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Type form name FGAJVCQ and then Enter

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.
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Get Started: Fill out the fields above and press Go.

You can click on the down arrow icon located at the bottom left of the screen, click on the green GO
button or Alt+Page Down to go to the next section.

The transaction date will automatically populate.
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Input your hash total (absolute value of all debits and credits) then tab to next section.

Go to RELATED and select Document Text (FOATEXT)

- o x
a hitps ey emock kent edu/ applicationagator/seamlesseJoumal Vouches Guick O + @ G || ePROD a e <

Ble Edit Yiew Fgvorites Joos Help

% SiComvent = ESchect
s ElLogout &) PunchOut

= Qq % Kent State University - eMOCK O Mrs VickiL Ladd @ Sign Out ?
Journal Voucher Quick FGAJVCQ 9 3.5 (eMOCK) ADD E RETRIEVE ﬁﬁﬁ RELATED
Ql

Document Text [FOATEXT]

You should see the following screen. Put your cursor in the text box and at the minimum type your
name and telephone extension. Characters per line are limited to 50 but you can use the arrow down
on your keyboard or the Insert button in the General Text Entry line to add additional lines. This
information can be viewed in Banner and when utilized will provide detailed information regarding the
journal entry.
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\ Record 5 of 5

After you have entered the FOATEXT click on the “X” to the left of the form name. Banner will ask you if
you want to save the changes that you have made, click on YES. You will be back on the previous screen.
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Note that a check mark now appears in the Document Text Exists box and a journal number is assigned.

Click the arrow down icon located at the bottom left of the page and you will be taken to the transaction
section of the journal entry.
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In the JOURNAL VOUCHER DETAIL section tab over to the Journal Type box and input IDC, COR, etc. or
you can use the ... which is a drop down feature.

Click in the Index box and either input the index or use the drop down feature (...) to locate the index
number you wish to use. Note that when you input an index number the name of the index as well as
the fund, org and program will autofill. (This can be used to verify department information)

Tab down to Account and input account code or use the drop down feature (...) to locate the account
number you wish to use. The name of the account code will appear and can be used to verify that you
have input the desired account code.

Tab down to amount and input amount

Tab down to Debit/Credit and select either debit or credit from the drop down or type in C or D then
select credit or debit when it appears then tab

Tab over to the Description box and type the description to appear in the description field in Banner
(this is different from the FOATEXT). Space is limited so be brief but make the description meaningful.

Tab through remaining fields (it is likely you won’t input anything in the remaining fields)

To input the next record, click on +Insert in the Journal Voucher Detail line

(]

emock kentedu ationMsgatori seamlesss t Code Validat © + @ © || (& ePROD - banwebprod0h B Flashline Login Apphcation Navigator (=]

e Edit View Favorites Took Help o - o
75 Elogou &) PunchOut Conve

Q % Kent State University - eMOCK N Mrs Vicki L Ladd @ Sign Out ?

X Joumal Voucher Quick FGAIVCQ 9.3.5 (eMOCK) o0 B rEREvE B Reaten  $E Tools

Start Over
Document Number: J0084495

Document Total 5 Document Number

Einsen @ Delets Wy Copy ¥, Fiter

chart* [ ) Hent State Unwersity Actiity
Index (100304 || Controber Locasn
Fund 110118 = X Projact

Organizaion 100395 || Contrale

Program. 6100

At * 45000 Bank = Nummber of Unit

Recard 1 of 1

™ COMPLETION

Record: 11 FORIVCD FOAIVCD_SEQ_NUM (1) ellucian

Continue with the next transaction using the steps above. Remember that your debits must equal your
credits or the journal will not balance.

You can click on F4 and the next record will be duplicated. You will need to remember to update
applicable fields such as index, account, debit or credit.

If you do not use the F4 duplicate function you will need to enter the index, account and other fields
that are *asterisked. (Asterisked fields are required fields.)
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In this example | have 4 records to make up the Hash total. At the bottom left of the screen and above
the previous and next section icons you will see the number of records that have been input and the
record number that is currently appearing on your screen. Use the arrows next to the number of
records to go to previous or next record.

Once you are done inputting all of the transactions that make up the hash total, click on “Related” and
select Access Transaction Summary Info FGIJSUM for a summary of your transactions.

You should see something similar to the screen below. If status does not show “Postable” then there is a
problem with that record and it will need to be corrected before the file can be completed.
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Postable 3 IDC K 100277 110118 100400 73303 6100 150.00 Credit
Postable 4 IDC K 100304 110118 100395 73303 6100 150.00 Debit
Total: 1,200.00
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Click on Cancel (bottom right side of screen) to return to previous page.

If you have an “error” under status you will need to go into that record and correct it. To do this, in the
line that shows the number of records (as noted above), go to the record, determine error and make the
correction.



After all records are corrected and the status shows “Postable” in the FGIJSUM report you are ready to
complete the transaction.

Due to the screen sizes, you may need to use the scroll bar located at the right of the screen to move
down to the bottom of the page to the COMPLETION section. You will need to Click on the Next Section
(arrow down) button to get into that section of the form.
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Click on “Complete”.

If everything is ok, you should receive the following message: Document JOOxxxxx completed and
forwarded to the approval process.
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DocumentNumber: [ |..] | o Document J0034495 completed and forwarded to the

approval process.

Get Started: Fill out the fields above and press Go.

The transaction will be reviewed by the Controller’s office and will either be approved or disapproved. If
the document is disapproved, then you will be notified and will need to go into the transaction and
make the needed change(s). Once the change(s) are made you will need to “Complete” the process
again and it will be resubmitted to the Controller’s office.

Any journal entries not in a postable status at month end are deleted and cannot be retrieved.

VIEWING THE STATUS OF A JOURNAL ENTRY

In Banner go to form FGAJVCM and enter.
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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

“« IM

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

”III

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.

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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Using the drop down arrow change Requisition to Journal Voucher. Type in the Document number.
Display Accounting Information — Yes

Display Document/Line Item Text — Printable

Display Commodity Text — Printable

Click on View Document
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PS012793 Posted [Nov 02, 2017|Nov 15, 2017 |KSUAPPS|42,584.12)
% My Dashboard }EDCI]IT\EHt Text:[SABRINA DEAL KENT STUDENT CENTER 2-8108

Journal Voucher Accountin,
Seq#| Description BudPd|Curr|Doc ReflAccr| Bank Deposit
‘ ‘ ‘ ‘ NSFStatus|
COAIFY|Pd|Rucl Index | Fund | Orgn | Acct | Prog |Actv| Locn |Proj| Total [D/C|NSFOvr|
1 |RES 89667 CREDIT ON EO 2953 EO 3366
K_[18J05]cor[336007[310019[101072[53089] 9100 20000 D | N_|
2 |RES 89667 CREDIT ON EO 2953 EO 3366
K _[18]os[cor[101050[110118[100073[71202| 5100 20000 c [ N |
3 |RES 91156 RECEPTION 10/27 EQ 3102
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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.



