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Journal Voucher Mass Entry

Type form name FGAJVCM and then ENTER
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You can also use the search feature and type “journal” to search for journal entry forms.



If you are entering a new journal entry you will need to make sure that the document number box is
cleared. A number will be assigned to your entry after the FOATEXT has been added.

x Journal Voucher Mass Entry FGAJVGM 9.3 (eMOCK)

Ren." 1A KEY BLOCK DOCUMENT NUMBER 1] ellcian

Click on ‘ = ‘
page.

(Next Section button located bottom left of screen), GO or Alt+Page Down to go to next

=] - O X
B Flashline Login X ' g Medical Mutual of Ohie: X { & Medical Mutual of Ohie X / Application Navigator X
< C | & Secure | httpsy/keys-emock kent.edu/applicationNavigator/seamless#lournal Voucher Mass Entry |
Q % Kent State University - eMOCK 0 Mrs VickiL Ladd @ Sign Out ?
Journal Voucher Mass Entry FGAJVCM 9.3 (eMOCK) - RETRIEVE ﬁ?ﬁ RELATED -*- ToOLS

o Query caused no fecords to be retrieved. Re-enter.

Document Number:
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[] peferred Edit
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Description | Deposit | | currency |
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Record 10f 1
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a|lX SAVE
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The transaction date will automatically populate.
In the Document Total box input your hash total (absolute value of both debits and credits) then tab
until you are in the Default Values section of the form.



Click on RELATED in the toolbar area (or Alt+Shift+R). Click on Document Text [FOATEXT]. At a minimum
input your name and telephone extension.
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To add lings to the FOATEXT use the down arrow on your keyboard or you can use the +Insert feature
located on\the General Text Entry line.

Click on SAYE (located bottom right of screen) when you have finished entering your text to be attached
to the journal entry.

Click on the “X” to the left of the Banner form name to return to the journal voucher entry screen. If you

did not previously SAVE FOATEXT Banner will ask you if you want to save the changes that you have
made, click on YES.
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Note that the document number now appears on the screen. Write this number on your
documentation that will be filed and maintained in your department during the records retention
period.

You will also see that there is a check mark next to Document Text Exists.
Tab through Journal Voucher Document Header and Default Values inputting pertinent information.

The DEFAULT VALUES section does not have to be used but it can be used to repeat information that is
to appear on each line. For example, if all of your transactions were going to be an IDC you could type
IDC in Type. If the description will be the same for all of the lines you could type a description in the
description box.

Use the Alt+Page down, Next Section button or the arrow down icon (located at bottom left side of
screen) to navigate to the next portion of the form.

The JOURNAL VOUCHER DETAIL section is where you will input the individual transactions. Your cursor
should be in the “Seq” field. Tab and the sequence number should populate. Continue to tab through
the fields and input “Type” (IDC, COR, etc. - drop down menu is available), COA = K, Index or fund,
Account, Amount, Debit/Credit or +/- and Description. Note that if you input an index the Fund, Orgn
and Program will autofill.

To add the next record, click on “Insert” or use the down arrow. The form is divided into sections so if
you are using the “Insert” function be sure to use the “Insert” button within the JOURNAL VOUCHER

DETAIL section. \
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Document Number: J0084485
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Document Total 100.00] NSF Check™
Deferrsd Edit
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Complete new line as indicated above and insert additional lines as needed.

If you need to delete a line, put your cursor on the line you wish to delete and click on Delete and the
line will be removed. You can edit any line by tabbing over to the field that needs to be edited. If you



delete a line and the hash total changes you will need to “previous section” up to the hash total, make
the needed change and then next section down to “complete”. Make sure the status on each line
indicates “Postable”. If “error” appears, you will need to review the data before you can proceed.

You can click on “In Process” to leave the journal entry and then go back into it at a later time during that
month to add transactions. Be sure to write down the journal number so you know which entry you want
to make additions to. Once you click on Complete, you cannot go back into the journal entry to review or
make changes unless the Controller’s office disapproves it.

After you have completed entering all of your transactions you will click on Next Section (arrow down)
then click on “Complete”.

Description | | Deposit | Currency | -
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‘ ,
Record 2 of 2
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Once you click on “Complete”, if the entry is in balance you should receive a message that the entry is
completed and has been forwarded to the approval process.

VIEWING THE STATUS OF A JOURNAL ENTRY

In Banner go to form FGAJVCM and enter.
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Go

DocumentNumber: [~ .. Submission Number: [ [)

[ Copy |

If you know the journal entry number, you can input the number in the Document number box then
click Go.

If you do not know the journal entry number click on the “...” next to the document number box.
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In this example 20 items will appear per page. You can select as few as 10 items or as many as 50 to
appear on a page. Also note that there are multiple pages of unposted journal entries. An “I” in the
Status column is an incomplete journal entry and it is not postable; it is either out of balance, contains
an error, has been disapproved or the user may have the entry indicated as “in process”. A “C” under
status indicates that the entry has been completed by the initiator but has not been approved yet by the
Controller’s office. An item noted with a “C” cannot be viewed or changed by the creator; if you need to
make a change you must contact the Controller’s office and request that the entry be disapproved. Once
an item is disapproved the status will change to an “I”. Incomplete entries are deleted if they have not
been corrected or completed in the month that they were initiated.

You can sort this file by Amount, Transaction Date or by Status. Once you find the journal you need to
update, double click on the journal number or click on the number then click on SELECT (located bottom
right of screen). Journal number will appear in the document number box, click Go.

If your entry has an
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DISAPPROVED JOURNAL ENTRIES

under status, then you will need to correct the entry before it can be posted.

If an entry is disapproved by the Controller’s office the creator of the IDC will receive an email indicating
that the entry was disapproved and why it was disapproved. The creator can use the steps above to

retrieve the entry and make the needed corrections. An

lll”

disapproved entry or an entry that was not marked as completed by the creator.

in the status field can be due to a

Once the error has been corrected be sure to section down and click on “Complete” so that the entry

will appear as completed and ready to be reviewed by the Controller’s office. The Controller’s office
does not review entries in an “Incomplete” status.

ACCOUNT TRANSACTION SUMMARY INFO (FGJSUM)

To check totals of an entry before “completing” you can click on “Related” then select FGIJSUM Access

Transaction Summary Info. You will see the total of the line items and can verify that this is also the
hash total that you entered.



To return to the line item screen click on the “X”. If no changes need to be made, then section down
until you can access the “Complete” button.

PRINTING AN IDC/JOURNAL ENTRY

It is easier to print a copy of the journal entry using Banner Self Service. The format is easier to read and
the print is larger.

Login to FlashLine; locate Finance Self-Service Banner.
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Journal us| Trans date [Activity date| User ID [Doc Total
Events Calendar ()
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% My Dashboard Document Text: [SABRINA DEAL KENT STUDENT CENTER 2-8108
Journal Voucher Accountin,
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1 |RES 89667 CREDIT ON EO 2953 EO 3366
K_[18[05[coR[336007[210019]101072]53089] 9100 20000 D[ N |
2 |RES 89667 CREDIT ON EO 2953 EO 3366
K_[18]o5[cor]101050[110118]100073[71202] 5100 20000 € [ N |
3 |RES 91156 RECEPTION 10/27 EQ 3102
k_[18Jos[1pc]100100[110118[100080[71202] 4100 63480 D | N_ |
4 |RES 91156 RECEPTION 10/27 EO 3102
k_[18]o5[1Dc[336007[310019[101072[53089] 9100 633.80 C | N |
5 |RES 91315 LUNCHEON 10/27 EO 3258
K _[18]05][1DC[100129[110118[100203[71202] 4100 12338 D | N |
6 |RES 91315 LUNCHEON 10/27 EO 3258
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7 |RES 91220 CSI GROUPO 10/27 EO 3175
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You will see the journal number, status of entry, transaction date, activity date, user ID, document total
and text associated with the entry. The Journal Voucher Accounting area will provide all of the
information associated with the journal entry.

To print the entry click on the Print icon at the top of the page.



