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Guide for Completing the 9.0 Journal Reclass Form

First, be sure you use the template that indicates Journal Reclass Form 9.0
1

Enter the Date Prepared


2

Enter the Name of the Individual who prepares the JE


3

Enter the Department Name


4

Enter the preparer's Phone Extension in this format: "4####"





Form will display as "4-####"

5

Enter the Justification for the JE





Please be specific, describe the transaction accurately


6

Indicate your Business Unit


7

Enter the Journal Date


PeopleSoft will use this date as the Accounting Date 

8

Enter Journal Description







Usually, this is a concise version of the Justification


9

Enter Journal Lines





IMPORTANT:  Use a Minus Sign "-" to indicate Credits


For Rev and Exp accounts, Credits INCREASE Spending Authority





The form will display Credits like this:
($700.00)


When you have completed the Journal Lines, the Control Total





for all Journal Reclass requests should be ZERO



This indicates that Total Debits Equal Total Credits and that the Journal is balanced

Attach supporting documentation and Email the Journal to an appropriate approver
Approvers, review and email the journal to Journal Reclass

Guide for Completing the 9.0 Journal Reclass Form – continued



To add lines, use the buttons at the bottom of the form

“Add 20 Rows” or “Add 100 Rows”

The last line that contains data on your Journal should not be below the gray shaded cells in columns B (Line) and C (Bus Unit).  In the screenshot below, that is row 36.
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Financial Services Use Only:

Please note – The Journal ID, Ledger, Source, Reversal Code, Reversal Date and Journal Reference are tools that will be used by Financial Services to record your reclass requests in PeopleSoft.  The default Journal Source “DEP” indicates that a Journal has been requested by a campus department.
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