IDT Journal Entry Quick Guide
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IDT Journal Entry
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Business Unit: DALD1| @
Journal ID:  |\MEXT

Journal Date: |03/03/2011 [

Open a new IDT Journal:
Step 1.
Click Main Menu. Click General Ledger custom.
Click IDT Journal Entry.
Step 2.

Choose DALO1 from Business Unit.
Click Add button.
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Unit: DALO1

Long Description:
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Journal Class:
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Adjusting Entry:
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Complete Header Page information:

Step 1.

Type an explanation for the IDT Journal in Long
Description.

Step 2.

Choose ACTUALS from Ledger Group.

Click Lines page.

|Es Add | |Z5] Update/Display |
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Step 6.
Header m Totals  Erors  Approval < Click Approval Page. Click Submit.
Unit: DALDA Journal 1Dz 0000000086 Date: 02152011
Template List Search Criteria Change Values
| Interdintrallnit | *Process: Edit Journal j | Process

Step 3.

Add Speedtype. [t Line SpeedType Fund Dept Cost Center Amount Reference Journal Line Description
Add Account. — —— >

Add Amount. 1 134020033 | | O [3910 |Q 1304097Q, 34039033 | Q -1,000.00

Repeat for <] |
Second line. to add: |_1 =

—

I Errors Only

Step 5.
Click Process button. i

Customize | Find | E

Customize | Find | View 20 B | 3 Firat 0 4 of 4

Total Lines Total Debits Total Credits

0.00 1,000.00
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Step 4.

Click Notify. Add email address,
subject and message.

Click OK button to send.




IDT Journal Entry Quick Guide

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKLUP RECIPIENT to search for a name. Click DELIVERY OPTIOMS to view or change the method of the send.

Motification Details Lookup Recipient Delivery Options

T

CC:

BCC:

priority: | -|

Subject: |~:Enter3uhjemnere;~

Template  [Workflow Motification
Text:

L] &

Priority: %MotificationPriority

Cimte St 044 02 NA

&I

Message:

Click OK to send this nofification and exit this page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and remain on this page.

.~ OK  Cancel  Apply
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Unit:

DALOA

Journal 1D:

000000002G

Date:

02M15/2011

......................................

Step 6.
Click SUBMIT. Your Journal is
now in workflow.




