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Work Instruction

Create a Reversing Journal

Purpose

Use this procedure to reverse any journal you have created.

Trigger

You need to reverse a journal entry or batch that has been posted.

Prerequisites

e Previous journal entry must be entered and posted.

Navigator Path

e Journals = Enter

Helpful Hints

e If the journal has not been posted, it should be deleted rather than reversed
e You can only reverse a journal into an Open or Future Entry period.

o If you reverse a journal batch, the General Ledger generates a separate reversal batch for
each reversed journal.

e You can reverse just one journal entry in a batch of many journals.
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Functions
Journals:Enter

Enter Journals

- Journals Top Ten List
Enter [1. Enter Journals ]
Batch Status || Source Category Period Batch Mame Journal Name Currency| Journal Debit Journal Credit [§ =

© Find Journals

I-é
I
I
I

Currency

C ¥
Status Control Total

Review Journal Review Batch Paost REeverse Batch Reguery

Mew Journal Mew Batch

1. From the Navigator, go to Journals = Enter. Fill in the appropriate criteria to reduce your

search.
& . | hore . . ,
Hitting the button will pull up some additional search fields.
. Find
2. Click to go to the Enter Journals form.
3. Click on the journal or batch to be reversed.
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Functions
Journals:Enter

Enter Journals

- Journals Top Ten List

Category Batch Mame Journal Narme Journal Debit
[Manual Other |FeBo3  |capm spw 64692 Ccapm spw 64692 cusp 15,717.93
Spreadsheet |Adjustment [MARO1 |CADM SDW 64692 F||CADM SDW 64692 FI|USD 14,223.16
Spreadsheet |Adjustment |MARO1 |CADM SDW 64692 F [CADM SDW 64692 FI|USD 14,223.16
|Manual Adjustment  |NOV-03  [CADM SDW 64692 AF|CADM SDWY 64692 AF[USD 387,046.90
||Spreadsheet |Adjustment [JAN03  [CADM SDW CORREC|CADM SDW CORREC|USD 18,894 61
|Manual Other JUNO3  |CADM SDW Fringe C|CADM SDW Fringe C[usD 42,173.07
||Spreadsheet |Adjustment  [JUNO3  |CADM SDW Fringe C|CADM SDW Fringe C[USD 17,809,606.66
|Manual Adjustment  |JUNO2  |CADM SDW Reclass [CADM SDW Reclass |USD 4,838.61
||Manual Adjustment  [JUNO4  |CADM SDW Reclass |CADM SDW Reclass [USD 132329
|Manual Other JULDZ  [CADM SDW TEST OF|CADM SDW TEST OFfuSD 0.00

4, Perform one of the following:
If You Want To Then Go To
. . r
Reverse a journal in a batch _ Review Journal Step 5
Click
Reverse a journal batch _ Review Batch Step 7
Click | |
5. Review your journal.
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Enter Journals

- Journals Top Ten List

ORACLE

JUNDZ

0L LR

CADM SDW Reclass expense

Conversion
30-JUN-2002

Status

30-JUN-2002

Jate

Reverse

Debit

change object codes per Jude
Datc [

Cantrol Tatal _

S L Switch DriCr -

4,838.61

. BEeverse
6. Click on
Go to Step 9.
7. Review your batch.
. Eeverse Batch
8. Click on

Line Drilldawn... T Accounts..

to bring up the Default Reversal Period window.

to bring up the Default Reversal Period window.
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Journals:Enter

Enter Journals

- Journals Top Ten List

Status

ol e

Cantrol Total [ !J 1

Batch Totals
Debit Credit 10-JUL-2002
Entered 4838.61 4838.61 =6 10-JUL 2002

rted 4838 61 4838.61 ,

9. Select the reversal period on the Default Reversal Period window.

Ok

10.  Your reversal request should be process. Click to close the request window.

Result

You have reversed a journal or batch. Select File=» Close Form to exit the Journal form.

Comments

You have completed this work instruction.
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