Banner 9
Journal Voucher Training




Training Topics

-
1 Prep work

2  Entering the JV In Banner
3 Completing and submitting



Prep Work

1

Obtain a JV number from the JV log

Prepare a cover sheet

> Gather supporting documents and determine

transactions to be entered



Obtain a JV number from the Log

Step Action

1 General Accounting will determine your department’s JV number series. JV’s usually begin with 3 or 4
letters (unique to each department), followed by a series of 5 or 4 numbers, respectively. For
example, General Accounting JV’'s are GARxxxxx, School of Medicine is MERxxxxX, Liberal Arts &
Science is LASRxxxx.

2 Go to your department’s JV log. Assign the next JV Document number in the log to the JV.

Sample JV Log

Requestor Description g:;z:sft Assigned to Date Assigned Date Completed Date Approved  JV Number
John Doe To record Pro Card payments posted to 5/3 bank for December 2017 01/03/18Brenda 01/03/18 01/03/18 01/08/18GAR31613
Jane Doe To record admin fees for discovery Benefits - invoice dated 11/30/2017 for 12/31/2017 01/03/18Derick 01/03/18 01/03/18 01/05/18GAR31614
John Smith To transfer unclaimed checks 01/03/18Erika S 01/05/18 01/08/18 01/05/18GAR31615
GAR31616
GAR31617
GAR31618
GAR31619
GAR31620



Prepare a
cover
sheet

- Explanation

The cover sheet template is
provided by General
Accounting.

The cover sheet is so that every
JV is uniform. This will assist
Office Services with filing and
retrieving the hard copy of the
JV once it has been completed,
approved and stored.

JOURNAL VOUCHER
COVER SHEET

TV# GAR30315
Prepared By: Deborah Burns

Input By: Deborah Burns

Date Completed: April 27, 2017

Fiscal Month-end Period: April 30, 2017

Copy:

Approved By:

Date:




Gather support document and determir
Transactions to be entered

1 Gather support documents

Support documents are documents that help explain or justify why we are doing
the transactions. The type of supporting documents will vary depending on the
nature of the JV.

Here are some typical examples:

 Email or memo requesting or approving the transfer

* Banner screen prints (e.g., for a correction, print screen to show original
transaction)

*  Spreadsheet or other analysis

2 Determine the transactions to be entered into Banner

It is helpful to jot down the information you will be entering into Banner, e.g.
Index/Fund/Account to Debit and Credit
Transaction description to enter



Entering the JV In Banner

1 Setting up the JV

2 Entering the JV text

3 Entering the transactions
A4

Completing and submitting JV for
approval



Setting up the JV

1 Go to Banner
2 Type FGAJVCD in the search box
& Hit enter




Setting up the JV

4 Enter document number (this is the JV number you assigned to it
from the journal voucher log)

5 Leave submission number blank
6 Hit the “Go” button on the upper right hand side of the screen

X Joumal Voucher Enry FGAIVCD 9.36 (PROD) D B RETRIEVE #1005

Document Number, | GARTZ65? || Submission Number, | 0|

\: Copy |
(et Started: Complete the filds above and click Go. To search by name, press TAB from an ID field, enter your search eritera, and then press ENTER




Setting up the JV

7 Date: This auto populates, but you can change it if necessary to another open
period
8 Document Total: Add the total amount of the entries as a hash total (do not net

debits and credits). For example a JV to transfer $10 from fund A to fund B, the
document total would be $20.

9 Select “Related” in the upper right corner.
10 ~ Select “FOATEXT”
X Joumal Voucher Entry FGANCD 933 (PROD) Buo Bremee Rrewn Svoos
Dotument Number: GARG24T) Submission Number; { m
¥ JOURNAL YOUCHER DOCUMENT HEADER Weset Qoses Moy YFae

Transachion Cate * | 071042018 -I | NGF Chicking

Cotument Tota Deler £

Redisnote (reale Source
SR To Documeet T Exsls




Entering the JV text
T Y

1 Enter text. (see next page for more information on what to include in the text). To get
additional lines for text, use the down arrow on your keyboard.

2 Once you are done entering text, Hit “Save”. ( A green bar indicating “Saved
successfully...”) will then be in the upper right corner.

3 Go to “Tools” in the upper right hand corner, and select print to print the text.

X Joumal Vouches Enry FGANCD 933 (PROD) Buo Rremee &rewen  $froos
Document Member: GARTIAT?  Submission Mumber; | m
v JOURNAL VOUCHER DOCUMENT HEADER Bt Boset Mgy Traw

Transacton Date* (07092018 | | v| NSF Checlang
g ument Tota Duefer £t
Racksinute Craaie Source
Distriuion Tota Dicoment Tent Existe




Entering the JV text

The text should answer the following questions:

1: Who... Who authorized and/or requested the JV

2: What... What supports the JV; e.g. memo, email, report

3: Where... Where (index/fund) are funds being transferred from and to

4: When... When was support for JV dated-- use date of memo, email, or report

5: Why... Why is JV being done. e.g. to clear a deficit, to support a program

X General Text Entry FOATEXT 9.0 (PROD) Bap B REREE 10015
Type: Jv Code:  (GAR32472 Default Increment: 10 d5itas
¥ GENERAL TEXT ENTRY Qinsert @ Deiete PaCopy | Y, Fiter
Text Print * Line

10
20

Transfer funds from 444046/28027 (Dow Chem)
to 220261/1201M (Engineering Dean) to close index.

OO

Per 6/7/2018 email from Jane Doe, Engineering.

Record 3 of 3




Entering the transactions

1
2

Hit cancel at the bottom of the screen
Then use the down arrow on the screen

Begin entering your information. You enter 1 for sequence number. Banner automatically
follows suit with sequence numbers

Note, journal type is FTXX. The journal type tells Banner which manager’s approval queue
should receive the completed. Each person is assigned a journal type (s).

Use the tab button to move to the next box to enter data. Typically you will enter an
FOAPAL, amount, debit/credit, and description. For FOAPAL, if you enter the index
number, the system automatically populates fund, org, and program code, then you enter
account code. The description is a very concise explanation of the transaction (e.g. Tfr
from 123 to 456, Correct expense for P451782 line 2)

Then use the down arrow on screen to move to the next block. Once you have completed
your entries, go to “Related” at the upper right hand corner. Select FGISUM. Print.

Review information entered. Make sure the system says “postable” next to each line”;
otherwise you will not be able to complete the document. If all is correct, go to Tools, Print,
then Save, and Complete. The system will not allow you to complete the JV if debits and
credits are not equal.
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Completing and submitting the
JV for approval

1 Complete the JV package for approval. Packet includes (in order):
a) Cover Sheet

b) Banner Text

c) Banner sum page (FGISUM)

d) Support documents

2 Banner will route the JV to the appropriate approval queue in the system
based on rule code used. Submit JV package to appropriate department
supervisor for approval.

3 Department JV’s generally have a double approval setup-- requiring the JV
to be approved by department, as well as, General Accounting. So once
the JV has been approved by the department, the JV packet should be
sent to the assigned manager in General Accounting. The JV will not post
to Banner until both the department supervisor and General Accounting
Manager approve it.



Other Banner screens

1: FGIJVCD — list of JV's awaiting approval

2: FOADOCU — return & correct a JV

3: FOAAINP — view a completed (but not yet approved) JV
FGIJVCD:

This screen lets you see status of a JV. | = incomplete. It has not been approved by Manager. Staff

members can still enter/alter JV or make corrections. C= Complete. Staff member has completed JV and
it is awaiting manager approval.  Staff member cannot enter/alter JV. If you need to, refer to screen

FOADOCU. Once the JV is approved it no longer listed on FGIJVCD. JV can be seen on other Banner
screens such as FGIDOCR, FGIBDSR/FGITRND

FOADOCU:

This Banner screen is used for staff members to retrieve a JV that has been completed (at the staff level),
BUT NOT YET, approved by Manager. It often occurs if you have completed the JV and then realize you've
made a mistake or for some other reason need to change the JV. You can select “deny” and it will return the
JV to incomplete status. Once manager has approved the JV, this is not an option.

FOAAINP:

If you want to see (not enter or change data) for a JV that has been completed by Staff member, but not yet
approved by Supervisor, use FOAAINP



Other Banner screens
-

4: FGAJVCD — create a JV that is an exact opposite of existing JV
Reversal & Copy  or create a new JV that’'s similar to existing JV

5: Multiline JV — for very long JV'S (50+ line); avoid having to
manually enter a long JV. Work with General
Accounting, SMS, & C&IT to upload from Excel
Sspreadsheet.

FGAJVCD Reversal and Copy
Banner FGAJVCD allows you the option of copying a previous JV and/or reversing it.

Coping a JV may be helpful if you need to complete a new JV similar to a prior JV. For
example, if you post a similar transaction each month, and only the amounts change.
This saves time keying again the information.

Reversal are sometimes needed if the original JV was entered wrong. It is also used for
prepaid and accrual entries done at fiscal year end.

Multiline Journal Vouchers:

Multiline JVs— if you have a exceptionally long JV (typically more than 50 lines), you can set

up the information in an Excel spreadsheet and working with General Accounting to upload this
Information into Banner JV , rather than having to key it in manually. This process is a little complex.
Contact General Accounting for more specific instructions if your department needs to use this function.



CONGRATULATIONS!
Using the training materials you should now be able to:

-Enter and submit a JV for your department.

Thank you for your time and effort!!



