FAST FIS

Budget Journal Vouchers
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“Oh what a relief it is!”


FIELD   
INSTRUCTIONS

Access
Type FGAJVCD in Direct Access field, press [enter]. 




OR
Select the following menu items in this order: (1) “Financial System Menu”, (2) “General Ledger Menu”,     

(3) “Journal Voucher Entry Form - FGAJVCD”.

Document #
Leave Blank  (System will assign a document number.)
[Next Block] 

Document Header Block

Transaction Date
Defaults to current date.  Can use the last day of the previous month only if the previous accounting period is still open.  Enter/Tab through.
Document Total
Enter total dollar (absolute) value of all debits and credits.  (Example: $50+ & $50- = $100 Document Total)

Enter/Tab through Redistribute, Distribution Total, NSF Checking, & Defer Edit

To Add Text to the Journal Voucher (for informational purposes), select the Document Text option from the menu bar.  [Next Block] or click into the Text block and enter desired text.  Note - Text does not wrap.  Arrow down or click on next line to enter more text.
To have text printed on Journal Voucher, check box under Print. Click SAVE, then EXIT to return to the Journal Voucher form.
[Next Block] 

Transaction Detail Block

Sequence
Enter/Tab through.  (The system will assign the sequence number.)
Journal Type 
Enter the appropriate rule code:
1BAT – 
To transfer budget between upper level accounts within the same fund, but with same or different index and/or organization codes.  (Acct Range 10100-79398)  Requires approval of Budget Director.
1BAS – 
To redistribute expense budget within an index code from account 20000 down to expenditure level account codes or between lower level accounts.  (Acct Range 20000-39920)  No approval required.

1BAR –
To transfer revenue budget from generic account codes to more appropriate account codes where 
revenue will be realized.  (Acct Range 01000-08899)  No approval required.
COA
Defaults to E.  Leave as is.

Index
Enter Index code.  (Will generally populate all necessary fields except Account.) 

F und
Enter/Tab through.

O rganization
Enter/Tab through.



A ccount
Enter Account code.

P rogram
Enter/Tab through.

A ctivity
Enter if applicable, else Enter/Tab through.

L ocation
Enter/Tab through.

Project, Percent
Enter/Tab through.

Amount 
Enter dollar amount to increase/decrease budget for respective Index and Account code.

D/C
Designate “+” to increase budget or “-” to decrease budget.

NSF Override
Enter/Tab through.

Description
Enter up to 32 characters beginning with your initials. 

Bank
Enter/Tab through.  (System will assign the B1 bank number if left blank.)  

Encumbrance #, Item, Seq, Action, Cmt
Enter/Tab through.  (Used only with Liquidating Encumbrance JV.)

Document Reference
Optional field available to be used to reference some other document or as the user desires.

Budget Period
Enter the current fiscal period.  (i.e. 01 = July, 04 = Oct, 07 = Jan, 10 = Apr, etc.)
Pool COA, Fund, Currency, Gift Date, Number of Units
Enter/Tab through.

To add another accounting record:  [Next Record] or arrow down.  Enter fields as listed above OR use F3 to duplicate the previous accounting record and edit as necessary.  SAVE
To review all transactions entered for the JV: select the Access Transaction Summary Info option from the menu bar.  (Remember:
 “+” total must equal “-”  total  and together must equal the Document Total.)  Click EXIT to return to the journal voucher form.

To print the JV:  Note the JV Number.  Select the Print JV option from the menu bar.  The Job Submission screen will appear with FWRJVLR in the Process field.  [Next Block] and enter printer or double click in the Printer field and select from list.  [Next Block] or click in the Values field.  Enter JV number for both the “From” and “To” parameters.  (Document text defaults “Y” to be printed.)  [Next Block] or click in the Submission block.  Click SAVE (not Save Parameters) to submit.  A logfile will be noted at the bottom of your screen to verify that your job was submitted.  Click EXIT to return to the journal voucher form.

To delete the entire JV:  [Previous Block] back to the Document Header Block and click on the Delete Record icon twice.

[Next Block] or select Access Completion from the menu bar.  

Click on Complete to complete the JV.  (Clicking on In Process will leave the JV incomplete.)

Note the JV number for future reference.

JV’s awaiting approval can be found on FGIJSUM.  Clear Form/Rollback (F11) and click on Document Flashlight.  This will access the List of Suspended JVs Form – FGIJVCD.  For JV summary, double click on document number, then [Next Block].  

Approved and posted JV’s can be found on FGIDOCR.  Type in JV number and [Next Block].  If JV number is not known, click on Search Flashlight and Execute Query (F7) based on Description and/or Transaction Date.  Use of the “%” wildcard may be helpful.  
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