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 Work Instruction  
 

Create a Reversing Journal  

Purpose 

Use this procedure to print a journal screen shot. 

Trigger 

You created a journal and would like a quick screen shot for your records.  

Prerequisites 

• Previous journal entry must be entered. 

Navigator Path 

• Journals  View 

Helpful Hints 

• Save your journal before taking a screen shot. 
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Procedure

 

1. From the Navigator, go to Journals  View.  Fill in the appropriate criteria to reduce your 
search. 

 

 Hitting the  button will pull up some additional search fields. 

View Journals 

2. Click  to go to the View Journals form. 
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3. Click on the journal or batch which you would like to print. 
 

Enter Journals 

 

4. Select . 
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5. Choose File  Print… or click the print button  on the toolbar.

6. Choose your printer and click . 
 

 This printing method will show all 33 digits in the Account Coding.  But, it will only show 
6 lines at a time, cuts off the Description, and will not show the Descriptive Flexfields 
(DFFs).  If you would like to have more lines and additional information shown, please 
print your journal from the Harvard Data Warehouse (HDW) in a report called  
“Journals – General”. 

Result 

You have printing a journal screen shot.  Select File  Close Form  to exit the View Journal 
form.   

 You cannot do any action besides View and Print from the View Journal form. 
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