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 Work Instruction  

 

Open a Saved Folder  

Purpose 

Use this procedure to open a saved folder. 

Prerequisites 

• You have previously created a custom folder and saved it. Refer to the work instruction 
“Set and and Save a Customized Query in a Folder.” 

Navigator Path 

• Journals  Enter  

 
Filename: 
GLD0_OPEN_SAVED_FOLDERWI.
DOC 
Reference:  

Version: Draft B 
Last Modified: 12.08.2003 16:06:00 

Work Instruction
Page 1 / 5

 



Title: Open a Saved Folder 
Functional Area : General Ledger 

Course : General Ledger 

 
 

 

 

Procedure 

1. Close the Find Journals screen, leaving the Enter Journals screen open. 
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Enter Journals 

2. Select Folder  Open. 
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Open Folder 

3. Select the folder you want to display. 

4. Click . 
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Decision 

5. Click  to find all the records in the folder. 

 This changes your Enter Journals screen to display your custom folder. 

Result 

You have successfully opened a saved folder and run a saved query. Select File  Close 
Form to exit the Journal form. 
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