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Creating and Using Model Journal Entries 

Model Journal entries are templates for recurring transactions (monthly, quarterly, or annually) that 

can be used to save time and reduce errors.  A Model Journal can include a specific description, 

ChartField combinations, and amounts.  A Model Journal is similar to using the Copy process but if 

the amounts change from period to period, the amounts can be left blank on a Model Journal.   

Navigation Note:  Please note that there may be a Notify button at the bottom of various pages 

utilized while completing the processes within this Job Aid.  This “Notify” functionality is not 

currently turned on to send email notifications to specific users within Cardinal. 
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Revision History 

Revision Date Summary of Changes 

2/17/2025 Baseline 
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Creating a Model Journal       

Step Action 

1. Navigate to the Create/Update Journal Entries page using the following path: 

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

The Create/Update Journal Entries Add a New Value page displays. 

 

 

The Business Unit field defaults based on the user’s agency.  If a user has access to multiple 
agencies, enter/select the correct Business Unit in the Business Unit field.   

 

When creating a new journal entry, the Journal ID field will default to “NEXT” and cannot be 
changed. 

2. The Journal Date field defaults to the current day.  Update this date as needed using the Journal 
Date Calendar icon.  

 

 

The Journal Date must be in an open Fiscal Year and open accounting period. 

3. Click the Add button.  
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Step Action 

The Header page displays. 

 

4. Enter a description in the Long Description field. 

  

 

 

 

Do not change the fields listed below. 

• The Ledger Group field will default to “ACTUALS” 
 

• The Source field will default to “ONL” (Online) 
 

• The Transaction Code field defaults to “GENERAL” 
 

• The Adjusting Entry field will default to “Non-Adjusting Entry” 
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Step Action 

 

 

 

The Fiscal Year and Period fields default based on the Journal date entered/selected on the Add a 
New Value page. 

 

5. The Save Journal Incomplete Status checkbox option is selected by default.  De-select this 
checkbox option if the journal entry will be completed.  Leave this checkbox option selected to save 
the journal entry in an “Incomplete” status if it will be completed at a later time.  Journals saved with 
an “Incomplete” status are not Edit checked or Budget checked during the nightly batch process. 

  

6. Click the SJE Type dropdown button and select “Model – Do Not Post”.  This is the addional step 
needed to create a Model Journal.  

7. Click the Lines tab. 
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Step Action 

The Lines page displays. 

 

 

DO NOT click the Inter/Intra Unit button.  If this button is clicked, processing issues may occur. 

 

8. Enter the applicable ChartFields into Line 1 in the Lines section.   

 

9. Scroll to the right to enter additional ChartField values and the amount (Amount field) as 
applicable.  If the dollar amount will change each time this Model Journal is copied to create a new 
Journal entry, leave the Amount field blank. 

 

10. Leave the Lines to add field as “1” and click the Insert Lines (+) icon.  If the user knows the total 
number of Journal Lines then enter the number in the Lines to add field and click the Insert Lines 
(+) icon. 
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Step Action 

11. Enter the applicable ChartFields into Line 2 in the Lines section.  

 

12. Scroll to the right to enter additional ChartField values and the amount (Amount field) as 
applicable.  If the dollar amount will change each time this Model Journal is copied to create a new 
journal entry then leave the Amount field blank.  

 

13. Repeat these Steps until all of the Journal Lines have been entered.   

14. The Process section on the Lines tab defaults to “Edit Journal”.  Click the Process button. 

 

15. A Message displays in a pop-up window.  Click the Yes button.  

 

16. Another Message displays in a pop-up window.  Click the OK button.  
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Step Action 

17. Click the Save button.  

 

18. A Message displays in a pop-up window.  Make note of the Journal ID and click the OK button. 

  

19. Click the Create/Update Journal Entries link (breadcrumb) to return to the Create/Update 
Journal Entries page. 

  

The Create/Update Journal Entries Add a New Value page redisplays and this process is now complete. 
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Creating a Journal from a Model Journal 

This section provides the steps of creating a manual Journal from a Model Journal that was previously 

created.           

Step Action 

1. Navigate to the Create/Update Journal Entries page using the following path: 

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

The Create/Update Journal Entries Add a New Value page displays. 

 

2. Click the Find an Existing Value button.  
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Step Action 

The Create/Update Journal Entries Find an Existing Value search page displays. 

 

 

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled 
“Overview of the Cardinal FIN Search Pages”.  This Job Aid is located on the Cardinal Website in 
Job Aids under Learning. 

3. Click the Clear button to clear the defaulted search criteria. 
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Step Action 

The Create/Update Journal Entries Find an Existing Value page redisplays. 

 

4. Enter or select the applicable Business Unit in the Business Unit field. 
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Step Action 

5. Click the Journal Header Status dropdown button and select “Valid SJE Model – Do Not Post”.   

 

6. Click the Search button. 
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Step Action 

The Create/Update Journal Entries Find an Existing Value page refreshes with the applicable search 
results in the Search Results section at the bottom of the page. 

 

7. Find the Journal ID to copy and click the Drill in icon for the corresponding row.   
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Step Action 

The Header page displays for the selected Journal ID with a Message displayed in a pop-up window. 

 

8. Click the OK button to close the Message.  
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Step Action 

The Header page redisplays. 

 

9. Click the Lines tab.  
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Step Action 

The Lines page displays. 

 

10. Click the Process dropdown button and select “Copy Journal”.  

  

11. Click the Process button. 
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Step Action 

The Journal Entry Copy page displays. 

 

12. The Journal Date field defaults to today’s date.  Update this date as needed using the Journal 
Date Calendar icon.   

13. The Save Journal Incomplete Status checkbox option is selected by default.  De-select this 
checkbox option if the Journal entry will be completed.  Leave this checkbox option selected to save 
the new Journal entry in an “Incomplete” status if it will be completed at a later time.  Journals 
saved with an “Incomplete” status are not Edit checked or Budget checked during the nightly batch 
process. 

14. Click the OK button.   
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Step Action 

The Lines page redisplays with a new Journal ID. 

 

15. Enter the applicable debit and credit dollar amounts in the Amount field for each Line of the Journal 
in the Lines section.  Make any additional ChartField adjustments if needed or add/delete Journal 
Lines as needed.   
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Step Action 

 

 

 

 

 

 

 

 

When a Journal is created, the Journal Status and Budget Status fields are marked with a status 
of “N” (No Status - Needs to be Edited).  The Journal needs to be processed through the “Edit 
Journal” process for the Journal to be Edit checked and Budget checked after the Journal Lines are 
completed.   

 

16. The Process field defaults to “Edit Process”.  Click the Process button to run the Edit check. 

 

17. A Message displays in a pop-up window.  Click the Yes button.  
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Step Action 

The Lines page redisplays and the Journal Status and Budget Status fields update from “N” (No Status - 
Needs to be Edited) to “V” (Valid).  

 

 

Once the Edit Journal process has completed with no errors, the Budget check process will 
automatically run to confirm the Budget Status.  Both the Journal Status and Budget Status field 
must have a “V” (Valid) status before the Journal can be submitted for approval.   

 

If the Journal Status field or Budget Status field have a status of “E” (Error), see the Job Aid titled 
GL332_Managing Journal Entries and the section titled Reviewing and Correcting Edit Check 
and Budget Check Errors. This Job Aid can be found on the Cardinal website in Job Aids under 
Learning. 

18. Click the Save button.  

 

19. A Message displays in a pop-up window.  Make note of the Journal ID and click the OK button.  
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Step Action 

The Lines page redisplays. 

 

20. Proceed with submitting the Journal for approval.  Click the Process dropdown button and select 
“Submit Journal”.   

  

21. Click the Process button. 
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Step Action 

The Lines page redisplays. 

 

22. Click the Approval tab.  

 

23. The Approval tab displays.  Verify that the Approval Status field displays a value of “Pending 
Approval”.  

 

 

Any user that has the appropriate security access can create a Journal entry.  However, the user 
who submits the Journal entry cannot be the user who approves the Journal entry. 

 

For further information on approving Journals, see the Job Aid titled GL333_Approving Journals 
Entries. This Job Aid can be found on the Cardinal website in Job Aids under Learning. 

 


