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HOW TO GENERATE RECURRING JOURNAL ENTRIES

This document will demonstrate how to generate a recurring journal from an already
established template. Refer to the How To Set Up A Recurring Journal Entry (Template)
document for instructions.

Journals will be entered and proofed at a department level but all JE’s will be posted by the
Auditor’s office.

The Recurring Journal Entry screen is found under the Financials menu
A. General Ledger

C. Journal Entry/History Menu
K. Recurring Journal Entry/Generate

@ MUNIS App Center v6.00 - MENDOCINO COUNTY Training - Weerl - 05/24/2007

System  Favorites NliElleE] Personnel General Revenues Property Revenues Other Dept Help

A, General Journal Entry/Proof

A, Set-UpfChart of Accounts Meru
B Budget E. Misc File Maintenance Menu
. Purchasing _

D. Accounts Payable

E. Inventary

B. Jaurnal Inquiry/Print
C. Account Detail Histary Report
O, Account Trial Balance
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F. Inquities and Reparts Menu 3

F. Treasury Management N
G. Fixed Assets

H. Wark Orders, Fleet and Farilities

1. Performance Based Budgeting

G, Project Accounting Menu

F. Journal Reversal
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(. Encumbrance Journal EntfProof

H. Import JE ASCII File

L. Import MUNIS JE ASCII File

1. Export MUNIS JE to ASCII File
rring Journal EntryfiGen

1. /L Account Inguiry

L. Post Summary Journals

hittp: A v bylerwark s, cam

hittp: A i Wler-runis. com

‘dstat. VEEEDTE W

NOTES:

Update: May-07 v.l 2




Munis How to Documentation

Journal Entry — Generate Recurring JE

Click Find | #

and enter the parameters necessary to locate the template. For example, the
Journal Code or Short Description can be used.

ERecurring Journal Entry and Generate - MUNIS [MENDOCING COUNTY TRAINING

My FEile Edit Tools Help

=10l x|

IvX| dBR8 A#C B XY REEI NN o).
Journal code Clerk, I
Source journal Allozated ¥
Journal reference Org I _I

Short description FOSTAGE Dbject I I
Froject I . I

Journal tepe
Entity code
Auto reverse journal

Due To/Due From fund

T

Reszet after gen

Effective dates

& b I iz

Monthe 1% 2% 37 4% 5% 6% 7% 8% 9% 10F 117 12[F
Weeks 1V 2% 37 47 5%

W]l » | o | gl =]

Enter a shork description (Ref 4) of the journal content,

Gl
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Click Accept |i to instruct the system to look for any records that meet the parameters

entered.

@Recurring Journal Entry and Generate - MUNIS [MENDOCIND COUNTY TRAINI - |EI|5|

My FEile Edit Tools Help

lwX| i 2R = @aE R X EREE IS RieNre

....... Lines Journal code 223 Clerk | muris
Dius To/From Source journal IGEN vI Allocated il
Javrnal reference I Orq I
Generate Short description [FOSTAGE Object | ]
b anthiy Journal lppe IN Project I I
c Entity code |1 TI
Lopy
Bt reverse journal r
Due To/Due From fund 1100
Feset after gen r <
Effective dates I m to I fLYz
Manths 1V 2 3W AW 5 BV 7¥ 8 9V 10 11 ¥ 12
Weeks: 1 2 31 4 &5
1] < Lot 1 » | v | g4l E]
Access the journal detail records, VR
&

Note: The Reset after gen box was not checked on this template so the amounts were not set
to zero after the previous journal was posted.

Click the Monthly button.
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@Recurring Journal Quick Entry -10]x]

My File Edit Tools Help

PZIE L EENEFEFIE EEER R
Desc [POSTAGE Code 223 Alocate Account |
Period I_ Ealancel 00 Amaunt ko Allocatel .00
[
Org Object Proj Line Dezcription b/iC Amant ﬂ
862170 AUDITOR'S POSTAGE - JAN 07 [ehit
RO 862170 DOT POSTAGE - JaM 07 Dehit 50000
BG 262170 POSTAGE REIMBLRSEMENT - JAN 07 Credit 100.00
—Totals
Debits I 10000
Credits I 100.00

o,

The Recurring Journal Quick Entry screen will display with all the lines set up on the original
template.

Click Update r . The screen opens up to look like a spreadsheet, this makes data entry
easier.
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@Recurring Journal Quick Entry ] 5]
My Fille Edt Tools Help
|v X% & L HEENEFEFIEETEREINE]
Delete Line | Desc |POSTAGE Code |23 Alocate Account |
Add Line | Period I_ Balancel 00 Amount to .t‘-\llocatel .00
Org Object Praj | Lire Description 0iC Amount ﬂ
AL 862170 AUDITOR'S POSTAGE - JAN 07 (= Dt 50,00
R0 862170 DOT POSTAGE - JAN 07 Debit 50,00
BG 862170 POSTAGE REIMBURSEMENT - JaN 07 Credit 100.00
— Totals
Debitz 10000
Credits 100.00
Erter the line description, ’&
4

Click in the Line Description field of line 1 and make any necessary changes, such as the
month. Tab to the Amount and change that data if necessary.

Note: There are Delete Line and Add Line buttons, which can be used if necessary.

Once all the lines have been updated, click Accept M to save the changes. Click Accept M
again to return to the Recurring Journal Entry and Generate screen.

If this was a multi fund journal click the Due To/From button to generate the due to /due from
entries. You will receive a pop up informing you how many entries were generated. Click OK
and continue to the next step.

Click the Generate button . A window displays with the current year/period and the current
date as the Effective Date. You should not need to change any of these fields. Click Accept

v
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The following screen will appear. You can either expand the screen using your cursor or click
the down arrow to see the other buttons available.

@Eenerate Journal{s} -0l =|

My File Edit Tools Help

lo X[ % B2@[esa i3 [ »

Yearfperiudl 2007 I 10
(52 el Effective date IEI4.-"‘I 242007 I!;.La

Gen Journal

[ Evea |

Define criteria For journal creation. VR
Z

Eﬁenerate Journal{s) - |I:I|£|

My FEile Edit Tools Help

lor X| & B2 @ 2| ddis|[sy | »

Year!periudl 2007 I 10
Effective date IEIM‘I 202007 I!;.‘,_a

Define criteria for journal creation.

R,
4

Click the Gen Journal button. You will receive a message indicating how many journals will be
created. ‘ Do you wish to continue?’ Click yes to create the Journal.

Note: There is no proof or report process here. The Journal should now be pulled up using
the General Journal Entry Proof screen. Use the browse button to find the recurring JE and
output print the General Journal Entry Proof. A signed original must be sent to the Auditor’'s
office for posting
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