FAST FIS

Quick Journal Vouchers

FGAJVCQ
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“Oh what a relief it is!”


FIELD   
INSTRUCTIONS

Access
Type FGAJVCQ in GO TO: field, press [Enter]. 




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

(3) “Quick Journal Voucher Entry Form - FGAJVCQ”.

Document #
Leave Blank for system to assign a document number.  Next to this field is the “COPY” Icon.  If you want to copy an old JV click this icon.  There are instructions in the “Side Notes” at the end of this document on using the COPY function.

[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 D + $50 C = $100 Document Total)

NSF Checking
Leave checked

Deferred Edit
Leave unchecked.

To Add Text to the Journal Voucher (for informational purposes), select the Document Text from OPTIONS in the top toolbar.  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. SAVE when done, 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 journal type.  This is typically 3JV1 for error corrections or reclassifications.  (Service departments may use journal type 3SSJ for interdepartmental charges.  They go straight to the Business Office for approval.)

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, otherwise Enter/Tab through.

L ocation
Enter/Tab through.  This code is not used at WOU.
Project
Enter/Tab through.  This code is not used at WOU.
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
Designate D for Debit or C for Credit.

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.)  

Budget Prd, 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 Access Transaction Summary Info from OPTIONS in the top toolbar.  (Remember total Debits must equal total Credits and together must equal the Document Total)  EXIT to return to the journal voucher form.

To delete an accounting record: Use [Clear Record] to remove an accounting line that has not been saved; Use [Remove Record] to

 remove an accounting line that has been saved.

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

To print the JV:  Note the JV Number.  Select the Print JV from OPTIONS in the top toolbar.  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 or leave printer blank if you have been setup with a default.  [Next Block] or click in the Values field.  Type your 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 Parameters and SAVE 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 and complete your JV.

[Next Block] 

Note the JV number for future reference.

Click Complete to finish the JV or click In Process to leave the JV incomplete.          
If the JV is Completed, a message should display at the bottom with the JV number stating that it is completed and forwarded to the approval process.    If you have not done so already, note the JV number for future reference.
SIDE NOTES:

You can print a JV anytime by typing FWRJVLR in the GO TO: field.  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 or leave printer blank if you have been setup with a default.  [Next Block] or click in the Values field.  Type your 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 Parameter Set as, then SAVE to submit.  A logfile will be noted at the bottom of your screen to verify that your job was submitted.

You can create your new JV by Copying an old JV.  This is useful if you do repetitive JV’s or need to reverse the entries from a previous JV.  Click on the COPY Icon at the top of the form.  In the “Copy From” Document Number, enter the old journal voucher number you want to copy.  Leave the “Copy To” Document Number blank so that the system will assign the new number.  Change the transaction date if necessary.  To Reverse the entries of the “Copied from” JV, select the Reverse JV check box and the new journal voucher will have the opposite signs (debit/credit, +/-) of the old JV.  Select the Copy Text check box to copy header text from the old JV into the new JV.  Select OK.  Proceed through your new JV and make changes as necessary.
Check for incomplete JV’s or completed JV’s awaiting approval on form FGIJVCD, the List of Suspended JVs Form. To view one of these JV’s, EXIT FGIJVCD and access the FGIJSUM form.  Type the JV number in Document field and [Next Block]. 

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

If you start a JV and decide not to finish it you can delete it using the FGAJVCQ form.  The JV must be incomplete to be deleted.  Access FGAJVCQ, enter your JV number and [Next Block].   This takes you to the Document Header Block.  Select REMOVE RECORD from the Icons at the top of the screen.  The Hint Text at the bottom of the page should read “Press ‘DELETE RECORD’ again to delete this record.  Select REMOVE RECORD from the Icons at the top of the screen again. The message “All Header and detail records will be deleted” will come up, click OK.  The Hint Text at the bottom of the screen should read “Deletion of journal voucher is completed”.

If you have completed a JV and it has not yet been fully approved and you decide you do not want it to be processed, refer to the FOADOCU-Document by User FAST FIS form to change the JV to an incomplete status.  Then it can be deleted as described in the above paragraph.  

Interdepartmental JVs:  Most users do not have access to post transactions to departments other than their own.  If you need to process an interdepartmental transaction, obtain a Journal Voucher-Interdepartmental form at www.wou.edu/wou/forms/ fill it out and mail it to Michele Van Deusen in the Business Office. 

Interinstitutional JVs:  Only the WOU Business Office can post transactions to institutions other than WOU.  If you need to process a transaction between WOU and another OUS institution, obtain a Journal Voucher-Interinstitutional form at www.wou.edu/wou/forms/ fill it out and mail it to Michele Van Deusen in the Business Office.  

           November 2009
1

[image: image1.png][image: image2.png][image: image3.png][image: image4.png][image: image5.png]