Procedure for Modifying Standard Vouchers

1. Verify line numbers and amounts in the JVLT Table.

PACTION: R SCREEN: JVLT USERID: FRBE
*** JOURNAL VOUCHER AND STANDARD JOURNAL INQUIRY TABLE ***
TRANS CODE / NUMBER: 8S 24892028025

01-
LINE: 001 ACCTG PERIOD: 2002 08 ACCT TYPE: G/L ACCOUNT:
TRANS TYPE: 01 BUDGET FYS: 2002 FUND: 4556A DIVISION: 4
BUDGET ORG/SUB: 4892 COST ORG/SUB: PROGRAM: 40000
BOC/REV SOURCE/SUB: 111A JOB: 45200 REPT CAT:
EXP/REV/GL/BUD IND: E CLOSED BFYS: CLOSED FUND:
VENDOR: USGS-SV NAME: USGS-INTRA DIVISION TRANSFERS QTY: 0.
SCHD FISC YR: SCHD CAT: SCHD TYPE: SCHD NO: 892028025
D.0O.: PFC GUEST SYMBOL: OBLIG FY:
REF TRAN ID: DOC TYP: AGREE #: ADV:
INVOICE: INV LINE: INVOICE DATE:
AMOUNT : -3,048.16 DEBIT/CREDIT: ACC DATE: 05 22 2002
DESCRIPTION: CHRG BCK-FYOl CYOVR (KEMP SALR) TREAS NO:
UPDATE SPENDING ADJ: Y
FA #: FA TYPE: BETT #: ACQ METH:

ACTION: R SCREEN: JVLT USERID: FRBE

*** JOURNAL VOUCHER AND STANDARD JOURNAL INQUIRY TABLE ***
TRANS CODE / NUMBER: 8S 24892028025

01-
LINE: 002 ACCTG PERIOD: 2002 08 ACCT TYPE: G/L ACCOUNT:
TRANS TYPE: 01 BUDGET FYS: 2001 FUND: 4556A DIVISION: 4
BUDGET ORG/SUB: 4892 COST ORG/SUB: PROGRAM: 40000
BOC/REV SOURCE/SUB: 111A JOB: 45200 REPT CAT:
EXP/REV/GL/BUD IND: E CLOSED BFYS: CLOSED FUND:
VENDOR: USGS-SV NAME: USGS-INTRA DIVISION TRANSFERS QTY: 0.
SCHD FISC YR: SCHD CAT: SCHD TYPE: SCHD NO: 892028025
D.O.: PFC GUEST SYMBOL: OBLIG FY:
REF TRAN ID: DOC TYP: AGREE #: ADV:
INVOICE: INV LINE: INVOICE DATE:
AMOUNT : 3,048.16 DEBIT/CREDIT: ACC DATE: 05 22 2002
DESCRIPTION: CHRG BCK-FYOl CYOVR(KEMP SALR) TREAS NO:
UPDATE SPENDING ADJ: Y
FA #: FA TYPE: BETT #: ACQ METH:

2. Access the SUSF Table.

3. Enter batch number for the document.




4. Enter same document number as original document.

ACTION: S SCREEN: SUSF USERID: FRBE DOI CUSTOM DOCUMENT SUSPENSE INDEX 1
FUNCTION: new SEC2:

S

E ---BATCH ID--- —--—- DOCUMENT ID---- INIT LAST LAST

L TC SEC1 NUMBER TC SEC1 NUMBER STAT APPRV USER DATE USER

00- 8s 4 028025 8s 4 24892028025

5. This screen will appear. Just hit Enter.

DOCID: 8S 4 24892028025
STATUS: BATID: 8S 4 028025 SEC2:
B_
STANDARD VOUCHER INPUT SCREEN

BATCH DATE: NUM DOCS:
NET:

6. A blank document will appear on the screen.

7. All signs on the new document will be opposite on the I/D
(increase/decrease) field.




8. The following fields are the only ones to be filled for each line of the

document.
a. Document Total: O
b. Enter “E”: E
c. Action (E,M,X): M
d. Line: 001
e. Dollar Amount: 3048.16
f. I/D: I (opposite of original document)

Repeat as needed

g. Line: 002

h. Dollar Amount: 3048.16

i. I/D: D (opposite of original document)

DOCID: 8S 4 24892028025
STATUS: BATID: 8S 4 028025 SEC2: 000-000 OF 00
**x* STANDARD VOUCHER INPUT SCREEN *** - BETWEEN FUND, DVSN, BFY'S **x*
*** REQUIRES APPROVALS ***

DOCUMENT TOTAL (NET): O ENTER "E": E ACCTG PD: ACTION (E,M,X): M
ENTERED BY: PHONE : ACCOMP DATE:
DO: TREASURY NO: REF TRANS ID:
DESCRIPTION: BBFY: EBFY:
01-
LINE TT ACCT NO OBJ CLS DOLLAR AMOUNT I/D VENDOR
001 3048.16 I
DESC: BBFY: EBFY:
REF TRANS ID:
TASK CODE: SUB O.C.: PROGRAM: FUND:
FA TYPE: FA #: BETT #: ACQ METH:
02-
LINE TT ACCT NO OBJ CLS DOLLAR AMOUNT I/D VENDOR
002 3048.16 D
DESC: BBFY: EBFY:
REF TRANS ID:
TASK CODE: SUB O.C.: PROGRAM: FUND:
FA TYPE: FA #: BETT #: ACQ METH:

9. CONTINUE THE SAME THING FOR EACH LINE OF THE DOCUMENT THAT NEEDS TO BE
MODIFIED
ALL OTHER PERTINENT INFORMATION WILL BE PULLED INTO THE DOCUMENT FROM THE
ORIGINAL DOCUMENT LINE WHEN IT IS BATCHED.

10. ENTER ‘RB’ TO PROCESS the DOCUMENT

RB DOCID: 8S 4 24892028025
STATUS: BATID: 8S 4 028025 SEC2: 000-000 OF 000




*** STANDARD VOUCHER INPUT SCREEN

**x REQUIRES

*** - BETWEEN FUND,

APPROVALS ***

DVSN, BFY'S ***

DOCUMENT TOTAL (NET): 0O ENTER "E": e ACCTG PD: ACTION (E,M,X): m
ENTERED BY: PHONE : ACCOMP DATE:
DO: TREASURY NO: REF TRANS ID:
DESCRIPTION: BBFY: EBFY:
01-
LINE TT ACCT NO OBJ CLS DOLLAR AMOUNT I/D VENDOR
001 3048.16 i
DESC: BBFY: EBFY:
REF TRANS ID:
TASK CODE: SUB O.C.: PROGRAM: FUND:
FA TYPE: FA #: BETT #: ACQ METH:
02-
LINE TT ACCT NO OBJ CLS DOLLAR AMOUNT I/D VENDOR
002 3048.16 d
DESC: BBFY: EBFY:
REF TRANS ID:
TASK CODE: SUB O.C.: PROGRAM: FUND:
FA TYPE: FA #: BETT #: ACQ METH:
11. Regular approval process may be needed.
DOCID: 8S 4 24892028025
STATUS: PENDI1 BATID: 8S 4 028025 SEC2: 001-002 OF 002

*** STANDARD VOUCHER INPUT SCREEN ***

- BETWEEN FUND,

DVSN, BFY'S ***

***x REQUIRES APPROVALS ***

DOCUMENT TOTAL (NET): 0O ENTER "E": E ACCTG PD: ACTION (E,M,X): M
ENTERED BY: PHONE : ACCOMP DATE:
DO: TREASURY NO: REF TRANS ID:
DESCRIPTION: BBFY: EBFY:
01-
LINE TT ACCT NO OBJ CLS DOLLAR AMOUNT I/D VENDOR
001 01 4892 45200 111A 3048.16 I USGS-SV
DESC: CHRG BCK-FY0l1l CYOVR (KEMP SALR) BBFY: 2002 EBFY:
REF TRANS ID:
TASK CODE: SUB O.C.: PROGRAM: 40000 FUND: 4556A
FA TYPE: FA #: BETT #: ACQ METH:
02-
LINE TT ACCT NO OBJ CLS DOLLAR AMOUNT I/D VENDOR
002 01 4892 45200 111A 3048.16 D USGS-SV
DESC: CHRG BCK-FY01l CYOVR(KEMP SALR) BBFY: 2001 EBFY:
REF TRANS ID:
TASK CODE: SUB O.C.: PROGRAM: 40000 FUND: 4556A
FA TYPE: FA #: BETT #: ACQ METH:

A--*HP03-DOCUMENT ERRORS DETECTED H--*S401-READY FOR APPROVAL 1

12. Go back to the JVLT Table. Pull up original document. Modified lines
should be zero. This is a check to make sure the SV processed correctly and
the signs (I/D) were switched.







	Repeat as needed

