Edit, Filter and Archive Journal Entries

How to Edit, Delete, Filter and Archive Journal Entries

Edit Journal Entries

1. To edit aJournal Entry
a. For yourself; Open My
Profile located under your
name in the upper right-

b. For a direct report Under
the My Direct Reports,
locate the employee and
then click the journal

hand corner of the screen.

™ [:_,2 4 O Roger Rocket v

Sign Out
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Account Settings

My Direct Reports

shared icon, then click the “x”
next to the recipient’s name.
This will remove the journal
entry from their view

entry icon
, Raliegh Ramjet A
) County Payroll Specialist i=
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2. Open the Journal Entry; click Journal Entries for Roger Rocket
Current Dropdown; Click the
® - 3 tri
type of Journal entry you want Sreen B envies
to edit, Current or Draft, Current B
Archived doing a great job in meq
Click the pencil icon on the left of f‘
the Entry yOU Want tO ed|t ogerRocket last edited 12/14/18 04:]
Joumal Entries fo Roger Rocket
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3. Toremove the “shared with” sl fogr o
journal entry, left click the ® l
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Deleting a Journal Entry

To delete a journal entry, simply
click the trash icon.

recoverable.

Note: A deleted journal entry is NOT
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Actions and Filters * Actions Y

1. Any of the following can be
completed for selected entries
under the Actions button:

Archive.

Delete.

Print with Attachments

Print without

Attachments.
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2. There are two selection options
for taking any of the above
actions:

a. Select All - choose all
entries.
Click the box to the left of each
entry to choose individual
entries.

Select All Z Actions
Archive
Delete

Print With Attachments

Print Without Attachments
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Filtering Journal Entries

1. Use the Filter icon to
filter/organize journal entries.

Select All 2 Actions Y

Vv

Click to open advanced filtering

for this list
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2. The following fly-out window
will appear. Click on Add a
Filter.

3. The following filter options are
available

Filters Done

Add a Filter...

Looks like there aren't any filters

Filters Done

Add a Filter...

i

Text
Created By
Created On

Last Updated On

4. In this example, we have
selected the Text filter to apply.

Filters Done

Add a Filter...

* Fields are required Clear All X

Text

contains...

—_—
X

Commumcatlon|

Apply Filter
U

5. All entries with the keyword
Communication are now
highlighted and filtered out.

Filters Done

Add aFilter...

Journal Entries for Roger Rocket
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6. To remove the filter(s), select
the Clear All or X to clear the
single filter

N @ —lw%/+ =
Filters Done
Add a Filter...
Text ~

contains... ~

Communication

How to Archive a Journal Entry

We suggest archiving journal
entries at the end of the
evaluation cycle. Journals will
remain in view from one cycle
period to the next unless
archived.

Note: Archived journal entries are

1. Journal entries can be archived.

Journal Entries for Roger Rocket
® Current v n entries

l Roger Rocket st sdied 129675 055723PM o &3 shate

Rogeris goingto demonstrate how to shave  joumalenty with is manager and manager's manager

not viewable during the rating task.

2. To archive a journal entry, click
the archive icon.

Journal Entries for Roger Rocket

3. Select Continue.

Archive Journal entry

wish t ive this j 1al entry?
Do you wish to archive this journal entry?

[ere]

4. To view entries that are
archived, click on the Current
view button and change the
view to Archived

Journal Entries for Roger Rocket

@ Current ~ n entries

Current

ket last edited 12/16/18

Archived

06:57:23 PM

going to demonstrate how to sh

’l Rachel Splane last edited 12/14/1

09:10:21 AM
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How to Unarchive a Journal Entry

1. Click on the Unarchive button. If
you want to unarchive multiple S g
entries at a time, hit Select All. g tiin

Journal Entries for Roger Rocket

2. Select the Continue button. Unarchive Journal entry

Cancel ‘ Continue

3. When finished archiving, click
the Archived button, then select

Current to return back to that
view. @ Archive ~ n entries

Journal Entries for Roger Rocket

Current

i

Draft

Yournal Entries for Roger Rocket

' Click here to start a new entry.

Journal Entries for Roger Rocket
@ Current ~ n entries

@ Roger Rocket last edited 12/16/18 07:01:28 PM « 99 shared

Roger is going to demonstrate how to share a journal entry with his manager and manager's manager.
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