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Create New Journal

 Main Menu>General Ledger > Journals 
> Journal Entry > Create/Update 
Journal Entries

 By default, the Add a New Value tab is 
displayed with your business unit, a journal 
ID of  “NEXT,” and the current date

 If  your agency does not use automatic 
numbering, enter the desired Journal ID 
number

 Click the Add button to go to the 
header tab

Note: This is the GL BU 
(it always ends in 0)
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 The header tab 
contains the basic 
information about the 
journal, including the 
journal source, ledger 
group, and a 
description of  the 
transaction or purpose 
of  the journal

Header
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 The Actuals Ledger 
Group is displayed by 
default, but you may 
select a different ledger 
if  desired

 Governmental funds are 
the only fund category 
that use both the 
Actuals and the 
Entitywide ledgers

 The Ledger Group is 
required to create a 
journal

Header
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 The Journal Source is also 
required in order to generate a 
journal.  It is used to identify the 
origin or source of  the journal.

 Examples of  these codes are

 ONL – Online Journal 

 IU – Inter-Unit

 SWI – Statewide Interface

 AP – Accounts Payable

 AR – Accounts Receivable

Header
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Header
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Lines

 Each transaction entered 
by an agency includes 
Chartfields, which tell the 
system the financial 
accounting data for that 
transaction
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Lines

Required Chartfield for Journal Lines

Account Fund Org Program Subclass

Balance Sheet X X

Revenue X X X X

Expense X X X X X

20



Lines

 Enter the journal 
transaction 
information on 
the Lines tab 

 The Account and 
Fund Chartfields 
are required on 
all transaction 
lines
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Lines

 The Totals section at 
the bottom of  the 
lines page provides a 
summary of  the 
journal lines, and 
indicates the total 
debits and credits

 All journals should 
balance by fund
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Totals

 The Totals tab 
provides the total 
debits and credits of  
the journal by fund

 This can be useful if  
your journal is out 
of  balance
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Errors

 This tab is 
often used to 
identify the 
types of  errors 
associated 
with the 
journal lines.
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Approvals

 Users with approval security 
can navigate to the Approval 
tab to approve or deny a 
journal for posting to the 
Actuals ledger (the default 
action is Approve)

 The history of  the recent 
actions and comments will 
be displayed on this page
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Original Entry

Reversing Entry

34





36



37



38



39



40



41



42



43



44





46



47



48



49





51



52



53



54



55



56



57



58



59



60





62



63



64



65



66



67



68



69



70



71



72



73



74



75



76



77





 Preparation and Setup
 Initial Setup

 In order to utilize the spreadsheet journal entry tool, you must first save the required files

Overview
 Spreadsheet Journal Entry allows an agency to prepare a journal with a large number of  lines in an Excel 

spreadsheet, and then import that journal into the SABHRS system

 This tool can be used to upload Regular Journals (ACTUALS ledger) and/or Standard Budget journals 
(STD_BUDG ledger).
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These are the files necessary to run the 
Import function

Spreadsheet Journal Import

 The files are located in 
the Links section of  
the General Ledger 
WorkCenter
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Spreadsheet Journal Import
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Spreadsheet Journal Import
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Spreadsheet Journal Import
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Spreadsheet Journal Import
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Up to 10 
characters or 

NEXT

Enter Ledger 
Group in 

UPPERCASE

Enter Journal 
Description

Spreadsheet Journal Import

85



Spreadsheet Journal Import
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Spreadsheet Journal Import
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Spreadsheet Journal Import
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Spreadsheet Journal Import

89



Spreadsheet Journal Import
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Spreadsheet Journal Import
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Spreadsheet Journal Import
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Spreadsheet Journal Import
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Spreadsheet Journal Import
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Spreadsheet Journal Import - Troubleshooting
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SABHRS Documentation is now located in ServiceNow.
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https://servicedesk.mt.gov/

https://servicedesk.mt.gov/
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Click on the SABHRS Documentation Link.
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Use the categories menu on the left or the search bar.
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https://montana.servicenowservices.com/sp
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