FAST FIS

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


STEP 1
Obtain required information about the encumbrance to be liquidated.  Type FGIENCD in the Direct Access field and press [Enter].

Enter PO/Encumbrance number and [Next Block].  [Print Screen] and/or make note of the following items:  Index, Fund, Orgn, Acct, Prog, Actv, Item, Sequence and Remaining Bal.  Be sure to do this for each Sequence if multiple exist.  [Exit] to continue.

STEP 2
Create a Liquidating Journal Voucher.  Note: The Journal Voucher used to liquidate an Encumbrance is an unusual entry in that it is “one-sided”.  There is no offsetting “-” entry to ensure that debits equal credits.  Type FGAJVCD in Direct Access field and [Enter].

FIELD   
INSTRUCTIONS

Document #
Leave Blank or Enter NEXT for system to 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 amount to be liquidated (this may or may not equal the total remaining balance of the encumbrance).

Redistribute, Distribution Total
Enter/Tab through.

NSF Checking
Leave checked

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, mark 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 2LIQ to liquidate the full amount of the remaining balance of the encumbrance.


Enter 2LQP to liquidate only a portion of the remaining balance of the encumbrance.

COA
Defaults to E.  Leave as is. Enter/Tab through.

Index
Enter Index code obtained in Step 1.  (Will generally populate all necessary fields except Account.) 

F und
Enter/Tab through or enter code obtained in Step 1.

O rganization
Enter/Tab through or enter code obtained in Step 1.



A ccount
Enter Account code obtained in Step 1.

P rogram
Enter/Tab through or enter code obtained in Step 1.

A ctivity
Enter/Tab through or enter code obtained in Step 1.

L ocation
Enter/Tab through or enter code obtained in Step 1.

Project
Enter/Tab through.

Percent 
Enter/Tab through.  (Not currently used.)

Amount 
Enter dollar amount to be debited or credited to the respective Index and Account code.

D/C
Enter a “+”.

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 #
Enter the Purchase Order/Encumbrance Number you wish to liquidate.  Be sure this field is entered accurately or you could unintentionally liquidate someone else’s PO.

Item
Enter the Item Number obtained in Step 1.

Seq
Enter the Sequence Number obtained in Step 1.

Action
Select Total for full liquidation (2LIQ journal type) or Partial for partial liquidation (2LQP journal type).

Cmt
Enter/Tab through. 

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

Budget Prd, Pool COA, Fund, Currency, Gift Date, Number of Units
Enter/Tab through.

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.

[Next Block] 

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

Note the JV number for future reference.

STEP 3
Once the JV has been approved and posted, use form FGIENCD (see Step 1) to verify that the encumbrance was liquidated.

JV’s awaiting approval can be found on FGIJSUM.  Clear Form/Rollback (F11) and click on Document Flashlight.  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.

To check for incomplete JV’s or completed JV’s awaiting approval, access the List of Suspended JVs Form - FGIJVCD.
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