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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Manual Journal Voucher Preparation and Approval  

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) except during period 998. When manual journal entries are made during period 998 that affects the AP, AR, or Purchasing Modules, they should be reversed in the following fiscal period and entered into the correct module. Manual journal vouchers should be used at a minimum in order to maintain a good audit trail.

Procedure
Appropriate Administrative Services personnel will prepare any necessary manual journal vouchers. For TCSG Central Office the Director of Accounting and for Technical Colleges the VPA or designee shall review the journal vouchers for validity and appropriateness, to ensure that debits and credits balance, and to ensure that chartfield identifiers are valid.  The budget should also be reviewed for available balance before any entry is posted to the accounting records. Once the journal voucher has the signed approval, the appropriate Administrative Services personnel will then assign the manual journal voucher a unique number and enter it into the financial system. 

Note: When using the People Soft accounting system, choose Base Currency as the JV type. For JV’s that affect the encumbrance account, the encumbrance button must be checked. For JV’s that affect a travel or per diem account, a vendor number must be entered into the reference field.

Numbering 

In order for TCSG System Office and all Technical Colleges to be consistent, this numbering system should be used. Each manual journal voucher will have a unique number assigned in a predetermined format as follows:

First three digits = business unit 

Fourth and fifth digits = Month (i.e. January = 01)

Sixth and seventh digit = last two digits of fiscal year (FY03 transactions = 03)

Eighth, ninth and tenth digit = sequential number with each month starting over with 001, 002, 003, etc.

(Example: For business unit 817 entering the fifth manual journal voucher in March 2003 the voucher number would be 8170303005.)

It is recommended that each Technical College and TCSG System Office keep a log of all manual journal vouchers entered into the accounting system.

Documentation 
The business office shall maintain proper documentation of all journal vouchers.   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.  It is also recommended to attach the accounting system print out of the posted manual journal voucher.

Note: when using the People Soft accounting system, clicking on the printer icon on the JV Lines panel can print the JV entry.
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