Create and Submit a Journal Entry in Banner 9 SS

1 Click here

My Finance

t and approve transactions and view financial information for department / organizati
) My Finance Query
P Create, view and share budget availability. encumbrance and

payroll queries,

_“ My Journals

’V Create-dnd view draft. pending and completed journals and
J 1P| 1§ documentation.
k Approve Documents

View list of documents pending approval. Approve, disapprove, or
deny.
Delete Finance Template = View Document
Delete templates for Finance Queries, Budget Development, and @ View draft, pending and completed documer
Purchase Orders. ~ nformation and approval history.
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2  Click "Create Journal"
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Search Journal Q ] te Journal
Description Total Status
Test Description 10.00 Completed :
Record VEBA GL Contras 6,906,099.34 Completed :
Employee % | @ FZROFPD X | Wt Chartof Accounts|Adr X | G sixtysixacres-Google X | PR (14)Month End Checki X 3 My Joumals X € Scribe| Approve Device X | 4
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Create journal

Transaction Date *

2/02/2025) < December 2025

We Th

Redistribution

NSF Checking

Accounting Defaults

Journal Type

Choose Journal Type

Bank Code Deposit

Choose Bank Code

Budget Period Currency
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4  Enter a "Distribution Total"

X | © FZROFPD X | W Chartof Accounts | Adr X G sixty six acres - Google X | B4 (14) Month End Checkli X 3 My Joumals x Scribe | Approve Device X | + -l

anceSelfService/ssb/mylournals#|/listiournals g %
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Create journal

Transaction Date *

12/02/2025

Distribution Total

|| Redistribution

NSF Checking | Deferred Edit

Accounting Defaults

Journal Type Description

| Choose Journal Type v

Bank Code Deposit

| Choose Bank Code »

Budget Period Currency

i. Choose Budget Period e | Choose Currency Code .

5  Select "Journal Type"

You will see all Rule Class Codes you have access to.

Transaction Date *

12/02/2025

Distribution Total

Redistribution 10.00

NSF Checking | Deferred Edit

Accounting Defaults

Journal Type Description

ChoosegturnalType

Deposit
ACC

Controller's Offi ccrual Entries

AUD
Controller's Office Audit Entries Currency

BBX
Beginning Balance Correction

BCF
Budget Carry Forward - Encumb Roll

Choose Currency Code

Public Comment A

Enter public comments for the journal

CREATE
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6

Enter "Description”

Create Journal

|| Redistribution

NSF Checking

Accounting Defaults

Journal Type

Distribution Total

10.00

Deferred Edit

DesEription

[ JEN GJE - Controller Office

< |

Bank Code
‘ Choose Bank Code

Budget Period

‘ Choose Budget Period

Deposit
v |
Currency

v | | choose currency code

Journal Comments

Public Comment

Enter public comments for the journal

7 Leave " Bank Code" blank, this will auto populate when posted

~ru o

Distribution Total

" | Redistribution

10.00

NSF Checking I-_ Deferred Edit
Accounting Defaults
Journal Type Description

JEN GJE - Controller Office xV | Test |V
Bank Code Deposit

Choose Bank Code v | |
Budget Period Currency

Choose Budget Period v | | Choose Currency Code v

Journal Comments

Public Comment A

Enter public comments for the journal

Private Comment A

FOEATE
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8  Leave "Budget Period" blank, this will auto populate when posted

| Redistribution

NSF Checking

Accounting Defaults
Journal Type

JEN GJE - Controller Office

10.00

| Deferred Edit

Description

Test )V

Bank Code

Choose Bank Code

Deposit

Budget Period

Currency

Choose Budget Period

Choose Currency Code

Private Comment #

9  Click "Public Comment"

This is where you will enter FOA Text.

Accounting Defaults

Journal Type

CREATE

Description

JEN GJE - Controller Office

Bank Code

xwv | | Test JV

Deposit

Choose Bank Code

Budget Period
Choose Budget Period
Journal Comments

Public Comment &

|
Currency

b, | | Choose Currency Code

Enter public comments forjthe journal

Private Comment A

Enter private comments for the journal
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10 Click "CREATE"

Accounting Defaults

Journal Type

JEN GJE - Controller Office

Bank Code

Choose Bank Code

Budget Period

Choose Budget Period

Journal Comments

Public Comment

Description
Test JV

Deposit

Currency

Choose Currency Code

Enter FOA text here.

Private Comment A

Enter private comments for the journal

11 Select an "Index"

x | @ FZROFED X | M Chartof Accounts[Adr X | G sixty six acres - Google

inceSelfService/ssb/myJournals#!/summary/J0856220/0

les Ak Application Navigater Mt myUNM | The Unive.. B8 UNM Online Direct.. @ Account codes

Add accounting

Sequence Number : 1

Chart *

U University of New Mexico
Fund

Choose Fund
Organization

Choose Organization
Account

Choose Account

Program

Choose Program

Activity
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x | PP 14)MonthEnd Checki: X 3

8 httpsi//gofundriver... Rt Unrestricted Accou...

Status:

Index:

Choose Index

Location

Choose Location

Project

My Journals x

Rt Approved & Prohibi...

€ Scribe | Approve Device X | + 4

B Gase 96

B

BX Smartsheet.com

@ Draft Journal J0856:




12

13

Select an "Account"

Enter an "Amount"
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Sequence Number : 1

Chart *

Status:

Index

U University of New Mexico

Fund

xv 424000 Deputy Controller - Fin Reporting % v l

[ 200224 MU 1 & G

QOrganization

l 424A Controller Reporting

Account,

Choosg Account

Program

Location

[ P131 Institutional Support

] l Choose Location

Activity

Project

[ GNACTV General Activity

] Choose Project

Percent

SAVE

‘ ADD ACCOUNTING

urganizatuon

424A Controller Reporting

Account

[ 3180 Non Capital Equipment <5$5,001

Program

Location

[ P131 Institutional Support

I [ Choose Location

Activity

[ GNACTV General Activity

Project

Choose Project

Percent

Amount *

Debit/Credit *

None

NSF Override

Document Reference

ADD ACCOUNTING
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15

Select "Debit/Credit"

Sequence Number : 1

{ P131 Institutional Support

Status:

[ Choose Location

Activity

Project

[ GNACTV General Activity

‘ Choose Project

Percent

Amount *

5.00

| NSF Override
Description *
Test JV

Bank

Choose Bank Code

Debit/Credit *

None

Credit
+ Plus

- Minus

‘ Choose Budget Period

|| Accrual Indicator

Deposit

Currency

Click "ADD ACCOUNTING"

Description *

Test v

ADD ACCOUNTING

Budget Period

Choose Budget Period

Bank

Choose Bank Code

Deposit

| Accrual Indicator

Currency

Encumbrance

Encumbrance Number

Choose Currency Code

Action

Choose Encumbrance Document

Item Number Sequence

Endowment
Gift Date

MM/dd/yyyy
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Chaoose Action
Commit Type

Choose Commit Type

Number of Units




16  Select the same fields for other line items in the JV.

rvice/ssb/mylournals#l/summary/J0856220/0 B e 0

splication Navigator ##t myUNM | The Unive.. B8 UNM Online Direct.. @ Accountcodes § hitpsi/gofundriver... H8t Unrestricted Accou.. M8t Approved & Prohibi.. [BJ GAS896 [ Smartsheetcom

Add accounting @ Accounting sequence numbi
I successfully

Sequence Number : 2 Status :

Journal Type *

JEN GJE - Controller Office

Chart * Index

U University of New Mexico Choose Index
Fund
Choose Fund
Organization
Choose Organization
Account
Choose Account
Program Location

Choose Program Choose Location

17  Click "SAVE"

Description * Budget Period

‘ Test )V Choose Budget Period

Bank

‘ Choose Bank Code Accrual Indicator

Deposit Currency

‘ Choose Currency Code

Encumbrance

Encumbrance Number Action

‘ Choose Encumbrance Document Choose Action

Item Number Sequence Commit Type

‘ Choose Commit Type

Endowment

Gift Date Number of Units

MM/dd/y

ADD ACCOUNTING
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18  You will see all detail records you created in your JV

J0856220
Transaction date :12/02/2025  Total:10.00  Status:  Draft

©
Accounting Distribution EJ

A

Sequence ~ status $ Type ¢ chart ¢ percent & Amount $ ' Debit/Credit £ Index £ Fund ] Orgai
1 ° JEN u - 5.00 Debit 424000 200224 424A
2 (-] JEN u - 5.00 Credit 594002 200224 5948
L] X
Accounting total : 10.00
8 " 8 "
19 Click "Submit Journal
s X
i
Percent & Amount < ' Debit/Credit ¢ Index £ Fund 4] Organization £ Account $ Program ¢ Activity
5.00 Debit 424000 2U0224 424A 3180 P131 GNACTV
5.00 Credit 594002 2U0224 594B 3180 P131 GNACTV
>

~

) Add accounting

[ ) [some |
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20 Click "YES"

21  You will see the JV you saved under the "Pending Journals" section

» My Journals

My Journals

Document Date

Draft Journals @

Pending Journals @

0856220 12/02/2025

Completed Journals

J0856213 11/13/2025

0855907 10/31/2025
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Do you want to submit journal
J0856220?

Description

Test )V

Test Description

Record VEBA GL Contras

11



22  Click the "i"icon to see the "Approver & Queue Info"

Search Journa Q

Description Total Status

Test)v 1000  In Approv

Approver & Queue Info

»

Approver
Rhymer, Susan Rae

Queue
CONTROLLER CORE ENTRIES (Z511)

Test Description 10.00 Approver

FSMLOAD20
LSS oo
Record VEBA GL Contras 6,906,099.34 Completed

View M
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