
TECHNICAL COLLEGE SYSTEM OF GEORGIA
ACCOUNTING PROCEDURES MANUAL


This procedure applies to technical colleges and system office

Expense System Adjustment Vouchers

General

Adjustment vouchers may be entered using the accounts payable module to transfer expenditures from one chart field value to another chart field value or to adjust the dollar amount of P.O. vouchers whose differences are less than the 10% threshold allowable by the accounting system supported by the State of Georgia which is currently PeopleSoft. All expenditure re-rates or purchase order adjustments greater than 10% must be approved by the Vice President of Administrative Services or Director of Accounting. 

Transfers of Expenditures

A copy of the original voucher and supporting documents, such as the invoice, should be attached to the adjustment voucher as documentation of the transfer.  The same vendor must be used in the adjustment that was used originally.  Once the vendor is entered into the adjustment voucher, a list of all vouchers to that particular vendor will be displayed in a drop down box in the reference field.  All users should select the original voucher from this list to be used as a reference for the adjustment.  The adjustment voucher amount should always be zero when the user is only transferring expenditures. 

When transferring expenditures from one chart field value to another, the appropriate expense account should be debited to and credited from the appropriate chart field value for the expenditure being corrected. The system will automatically adjust cash to keep the entry in balance.
Purchase Order Adjustments
Invoices may be received that are greater or less than the original purchase order amount.  If the invoice has not been paid and the line that needs to be changed is not closed, a Change Order may be done in the Purchasing Module. If the difference is 10% or less in either direction, the accounting technician can adjust the purchase order after it is pulled into the Accounts Payable Module by changing the dollar amount of the appropriate line item.  If the difference is greater than 10%, an adjustment voucher should be done and a purchase order correction must be issued and referenced by the adjustment voucher.  The same chart fields should be used with the adjustment voucher that was used in the original PO any additional amount should be approved by the VPA or Director of Accounting.
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