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 BEN Balances Workshops 
Manual Journal Entry 

 
 

Name: _____________________   STDT__________ 
 
As directed by the Trainer, please complete the following workshops.  Enjoy! 
 
 
1.0 Manual Journal Workshop  
 
During the month of September you conducted a BEN Financials Training Session for 
your neighbor’s Department.  The cost of the training was $2,500 per student and 
there were 12 students.  Prepare a journal entry to handle this transaction. 
  
 Enter a journal entry to charge and credit the appropriate accounts. 

Debit 100-xxxx-1-000000-5304-7000-0000   
(xxxx is your neighbor’s ORG in class) 

  
  Credit 100-yyyy-1-000000-5500-7000-0000 
  (yyyy is your ORG in class) 
 
 After you’ve completed the journal entry you discover that you also need to charge 

two additional students to the journal. Make the appropriate adjustments to the 
journal entry. 

  
 Make the changes to the journal entry and perform the appropriate actions. 
 
 TIP: You will need to ‘unreserve’ funds to be able to update the journal.  
 
 
2.0 Manual Journal Workshop   
 
While reviewing your transactions on your 150.ORG report you discovered a charge 
for $250.00 from the Write Type was posted to Object Code 5249 Other/Miscellaneous 
Supplies and should have been charged to Object Code 5226 External copying and 
duplicating (Purchasing Card entry that had not be reallocated).  
 
 Prepare a journal entry to correct the erroneous charge and charge the 

appropriate object code. 
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3.0 Procurement Card Workshop    
  
You noticed you have one more adjustment to the Procurement Card batch you just 
completed.  Using the same Procurement Card batch name given, make the appropriate 
adjustment. 
 
 Locate the Procurement Card journal in the Journal Entry – General responsibility   
  
 Batch:   Type %Pxxxx%, where xxxx is your ORG assigned 
 Period:  Type Current Open Period 
 
    
  Locate the transaction for $68.26 to Publications, Inc.  Charge the Object Code 

 5264, external printing and publications, for this expense.  
 
      TIP: You will need to unreserve funds to be able to update the journal.  
 
 
 
 
4.0 Suspense Workshop  
 
You still have one remaining suspense transaction in your account to be cleared for the 
month of September 20xx.  Using the ORG assigned to you, locate the frozen fund 
suspense transaction (Object Code 9599) and make the appropriate correcting 
transaction. 
 
Charge the suspense transaction to the following account: 
 
CNAC 100 
ORG Assigned 
FUND 000000 
Object Code 5270 
Program 7000 
CREF 0000 
 
 

Thanks for participating!  Enjoy BEN Balances! 
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