
Morehead Planetarium Journal Entry (Deposit & Accounts Receivable) 
 
The journal entry is designed to create an entry to record a deposit or account receivable for the 
Morehead Planetarium, and access is limited to that department (8911).   
 
The transaction will require electronic approval at the department level, and then will route directly to 
Accounting Services for posting.  
 
Business rules unique to this transaction are: 
 

 Debit account (GL)  will be 017160-1310 
 Credit account (SL) will be 317160-0514 

 
If you select Deposits and Accounts Receivable, then “Morehead Planetarium” from the Journal Entry 
Main Menu and click Continue, this will take you to a screen where you can create a new journal 
entry. 

 
  

1 



 
 

1. Notepad:  Enter in the justification in the notepad section.  

2. Description:  Enter in the description. 

3. User ID:  Enter User Id as assigned by Morehead Planetarium. 

4. Ref 1:  Enter deposit number, or other reference.  

5. Ref 2:  This will be the journal entry number, as listed at the top of the page. 

6. Debit and Credit Account number:  These will automatically display the allowed accounts. 

7. Amount:  Enter the amount of the deposit. 

8. Attachments: Attachments may be added, but are not required. 

9.  (If you use InDEPth or Departmental Text Fields, click the + (plus symbol) next to each area 

to open up each section.) 

10. Click Submit for Approval. 
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You will then receive a confirmation page, which you will want to print for your records.  The 
document will then be routed to the departmental approver.  This document will be kept in your 
Created tab for your records.  

 
  
 
To view the History of the document, or view routing details, click History at the top left of the page. 
 
The history will show who created the document and where it is in the approval process.  
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