ADMINS Unified Community RC-1355 Supplemental Appropriations JE from Treasury Receipts
Revenue Collections Updated 5 November 2024

Municipalities receive monies for contingencies—for example, a construction company provides a performance bond of
$5,000 which is entered as a Treasury Receipt (TR) (the money is usually booked to a “revenue”! account).

Create a Supplemental Appropriation (SA) journal to an “expenditure” account for the amount received. The
“expenditure” account is then drawn down as it is used to pay any bills— for example, charges for Permits, Inspections, and
other expenditures related to that performance bond. The expense account’s remaining funds can be relinquished via an
Accounts Payable voucher and check to the originator of the bond on completion of the required performance.

This method allows a TR Code to be marked, and an account entered in the TR Code Account Map screen for the general
ledger “expenditure” account. This ensures that the correct supplemental appropriations are accounted for in the General
Ledger.
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1 “Revenue” and “expenditure” are in quotes — while most TR codes use Revenue accounts —an Asset or Expenditure account (any posting
account) could be used, the same holds true for the Account Map table. The “To” account would normally be an “expenditure” account
but could be a different type—any posting account is allowed.
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1 Treasury Receipt Codes Detail Screen Checkbox M

The Create SupplementM Appropriation JE checkbox on the TR Code detail screen designates that using the TR
code requires a supplemental appropriation journal.
Once the box is

checked, the system
In the example, the PERFBOND1 code is created for a demolition lien. The “revenue” account will refer to the

is entered for the first credit, and the Create Supplemental Appropriation JE M box is Treasury Receipt
checked. Account Map.
Both existing codes and new codes may be marked. If the account is

mapped, the

== [AUC] 4009-Treasury Receipt Codes| “expenditure” Account
= Troasury Receipt Codes will be stamped on the
P Cash Account = =2-000-0000-000~00-00-10400 “Mapped SA Account”
Override Cash Account .
field.
Year POZ1 DoMotPost? [  RequireLineNote? [  Default
Code PERFBONDL [30 KING STREET DEMOLITION Allow Override? Amount [
— p— sescroton p— If the 1% credit account
= I e (typically a “revenue”
SETLe 200 Debit  [G00-000-0000-000-00-00-00000 " - account) is not
2nd Credit  HO00-000-0000—000-00—-0G-00000 | New checkbox on the screen - if the box is mapped. the system
row R0 checked, and the account is not set up with a . pped, \
sracreq  Pooo-ooo-owo-ooo-msocowo|  corresponding expense account, the system will leave the SA
anoowt s asowans| Notifies the user that the account is not mapped account field blank and
4th Credit  [5000-000-0000-000-00-00-00000 | for the 1st credit - Go to the TR Code Account isol inf .
Map Screen to establish the account mapping display an information
— message to alert the
Create Supplement Appropriation JE [ &
Mapped SA Account  0000-000-0000-000-00-00-00000 Account not mapped for 1st Credit user to map an account
(shown in highlighted
- Added 06-May-2021 By THERESA Changed 06-May-2021 by THERESA text at left.)

Figure 1 The Create Supplement Appropriation JE Checkbox on the TR Codes Detail screen

1.1 TR Codes Upload Includes Column for SA JE 4

Collections P Interfaces/Imports P Treasury Receipts Code Upload

H 9 . RC_TR Codes_Template 05072021 THERESAXs [Compatibility Mode] - Excel

File  Home et Pagelayout Formas Data  Review View Q) Tell mewhat you want 1o do.

E
Allow User
Override of  Require User
this account  to enter a Line
on the Note on the
Post to the deptartment  department
General Ledger receipt screen  receipt screen
[YN?] Blank  [Y/N]? Blank  [Y/N]? Blank

values willbe  values will be  values will be Category First Credit Account# ‘Second Debit Account# Second Debit Second Credit Account®
1 Description (Max 40 characters) setto N. settoN. sottoN. Cagetory #1 #2 Default Amount (c.g. 100-000-666-000-00-52010) (c.g. 100-000-666-000-00-52010)  Amount (e.g. 100-000-666-000-00-52010)
2 |GENDES PGLCBX OVRCBX REQCBX 1TRCAT  2TRCAT  PAYAMT XACTNUM X03ACTNUM 03AMT XO4ACTNUM

3]
4

H - . C_TR.C 2021 THERESAXs [Compatibility Mode] - Excel m =

Fle  Home Inset Pagelayowt Fformulas Data  Review View O Tel Theresa Campbell

Create Supplemental

Second Third Debit Account# Appropriation Journal
Credit (e.g. 100-000-665-000-00- Second Debit  Third Credit Account# Second Credit Fourth Debit Account# Fourth Debit Fourth Credit Account® Fourth Crodit [YIN]? Blank values
1 Amount 52010) Amount (e.g. 100-000-666-000-00-52010) Amount (c.g. 100-000-666-000-00-52010) Amount (c.g. 100-000-666-000-00-52010) Amount will be setto N.
| 2 josant XOSACTNUM 05AMT XOBACTNUM 08AUT XOTACTNUM O7AMT XDBACTNUM 0BANT SAPST

Figure 2 The checkbox may be selected for Treasury Receipt Code uploads
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The TR Receipt Code includes an optional column; enter a “Y” to check the Create Supplemental Appropriation
JE M box; if left blank, the checkbox will remain unchecked. Use the upload process when creating many
Treasury Receipt codes at one time.

2 Treasury Receipts Account Map

Access the Treasury Receipts Account Map table to map account codes for use when generating automatic
Supplemental Appropriation (SA) journal entries based on Treasury Receipts.

Collections P Tables P Treasury Receipt Code Map

= [AUC] 4111-Treasury Receipt Code Account Map| Click on [3 Add Account], enter
Treasury Receipt Code Account Map the Bill Year and the 1% Credit
Goto.
o i Year Account Number.
rI1St Credit Account 1 E . JE Account |
T ‘ 110005053000 -006-00-00 22080 "
\ 6520-000-0000-000-00-00-48300 6520-000-0000-000-00-00-52400 Once the account
P EEB0-000-0000-000-00-00-48648 \ [E550-000-0000-000-00-00-52469 : A
\ is shown on the left side of the
\\ table, enter the account to be
\ used for the supplemental
EER 7 [AUC] 4111-Treasury Receipt Code Account Map [theresal X appropriation.
Add Account Map
Required: Bill Year o211
Required: Enter 1st Credit Account# |1000-000-0000-000-00-00-42080
Lookup OK Cancel Clear All

Figure 3 Specifying the account to be used on the Supplemental Appropriation Journal Entry

To delete an existing Credit account, click on the credit account to activate it, and then click on [1 Del Account].
The system will prompt for confirmation. This will not delete the account from the TR Code.

[AUC] 4111-Treasury Receipt Code Account Map

0 Delete Old Account 6580-000-0000-000-00-00-48648

Figure 4 The system prompts for confirmation to delete a mapped account

Changes made in this screen are logged in the Field Logging screen described in section 2.2 below.

2.1 Edit List

The [5 Edit List] button displays a prompt requiring the Bill Year; the output is available exclusively in Excel®:
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B | Task 4117: TR Code Account Map Edit List x

TR Code Account Map Edit List

Required: Enter Bill Year I:l

Run as @ Excel

Lookup Cancel | | Clear All

H - - IR_Account_Map_!1xm! - Bxcel

File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...
F12 2 S

A B (o] D E F G H 1

1 Year 1st-Credit-Account Description Type SubTyp Supplemental-Approp-JE-Account Description Type SubTyp
2 (2021 0100-000-0000-000-00-00-26600 DEF REVENUE-TRASH CHARGES L P 0100-430-0000-000-00-00-51120 TRASH--ADMINISTRATIVE E P
3 /2021 1000-000-0000-000-00-00-42080 DEMOLITION LIENS R P 1000-000-0000-000-00-00-52655 GENERA-COMPREHENSIVEP E P
4 [2021 6520-000-0000-000-00-00-48300  GIFTS/DONATIONS R P 6520-000-0000-000-00-00-52400 PROFESSIONAL SERVICES E P
5 /2021 6580-000-0000-000-00-00-48648 EMPIRE TELECOM USA REVENUE R P 6580-000-0000-000-00-00-52469 J P I ENGINEERING E P
6
7

Figure 5 Edit List of the Treasury Receipts Account Map Table

The fields on the edit list are as follows:

Edit List Column Header Description of the Content

Year The bill year specified when the report was run

1% Credit Account The 1%t credit account

Description Description of 1% Credit Account —from the chart of accounts
Type (ALFRE) The type of the account from the chart of accounts
Sub Type The Sub Type — Control, Summary, or Posting (usually “P”)
Supplemental Appropriation JE Account The account to receive the Supplemental Appropriation
Description Description of SA Account —from the chart of accounts

Type (ALFRE) The type of the account from the chart of accounts
Sub Type The Sub Type — Control, Summary, or Posting (usually “P”)

2.2 Field Logging of Changes to the TR Code Account Map

Collections P Module Maintenance P Field Logging — Treasury Receipts Account Map

== [AUC] 4116-Field Logging - Treasury Receipts Account Mapl
Field Logging - Treasury Receipts Account Map
Goto.
ctons BillYear  [ERER 1stCredit Account [ES20-000-0000-000-00-00-4B300
Change Date Time User Field FromiTo
1 Edi List 03-May-2021 16:26 ANTHEA 1st Credit Account
6520-000-0000-000-00-00-48300~ Added via screen
03-May-2021 16:27 ANTHEA SA-JE-Account. 0000-000-0000-000-00-00-00000
6520-000-0000-000-00-00-52400
06-May-2021 16347 THERESA ist Credit Account  6520-000-0000-000-00-00-48300- Deleted via screen

Figure 6 The Field Logging table shows changes made to the Treasury Receipts Account Map

Changes made to the table are logged on this screen. Changes logged include 1° Credit Account additions,
deletions, and account number changes in the SA-JE Account field.
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3 Sample Treasury Receipt

If a treasury receipt code has the box checked, and the 1% credit account is mapped, an SA journal will be
created. Multiple TR codes can use the same 1% credit account. The 1 credit account will appear only once in
this table; therefore, all TR codes using the 1% credit account with the SA JE box checked will use the same SA

account.

This batch contains a single receipt, coded as PERFBOND1, the TR code set up in section 0 above. The TR code is
checked, and an expense account is mapped to the revenue account, so a supplemental appropriation (SA)
journal will be created when the batch is posted.

[== [AUC] 4006-Treasury Receipts]

Treasury Receipts

s Username THERESA 2.Edit Note Tendered  Cash Back Applied Total
No text available cash-con | NN
Actions Batch 992 Cash-Paper ,7
bt Pay-Trx Date 06-May-2021 Check 500000 500000
-Hai Deposit Date 05-May-2021 Other
Enter Receipts
Year Trx Date Code Account Number Note Qty Amount Received
5021 [06-Hay-2021 | [PO06-066-0006-000-00-00-00000 | [l _Accept
Accepted Receipts S-Apply TR¥ 6 Add Batch Attachments 4-Copy Note
Date Code Account Number L Jow Amount|Pmt T T
Year St Tenll ¥
| ‘ 1000-000-0000-000-00-00-42080 —|_ 5000,00 [Check 2121667
[ [ | | | |

Figure 7 The highlighted items correspond to the highlights on the Journal Entry Posting report

3.1 Treasury Receipts Code Lookup

There is a “Suppl Appr” column on the three lookups available when selecting a treasury receipt code in the
Treasury Receipt (TR) Entry screen. This column indicates whether the treasury receipt will be used to create a

Supplemental Appropriation (SA) journal entry.

On the Treasury Receipts Entry screen
#4006, enter the Tendered amount. To
select a Treasury Receipt code, click in the

s Payable Fixed Assets Human Resources Budget Collections Tax MotorExcise Misc Billing  System  Favorites  Help

Treasury Receipts

Fa oo Tendered  CashBack Applied Total
. e Username THERESA g p=
Code field and use {F3} on the re | o st o —
Pay-Trx Date 04-MNoy—2024 Check 250000
I-Batch Deposit Date 04-Hoy-20: oter [
Q Enter Recsipts
Code
Y Trx D 1t Numb - Qty Ar 1t Re d
keyboard or the button on the toolbar ﬁwf\mhw—;ﬁo 1 Treasury Receipt Codes by Codefor2025 | (¥ fmowtRecswen
tO Se|eCt from the thl’ee aVailabIe |OOkupS Accepted Receipts = 2: Treasury Receipt Codes by Description for 2025 TS
[fear frooatie [cose 3: Treasury Receipt Codes by Account® for 2025 [ —pmime ToelConcel [pitaen
(0000 [0000-000-0000-000-00-00-00000° ‘ ‘ 14073748
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ADMINS Unified Community RC-1355 Supplemental Appropriations JE from Treasury Receipts

Revenue Collections

This image shows the TR Codes by Code lookup
for the 2025 fiscal year, with the “Suppl Appr”
column highlighted. If the TR Code is not
configured to create a supplemental

Updated 5 November 2024

W1 Tressury Receipt Codes by Code for 2025

L "B -
LLERLTE 118 REMOTE LERRMING TECH E:
L25DEFUTPE 125 LEFOT ST FLAHHENG

LGCHIGHCDN 150 HIGH ST - COH
LGCHICHIPH 160 HIGH ST - IFW i

H 51 LOTS
H STREET PAVIIG
H

1BCHIGHSS HIG
LSOHPEVING 180 WG

appropriation journal, the column will be empty. B

The lookups by Account number and Description W BHD - B160-000-000 35064 166 FPLE 5T o0 Tos
. . 187MPLSOL  Copy of 186MPLSOL 8100-000-0000-000-00-00-45064 186 MAPLE ST {SOLI Yes

operate s|m||ar|y' 0OMISC ‘TESIINI] ADM-AUC-GL-B562 0100-000-0000-000-00-00-48400 MISCELLANEOUS REVI ___30.00 | Yes

3.2 Email Sent When Batch is Posted in Collections

1l ¥  [PLUTO-AUC] Collections Supplemental Appropriation..

File Message  Help Q Tell me what you want to do

W-5 96> 28 B B | Ord| R

[

[PLUTO-AURCollections Supplemental Appropriation Journal# 24044
Il d i
e 10:07 AM

TR_SA_Journal THERESA[2].pdf v
w) 5KB

1 ' 2 ' 3 ' 4 ' 5

o=

File Attachment Included

mail List: [RCSAJE] Collections Supplement Approp JE List

** Do not reply to this email message as it was system generated

via the ADMINS Unified Community (AUC) System **
« »

When the receipt batch is posted using codes that are
marked for SA Journal Entries, an email is sent to the
members of the RCSAJE distribution list, notifying them
that the Collections Supplemental Appropriation Journal
was created, and provides the journal number.

Figure 8 Sample of Email sent to the RCSAJE distribution list

The email will contain a PDF® attachment of the report of the Journal Created during Receipt Posting:

printed 07-May-2021 at 11:28:48 by THERESA

Journalf: 24045 Status: Entry Began
JE Date: 07-May-2021
Type: One Time - SA - Supplemental
FY: 2021

Entered by: ANTHEA

Line Code Ref

1 1000-000-0000-000-00-00-52655

07-May-2021 By THERESA

4692-RCRECPSTJE.REP
ity of ADMINS
Created Journal during Receipt Posting

GENERA-COMPREHENSIVE P
[THERESA-994] [TR:2021-PERFBOND1] [Tx:2121671-83762]

24045 Journal Note: Record Supplemental Appropriations from Treasury Receipts Posted on

Page 1

*#+ Total for this Journal *+*+ 15000.00

Figure 9 Sample of the attached report of a Journal Entry Created during Receipt Posting

3.3 Supplemental Journal Created

The SA Journal is now ready for editing, checking, and posting in the Journal Entry Processing screen as shown

below.
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ADMINS Unified Community RC-1355 Supplemental Appropriations JE from Treasury Receipts
Revenue Collections Updated 5 November 2024

4 The Supplemental Appropriation Journal Entry

When the TR posting generates the SA Journal Entry, the journal is assigned to an owner designated in Module
Control #4037, who may or may not be the same user creating and posting the batch. As shown in section 4.2
below, the user “theresa” created and submitted the batch for $5000.00, and the journal entry is owned by the
user “Anthea”.

4.1 Module Control #4037 Determines Who “Owns” the Journal

Collections » Module Maintenance P Module Control Table » #4037

== [AUC] 4025-Module Control TabIeI

Module Control Table

Goto..

Actions Seq#|Description Answer |2 N
4037 |[TR] Supplemental Appropriation JE User to receive Batch ANTHEA
0q0 |Transter Batch to Supervisor during Submit Tatch process N |

Status: Active

Figure 10 Module control #4037 specifies the user to whom the journal will be assigned

If module control #4037 is blank —the Journal is assigned to the user running the Revenue Collections posting;
the finance staff can transfer it to themselves to process the journal.

4.2 Module Control #4031 Controls How SA Journal(s) are Created

Module control 4031 determines how transactions are posted to the general ledger.
— If posting by Deposit Date - SINGLE journal will be created using the deposit date for the journal.

— If posting by Transaction Date - a journal for EACH of the transaction dates in the batch will be created.

8" Journals in Progress by THERESA - by Descending Mumber *

Jour JE Type Date Type Credits # Lines Status User Tof

2 Supplensntal 20Ot ecular 11000, 00 4 Entry Began THERESH ~
2 pplenental ar 750,00 1 Entry Began THERESA
24886 Supplensntal 12-0ct—2022 Regular 500,00 1 Entry Began THERESA
24885 Supplemental 11-0ct-2022 Fegular 1500,00 1 Entry Began THERESA
24384 Supplemental 10-0ct-2022 Fegular 2250 ,00 2 Entry Began THERESAH

v

Mew Journal Find Search | Cancel Help Eof

Figure 11 Five journals created from a single TR batch, because posting is by deposit date, on five different
dates

4.3 View / Transfer In — Progress Journals

The resulting supplemental appropriation journal entry is shown in the View / Transfer In — Progress Journals
screen:
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Ledgers P Journal Entry Processing P View / Transfer In-Progress Journals

IE [AUC] 1053-View / Transfer In - Progress Journalsl

View / Transfer In - Progress Journals
Goto.

Actions
4 JE# 5 Trx Date 6JETy |Freq 8 Entry Usel Debit/From) Credit/To Amount|Status ~

24040 [28-Apr-2021 |SA ANTHEA 5200.,00 |Entry Began
24041 [28-Apr-2021 |SA ANTHEA 5200,00 |Entry Began
24042 04-May-2021 |SA ANTHEA 28000,00 |Entry Began

1View | 2 Transfer 06-May-2021 |SA ANTHEA 5000,00 [Entry Began
2d0dd 06-May-2021 SA RNTHEAR 11000,00 [Entry Began
(24024 11-Feb-2021 [BT WENDY 1000,00 100000 Entry Began
24031 03-May-2024 [DC WENDY Entry Began
24032 03-May-2024 [DC WENDY Entrg Began
(24033 103-May—-2023 |DC IWENDY Entry Began
24034 03-Mau—-2024 [DC WENDY Entry Began

Figure 12 The View/Transfer In-Progress Journal Screen shows the SA Journals created by the TR posting

] The Journal may be transferred
View / Transfer In - Progress Joumnals to another user with the privilege
to post Journal Entries. For this
example, the journal entry is
transferred to “theresa” to
continue illustrating the process.

Goto..
1 [AUC] 1053-View / Transfer In - Progress Journals [theresa] X
[~ Transfer Journal To

5 Required: Enter TO Usemn.

Actions

kY

. Lookup Cancel |  Clear All Typlcally the user assigned in
1vew | 2 (RO e | 5 T module control #4037 would

[ [ [ | [ [ | |

process the SA journal.

Figure 13 Transferring an In-Progress Journal Entry

4.4 Processing the SA Journal Generated from the Treasury Receipt

A single journal will be created from a receipt posting, which could incorporate multiple receipt batches posted
simultaneously. Select the journal to be processed in the usual manner; this example shows a single transaction:

Ledgers P Journal Entry Processing P Enter One-Time Journals

B Journals in Progress by THERESA - by Descending Number * Se|ect the SA journa| for processing‘
T e e O et S T - Check and post the Journal; the

24030 Regular 01-Sep-2021 Regular 4 Entry Began THERESA X . .

Biban pesaior B iR et 20 =0 Tereon process will stamp line and journal

24027 Regular 29-Apr-2021 Regular 500,00 500,00 2 Entry Began THERESA .

24022 Regular 25-How-2020 Regular 131761.95 131761.95 196 Entry Began THERESA notes Wthh may be added to or

= edited before checking and posting.
New Journal Find  Search  Cancel  Help Eof

Figure 14 Selecting the SA Journal Entry from the Journals In Process screen
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4.41 Posting Report

Updated 5 November 2024

TedRE - GL_JE_Posting}s

CouierNew <] [¢ =] B|Z|ufm~] | == [ 2[2| &
1700-GLJRNPST.REP Printed 06-May-2021 at 14:59:55 by THERESA Page 1
Journal Entry Posting Report
Journal# JE Date GL Post# Type and Description Ce Allocation Entered By
24043 06-May-2021 8882718 SA Supplemental THERESA
Line Account# and Descriptien m::/a;a/m \ Budget/Open Bal
1 1000-000-0000-000-00-00-52655 GENERA-COMPREHENSIVE P 06-Mgy-2021 [THERESA-992] [[IR:2021-PERFBOND1] [Tx:2121667-83754] $,000.00
W e 1o s aur 5,000.00
24043 Journal Note: Record Supplemental Appropriations from Treasury Receipts Posted on 06-May-2021
By THERESA
»
Grand Total
I I
———————————————————————— Journal Line Details 1 W”W\i:n:::l Accounts ------ | -------— Total Accounts -------

A journal note is included
describing the source of the SA

udge Justments:
Beginning Balances:
Original Budget:

Encumbrances:

r To Encumbrances

The line notes correlate with the entries
highlighted in the TR Batch excerpt shown above

Figure 15 The Supplemental Appropriation Journal Posting Report shows the highlighted values from the

Treasury Receipt screen

4.5 Transaction History After Posting to the General Ledger

== [AUC] 1110-Transaction Histor'ylI
St B Transaction History The transaction history includes the
coto notes from the Journal Entry Line
Actions Trx Date FY Reference# Posting#  User Batch# NOtes’ rEferen(:Ing the TR user, ba._tCh’
o > Selected Linelnfo 2021 24043 8882718 8882718 code and as much of the transaction

8 Dl Down. number as will fit

7 Acct Bal Inquiry
8 Excel e —
1 Account 2 Posting# 3 User Batch 4 Reference# 5 Trx Date
Account Number ”’i‘ Gli“ Amount|Type Display - Notes
1000-000-0000-000-00-00-52655 5000,00 |SA  |[[THERESA-992] [Tx:21
Type: Expenditure Sub-Type: Posting S

Figure 16 The transaction history [Display — Notes] column provides the User, Batch, Code, and a partial

Transaction #.

To generate an Excel® spreadsheet of the data, click on [8 Excel]. The SA journal will show an appropriation

adjustment.
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4.6 Journal

Updated 5 November 2024

History

To view the history of the journal, from the menu, select:

Ledgers

Account Maintenance
Journal Entry Processing
Posting Control

Audit Overrides
Queries

Reports

OpenGov Dashboard

‘Year-End Processing
Unpost Processing
Medule Maintenance
Interfaces/Imports
Site Specific

The Supplementa

Ledgers P Journal Entry Processing P Journal History

Enter One-Time Journals
Edit List
BOE Transfer of Funds Report

Post Journal Entries

Set up Recurring Journal Templates
Edit List

Mo v v v v | w

Create Journals From Recurring Templates

> View / Transfer In - Progress Journals

> Journal Entry Query

Journal History

| Appropriation Journal History is available from the Journal History screen as shown below.

IS TAUC] 1105-Joumal History |

Journal History

2 History Listing

Goto...
P Journal# Transaction Date [06-May-2021 Enteredby THERESA
Type SA Supplenental GL Post# 8832718
Category Regular Posted Date  06-May-2021 Allocation
1 View Notes Record Supplemental Appropriations from Treasury Receipts .,

Q Attachments

3 Details

Line|Code [Fy Reference#[Account= Budget Amount] Encumbrances] Debits Credits|
il 2021 1000-000-0000-000-00-00-52655 5000.,00
‘ Line Note [THERESA-9921 [TR3:2021-PERFBOND1] [Tx:2121667-837 Line Totals 5000,00

Figure 17 The Journal History screen provides detail on how the journal was created by displaying the Journal

and Line notes
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