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PeopleSoft Finance 9.0 – Print A Journal Entry 
Report 
 

 
 

 
 

Purpose:  To print a journal entry. 
(If you have access to enter journal entries on-line, it is 
recommended that you print the journal after you enter it.  The 
print journal access is assigned with on-line journal entry 
processing.) 

Navigate to the Parameters page. 

General Ledger -> General Reports -> Journal Entry Detail 
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 The Run 
Control ID is 
case sensitive 
and cannot 
contain spaces. 
Use an 
underscore as a 
space, if 
necessary. 

 

2
. 

Select Add a New Value to add a run control if this is your first time 
running this report.    

We are using the users initials as the first part of the run control, 
however, the user does not need to do this when using their own log-in 
ID.  Initials in the run control are being used for training purposes only. 

Click on the Add a New Value Tab 

 Run Control ID (Your Initials_JRN_PRT)  

 

Click on  

 

 

 

Enter or verify the Parameters information. 
      Unit (LBCMP)  
      Ledger Group (ACTUALS) 
      Ledger (ACTUALS) 
 Journal ID (0000010452) 
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 Click on the  Button 
 
Place a checkmark in the Select column next to the following: 

• Account 
• Fund 
• Department 
• Program 
• Class 
• Project 
• Place a check mark in the Descr column next to the 

following: Account 
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After the criterion is entered, click the  button at the lower left-
hand side. 

Now press the  button at the top right-hand corner of the page. 

 

 The Process Scheduler Request page loads. 

 

 Server Name: PSUNX 
 Type: Web 
 Format:  PDF 

 

Click the  button. 

 You will see a flashing “Processing” in the upper right-hand corner.  
When the job completes processing, it will take you back to your input 
screen.  From here: 

 Take note of your Process Instance 
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 Click on Process Monitor 

The report with Process Instance “XXXX’ has a Run Status = Success. 

If the Run Status = Processing, click the   button to see that 
the status has changed to “Success”. 

When the status shows “Success” and ‘Posted”, click on Details to 
review the report in PDF format. 

 

 

 Clicking on Details brings you to the Process Detail page. 

Click on View Log/Trace to open the next page. 
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 Click on the fin2001  375239.PDF link.  This is your PDF file. 

 

The following page opens. 

 

 Your document will open up your PDF file and you can print from there.  
You can also save your document to your working network drive.  This 
document format works for e-mailing purposes also. 

 

 

 Click the  in the upper right corner of the report to close the 
window. 
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