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TECHNICAL COLLEGE SYSTEM OF GEORGIA
ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office 

Journal Voucher Upload Process into PeopleSoft
General
Journal Vouchers should be used to record accounting transactions that are not recorded in the subsidiary accounting records (AR, AP, and Purchasing Modules).  This procedure is to be used in conjunction with the Manual Journal Vouchers procedure.  All Journal Vouchers should follow the same guidelines in procedure, numbering, and documentation.
Procedure
Before a journal voucher is prepared, there are three templates that must be downloaded from the State Accounting Office’s website (www.sao.georgia.gov).  Click on “Financial Management Process & Procedures” link, then “General Ledger”, then “Spreadsheet Upload Template”.  All three links displayed must be saved under a separate folder in your C: drive.  The template labeled JRNL 1 SAO will open to:  [image: image1.png]Home.
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At this point you should rename your template, in the same folder with the other templates.  Always rename the original template so that it can be re-used as necessary.  Now your template is ready to be used for the Journal Voucher that needs to be posted.  

You have several options after you open and rename the template.  You can select “New” and then follow the prompts in naming the New Journal Sheet.  It cannot be longer than 10 characters.  Once the New Journal Sheet has been named it will bring you to this screen: [image: image2.png]50L& s test [Compatibility Mode] - Microsoft Excel - =~
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At this point, you should click the + sign on line 5, to add the Header information.
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The required fields are:  
Unit:  Business Unit

Journal ID:  the numbering system that has been established at your school

Journal Date:  this will be the current date.  When 2 accounting periods are open, you will need to reset the date to reflect which accounting period you need the journal to post in.  The format should be MM/DD/YYYY.




Ledger Group:  Actuals





Source:  should always be MAN for Manual

User ID:  the PeopleSoft User ID of the individual that will be importing the JV





Description:  whatever description you want to give the JV
Click OK.

Click the + on line 9 to enter a single line, or +… to enter multiple lines.  Enter the chartfield values for the journal voucher.  Once all journal voucher lines are complete, the “Home” button will take you back to the original screen.
The journal voucher can be imported two different ways.  The quickest way is to hit the “Import Now” button.  Highlight the Spreadsheet Voucher that you would like to import and enter your user ID and password for PeopleSoft, Click OK, and once the following screen shows up, the process is complete.
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You must now log into PeopleSoft and view your journal to complete the “Edit Journal” process.

For more complete instructions and another way to import the journal you may view the “GL Upload Manual” on the SAO website, in the same location as the three original templates.
