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Process Steps Process Details
1 From HOME proceed to Main Menu and click General Ledger (Refer Fig .01)
Fig. 01 [ General Ledger Budget Analyst, UPD
) Click on Journals (Refer Fig. 02)
= O General Ledger Budget Analyst, UPD
= 23 10urnals
Enter
Encumbrance
Launch Journal Wizard
Fig. 02 Bl Define
3 Generate
3 schedule
O AutoAllocation
O3 Budgets
e B PR
3 Click on Encumbrance (Refer Fig. 03)
= T General Ledger Budget Analyst, UPD
= £ journals
Enter
Encumbrance
Fig. 03 Launch Journal Wizard
(I pefine
3 Generate
[ schedule
3 AutoAllocation
r Budgets
4 The Find Journals window will open.
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O Find Journals

Batch | |_
Journal |
Ledger |
sSource | Period ‘
Categary | Currency ‘
Fig. 04 Status Contral Total
Fuosting | Batch ‘
Funds | Jaurnal ‘
hdore
Clear ( [Mew Batch ‘ [ [ews Journal | Find )
5 Click on New Journal. (Refer Fig. 05)
O Find Journals
Batch || |_
Journal |
Ledger |
Source | Period |
Categary | Currency |
Fig. 05 Status Caontral Total
Fuosting | Batch |
Funds | Jaurnal |
hore
Clear ( ey Batch | [ e Journal | Find )
Enter the Journal Name, Period, Category, Effective Date, and Encumbrance Type of
6 the journal. The Category should be ADJUSTMENT and Encumbrance Type to be

selected is OBLIGATION.
(Refer to Fig. 06)
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© Journals 1P| ne Bannc) - KARSAE 5617 14 GFEP-211 R 290795
Journal MORSA# 5912 ®onversion Reverse
Description Adjustment far DV1623 urrency |PHP Diate
Ledger |UP Los Banos Category Adjustment Date |03-SEP-2016 Period
Period |SEP-16 Effective Date 03-SEP-2016 Type |User Method | Switch Dr/Cr =
Balance Type Encumbrance Encumbrance Type  Ohligation Rate |1 Status Mot Reversed
Caontrol Total BamEs
A
Lines Other Infarmation
Il
Line Account Debit (PHP) Credit (PHP) Description [1]
Fig. 06
I e e R e | »
Acct Desc
Post Approe Line Drilldown. .. T Accounts...
Check Funds | Reseme Funds | YWiew Results Change Period
Note: Journal name may vary per CU. It may be the DV Number with adjustment (e.g.
DV1523 (Adjustment)), NBURSA number or NORSA number.
7 Click on the small box located at the right part of the window. (Refer to Fig. 07)
Q Joumna a1z f 0
Journal  NORSA#5512 Conversion Reverse
Diescription  Adjustment for DW1523 Currency |PHP Date
Ledger UP Los Banos Category Adjustment Date |03-SEP-2016 Period |
Petiod | SEP-16 Effective Date 03-SEP-2016 Type |User Method | Switch DriCr -
Balance Type |Encumbrance Encumbrance Type  Obligation Rate |1 Status Mot Reversed
Contraol Total D Bavarse
Lines Cther Information
2
Line Account Dehit (FHF) Credit (FHP) Description [1
8 Enter Journals: Journals window should open. Select the supplier from the list of values
provided. (Refer to Fig. 08)
O Enter Journ
Supplier | J
Earrmark Mao.
Fig. 08 Adjustrnent to;
Al 3
0] | Qancel/l Clear )I Help JI
9 . . . .
Select DV number referenced to the DV that is being adjusted. (Refer to Fig. 09)
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(0] | QanceIJI CIearJI

= X
Supplier A & A Marketing A & A Marketing
Earmark Ma.
Adjustment to; [ENER -

Help |
Fig. 09
10 Click OK. (Refer to Fig. 09)
Supplier | Zeny Q's Food Mz Zeny Q's Food Made To Order
Earrmark Mo. |
Fig. 10 Adjustrent to: |
1] 3
Cancel Clear Help
On the Lines Tab, select the Account combination and enter the Credit amount to
11 adjust excess obligation.
(Refer Fig. 11)
Lines Other Information
3
Line Coolnt Uehit (FHF) Uredit (FHF) Uescnption |
103101 LE04006001 - 20401010.- 502128 9242.13 Adjustment for V1523 B
Fig. 11
1] 3
Acct Desc |\UP Los Banos. General Fund. UPLE National Crop Protec Unspecified. Trust Liahilities. Select value. Other General Services.Job Order / Mol
Post Approye Line Drilldown. .. T Accounts...
Check Funds ‘ Resene Funds | Wiew Results Change Period
12 Click on the small box located on the column beside Description. (Refer to Fig. 12)
1 Description H
Adjustment for 041525
13 Enter value for Appropriation Type and Click OK
= X
Appropriation Type | J
. Context
Fig. 13

1

Ok | QanceIJI CIearJI

Help |
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14 Click the @ button and a Decision window will open. Click “Yes” (Refer to Fig. 14)
O Decision
@ The total dehits do not equal the total credits for this
Fig. 14 journal. Do you still want to save this journal?
15
Forms
e FRM-40400; Transaction complete: 3 records applied
Fig. 15 i and saved.
If enabled, click on Reserve Funds button to check for available funds. Note: Clicking on
16 Reserve Funds will automatically trigger Check Funds for funds availability. (Refer to Fig.
16)
Lines Cther Information
v
Line  Account Dehit (PHF) Credit (FHP) Description []
1 03.101.LBO04006001.-.20401010.- 502125 9,242.13 Adjustment for D%1523 =
Fig. 16
9,242.13 .
e G
Acct Desc |UP Log Banos General Fund. UPLE Mational Crop Protec Unspecified Trust Liahilities. Select value. Other General Services.Job Order / Mol
Post Approve Line Drilldown T Accounts
Check Funds | | Resene Funds || YWiew Results Change Period. ..
17 A decision box will appear to confirm saving of journal. Click Yes. (Refer to Fig. 17)
O Decision
® This action will automatically save your work. Do you want
Fig. 17 to continue?
18 Another decision box will appear to indicate that the journal to be saved is not

balanced. Click Yes. (Refer to Fig. 15)
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O Decision

@ The total debits do not equal the total credits for this

Fig. 18 journal. Do you still want to save this journal?
[+
19 Forms window will open to indicate successful saving of journal.
Click OK. (Refer to Fig. 19)
@ FRM-40400: Transaction complete: 1 records applied
2 and saved.
Fig. 19
Saving the record will automatically populate the earmark number field. Click on the
20 previously updated small box (Refer to Fig 19a) to access the generated earmark
number. (Refer to Fig 19b)
O Jourhals (UP Lo Banos) - NOR 112 14-SEP-20 5
Journal MORSA#EH12 Corersion Reverse
Description | Adjustment for DY1523 Currency |PHP Date
Ledger UP Los Banos Category Adjustment Date |03-SEP-2016 Period | r
Fig 20a Period |SEP-18 Effective Date |03-SEP-2015 Type |User Method |Switch DiCr  ~
' Balance Type Encurmbrance Encumbrance Type |Ohbligation Rate |1 Status Mot Reversed
Contral Total ( R
1h
Lines Other Infarmation
v
Line Account Dehit (PHP) Credit (PHP) Description [
O Enter Journals: Journals
Supplier A & A Marketing A & A Marketing
Earrmark Mo, |EEEEE
Fig. 20b Adjustment to; 13055
A e 3
ok | lcancel) [ cClear | [ Help |
21

Click the “Post” button at the lower left of the Journals window. (Refer Fig. 21)
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status
Posting |L|nposted a1l
Funds |Required Fefarar
Approval |NIA
Fig. 21
Accounting Sequencing
Mumbear |
Sequence Mame |
[( Post |]| Approe
Ir L le Dy ol | [ [ ] e | R | | [ Sy [
22 Note window will open after clicking the “Post” button. Click “OK”. (Refer Fig. 22)
O Mote %
\'j Your concurrent requeast [0is 1045446,
Adjusting Journal is now posted.
Result Information:
Expected Results

e Adjusting journal has been created and posted.




