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Creating a Journal Voucher 1.0

Supplemental Job Aid
[bookmark: _GoBack]
Date: 07/08/2014 

Target Audience: Department AP Processor

Purpose: This Supplemental Job Aid provides the Department AP Processor the instructions for how to create a Journal Voucher in FI$Cal. A Journal Voucher is used to correct ChartField values used on an already-paid voucher. The Journal Voucher will always have a total amount of $0.00. 

Creating a Journal Voucher:
In this example we will create a Journal Voucher in FI$Cal to correct ChartField values used on an already-paid voucher. 
Step 1: Navigate to the Regular Entry page:
· Navigation: Main Menu: Accounts Payable Vouchers Add/Update  Regular Entry 
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Step 2: Click the Add a New Value tab. On the Add a New Value tab, the following information will be defaulted: 
· Business Unit: User’s Business Unit (BU)
· Voucher ID: NEXT (Do not alter or update)
· Voucher Style: Regular Voucher
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Step3: Change the Voucher Style from Regular Voucher to Journal Voucher from the drop-down menu:
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Note: The Voucher entry page will change to the following:
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Step 4: Choose the vendor for whom you are creating the voucher, by looking up either the Short Vendor Name or the Vendor ID number. 

Click the Short Vendor Name Lookup button (magnifying glass to the right of the field). 

[image: H:\Job Aids\JV\jv5.PNG]



Or, click on the Vendor ID Lookup button.
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Step 5: Complete the remaining fields on the Voucher page (as applicable for your invoice):
· Invoice Number
· Invoice Date

Then click the Add button.
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The Invoice Information page displays.
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Step 6: Click the Related Voucher Lookup button. A Look-Up Related Voucher window will display a list of vouchers related to this Journal Voucher.
· Choose the voucher for which you are creating the Journal Voucher by clicking the voucher number in the pop-up box.
  


[image: ]


Step 7: The “Invoice Line” section captures information for each invoice line item. Each invoice line can have one or more distribution lines. The “Distribution Lines” section captures the ChartField values. 

Find the ChartField information from the original Voucher that you are correcting. This is the information you will enter with a – (negative) dollar amount on the Journal Voucher. 
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Step 8: On the “Distribution Lines” section, add an additional distribution line by clicking on the + icon at the beginning of the line.
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An additional line will be added.
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On Line 1, enter the information you are correcting. This Merchandise Amount will be a negative (-) amount to indicate you are correcting this line.
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On Line 2, enter the correct ChartField Values. The Merchandise Amt will have a positive (+) amount. 
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Step 9: Click the Calculate button. The amount in the Total: field should be 0.00 as you are reversing out the incorrect ChartField values and adding the correct ChartField values. 
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Step 10: Click the Save button at the bottom of the page. Once saved, a unique Voucher ID number is assigned by FI$Cal.  
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Step 11: Once saved, the voucher  must be:
· Budget checked – carried out using a batch process
· Approved – carried out by AP Approver 1 and 2  
· Voucher Posted – carried out using a batch process


You have successfully created a Journal Voucher in FI$Cal to correct ChartField values used on an already-paid voucher. 
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