INSTRUCTIONS

JOURNAL VOUCHER

· Document Date – Enter the date of the document.

· Reference – Enter the appropriate reference field.  The reference field represents the destination of the document as follows:

1. SPA (Sponsored Projects Accounting) is used for all JVs that contain a line item which starts with “304*”

2. HOSP (Hospital) is used for all JVs that contain a line item which starts with “1058*”

3. GA (General Accounting) will be used for all others    
· Doc. Header Text – Description of the business transaction.

· Document Type – Document type defaults to SA, the G/L accounting document type.  The document type identifies the type of transaction (vendor invoice, general ledger document, etc.).  The document type assigns the document number.
· G/L acct – Enter the appropriate G/L account. For a complete listing of G/L accounts use the following link: http://www.uky.edu/IRIS/FI/glaccts.html.

· D/C – Enter whether this entry is a Debit or Credit.
· Amount – Enter the amount.

· Assignment No. (optional) – Replaces user codes to track expenses for reporting purposes.

· Text (optional) – Enter a brief description of the line item.

· Cost Center – Enter the cost center.  Only one cost object is allowed per line item; unless the Internal Order is a statistical internal order.

· Internal Order – Enter the internal order number.  Only one cost object is allowed per line item; unless the Internal Order is a statistical internal order.

· WBS Element - Enter the WBS Element.  Only one cost object is allowed per line item; unless the Internal Order is a statistical internal order.
· Fund – Enter the fund associated with the cost object.  When using GL Accounts 1XXXXX, 2XXXXX, and 3XXXXX will only require a fund account number.
· Earmarked Fund Doc # (optional) – Enter the earmarked fund document number.  This is only available if funds have been reserved against the cost object.
· Earmarked Funds Doc Item # (optional) - Enter the item number associated with the earmarked fund document number from above.  This is only available if funds have been reserved against the cost object.
· Head of Billing Department – Obtain signature from the head of the department responsible for billing.
· Approval Official for Department being Charged if Required – Obtain signature from the head of the department being charged if required.

