
Quick Start Guide 

Journal Entries 

This menu lets you create, void, 

copy, and export journal entries.  

Journal Entries 

Void / Duplicate 

Click the Void icon to void an en-

try or the Duplicate icon to copy 

Add Journal Entries 

Manually enter the information in the fields 

displayed, retrieve a saved entry, or import 

journal entries. 

Help Files 

Click the information icon to access step-by-

step instructions for this particular menu. 

Search 

Search for entries and filter by Code, Date 

Range, 13th Month, Status, and Ref #. 

Export / Add 

Click Export to export the data to an .csv 

file, and click Add to add a new entry. 
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