Journal Vouchers

J1 
The J1 document is used for check cancellations, entries involving balance sheet accounts and the correction of suspense balances.  The J1 document does not have automatic cash offsets nor does it complete the original fund auto entries.  This document requires approval at the agency, OSRAP and STO levels.  Documentation is required for OSRAP approval.

J2
The J2 document is used for the reclassification of revenues and expenditures between funds, agencies and/or fiscal years.  The accounting period and budget fiscal year are coded on the lines of the J2 document.  This document requires approval at the agency, OSRAP and STO levels.  Documentation is required for OSRAP approval.

J3
The J3 document is used only for the transfer of revenue between funds, agencies and/or fiscal years.  The accounting period and budget fiscal year are coded on the lines of the J3 document.  This document requires approval at the agency, OSRAP and STO levels.

J4
The J4 document is used for interagency transfers that occur when there is no prior agreement between the agencies.  Both the seller agency and the buyer agency must approve the J4 document.

J6
The J6 document is used for the reclassification of revenues or expenditures within the same fund, agency and/or fiscal year.  Transfer revenue sources and classifications to Income Not Available cannot be completed on a J6 document.  This document requires approval at the agency level only.

REJ6
The REJ6 table is used for the creation of recurring J6 documents.

Levels of approval:

PEND1

Agency

PEND2

Agency (Usually not used, however, agency may elected to have added)

PEND3

Not used

PEND4

OSRAP

PEND5

STO

Transfer Revenue Sources

T100
Inter Fund PY Transfers In 

T110
Inter Fund PY Transfers Out

These revenue sources are to be used only in the 13th and 14th accounting periods for transfers of cash between funds with different cash accounts.  

T120
Inter Fund CY Transfers In 

T130
Inter Fund CY Transfers Out

These revenue sources are to be used only in the 1st through 12th accounting periods for transfers of cash between funds with different cash accounts.  

T180
Intrafund Transfer

This revenue source is used for transfers of cash between funds with like cash accounts for all accounting periods.  The debits and credits for revenue source T180 should always equal.  Agencies interfacing to cash account 6HSC cannot use this revenue source.

T190
Prior Year Cash Carryover 

T200
Prior Year Cash-Out

These revenue sources are used for recording cash carried over from the prior fiscal year to the current fiscal year.  

T195
PY Cash Carryover Adjustment – This revenue source is used after the annual close for the correction of carryovers of cash to the incorrect fund and also for deposits of prior year cash collected in the current year for funds that can be carried forward.

T210
Due From Other Funds Seeds 

T220
Due To Other Funds Seeds

These revenue sources are used for recording the establishment of a seed from the State Treasurer’s Office.  

Check Cancellations

J1 for Current Year Check Cancellation

FUNCTION:                 DOCID: J1   AAA  J1000000001     04/08/01 09:35:41 AM

STATUS: PEND4           BATID:                   ORG:

H-                         JOURNAL VOUCHER INPUT FORM

JV DATE: 04 08 01 ACCTG PRD: 10 01 BUDGET FY: 01  REVERSAL DATE:

ACTION:      BUDGET OVERRIDE IND:         COMMENTS: CK #???????

DEBIT DOC TOTAL:         XXX.XX     CREDIT DOC TOTAL:         XXX.XX

CALC DEBIT TOTAL:        XXX.XX    CALC CREDIT TOTAL:         XXX.XX

 FUNCTION:                 DOCID: J1  AAA  J1000000001     04/08/01 09:41:51 AM

   STATUS: PEND4           BATID:                   ORG:         001-002 OF 002

 AC                  SUB                   FUNC  OBJ SUB   BS   JOB     FROM/TO

 TP  FUND  AGCY  ORG ORG  APPR UNIT  ACTV  TION  REV O/R  ACCT  NUMBER   FUND

 --  ----  ----  -------  ---------  ----  ----  -------  ----  ------  -------

 INT   REF   BK      DEBIT                          VENDOR / PROVIDER

 FUND  AGCY  CD      AMOUNT      REPT CAT  CODE            NAME

 ----  ----  --  --------------  --------  -------------------------------

                                  CREDIT     CASH

 DESCRIPTION                      AMOUNT     IND

 ---------------------------  -------------- ---

 02  FFF   AAA                                            6710 

                         XXX.XX    

 VOID CHECK #???????                          N

 22  FFF   AAA   EEEE     100                    3650         

 VOID CHECK #???????                  XXX.XX  N

Where FFF = your fund, AAA = your agency, ??????? = check number being voided, EEEE = your expenditure organization and accounting period = current accounting period.  You may enter optional coding as needed (i.e., sub-objects, reporting categories, etc.)

1st J1 for Prior Year Check Cancellation

FUNCTION:                 DOCID: J1   AAA  J1000000001     04/08/01 09:35:41 AM

   STATUS: PEND4           BATID:                   ORG:

 H-                         JOURNAL VOUCHER INPUT FORM

     JV DATE: 04 08 01 ACCTG PRD: 10 01 BUDGET FY: 00  REVERSAL DATE:

     ACTION:      BUDGET OVERRIDE IND:         COMMENTS: CK #???????

          DEBIT DOC TOTAL:         XXX.XX     CREDIT DOC TOTAL:         XXX.XX

         CALC DEBIT TOTAL:         XXX.XX    CALC CREDIT TOTAL:         XXX.XX

FUNCTION:                 DOCID: J1   AAA  J1000000001     04/08/01 09:41:51 AM

   STATUS: PEND4           BATID:                   ORG:         001-002 OF 002

 AC                  SUB                   FUNC  OBJ SUB   BS   JOB     FROM/TO

 TP  FUND  AGCY  ORG ORG  APPR UNIT  ACTV  TION  REV O/R  ACCT  NUMBER   FUND

 --  ----  ----  -------  ---------  ----  ----  -------  ----  ------  -------

 INT   REF   BK      DEBIT                          VENDOR / PROVIDER

 FUND  AGCY  CD      AMOUNT      REPT CAT  CODE            NAME

 ----  ----  --  --------------  --------  -------------------------------

                                  CREDIT     CASH

 DESCRIPTION                      AMOUNT     IND

 ---------------------------  -------------- ---

 02  FFF   AAA                                            6710 

                         XXX.XX    

 VOID CHECK #???????                          N

 01  FFF   AAA                                            6000

             X1          

 SEE J1 AAA #2                        100.00  N

Where FFF = your fund, AAA = your agency, ??????? = check number being voided and accounting period = current accounting period.  You may enter optional coding as needed (i.e., sub-objects, reporting categories, etc.)

2nd J1 for Prior Year Check Cancellation – INA

FUNCTION:                 DOCID: J1   AAA  J1000000002     04/08/01 09:35:41 AM

   STATUS: PEND4           BATID:                   ORG:

 H-                         JOURNAL VOUCHER INPUT FORM

     JV DATE: 04 08 01 ACCTG PRD: 10 01 BUDGET FY: 01  REVERSAL DATE:

     ACTION:      BUDGET OVERRIDE IND:         COMMENTS: CK #???????

          DEBIT DOC TOTAL:         XXX.XX     CREDIT DOC TOTAL:         XXX.XX

         CALC DEBIT TOTAL:         XXX.XX    CALC CREDIT TOTAL:         XXX.XX

FUNCTION:                 DOCID: J1   AAA  J1000000002     04/08/01 09:41:51 AM

   STATUS: PEND4           BATID:                   ORG:         001-002 OF 002

 AC                  SUB                   FUNC  OBJ SUB   BS   JOB     FROM/TO

 TP  FUND  AGCY  ORG ORG  APPR UNIT  ACTV  TION  REV O/R  ACCT  NUMBER   FUND

 --  ----  ----  -------  ---------  ----  ----  -------  ----  ------  -------

 INT   REF   BK      DEBIT                          VENDOR / PROVIDER

 FUND  AGCY  CD      AMOUNT      REPT CAT  CODE            NAME

 ----  ----  --  --------------  --------  -------------------------------

                                  CREDIT     CASH

 DESCRIPTION                      AMOUNT     IND

 ---------------------------  -------------- ---

 01  B15   148                                            6B15 

             X1          XXX.XX    

 VOID CHECK #???????                          N

 31  B15   148    NAAA    XB3                     1925

 SEE J1 AAA #1                        XXX.XX  Y

Where FFF = your fund, AAA = your agency, ??????? = check number being voided and accounting period = current accounting period.  You may enter optional coding as needed (i.e., sub-objects, reporting categories, etc.)
2nd J1 for Prior Year Check Cancellation – Carryover (No Original Fund)

FUNCTION:                 DOCID: J1   AAA  J1000000002     04/08/01 09:35:41 AM

   STATUS: PEND4           BATID:                   ORG:

 H-                         JOURNAL VOUCHER INPUT FORM

     JV DATE: 04 08 01 ACCTG PRD: 10 01 BUDGET FY: 01  REVERSAL DATE:

     ACTION:      BUDGET OVERRIDE IND:         COMMENTS: CK #???????

          DEBIT DOC TOTAL:         XXX.XX     CREDIT DOC TOTAL:         XXX.XX

         CALC DEBIT TOTAL:         XXX.XX    CALC CREDIT TOTAL:         XXX.XX

 FUNCTION:                 DOCID: J1  AAA  J1000000002     04/08/01 09:41:51 AM

   STATUS: PEND4           BATID:                   ORG:         001-002 OF 002

 AC                  SUB                   FUNC  OBJ SUB   BS   JOB     FROM/TO

 TP  FUND  AGCY  ORG ORG  APPR UNIT  ACTV  TION  REV O/R  ACCT  NUMBER   FUND

 --  ----  ----  -------  ---------  ----  ----  -------  ----  ------  -------

 INT   REF   BK      DEBIT                          VENDOR / PROVIDER

 FUND  AGCY  CD      AMOUNT      REPT CAT  CODE            NAME

 ----  ----  --  --------------  --------  -------------------------------

                                  CREDIT     CASH

 DESCRIPTION                      AMOUNT     IND

 ---------------------------  -------------- ---

 01  FFF   AAA                                            6MOF 

             X1          XXX.XX    

 VOID CHECK #???????                          N

 31  FFF   AAA    RRRR    MOF                     RSRC

 SEE J1 AAA #1                        XXX.XX  Y

Where FFF = your fund, AAA = your agency, ??????? = check number being voided, 6MOF = cash account of your Means of Financing, RRRR = your revenue organization, RSRC = 1970, 1971, 1972 or 1973 and accounting period = current accounting period.  You may enter optional coding as needed (i.e., sub-objects, reporting categories, etc.)

General Processing

Before inputting a Journal Voucher, ensure that sufficient cash and budget are available for the document to be processed.

When inputting the Journal Voucher, ensure that the proper Accounting Period and Budget Fiscal Year is being used.

If the Journal Voucher rejects when edited, read all error messages associated with the document.  If the error message is unclear, place your cursor on the error message and hit Enter.  An explanation of the error will be given.

If the following error message, “*S305-ACTION NOT AUTH FOR AGCY/SEC1”, is the cause for the Journal Voucher rejecting, call OSRAP to have it reviewed and edited.

Once a J1, J2 or J3 document has been edited, the agency must apply their approval before OSRAP and STO will review and approve it.

Once agency approval has been applied, the agency must submit all pertinent documentation to OSRAP before any further approvals with be applied.

