JOB AID


Copying a Journal Entry

Use the “Copy Journal” process found in the Process drop-down box on the Lines Page to copy a Journal Entry.  You might want to copy a JE when

· The original JE was still in a “Save as Incomplete” status at month end, and therefore was not approved and posted.  You must copy this JE to the current accounting period to so it can be validated, approved, and posted.

· The debits and credits on the original JE were entered backwards.

The JE Copy function allows you to

· Copy the original JE from a previous accounting period and record it in the current accounting period.

· Copy the original JE and reverse the signs so it is recorded correctly in the Finance System.

To demonstrate the Copy Journal function, we’ll copy the mileage JE we’ve been using throughout the Job Aids and also reverse the signs.
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Begin the Copy Journal process by going to the Lines Page of the Journal Entry you want to copy.
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1. Review the Journal Entry to make sure it is the one you want to copy.

Select Copy Journal from the Process drop-down list.  Click once on the [image: image3.png]Process



 button.  The Journal Entry Copy Page will appear on your computer screen. 
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2. In the Journal ID field, you can either accept NEXT or type in your own Journal ID. Many times folks type in a portion of the original Journal ID number followed by a “C” for “Copy”.  For example, 412664C.
3. The Journal Date defaults to today’s date, which will always be in an open accounting period.  You can also change the date, if necessary, as long as the date you pick is in an open accounting period.

4. No information is entered into the Ledger, New Ledger, or Document Type fields.

5. If your original JE was “backwards”, or you just want to reverse the original JE,  select the Reverse Signs box.
6. You have the option of selecting the Save Journal Incomplete Status for the copied JE.  If you do this, make sure to take the JE out of the “incomplete” status so it can be saved, validated and approved for posting prior to month end.

7. After making your selections, click once on [image: image5.png]


.  The Journal Lines Page will appear on your screen.

Copied Journal Entry     
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9. You can see, by comparing the original JE below to the copied JE above, that the Journal ID, Date, and signs are all different on the copied JE.  Don’t forget to update the Business Purpose on the Header Page for the JE you just copied.
Original Journal Entry  


10. Validate the copied JE and notify your approver when it’s ready to be approved.  Once the JE is in Approved status, it will Post overnight.
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