Finance AiM User Guide

Create a Work Order Journal Entry

A Work Order Journal Entry allows charges to be posted against a Work Order and Phase using any Accounts and
Subcodes, including ones that are not in the Account Setup for that Work Order/Phase combination. Only one
Account and Subcode can be entered on one side of the transaction while the Charge side can have multiple
Accounts and Subcodes. These Accounts can either have a maximum dollar amount or a percentage associated
with them.

1. From the menu, under Finance, select Work Order Journal Entry
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2. Click the Work Order Journal Entry hyperlink and then click: “

a. Alternatively, you can click + to go left to the Work Order Journal Entry hyperlink.
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3. Enter the following required fields:
a. Work Order
b. Phase

Note: The Journal Entries will be recorded under the Work Order and Phase entered, but do not use any of
the accounting information from either of those two.

c. Account
d. After selecting an Account, a list of Subcodes will be presented
Note: This is the Offset account that will be used in the transaction.

e. Select the Subledger from the dropdown
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f. Total Cost

g. Posted — No will allow changes to be made. Yes posted the transaction and it can no longer be

edited.

Note: Several field have the Q icon so that a search can be done to find the correct value for

that field.
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4. Enter the Charge Account(s) by clicking [
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5. Select either Percentage Split or Fixed Amount and click “
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6. Enter the Account. Click Q to search for the Account.
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7. After the Account is selected, a list of Subcodes will be present. Select one or click Q to search for the
Subcode needed.

8. For a Fixed Amount or Percentage.

a. For and Amount, enter the maximum amount that can be charged against this account. This is
arequired field. Then enter the Precedence for this Account. This determines the order in which
the Fixed Amount Accounts are charged.

b. For a Percentage, enter the percentage as a whole number. For example, 27.5% would be
entered as 27.5.

9. Click m to save this record and add another, orto save this record and return to the
Work Order Journal Entry screen.
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10. The Work Order Journal Entry can be saved at this point and edited, or processed, later by clicking

Save

11. To Process the Work Order Journal Entry, click the Posted dropdown:

Posted x|

Yes
Subledger No

12. Select Yes and click . This will post the transaction and it will no longer be possible to edit the
transaction.
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