Columbia University Finance Training

Job Aid: How to Print Journals in ARC

1. In ARC, navigate to the ITF or to the General Journal pages via the Journals Tile.

Journals

Or

NavBar > Main Menu > Columbia Specific > General Ledger > Internal Transfer Journal
Entry > Find An Existing Value

Or

NavBar > Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal
Entries > Find An Existing Value

2. Search for the journal you want to print.

3. Open the journal.
4. Click on Journal Lines tab. Select PRINT JOURNAL from the pull down process menu and click the
PROCESS button.
Header Lines Totals Errors Approval
Unit COLUM Journal ID 0001326452 Date 02/08/2017
Template List Search Criteria Change “Values
Inter/intralinit *Process | Edit Journal v Process
Budget Check Journal
Lines Copy Journal
; e " Delete Journal -
Select Line Unit Ledger Ac Edit Chartield pct Activity An Type
1 COLUM Q) ACTUALS 63 Edit Journal 01469 |Q (01 Q, GLE
= = | Post Journal aan P
2 REIDH Q) ACTUALS B e 05940 |3 |01 0, GLE
Refresh Journal
Matched pair 2 El Submit Journal

When the process completes a hyperlink for Report Manager will appear on the page.

P

Header Lines Totals Errors Approval
Unit COLUM Journal ID 0001326452 Date 02/D8/2017
Template List Search Criteria Change \falues
Inter/Intrallnit *Process | Print Journal T
Report Manager Process Monitor
Lines
Select Line *Unit *Ledger Account Dept PC Bus Unit Project Activity An Type
1 CoLumM Q ACTUALS £2440 ps |Q, |GEMRL Q, |URDD1469 (Q, |01 Q, GLE
2 REIDH Q ACTUALS Q, |GENRL Q, |URDD5940 Q|01 Q, GLE
Matched pair 2 =

Note: You can no longer get the HTML Crystal report from the Process Monitor View

Log/Trace link in the process details. You must use the Report Manager to get a PDF version

of the report in 9.2.
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5. Click on Report Manager

List Explorer Administration Archives

View Reports For

Folder| Ll Instance to Refresh
MName Created On B [Lest v 1| [Days v |
Reports Personalize | Find | Vizw All | £ | E First ‘4 1-20f2 ‘&' Last
Report Report Description Folder Mame g;:.%lienﬁgn :T:;apurt Process Instance
1 e pof | GLXTS01-GLXTSOLPDF  General e 2204648 5955345
2 g&;gg} por | GUXTS01- GLXTS01IPOF  General Eg“g:ﬂr; 2904545 2355344

6. The links to the PDF are listed along the left of the grid that appears. Click on the report name to go to
the next page where you can download the actual reports:

Report
Report ID 2204648 Process Instance 2355346 IMessage Log
Name  XMLP Process Type XML Publisher

Run Status Success

GLXTE0N - GLTS01.pdf
Distribution Details

Distribution Node  arcprf Expiration Date ~ [03/14/2017
Eila | jct
Mame File Size (bytes) Datetime Created
GLXT501. pdf 732 OOF2017 11:25:27.186738AM EST
L
Distribution |D Type *Distribution |D
User jh31s2
The reports are formatted as such:
ITF
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ORACLE PeopleSoft Financials Page 10f2
Report Definiion: GLX7501 Journal Entry Detail Report Run Date: 31717
Run Time: 11:25:23 AM
Unit coLum Ledger Group: ACTUALS Foreign Currency: usD
Journal ID: 0001326452 Source: ITF Rate Type:
Journal Date: 2817 Reversal: None Effective Date: 2/8i17
Description: UAT TEST ITF UPLOAD Reversal Date: Rate: 0.
Unit: coLum Ledger: ACTUALS
Account | Project / Initiative / Fund
Dept /PC Bus Unit  Activity Segment Function
3
Description:  COMMUNICATION Amount:
SERVIGES. G340 URO01489 00000 o Bass Amount: :22 g :3
Roference:  TRF0000O01 7571405 )
: o 00000000 200 :
Openltem:  —— GENRL m‘“ pe 1.00000000
Total
Currency: usp Debit: 500.00
Credit: 0.00
Net: 500.00
Debit: 500.00
Base Currency: usp Credit: 0.00
Net: 500.00
Joumal Lines: 1
ORACLE PeopleSoft Financials Page 102
Report Definition: GLX7501 Journal Entry Detail Report Run Date: 37M7
Run Time: 11:50:37 AM
Unit COLUM Ledger Group: ACTUALS Foreign Currency: usbD
Journal ID: 0001259364 Source: ONL Rate Type: AVG
Journal Date: 3/31/16 Reversal: None Effective Date: 331116
To correct F&A recorded under
Description: B o e e 9 Reversal Date: Exchange Rate: 1.00000000
allocation.
Unit: coLum Ledger: ACTUALS
Account | Project | Initiative / Fund !
Dept /PC Bus Unit  Activity ‘Segment Function
3
- Amount: -5,999.60 USD
Doscrptio:  To corectF&A Dept | gag10 P 2 Basa Amount: et
Open ltem: ~ —— 5217104 o1 JL4006 370 Rate Type: G
SPONS Rata: 1.00000000
2
: Amount: 4,690.60 USD
Doscrption:  To corectFAA Depl | 41100 P 2 Bass Amount: 299950 50
Open ltem:  —— 5217104 o1 L4008 050 Rate Type: G
SPONS Rate: 1.00000000
3
: Amount: 4,690.60 USD
Description:  To comect A Desl | gast0 P 2 Bass Amount: 299950 50
Openliem:  —- 6214104 ot JL4006 370 Rate Type: AG
SPONS Rate: 1.00000000
4
: Amount: -6,690.60 USD
Perenbnor: IocomectFaDest | 41100 56009678 60908 20 Baso Amount: -,999.60 USD
5214104
Openltem:  —— o L4008 050 Rate Type: NG
SPONS Rate: 1.00000000

Getting Help

Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com

Or, you can contact the Service Center by phone: (212) 854-2122
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