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Create and Submit a Journal Entry in Banner 9 SS

1 Click here
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2 Click "Create Journal"

3 Select a transaction date
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4 Enter a "Distribution Total"

5 Select "Journal Type"

You will see all Rule Class Codes you have access to.
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6 Enter "Description"

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



Made with Scribe - https://scribehow.com 5

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

9 Click "Public Comment"

This is where you will enter FOA Text.
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10 Click "CREATE"

11 Select an "Index"
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12 Select an "Account"

13 Enter an "Amount"
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14 Select "Debit/Credit"

15 Click "ADD ACCOUNTING"
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16 Select the same fields for other line items in the JV.

17 Click "SAVE"
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18 You will see all detail records you created in your JV

19 Click "Submit Journal"
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20 Click "YES"

21 You will see the JV you saved under the "Pending Journals" section
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22 Click the "i" icon to see the "Approver & Queue Info"


