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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

(This procedure applies to Technical Colleges and the System Office.)
5.11  
Manual Journal Vouchers
General

Manual journal vouchers should be used to record accounting transactions that are not recorded in the subsidiary accounting records (AP, AR, and Purchasing Modules).  During the period 998, all accounting transactions must be entered using manual journal vouchers (when manual journal entries are made during Period 998 that affect the AP, AR, or Purchasing Modules, they should be reversed in the following fiscal period and an accounting transaction entered into the correct module).  Manual journal vouchers should be used at a minimum in order to limit the number of transactions that are not entered in the AP, AR, and Purchasing Modules.
Procedure
It should be decided which accounting personnel will have access to enter and provide approval of journal vouchers.  For example, the Accounts Payable Supervisor could create journal vouchers and the Director of Accounting would approve for entry.  If the Director of Accounting creates a journal voucher, it should be approved by Vice President of Administrative Services or designee.  If  the Vice President of Administrative Services creates a journal voucher, it should be approved by the Assistant VPA or designee.  Accounting personnel should be assigned to review all manual journal vouchers for validity and appropriateness, to ensure the debits and credits balance, to ensure the chartfield identifiers are valid, to ensure that the activity took place during the fiscal year, and that supporting documentation is attached to the manual journal voucher.  

Note:  When you are reversing a journal voucher entered in the prior year, such as deferred revenue or account receivables, you must change the budget date when entering the journal entry.  For manual journal vouchers that affect a travel or per diem account, an employee ID or vendor number must be entered into the open item field.
Numbering
Each technical college should create a standard numbering system for manual journal vouchers.   A few examples are:
· MAY09 - __ __ __

· 3 digit school code, 2 digit month, 2 digit year, and 3 digit sequential number:  8410911002  

· MMYYYY__  __  __ (MM representing the period and YYYY representing the fiscal year.  Ex., 042016005 for a JV entered in October of FY 2016) 

Documentation

Proper documentation for all manual journal vouchers should be attached to the manual journal voucher and maintained in the accounting office.  Documentation should include the original written and approved manual journal voucher with any documents that support why the manual journal entry was entered into the accounting system.  

Each month accounting personnel should review the trial balance by fund source detail, (GLXXX44N) to ensure the journals prepared match the manual journals entered and posted to the general ledger.  Manual journal entries that are noted as incorrect should be corrected.  A supervisor should sign off on the listing of prepared entries once compared to the entries entered into PeopleSoft in order to verify additional entries were not made without approval.  
When dealing with prior year projects and fund sources, you need to verify they are still active on your tables.

