[image: image1.png]Accounting Date Range
“Business UnitBook Name: Transaction Group: From To

[sRMI QL [N @ [030 Usages & shipments ovo172006 & [o1152008] _search_|

[roect





Viewing Accounting Entries Job Aid

Purpose:  Use this procedure to view both the debit and credit sides of Inventory accounting entries. Viewing accounting entries allows the Agency Financial Inventory Processor to view accounting line information by date range. Currently, accounting lines will only be created for MSR and Express Issue transactions (Transaction Groups 030 - Usages & Shipments and 031 - InterBU Transfer Shipments) for agencies using charge backs in Core-CT. 
Procedure:
1. Begin by selecting Cost Accounting  Inventory and MFG Accounting  Review Accounting Lines  Accounting Entries to display the Accounting Entries page.
Accounting Entries

[image: image19.png]



2. Type or select the Inventory Business Unit in the Business Unit field if it does not default in.
3. Select the Transaction Group. Valid Transaction Groups are:
· 030-Usage&Shipments
 
· 031-InterBU Transfer Shipments 
4. Type or select the Accounting Date Range in the Accounting Date Range From and To fields or leave blank to see all transactions. The From/To fields must be used together.
5. Click [image: image2.png]Search



 . The search results display in the Accounting Lines group box.

Accounting Entries - ChartFields
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6. View the accounting line information.

7. Click the Customize link in the Accounting Lines group box bar if you want to manipulate how data displays on the Accounting Entries page.  If not, go to step 13.  
Accounting Lines Personalize Column and Sort Order
[image: image4.png]Accounting Lines

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.

Frozen colurns display under every tab,

[Colurnn Order
Fund Code

Tab ChartFields

Departrment

Special ID

Prograrm Code

Project
Chartfield 1
Chartfield 2

Budget Reference
[Accounting Date
Monetary Amourt
Tab Details
Transaction Group
Distrib. Type

Cost Elernent
Statistic Amount
Statistics Code
General Ledger Unit
Journal Date
Journal ID

[ Journal Termplate

oK Cancel | | Preview | Cony Setinus

]
2}

T Hidden
™ Frozen

ISort Order

Descending




8. The Accounting Lines Personalize Column and Sort Order page displays. 
· Select a column header in the Column Order group box and click [image: image5.png]


or click [image: image6.png]


located directly to the right of the Column Order group box to reorder the columns appropriately.
 

· Select a column header in the Column Order group box and click either the Hidden or Frozen checkbox to hide or freeze the column. Frozen columns display on every tab on the Accounting Entries page.
 

· Select a column header and click [image: image7.png]


located directly to the right of the Column Order group box to move a column from the Column Order group box to the Sort Order group box.
 

· Select columns in the Sort Order group box and then click the Descending checkbox to the right of the Sort Order group box to order the appropriate columns in descending order. Click [image: image8.png]


or click [image: image9.png]


to the right of the Sort Order group box if you want to change the sort order of the fields in the Sort Order group box.
 

· Click [image: image10.png]


to remove columns from the Sort Order group box.
 
9. Click [image: image11.png]Preview



if you want to preview your results. If not, click [image: image12.png]OK.



and go to step 11. 
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10. The column results display in the Accounting Lines group box. View the results. To change your column order or sort options, go to step 8. Otherwise, Click [image: image14.png]OK.



. The Accounting Lines page displays with the new column order.

Accounting Entries - ChartFields
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11. View the newly ordered/sorted fields in the Accounting Lines group box. If the ChartFields tab displays, click the Details tab to view the rest of the accounting line information, and vice versa. In this case, the Accounting Entries - Details page displays.
Accounting Entries - Details
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12. Click [image: image18.png]


if you want to download the results to a Microsoft Excel spreadsheet. The Excel download can be used if it is supported by your environment. If not, go to step 13.
13. This procedure is complete. You have successfully viewed Inventory accounting entries.
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