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Step-by-Step Instructions   

Creating a month end/year end journal adjustment 

1. Type FGAJVCD in the Go field and hit Enter.  
2. Type Next in the Document Number field.  

Or, you have the option to use the Copy Journal Voucher feature .  

3. Click on the Next Block icon or use Ctrl-Page Down if using the keyboard.  
4. The Transaction Date will automatically default in.  

IMPORTANT: If you are posting the transaction after April 30th, you must backdate the 
journal to 30-apr-20XX to ensure the journal is posted to the correctfiscal year.  

5. Tab to the Document Total field and enter the absolute value of the journal adjustment. 
(e.g. $200 = $100 DR and $100 CR ).  

6. Select Document Text from the Options menu.  
7. Click on the Next Block icon or use Ctrl-Page Down if using the keyboard.  

Line 1 must have: Name, Department, and telephone number of the individual who is 
preparing the document (Ex: Jane Smith, Financial Services , Local 3333).  
Line 2 (3,4,etc) is used to: Record any additionally required explanation of the adjustment 
and its purpose  

8. Click on the Exit icon A message box will pop up asking you to save your changes. Click Yes.  
9. A number now appears in the Document Number field. Take note of this number.  
10. Click on the Next Block icon or use Ctrl-Page Down if using the keyboard.  
11. The cursor is in the Sequence field. Press the Tab key. The sequence number will 

automatically default in.  
12. Enter ME 15 in the Journal Type field if the adjustment is within the same Fund OR enter ME 

16 in the Journal Type field if the journal is affecting more than one fund.  
13. Tab to the Fund field and enter the fund number. The Orgn, Prog, Actv, and Locn codes will 

default. REMEMBER TO RESPECT THE DEFAULT ORG AND PROG CODES.  
14. Tab to the Acct field and enter the account code that best fits the nature of the adjustment 

or to search for the account code click on the Search icon and perform a search.  
15. Tab to the Amount field and enter the transaction amount.  
16. Tab to the Debit/Credit field and enter the appropriate debit/credit indicator (D,C)  
17. Tab to the Description field and enter your initials and a short description that will appear in 

the operating ledger description field (maximum 35 characters).  
18. Tab to the Bank Code field and enter "RC".  
19. Tab to item Number field and ensure it is clear.  
20. Tab to Document Reference field and enter the previous year's journal document number or 

"NEW". When reversing the accrual, indicate the document number of the journal entry 
being reversed.  
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