Lehigh University Data Collect Training
General Accounting Office Correction Instructions

How to make corrections to batches that haven't pos ted
(Incomplete / In Process)

1. From the main Banner menu type FGAJVCD (Journal Voucher Entry Form) or FGAJVCQ
(Journal Voucher Quick) which is very similar but has a more concise format for the user.

2. Inthe Document Number field type in your batch # Jxxxxxxx. You must type the J before your
number because there are other prefixes used in Banner.
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3. Press Ctrl + PgDn (Next Block)to get to the Transaction Date field. Your tratigs date and document
total that you previously entered will automatigdill in.

**|f your information does not fill in, STOP and call Cindy Jacoby in the Controller's Office at 8-3147 for

help. A

& Oracle Developer Forms Runtime - Web: Cpen > FGAJVLD

File Edit Options Block [tern Record Query Tools Help

(BYERACAEER %%/ BEKE & EN&E ¢4 @1X
oy 3

rnal Youcher Entry

23,00000

&]]
| Enter transaction datefDD-MOMN-YYYY)

If you need to change the document total, you carect it now.

Once you have verified this informatiémess Ctrl + PgDn (Next Block)which will bring you to your first detail
record.
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4. You can now use the down arrow key and step througbeach record.
Double check your index numbers, account numbeiardamounts and descriptions. If you find arogrr
correct it and press the F10 key to save the ciiwrecContinue stepping through the records wmtil reach
your last entry. You must be on the last recordaimplete the batch. When you are ready to compitet
batch, Press Ctrl + PgDn and click completeclick on Options (on the menu bar), Access Conyrteand
Complete. You will get a message on the bottoiyoof screen that says batch completed with thexdesg
number and dollar amount. If you can’t view thiggke sure you have clicked on this box (the middie) to
maximize your screen.

This is where error messages and information apmut batch being posted will appear.

I:\Documentation\General Accounting\Data Collect corrections banner 7.doc Page 3 of 3



