Welcome to FIS
Journal Voucher Training

e Today we will cover:
— Definition of TOE
- Preparation of the Journal Voucher
- Rule Codes
— Approvals
- Various methods of querying
- Printing Journal Vouchers
— Office of Record policies




Web Addresses:

e FIS Training Manual
— http://finaff.ucsc.edu/banner/00Contents.html

e Planning and Budget Homepage
- http://planning.ucsc.edu


http://finaff.ucsc.edu/banner/00Contents.html

What 1s a TOE ?

e Transfer of Expense (TOE) Journals are
used primarily to correct errors made on
previous transactions such Invoices or other
Journals.

e They move an expense from the incorrect
accounting FOAPAL (C) to a correct
accounting FOAPAL (D).

e Remember because it is an Expense, taking
It away Is a Credit and adding it is a Debit.



What is a TOE (cont.)

Recharges

e TOEs are also used for Recharges

- A Recharge is where one unit within UCSC
charges another unit for goods or services.



FZAJVCD- Journal Voucher
Entry Page

C @ Secure | htips;//fis-dev-na

= Q % University of California - Santa Cruz

Document Number: [NEXT == [:]

Get Started: Complete the fields above and click Go. To search by name, press TAB from an 1D field, enter your search criteria, and then press ENTER.

) Peter Bauer @ Sign Out ?

>K DOCUMENT_NUMEER [1]

ellucian



FZAJVCD- Journal Voucher
Entry Page

e FIS Banner input screen for all journal
vouchers (except encumbrance liquidations).

e Page has 3 Sections:
Header Section (includes Document Text)

Transaction Detall Section

Completion Section



FZAJVCD Header Section

e As with other Banner pages, the Journal
Document # Is automatically assigned.

e Activity Date will always default to current
date — It can be changed to a prior period If
that period is still open (month is open 7
working days after end of month).




FZAJVCD Header Section

= Q) % University of California - Santa Cruz ) Poter Bauer @ Sign Out ?

S RELATED ¥ ToOLS

™ JOURNAL VOUCHER DOCUMENT HEADER Insert B Delete  TmCopy . Filter

Transaction Date * |09/05/2018 . Document Status
DocumentTota [ | Document Text Exists

Document Number: NEXT

S_DATE [1] ellucian



FZAJVCD Header Section

continued...

e DOCUMENT TOTAL = the absolute value of
the journal = total of all Debits and all Credits
(irrespective of sign (+/-, D/C)).

e DOCUMENT TEXT (FOATEXT) is required
for most rule codes. Doc cannot be
completed without it — Specific requirements
are listed on Quick Reference Cheat Sheet.



FZAJVCD Header Section

continued...

e DOCUMENT TEXT Is accessed from the
RELATED Drop-down Menu:

0 Peter Bauer & Sign Out ?

Q. search

Document Text [FOATEXT]

t Exists [ Document Text [FOATEXT




FZAJVCD Header Section / Document Text
continued...

= Q % University of California - Santa Cruz ) Poier Bauer @ Sign Out ?
x

Type: * [JV | ] Code: [J0533405 Default Increment:

Modify Clause: [ | ]
T GENERAL TEXT ENTRY Einset @ Delete TmcCopy T Filter
Text ‘ Print * Line

of 1 0 v | Per Page Record 1 of 1

CANCEL | SELECT | SAVE

—— FOBTEXT.FOBTEXT_TEXT [1] ellucian



FZAJVCD Transaction Detail Section

= Q % University of California - Santa Cruz ) PeterBauer @ Sign Out ?

F-: p ¥ ToOLS
Document Number: J0533395

Start Over
~ TRANSACTION TOTAL

B insert @ Delete  Tm Copy | V. Filter

Document Total 300.00
~ JOURNAL VOUCHER DETAIL nsert @ Delete  Tmcopy . Fiter

Status  Postable Sequence g Journal Type * B TOE-GENERAL TRANSFER OF EXPENSE
COA* en [ |-

Index Amount *

Fund (70700 [...] Debit/Credit [Credit [~

Orgn Description * [Oakes Lrming Cntr HSA Event 4/21/18

Acct Document Reference

Prog 76

M« (T)of2p M | 1 v | PerPage Record 1 of 2
~ COMPLETION

¥ inset [ Delete TmCopy | Y. Filter

Complete iIn Progess

Record: 1/2

FGBIVCD.FGBIVCD_SEQ NUM [1]

ellucian



FZAJVCD Transaction Detail Section
RULE CODES

Rule Codes let FIS Banner know how to process a transaction.

e XTOE — Regular Transfer of Expenses used
primarily to correct keying and other errors which
caused an expense to be put in the wrong FOAPAL.

- Approved at the Department/Division level

e XEQT — Equipment Transfers — Used with Account
Codes 007xxx. Primarily used to correct Fixed
Assets coding errors.

- Routes through Equipment Management for approval



FZAJVCD Transaction Detail Section
RULE CODES continued...

e XJVB — Balance Sheet Accounts — Accounts that
start with Ixxxxx.
- Not widely used
- Routes to General Accounting for approval

e XECG — Contract and Grant Funds — Funds that
start with CGxxxxX.
- Not widely used
- Routes to General Accounting for approval



FZAJVCD Transaction Detail Section
RULE CODES continued...

e XEPT (Construction)

— Only with Organization Codes 9XXXXX
- Routes to Plant Accounting for approval

e XPRA — (Payroll)
— Only with Account Codes PXXXXX
- Must contact Payroll for authorization
- Routes to General Accounting for approval
— Only used in very special situations



FZAJVCD Transaction Detail Section
RULE CODES continued...

o ALWAYS REMEMBER

One Rule Code per Journal.



FZAJVCD Transaction Detail Section
FOAPAL

e FOAPAL stands for

- FUND — where the money is coming from
— ORGANIZATION — whose money it is

- ACCOUNT —what it is for (Ex: Office Supplies, Services,
etc.)

- PROGRAM - a 2-digit # used for reporting to Office of the
President (UCOP)

- ACTIVITY — what project it is charged to within an
Organization

- LOCATION - like Activity Code but currently only used by
Physical Planning and Construction



FZAJVCD Transaction Detail Section
Debit/Credit

e Enter a C for Credit or a D for Debit for Transfer of
Expense JVs, or a plus (+) or minus (-) for Budget
(XTOF) JVs, as appropriate.



FZAJVCD Transaction Detail Section

Description and Doc Reference

e DESCRIPTION — remember that monthly ledgers will not
see both the debit and credit side of a journal document so use
the Description Field to indicate what the other side of the
transaction does.

EXAMPLE: If a journal moves an expense from one Org to
another indicate the other Org in this field so you will know
where the money went.

e DOCUMENT REFERENCE — Usually the source

document for transaction (Invoice, another JV) or a unit-defined
code (e.g. Print Services recharge #)



FZAJVCD Transaction Detail Section:

FGIJSUM Transaction Summary

e FGIIJSUM Accessed from RELATED Menu
- Provides JV Document totals

— Is useful in reviewing journals with a large number
of sequences

— |Is also useful in finding errors when your journal is
out of balance

- Is accessible in RELATED menu from FZAJVCD
or as a stand alone page



FZAJVCD Error Messages/Postable Status

FZAJVCD will show error and warning messages when data has been

incorrectly entered, e.g.

Banner Banner
'o Error on ACCT_CODE, edit code 4452: Inventorial equipmt acct 'o Error on Process 1061: Transaction sign and "I process are not
codes (xx7xxx series) not allowable with rule code XTOE consistent.
Sequence Status will be Error
¥ JOURNAL VOUCHER DETAIL
Status  Error Sequence 1

You must acknowledge such messages and correct any errors so that
Sequence Status becomes Postable before you can proceed with journal

processing.

¥ JOURNAL VOUCHER DETAIL

Status  Postable Sequence 1



FZAJVCD Completion

Section

e COMPLETION

- Click the Completion button to complete your JV.
It will then route to one or more Approval Queues
for approval or disapproval.

e IN PROCESS

— Click the In Process button if you wish to exit your
JV without completing it so you can re-enter via
FZAJVCD at a later time.



FZAJVCD Deleting an

Incomplete JV

e If you have entered a JV in error and have not
completed it, you can delete your JV as follows:

— Enter your incomplete JV # into FZAJVCD, key
Control-Pagedown

- Key Shift-F6 twice or click the Delete button twice

- Message Displays ‘All header and detail records
will be deleted’ — Click OK

— Your JV is now deleted



FZIJVCD

Locating an Incomplete or
Complete but Unapproved JV

Lists unapproved Journal Voucher both Complete
and Incomplete.

e To find a journal or group of journals when you don't
know the JV Doc #, you can query on Amount, Date,
or User Id.

e This is helpful:

1) If you exit a Journal and forget to write down the
doc #.

2) If you want to see if you have any outstanding
journals that need to be approved.



FZAJVCD Copying a Journal Voucher

FIS Banner allows existing journal vouchers to be copied and/or reversed.
You can use this feature to reverse incorrect journals or copy frequently-
used journal data.

1) In FZAJVCD, click on blank button (right of Doc # field:

Q % University of California - Santa Cruz

Journal Vioucher Entry FZAINVCD 9.3 B-L (BPRD)

Document Number; | I | |

Get Started: Complete the fields above and click Go. To search by name, press TAB from an 1D field, enter your search

2) Enter doc # of JV you wish to copy, then click OK.

Copy FZAJVCD 9.3 6-L (BPRD)

Coapy From

Document Number | J0Z34567 | | — Submission* [ 1]

Copy Toe

Docusmant Nusmbers [] Reverse ov
Transaction Date = | 1211/2018 I [] copy Tes

Do not copy journal vouchers containing rule codes you do not have
permission to access. You will not be able to complete.



TOE Exercises




APPROVALS FOAUAPP
User Approval

If you are an approver, you can Approve or
Disapprove documents that are in your Approval
Queue with this screen.

e You also have the ability to view the document by
clicking on Detall.

e You can look at Approval History by going to
Related-Approval History-FOIAPHT.

e You can look at what other approvers have the
ability to approve the same doc by clicking on
Queue.



APPROVALS FoAAINP

Document Approval

This page shows you what queues your document is
In.

e If there are multiple levels or multiple departments
Involved, these will be indicated on the page.

e For multiple levels only the highest level must have
approval.



APPROVALS FOIAPHT
Approval History

e This page shows you who created the
document — Originating User.

e It also shows you who Approved or
Disapproved the document and which level
of approval they have.



APPROVALS FoaDoOCU
Document By User (Self-Denial)

With this page, you can Deny your own documents.

e This means, if you complete a document and then
realize there was an error, you can go into
FOADOCU and deny it. This will open it up so you
can go in and fix It.

e This alleviates the need to ask an approver to
disapprove it and saves lots of time.

e You cannot use this feature if you have implied
approval.



Query Page - FGIBDST

e In the Query page FGIBDST:

- TOEs post to the Financial Ledger and show in
the YTD column.

- TOFs post to the Budget Ledger and show In the
ADJ BUDGET column.

- ENCUMBRANCES (POs) post to the
Encumbrance Ledger and show In the
COMMITMENTS column.



Query Page - FGIJSUM

e Journal Voucher Summary Page
- Provides JV Document totals

— Is useful in reviewing journals with a large number
of sequences

— |Is also useful in finding errors when your journal is
out of balance

- Is accessible as from RELATED menu in
FZAJVCD or as a stand alone page




Query Pages — FZIDOCR / FGIDOCR

e FZIDOCR and FGIDOCR are pages which show you
any posted document in FIS Banner.

- Posted means that it goes through an approval and posting
process and the document effects the ledgers

- You need the Document Number to use this page

— You can see up to 11 transaction lines on one screen
(makes it easy to review)

-~ You can go to RELARED menu and click on FGQDOCP to
get details of all of the FOAPALSs effected by the transaction



Printing Journal Vouchers

e Journals are printed like POs and Reports using a process
called ‘Job Submission’ This process gives you the information
In an organized report format rather than just a screen-shot.
The Report name is FZRPTJV. To Print the Document:

1) Go to FZRPTJV, alt-pagedown to Printer Control, enter
Printer ID

2) Alt-pagedown to Parameter Values, enter JV number
3) Alt-pagedown to Submission, and key F10-Save.

You must always Ctrl+Page Down to the bottom section of the
page and Save (F10).



TOE Summary

FZAJVCD
o FOATEXT

e Rule Codes
e FOAUAPP
o FOIAPHT
e FOAAINP
e FOADOCU

Input page for all journal vouchers (including
TOE’s) except encumbrance liquidations.

Insert line in text: assign line # between existing
lines, X-out and return to text

XTOE, XEQT, XJVB, XECG, XEPT, XPRA
(XTOF access via separate training)

Approval and Disapproval Page
Shows Approval History, journal creator

Shows where document is in approvals in case of
multiple unit FOAPALS

Self-Denial, allows you to re-open a completed
document if you do not have implied approval



TOE Summary, cont.

FGIBDST
o FZI-FGIDOCR
o FGIJSUM
o FZIJVCD

o FZI-FGIDOCR

o FZRPTJV

Budget Query Page - TOEs post to the Financial
Ledger and show in the YTD column.

Shows any posted document in FIS Banner

Journal Voucher Summary page, useful for locating
input errors in incomplete journals

Lists unapproved Journal Voucher, both Complete
and Incomplete

Shows any posted document in FIS Banner

Journal Voucher print submission page



OFFICE OF RECORD

e For NON GOVERNMENTAL and NON
CONTRACT and GRANT FUNDS - Your

office must keep paper records of the
transaction for FIVE YEARS after the end of

the Fiscal Year in which it was produced.
- EX: Transaction Date — 01/31/05
Destroy Date — 06/30/10

(Govt and C&G funds — please check retention
schedules from the Extramural Funds Office)



UCSC Banner 9 Navigation - Journal Vouchers

Important Changes to Journal Voucher Input (FZAJVCD and FZAJVEL)

[ —

o 1 b e

FUNCTION CHANGE User Action
CREATE NEW JOURNAL
Create a new journal via Go button or Alt-PgDn Message appears: Key Tab to close message, proceed with journal
e u Fe———| ' creation
[ e ——

ADD DOCUMENT TEXT

Add Document Text (FOATEXT) via Related Menu

Doxumes Tt FOATERT]

Enter Document Text, save (F10) then exit back
(Ctrl-Q) back to FZAJVCIVEL JV Document Header

JOURNAL VOUCHER DETAIL

Go to Joumal Vioucher Detail section via

Go Button or
=]
Mext Section icon ar

Alt-PgDn.

Blinking Cursor appears in Sequence field:

Sequercn |

Key Tab o generate Sequence number, then enter
your information per standard process.

To Copy Current Record
Fia Copy
————— or F4.
Note: it is longer necessary to insert a record before copying.
If you DO insert a record and then copy, a waming message will
appear.
) Record must be entered or delsted first

Ignore this message, key Tab to close it. then proceed with sequence
creation.

Sequence |

Blinking Cursor appears in Sequence field:

Key Tab to generate Sequence number.

Debit/Credit/Plus/Minus Indicator

Enter D, C. + or - for your Debit/Credit indicator.

Debit‘Credit |C | Credit
Mote that the Drop-Down men from Banner & is no lenger in Banner 9.

FGIISUM TRANSACTION SUMMARY

Select FGLISUM from Related Menu

B
[ PO |

[ey— i

‘Wiew records, then exit back (Ctri-Q) to
FZAJVCDVEL

PRINT JOURNAL VOUCHER

Select GJAPCTL from Related Menu

a

Complete FZRPTJV, then exit back (Ciri-Q) to
FZAJVCDIEL

ERRORS
The following data entry behavior will cause errors in your journal

IMPACT

CORRECTING THE ERROR

Accidental insert (F&/Arrow Down) followed by TAB

Upon Save/Arrow UpiArrow Down:
o tervaibd Journal Type visue. This held s requised

P insert [@Deiele Mo Copy | ¥ Fille

ERinsert g Deicte g Copy ¥ Fille

1) Key F7

Waming! Possibée loss. of changes.
Dher e el b srwe chasges’

2) Click "No'

a Eriter 3 guery; press FB b evecsle

Failure to tab from Sequence to Joumal Type

prp— 3) Key F8
il A'—-IZ] Emor records will be gone.
Continue with data entry.
TAB to Journal Type field.
Insert (F6) then Copy (F4) © o e s v e Confinue with data entry.
Upon Save/Arrow UpiArrow Down: Click OK on error message.
| Banner | Place cursor in Sequence field
s ey TAB to Journal Type field.

Confinue with data entry.




END OF CLASS !!!
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