Changing the accounting period on a GL journal
To change the accounting period on a saved but not yet submitted unposted batch, display the batch header form for the batch you want to change, and then click on the Change Period button at the bottom of the batch header form.  
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You will then be presented with the Change Period window, where you will be asked to select the eligible accounting period to which this batch should be posted.  The system will not let you change it to an accounting period which is not then in either “Open” or “Future Entry” status.  The window offers you the choice of selecting a specific Effective Date (also known as the Accounting Date) within the new accounting period; if you do not specify one, the system will default it to the later of either the first day of the new month, or today’s date if in the new accounting period.  Then click on the OK button at the bottom of the window.
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The new accounting period should then be displayed on the batch header (and the new effective date should be displayed on all that batch’s journals).  You must then click on the Save icon on the top toolbar to save the results.

You must then reserve funds and approve it, so it will be submitted into Workflow.  
Note:  If the batch has already been submitted into workflow, but has been returned to you by an approver, before performing the steps described above;

· Go to the Enter Journals list

· Click onto the batch name for the applicable journal, then click on the Review Batch button

· On the resulting batch header screen, un-reserve the funds for the batch by clicking on the Unreserve Funds button.  
· Go back to the Enter Journals list, and click on the Requery button.  You should see the Funds Status change from Passed to Required status.
· Now proceed according to the instructions for making your changes.
