Value

[+ Search Criteria

Business Unit: = <] [ercct &
Journal ID: begins with ~ \F’C

Journal Date: = v | [
Document Sequence Number:  begins with + \

Line Business Unit: = - [ -
Journal Header Status: = v -
Budget Checking Header Status: = - -
Ssource: = - (I

User ID: begins with ~ \JH\TCHINGS @,
Attachment Exist: = A h

[Ccast sitive:

Search || Clear |Basic Search [ Save Search Criteria

Search Results

View All First E 1-53 of 53 m Last
Emess Journalip i;lemal ::P:::\E:E zzrcr;‘n::m Sequence L\LneBusmess fmu‘:‘r;a\ Header 2:;9:: ;r;::::mg &e ger Mg:_;r:ng( ﬁa\ Total ;?i:ln:‘ Total ;ﬂf:meﬁm.s Beseription User ID ?::f"mem
GRCC1  |PC00138351/12/01/2012 0 (0lank) GRCCA Edit Reqd Not Chid ACTUALS |ONL |USD 0 0 0 Procard  JHITCHINGS N

GRCC1  |PC00138352/11/11/2012 0 (blank) GRCC1 Edit Req'd d ACTUALS |ONL |USD 0 0 0 Procard  JHITCHINGS N

GRCC1  |PC00138353(1111/2012 0 (blank) GRCC1 Edit Reqd ACTUALS |ONL |USD 0 0 0 Procard  JHITCHINGS N

GRCC1  |PC00138354/11/11/2012 [0 (blank) GRCC1 Edit Reqd ACTUALS |ONL |USD 0 0 0 Procard  JHITCHINGS M

GRCC1  |PC0013835511/11/2012 0 (blank) GRCC1 Edit Reqd ACTUALS |ONL |USD 0 0 0 Procard  JHITCHINGS M

GRCC1 0 (blank) GRCC1 Edit Req'd ACTUALS |ONL |USD 0 0 0 Procard  JHITCHINGS

GRCC1 0 (blank) GRCC1 Edit Reqd ACTUALS |ONL |USD 0 0 0 Procard  JHITCHINGS

GRCC1 0 (blank) GRCC1 Edit Req'd ACTUALS |ONL |USD 0 0 0 Procard  JHITCHINGS




