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Intro to eUMB Financials--KNOW IT? Exercise

	1.  
	Hint: You want to navigate to the Create Journal Entry page. Creating Journal Entries is a General Ledger function. 

Click on the first Menu item to take you down that path.

(NOTE: Throughout this exercise remember to use only the Menu Panel on the left side of the screen to navigate, and don't try to scroll the screen unless the directions tell you to.)
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	2.  
	Click the next appropriate menu selection on your path to the Create Journal Entry page. 
Hint: Journal Entries are entered into...
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	3.  
	On the Menu Panel under "Journals" click the next logical menu selection which will lead you to the Create Journal Entry page. 
This click shouldn't even need a hint.
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	4.  
	Click the correct menu selection under "Journal Entry." 
And this choice really needs no hint!
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	5.  
	This Create Journal Entry page is where you start to add a new Journal Entry.

Click the icon which will allow you to Look up and select the correct Business Unit for the Journal Entry you are about to create.
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	6.  
	The General Ledger Business Unit used throughout eUMB Financials is PSUMB (PeopleSoft for UMB). Select this choice from the Search Results table.
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	7.  
	Click the button that tells the system "OK" or "Go ahead with this choice." 
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	8.  
	The correct values for Ledger Group and Source will default into those fields on the Header page.

Click the Lines tab to display the rest of the Journal Entry.
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	9.  
	We can't fill in a Project ID number directly on this page. Instead, click the link provided in the Project ID field--the link that indicates that there is no Project number here as yet--to display the Projects Information page. 
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	10.  
	Enter a valid value into the Project Business Unit field. 

(In this case, type in "00184.")

	11.  
	Enter a valid value into the Project field. 

In this case, type in "00000202" (You need to type it exactly.) 

	12.  
	Click the button that indicates you are done entering data on this page.
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	13.  
	The system auto-populates Owner Dept., Program and Fund based on the PCBU and Project ID you entered. 

In this example, we are assuming that you don't know the correct eUMB Financials value for the Acct (Account) field on this page, but you know what the appropriate FAS subcode would be. So you decide to open a New Window, display the FAS Subcode to Account Map page, and find out the value for Account so that you can type it into this field.

	14.  
	Click the appropriate link to open a New Window.
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	15.  
	Now you have a New Window displayed on top of the original one. 

In this new window, click the UMB Setup menu link.
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	16.  
	In the Menu Panel, click the link for the page that displays the mapping of FAS Subcodes to eUMB Financials Accounts.
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	17.  
	The FAS Subcode to Account Map page displays. 

You decide to Add this page to your list of Favorites for quick access in the future. Click the link that will enable you to do this.
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	18.  
	Click the button that confirms this "Add to Favorites" operation.
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	19.  
	In order to narrow your search, enter a partial number into the begins with field. Enter "0".

	20.  
	Click the appropriate button to start the Search.
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	21.  
	In the Search Results table, click to select FAS Subcode 0112.
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	22.  
	Your Lookup shows that FAS Subcode 0112 happens to be equal to eUMB Financials Account Code 0112.

Remember (or write down) this Account number. 

Now click the button that will close the new window you have been using.
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	23.  
	Now you are back on the Create Journal Entry page where you started. Enter the Account number you have just looked up into the Account field. 

	24.  
	We are not going to enter the Tx Dept or other information at this point, but we want to keep our work from being lost so that we can come back and complete this Journal Entry at another time. Click the button that will accomplish this.
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	25.  
	What may look like an error message is simply a message for your information.

Click the button that acknowledges this message.
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	26.  
	You have just completed the Introduction to eUMB Financials "Know It?" exercise. Press [Enter] to reveal your score.

End of Procedure.
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