University of North Dakota	Central Finance
PeopleSoft Journal Voucher Process
Step-by-Step Guide for Creating Journal Vouchers
Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry
Before You Begin
	IMPORTANT
Only invoices that have been expensed in the current fiscal year can be modified via Journal Voucher, unless the correction involves a grant fund. If the original invoice was expensed in a prior fiscal year and does not involve a grant fund, a Journal Voucher cannot be used. Contact Central Finance for guidance on prior-year corrections.



Step-by-Step Process
1. Leave Voucher ID as "NEXT"
On the Add a New Value tab, do not change the Voucher ID field. Leave it set to NEXT so PeopleSoft assigns the next available number automatically.
1. Set Voucher Style to "Journal Voucher"
Select Journal Voucher from the Voucher Style dropdown menu.
1. Enter the Correct Supplier ID
Enter the Supplier ID for the vendor associated with the original voucher. Only the Supplier ID is required; the remaining supplier information (name, location, address) will populate automatically.
	Hint
You only need to enter the Supplier ID. All other supplier fields will auto-fill once the ID is entered.



1. Enter the Invoice Number
Use the following format: COR[old voucher number]-[DEPT]
Example: COR315262-5550 (where 315262 is the original voucher number and 5550 is the department)
	Important
The invoice number must be unique. Each Journal Voucher correction requires a distinct invoice number.



1. Enter the Invoice Date
Use the date from the original voucher being corrected.
1. Click Add
This will create the voucher and open the Invoice Information tab where you will complete the remaining fields.
1. Attach Backup Documentation
Attach documentation that clearly shows what is being moved and where it is going. Required backup documentation must be one of the following:
1. UND General Ledger Transaction Detail report from TIBCO
1. Budget to Actuals report from PeopleSoft
Continue to use the JV Submission Form as your supporting document. Signatures are not required on the form, as approvals will be handled through the workflow.

1. Enter the Related Voucher
In the Related Voucher field, you must enter the voucher number of the original voucher being corrected. This is a required field.

1. Enter the Description
Enter the vendor name, or if correcting a foundation fund, enter the fund number starting with 26 followed by "moved" (e.g., "26XXXX moved").

1. Enter the Distribution Lines
Distribution lines must equal zero. Use negative amounts for the account the expense is moving FROM, and positive amounts for the account the expense is moving TO.
	Note: Credit Vouchers
If you are correcting a credit voucher, the signs are reversed: positive amounts move FROM the account and negative amounts move TO the account.



1. Add Cash Account (When Required)
A cash account line is required when moving an expense to a different fund, department, or project.
	Tip: Project and Grant Funds
When using a Project number or Grant Funds, you must enter UND01 as the PC Bus Unit and 1 as the Activity.



1. Click Save
Once all fields are complete and distribution lines balance to zero, click Save to submit the Journal Voucher into the approval workflow.
	Hint
If you disable the Auto-fill feature in PeopleSoft, entering the chartfields will go faster.




Approval Workflow
After a Journal Voucher is saved, it enters the approval workflow. The path depends on where the JV was created and the chartfields involved. Note that a JV will not enter the workflow without a valid budget.
	Order
	Approval Step
	Condition

	1
	Department Budget Officer
	All JVs created in a department

	2
	Asset Manager Review
	Only if account code is 69XXX (capital assets)

	3
	Grants and Contracts (GCA) Review
	Only if project is UND0 or UNDP (grant funds)

	4
	Central Finance Review
	All JVs receive final review



Key points: 
1. JVs created by Finance or GCA skip the Department Budget Officer step and go directly into the review workflow.
1. If a JV is denied at any step, it is returned to the creator for correction.
1. A JV will not enter the actual workflow without a valid budget.
1. Once all required approvals are obtained, the JV posts.
Quick Reference
	Voucher ID
	Leave as NEXT

	Voucher Style
	Journal Voucher

	Invoice Number Format
	COR[old voucher#]-[DEPT]

	Invoice Date
	Date of original voucher

	Related Voucher
	Original voucher number (required)

	Description
	Vendor name or foundation fund (26XXXX) moved

	Distribution Lines
	Must equal zero

	Required Backup
	GL Transaction Detail (TIBCO) or Budget to Actuals (PeopleSoft)

	Cash Account
	Required when moving to different fund, dept, or project

	Project/Grant Funds
	PC Bus Unit = UND01, Activity = 1



Questions? Contact Central Finance
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