FGAJVCD -- To bill another campus department for goods
and/or services.

Go To... FGAJVCD (enter)
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aneral Menu GL

Go To... [FGAIWCD D Welcome, Helen Moore, Products: B Menu | Site Map | Help Center
1My Banner My Links
ABanner
1Student [*STUDENT] Change Banner Password
LIEOU Forms [*EOUFORMS] Check Banner Messages

IFinance System Menu [*FINANCE]

_IMain Human Resources [*HRS]

_IFinancial Aid [*RESOURCE] Personal Link 2
*

_1General [*GENERAL] personal Link 3

Personal Link 1

Personal Link 4

Personal Link §

Personal Link &

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages
01-FEB-2011 Banner passwords rmust be a minimum of 8 digits long, with at least one letter and one number.

Enterthe object name; Press LIST for listing.
Record: 111 | o | «<0gCs

1| Page



Oracle Developer Forms Runtime - Web: Open = FGAIVCD

CEX

File Edit Options Block Item Record Query Tools Help
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"mlournal Youcher Entry FGATVED BB (EOURRD) i i i e L S e e LR S b b e ¢ (I
Document Number:  |[NEXT Submission Number: I_D [E
Journal Youcher Document Header
Transaction Date: |26-0CT-2011 @: : V\ Document Total: | 1.00)
[ Redistribute Backdate if Distribution Total: |
[« MNSF Checking necessary Document Status: |
[ Defer Edit Create Source: |
[ Document Text Exists
=
Enter Document Hash Total for balancing |
Record: 141 | o | z08C=

Type NEXT in the Document Number: field and then (Page Down). Today’s date will default
into the Transaction Date: field. Change it only if you are backdating the document. (Tab) to
Document Total and enter the total dollar amount of all entries; debits and credits.

Click on Options on the toolbar, then Document Text [FOATEXT].
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@ General Text Entry FOSTEXT 8.4 (EQUPRDY i i i Y -

Type: ’J\.-'_E Code: WE Default Increment: l—:LD
Text Print Line
[t 20824 vl T (]
|Computer Speakers @ $8.36 v ’—20
| Helen Moare, ext 23582 [ ’—30
| O
| O
[ O
| O
| O
[ O
| O
| O
[ O
| O
| O
[ O
| O
| o -
=
Check to Print or leave unchecked. This field is used for commodity text only | J
Record: 143 | o | | z08C=

Click on the top blank line under Text and enter information about the transaction you are
processing.

Be concise, but enter enough that the department you are billing can understand what the
charges are for.

The last line of text should include your name and phone extension.

Put a checkmark (for each line of text) in the boxes under Print by clicking in each box. If there
is no checkmark in the box, the corresponding line of text will not print.

Make a note of the JV number (Code), in case you need to reference it later.
Click on the Save button, then the X button on the Toolbar to save and exit FOATEXT.

Page Down
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Document Total: ‘ 1.00

Submission: I_U

Document Number: 10045050

A

status: | ~| sequence: [ 1 Journal Type: [mwv1 (7] w/0 Encumbrance
COA Index Fund Orgn Acct Prog Actv Locn Project
[e[7] [aasroz [*] [orezor [¥] [eavess (7] [eezoa (7] fomoe (7] | = | = | =]
Percent: ’— Amount: ‘ g.36 DehitfCredit: I— NSF Override
Description: |Spaakers for DSSML Laptop Bank Code: ’_E Deposit: l—
Encumbrance Number: I—E Item Number: l— Sequence: ’— Action: (Mone) = |[Commit Type: I:I
Document Reference: M Budget Period: ’_ [ Accrual Indicator Currency: I—El

Gift Date: ,7@ Number of Units: ’—

4

Enterthe Budget Period

Record: 111 | | «<05C> 1430

Note: Each regular Journal Voucher must have at least two accounting records, one Debit and
one Credit. The Amount of the Debit(s) must equal the Credit(s).

Tab once to Journal Type and enter 3JV1.
Tab again and G will default into the COA (Chart of Accounts) field.

Continue tabbing to fill in the Index, Acct Code, Actv (if applicable), and Amount you wish to
charge. Tab to Debit/Credit and click on the down arrow. Choose Debit.

Tab to Description and enter a brief description of the charge. This is what will appear on the
budget documents, so be as specific as possible in the small space allowed.

Tab to Document Reference and enter the reference document, such as Purchase Order # or
Invoice #.

Down Arrow to access the next record.
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Document Number: 10045050 Submission: I_U Document Total: ‘ 1.00

Status: \:I Sequence: 2 Journal Type: |3Iv1 E”J\.-' WO Encumbrance

COA Index Fund Orgn Acct Prog Actv Locn Project

B[ [ecoza (] [ovoren 3 | (7] faavoz  [7] | = =) | = A

Percent: ,7 Amount: ‘ §.36 Debit/Credit: ‘Credit v| TINSF Override

Description: |Spaakers for DSSML Laptop Bank Code: EEI Deposit: l—

Encumbrance Number: I—EI Item Number: l— Sequence: ’— Action: (Mone) *|Commit Type: I:I
Document Reference: m Budget Period: ,7 [ Accrual Indicator Currency: liEl

Gift Date: @I Number of Units:

4

Check to override Available Balance Editing |
Recard: 212 || . | =0BC= 1430

Repeat the process on Page 4 to enter the Index, Acct Code, Actv (if applicable), and Amount
you wish to Credit, choosing Credit at the Debit/Credit field. Continue tabbing to enter the
Description and Document Reference.

This process may be repeated until you have entered all the necessary accounting information.
Note: F4 copies the previous record. It is convienent to use this feature and just change the
pertinent data. Be careful when using F4 that you do change the necessary fields otherwise,
you can end up crediting and debiting the same index/account.

When you are finished, Page Down.
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g8 Transaction Detail FGAWCD 8.4.B (EOUPRD)

Document Number: 10045050 Submission: 1] Document Total; 1.00
Status: Postable - Sequence: z Journal Type: 31w1 ¥ W W/0 Encumbrance
COA Index Fund Orgn Acct Prog Actv Locn Project
G ¥ ACCO24 - 090140 - - A4002 hd - v - -
Percent: Amount: g.36 Debit/Credit: Credit ¥ [ONSF Override
Description:  Speakers for DSSML Laptop Bank Code: BpL ¥ Deposit:
Encumbrance Number: ¥ Item Number: Sequence: Action: (Mane) Commit Type: -
Document Reference: IT#23024 Budget Period: [OJaccrual Indicator Currency: v
Gift Date: E Number of Units:
g Completion FG 8,48 (EOUPRD) i
*Zomplete: @ In Process:
=

Selectto keep Document Incomplete and "In Process” |
Record: 111 | 1 | | =0sC=- 1430

Click the box next to Complete to complete the JV or In Process to save the document so you can work
on it later. Be sure to make a note of the JV number for your records.

Note: Instructions for correcting various errors are on the following pages.
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mTransaction Detail FGAMWCD 8.4B (EOUPRD)

Document Number: 10045050 Submission: 0 Document Total: 1.00

"8 Banner Error and Warning M

Status: Fostable

Total amount of all transactions {16.72) must equal document total.

|*

COA Index oject
G ¥ ACCO24 -
Percent:

Description:  Spe
Encumbrance Num °n Type:

Document Referen

7 Completion FG

T L= T FTOCESS, &

4

Close window |
Recard: 11 || | =0BC= 1430

If you see this screen when you click on Complete, it means your Document Total on the opening page
is incorrect.

To correct this, Close this screen, Page Up, Tab to Document Total and enter the correct amount.

Page Down twice and click on the box next to Complete.
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g8 Transaction Detail FGAWCD 8.4.B (EOUPRD)

Document Number: 10045050 Submission: ] Document Total: 1671

'gm Banner Errar and Warning

Status: FPostable

Chart G is not in balance. =

COA Index Total Debits: §.36 Total Credits: §.35 Difference: 0,01 bject
G ¥ ACCO24 -
Percent:
Description:  Spe
Type:

Encumbrance Num

Document Referen

8 Completion FGAMNC

L= L= T FTOCESS: &

4

Cloge window. |
Record: 111 | | «<05C> 1430

If you see this screen when you click on Complete, it means your Debits and Credits are not equal
amounts (they are not in balance).

To correct this, Close this screen, identify which record is incorrect and enter the correct amount.

Page Down and click on the box next to Complete.
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