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Direct Charge invoices
Direct \,harge invoices fer-the current ca'! y

Epalcu jOUNEE VOUCHEN i
direct charge expenditures, piease route approved direct cha
accordance with tha -Fnl!nunnc scheadula:

P8 L=t L

Deadline -~ ; R : : R . ] Descripﬁoﬂ'.
Jured- i i ived hy luns 3dua in AP - _
June it - ved for June 4 10, 2012 due in AP;

b

r

June 18 Invoices for direct charge purchases received for June 11— 17, 2012 due in AP
June 27 Last day for direct charge invoices to be forwarded to AP without an accrual JV
june Z8 JV's aie due from departments for University direct charge accruals. Please protes

& after JVs for restricted accruals and unrestricted accruals. An entry to accrue direct charge invnires not
paid as of June 30 should be made in accordance with the following procedure:

1. S C ate an accrual iS icurna 1 imiin har antar
il Oeo; Créawe ai alClilar (2J) JUUH!DI VOUCner, enterin

“¥” in the u?/.l. Reversai™ fieid: —Add—the |uuuwm5 iiif
screen:
1. Deparimental expenditure account, debit for the amount of the invoice.
p
2. In the “Offset” section, enter “L” in the “Transaction Type” {TT} field and “2104" in the “Obj

¥
fieid. An examnisg afthe :rr‘nnnrlno informatinn corsen foil

LR P Surisus 4 R

CGLSSJE . ... SIMPLE IV ENTRY | | | |

ACTION: M (A/ANNCICHANGE V/VIEW) CODE: SIE OVERRIDE ERRORS: Y A S

ENTRY#: 00139311 FY: (09 TOTAL LINHS: 000 ENTRY TOTAL: 207.00

OFFSET
. LINES ACCT TT OBJ PROJ. AMOUNT TVC ACCT TT OBJ PRO! -
L 001 002 184350500 X 4250 207.00 D I 2104 :
E003 004
. 005 006
©OOU 08 - -
{009 010"

CALCULATED TOTAL: - -

: ITEM DESCRIPTION SRCE DOC TYPE®#
| 001 002 ACCRUE DC INV 12345 TIGER TAILS

003 004

005 006

007 008

009 010

Staple a copy of each direct charge invoice to the JV.
Approve the JV and make a copy for department files,
Paper clip the original invoices to the JV.

Route packet to AP for approval and release in GLS.
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- "1 7. AP wiil verify that the originai direct charge invoices are ailached to the JV accrual received and
remove the ongmai invoices and batch them for onllne pavment. The W will be annroved and
- T T 1uuied o FAR (Ul ieigase mGL:r" - s o -
8. July iedgers will reflect a d Enﬁ%ﬁﬁ"!:rtdf’-‘-‘ seEcuntas < r“su!t*cf the
actual payiment of the dli’ECL chairge invoice in JuIy -ahich- a-eredit-to-the deps rimental
expenditure account as a result of the automatic reversal {occurring as a result of a “Y” being
entered in the “7/1 REVElbd I field) of the IV
Julvy&  _| Last day for direct charge accrual 1Vs to be sent to AP for FY12 L U R

Accrual Process in the PRO System

Unrestricted Purchase Orders
All purchases and services rece

{2) charged to your current bu
rEpOFu::u in the perlﬁd i WhICII i

mcurred and not paid by th Iun

et - L.

by the June 30 deadline, there is no action required by the depamn ent because the purcha

be carried forward into the next fiscal year. A PO Alteration must be processed in PRO in order to cancel the
balance on the unrestricted encumbrancec, The doadline far DO Altaratione tn bho ralazced hy tho Poomirermnt - - -0 .
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Office is lune 15 linractrictard anciimhrance halancecg after the hune 20 APS check riin and after t

dcpc“i_ fints on Ju]v,ﬁ 'Flu III'FIIIII'I—IIIII!I.-IC,Pu!r‘!‘)ses 1 u ins Age,r_,g .
accruals. The accrual will be programmatically calculated based upon the-
and not paid as of June 30.

. Restrirted Purchase Orders
All purchases and services received against restricted purchase orders must be either (1) paid by
3
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charged to your current budget via a system accrual prepared by the AP Office. GASB nd 35 require full
s im] Ammmr ki affa b EVE A /INIINNAT Tlhic sinnn;e blemd e mm krsmmn mlems il e i im mdim Al Pan e emm D A T
acciryal aCCount |5 eneclive ric VOOV LU, Illlb HLE == 1l ) Llldl. t:)\pcuu TUires snouia ue TEPUICU 1] LHE PTNIoU i
_____ wrhirh thowv ara inFirrad cn it ic rritieal +4 ronsicia: ladsaes 24 A : oo rrmme mrrreencd sl e Al e ks
LA RN | I.IIC,Il LIS UL FTW DWW 1L 12 W IlILgl LY iTVICWY ICUECID (AW \.«IC'![LII)' C!\PC!IUHI.UICJ Hl\.ul \4! [=2N1¥] 1 19 PUIU IJY Ll
J 30 A C Arhacrl vitn CAar marvcehandicn nnd coansirnce ¥4 b o~ ﬁrn-arl +m +ha ravrant ficral vaar tha morrhandiea
une T owd WIS Ly WL PN DC QLI D0 VLT O LW 0 Ll 5 WALV LI LUl EL FiOoVAl y\.ul, LEIW PR W iU R o
or service must be delivered by lune 30. Balances on restricted encumbrances afferthe June 20:-APS check run.-
7
and after the accrual voucher is prepared should reflect items that-were not received as of June 30. These
balances will be carried forward into the next fiscal year. AP will send a Final £/30 Aged Llisting to the
d -Listing will not be- used r th

departments on July 3 for informational purposes only. The Age
¥ g
accruals. The accrual will-be programmatically caicula

and not paid as of June 30.
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Please create the PRO Electronic Receiving Reports for merchandise received by June 30 and verify both
[PRTIE YN S I T JN T [ . - P Yy b dlam £l e rnbhadodse

TEILILLTEW aliud L el LL=U t:IILulIIUIdIILC !Jclldilt..!::) III a\..\.u:uam.c WILTT LIS TUNUVE IS SUTECULEC.

‘Deadline . . “Description.. -

june 4 PRO Eiectromc Recenvmg Reports for merchandise and services recewed by June 3aga|nst restr;cted
and unrectricted encumhrances should he nrr_n:esspd

June 1l | PRO Electronic Receiving Reports for merchandise and services received by June 10 against
restricted and unrestricted encumbrances should be processed

June 18 | PRO Electronic Receiving Reports for merchandise and services received by June 17 against —— -
restricted and unrestricted encumbrances should be processed

June 25 | PRO Electronic Receiving Reports for merchandise and services received by June 24 against

restricted and unrestricted encumbrances should be processed

July 2 Last day to enter PRO Electronic Receiving Reports for morchandise and sopvicos received-bydune - — —-
30 against restricted and unrestricted encumbrances. In order for the accrual to be calculated,
the received date on the PRO Elecironic Receiving Report must be prisricerandune38,20120 — -
July3 PO Accruatentries will be available inr GLS for review {after3:00pm)
_Il__ly [ PO Accrual W carrectinng are due tn AP .

Balances of unrestricted accruals not paid by the statutory deadline will be refunded to the State and willhe
charged agalnst next fiscal year’s departmental budgets when pa Id Accruals on restricted encumbrances will be
reversed and re-encumbered in July.

Purchase Order Alterations (PO Al.erationa}

Deadling-| . R o aeso-Daseription -

Ledger Corrections, Adiustments and Transfers

“Deadline BRI : Descﬂptlon _ S Je ST
June 14 Aif Vs for corrections to !edgers and transfers of expenditures appearmg on appropnated funus
and reflected on departmental ledgers through May 31 are due in AP

June 28 | All JVs for corrections to ledgers and transfers of expenditures for Junearedue . .. . _ _ . _

taCarte Procurement Card BFs

All purchases charged on the university LaCarte procurement card p card) t
to June 30 should be processed as expenditures against current fiscal yea
unrestricted and restricted accounts:-

2l

o~ ..-I el m [ P S S |
ilidy Fa
ar

a1 A e -
e inciiged on BF Uat !’;'U ;JJIUi

ta
departmental budgets for both

LaCarte transactions dated in June that are not included on the final June BF wili be charged against FY 12-13
budgets unless departments process accrual JVs. Accrual JVs for LaCarte purchases must be prepared on a
separate JV {do not include LaCarte accruals on your direct charge accrual JV) and muct be supported.byan ..
original Htemized receipt. - Plcase-attach-a copy of the -accrual V- and receipts as documentationr-when the
transaction appears on 2 FY12 LaCarta BF.entny.

In GLS, create an accrual )V, entering an effective date of June 30, 2012 and a “Y” in the “7/1 Reversal” field and
follow the same procedure outlined in the direct charge invoice accrual section. Do not include transactions

l
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