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Adding Lines to a Batch In-Process

1. Using the “Search Adjustment Batches” tab, find the GL-PCR batch which is In-Process.

TuB = Batch ID Your Recent Batches

Description Created By = 27-FEB-2025

Enter few characters to search.

43009-50-Batch Reclass-27-FEB-2025
Creation Date B - (=]
sdo test eff date cfy then
From Date To Date v Pl
02-APR-2024

Reverses Reverses "JV'HMS"HCPEAG-c
November 23 salary pay and salary ¢"

- Reverses 'Reverses/V*HMS'HCP'EAG-to
(SICELN  search Batch Q salary and salary cap per effort p*

1 Alternatively, the batch can be chosen from “Your Recent Batches” list on the right side of the screen.

2. Select the arrow for the batch desired in the column “Review/Modify”.

Q- Search 44 Back To Search
BatchiD  CreationDate  Created By -HUID Created By -Name Batch Descrption Batch Status | ReviewModiy |  RelatedBatchid  Related Batch Type

4012 10MAR2025 11683681 Gomes, Kaityn S ksgtest-pfy Submitted ©)

a0 10MR2025  Tissacet Gomes, Kaityn S ksgtest-cly Submited ©)

aot0 w2025 so7sisss Heimran, Wilian HUSANEUROWeh-20545/DFT*Ad]_E Grilh_Jan25_pariaiREGSal 11224205 10352261 0THAR2S InProcess ©)

@000 2rFEB2025 80408838 otson, sharen D £3000-50-Baton Reciass 27-FE8-2025 InProcess ©)

oo e couness otson svaond otestan st enci —

P S J— — — — (oo )
a0 2FEB2025 168361 Comes, Kaityn ksgtest Submited ©)

s00s 21FEB2025 1683681 Gomes, Kaityn S ksgtest-effectve date ply InProcess ®

1-100 | >

3. The batch will open and be displayed. Click on the “Batch To Search Page” button.

Logged n As 804088

Harvard - GL Adjustment ETN .. . corch page I Back To Search Resuts I Reset
* Batch Description:  5do test eff date cfy then pfy GL Effective Date: ~ 27-FEB-2025 5 Batch Status: Saved
050
BatehID: 43008 Batch Type:  Regular
Related Batch ID: Created By HUID: 80408838 Updated By HUID: 80408838
File Generation Request ID: Creation Date:  27-FEB-2025 10:19:12 Update Date:  27-FEB-2025 13:20:21
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4, Onthe “Search GL Transactions” tab, search for the desired lines to add.

Search GL Transactions: Search Adjustment Batches Reclassification
Advanced Searc
*Fiscal Year 2025 v *Period | (NOV24x = _

*COA (enterat  (108% s = =
least 2 segments)
s org Object Fung ctvity Subsciiiy Root
Effective Date B - [E]  Posted Date Between S - 5
een
FromDate ToDate From Date ToDate
HUID =
Journal Source = Journal Category = Position

Refur To Batch - UserGuide 8, | & Search History O clear | & Retum To Search Resuts.

5. When the search results appear, click the selection box(es) for the lines desired, then click the “Adjust
Selected” button.

Loggea i As susus

Toar Debit 382205 Totar creat 000
Qv Go | Rows 100 v « Show Selected || 44 Back To Search
o100 | >
[J food SR Crstonate PostedDete  EfectiveDate  Joumalbeader  Tub  Org  Object Fund  Acy Suwsctviy Root  Debi  Credit Amount Line Desc o HUDName posces Gachlame  oa
Name Year Source

"

prrons.  ownomepreLoe. | T

NOV-24 2025 13-NOV-2024 13-NOV-2024 13-NOV-2024 Pyrl Bi Weekly USD 105 01290 6050 431098 501004 0000 00000 1911.05 0.00 1911.05 REG Regular Jramaae PSOn- PS On-cycle Pyl A P
cycle Pyrl 91678317 A

o

E

"

e, owizepras. | T

NOV-24 2025  26-NOV-2024 26-NOV-2024  26-NOV-2024 Pyrl Bi Weekly USD 105 01290 6050 431098 501004 0000 00000 1911.00 0.00 1911.00 SKE Sick PSOn- PS On-cycle Pyrl A P
cycle Pyrl 91791274 cy

6. The lines should now appear in the GL-PCR batch to be adjusted.

Harvard - GL Adjustment 51 Download Batch Back To Search Page I Back To Search Results I Rese!

* Batch Description:  gdo test eff date cfy then pfy GL Effective Date: | 27-FEB-2025 [} Batch Status:  Pending Save
w0ars0
BatchID: 43008 Batch Type:  Regular
Related Batch ID: Created By HUID: 80408838 Updated By HUID: 80408838
File Generation RequestID: Creation Date:  27-FEB-2025 10:19:12 Update Date:  27-FEB-2025 13:20:21
B selected Adjustment lines
Q- Go | Rows 50 - Review Al || Mass Adjust || Remove Lines
[] Revow "™ CromionDate rosiodduie Efoctvodate Joumalbeader  Tub  Org  Objct Fund  Actwy Subacty Roof  Dobt  Crodi  Amount LinoDeso wo  uDNeme Sournl Source
# [0 O ows 29mOv223  23NOV2023  29NOV2023  PiBIWeekyUSD 430 3888 G050 000001 657009 0000 00000 507870 000 507870  REGReguiar FIRLO0S-PS On-cycte Py
." D O NOwv-23 15-NOV-2023 15-NOV-2023 15-NOV-2023 Pyrl Bi Weekly USD 430 39880 6050 000001 657009 0000 00000 345672 0.00 3456.72 REG Regular PYRLO09-PS On-cycle Pyrl
' D O NOV-24  26-NOV-2024 26-NOV-2024  26-NOV-2024 Pyrl Bi Weekly USD 105 01290 6050 431098 501004 0000 00000 95558 0.00 955.58 REG Regular PYRL009-PS On-cycle Pyrl
/~ D O NOV-24 13-NOV-2024 13-NOV-2024 13-NOV-2024 Pyrl Bi Weekly USD 105 01290 6050 431098 501004 0000 00000 127403 0.00 1274.03 REG Regular PYRL009-PS On-cycle Pyrl
10,765.03 0.00 10,765.03

.

The newly added lines are highlighted since they have not been adjusted yet.

Questions?
If you have any questions, please contact ithelp@harvard.edu mentioning Oracle Financials GL-PCR.
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