Deleting Journal Entries


There are TWO ways to delete a Journal Entry (JE).  The Journal’s status dictates the method you need to use:  

· If you have not run the Submit process, YOU can delete the JE on your own.  

· If you need to delete a JE after you have run the submit process, you need to request that someone in QA delete the journal.  

· CAUTION:  If you delete the Journal on your own after you have run the Submit process, you are creating additional work for others.
Deleting a Journal Entry BEFORE you have run the Submit process:
· Open the Journal Entry.
· Select “Delete Journal” from the Process dropdown list (see below).

· Click the Process button.
· Confirm that you DO want to permanently delete the JE when presented subsequent questions such as “Are you sure that you want to delete this journal?”
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Deleting a Journal Entry AFTER you have run the Submit process:
· DO NOT use the Delete Journal process.

· Instead, email your deletion request – including the JE number – to the QA Approvers at   DL-BFQAJournalEntryCorrections@umaryland.edu .    

· Sample wording:  “Please delete JE ##########.  It has been submitted, but needs to be cancelled.  Thank you.”
