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Accounting Journals 
Accounting Journals are used to reassign an ACTUAL REVENUE or EXPENSE, by 
changing the associated worktags, either within the same department or between two 
departments. 

In order to perform the accounting journals, the revenue must be recognized. 

The Workday role that can initiate this function is Cost Center Finance Specialist. 
General Accounting approves all accounting journals and if the journal line uses a 
control account, the Controller will approve too.  

Any accounting journal that involves grants are only to be processed by the Grant 
Accounting department. 

 

Notes 
• All accounting journals must be approved by the 5th business day of the next 

month, or the request will be deleted to allow for proper month end close 
processes. Should the request be deleted, it must be re-entered by the 
department. 

• All accounting journals must be processed within 90 days of the date they were 
initially posted to the ledger.  For the end of the fiscal year, the time period is 
shorter and year end communication regarding year-end close will provide dates.   

• All accounting journals must be completed within the same fiscal year as the 
original transaction. 
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Entering an Accounting Journal 
1) Enter Create Journal into the Search bar and click Create Journal – Task. 

 
The Create Journal screen displays. 

 
2) Complete the following fields: 

• Ledger – Select Montclair State University or Bloomfield College 
Actuals. 

• Accounting Date – Enter today’s date. 
• Journal Source – Select Manual Journal. 
• Balancing Fund – This field should be used if the revenue is moving from 

one fund to another. Select the fund from which the revenue is moving. If 
revenue is staying within the same fund, leave this field blank. 

• Memo – Enter a description of why the revenue or expense is being 
transferred. 

• Control Total Amount – Enter the amount being moved. 
 

3) Click the Continue button. 

 
  

4) Scroll down to the Journal Entry Lines section and enter the data for each line of 
the transfer. Indicate the debit and credit for this transfer on individual lines. No 
positive or negative symbols need to be included. Notes on transfers: 
 

a) For REVENUE  
i) The line amount in the Debit field represents where the revenue is coming 

from.   
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ii) The line amount in the Credit field completed represents where the revenue 
will be going to.  

b) For EXPENSES  
i) The line amount in the Debit field represents where the expense will be going 

to.  
ii) The line amount in the Credit filed represents where the expense will be 

coming from 
 

5) Complete the Cost Center field as the driver worktag for each line. If transferring 
for a gift, then use the Gift worktag as the driver in the Additional Worktags field. 

6) Confirm the Fund on the Debit line is the same as the information entered in the 
Balancing Fund field if this is occuring between two different funds. 

7) Select the appropriate Revenue Category or Spend Category for each line, by 
clicking the prompt icon and searching for the category by name.  

8) Complete the Ledger Account field for each line. Revenue ledger account 
codes are in the 40000s and Expense ledger account numbers are in the 
60000s. Make sure the Ledger Accounts aligns to the Revenue or Spend 
Category for each journal entry line. 

9) Click the Attachments tab to add any type of supporting documentation for this 
transaction. Note that attachments are required for this function in the system. 

10) Click the Submit button to save this request and send it to the approver for 
review and processing. 
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Approval Process 

The process moves forward for additional reviews and approvals as needed to the list 
below.  
Note- any of the approvers can Approve, Send Back the request to the Initiator with a 
comment on any changes to be made, or Deny which terminates the request. 

● Cost Center Manager for each department involved   
● Gift Manager 
● General Accounting 

 

Save for Later 
1) Click the Save for Later button to save your request and return to it later.  

 

2) Follow the steps to Find Accounting Journal that was saved for later which will 
have a  DRAFT status 

 

Check Request Status/Find Accounting Journal 
1) In the Search field enter Find Journal Lines and select Find Journal Lines for 

Organization from the results list. 
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2) Click the prompt icon in the Organization field and select the appropriate cost 
center(s) by clicking My Organization to view all manual journal lines for the 
selected cost center(s).  

3) Select the fiscal year(s) period for the journal lines in the Year field. 
4) Click the OK button. 

 
The report displays all of the journal lines for the specified search criteria, and can be sorted by 
column header to locate data more easily. 
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