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Journal Transfer - Create
Park G/L Account Items - FV50

This guidance shows SAP Inputters how to create a journal transfer, add
attachments or notes and view and edit a parked (saved) journal.
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Introduction

A journal transfer is created to move expenditure or income:

e from one General Ledger (GL) code to another or to multiple GL codes e.qg., if
you have miscoded expenditure.

e to assign to SIO’s

e from one of your cost centres to another, e.g., from your main cost centre to
your Devolved Formula Capital (DFC) cost centre

Journals always require a supporting note or attachment.
Journals have to be approved before they show in your budget.

The SAP Inputter creates the journal transfer and the SAP Approver approves the
journal before the end of the month they are created in.

Please note: You can transfer between:

e a 1xxxxx GL code to 1xxxxx GL code (expenditure)
e a 2xxxxx GL code to 2xxxxx GL code (income)

You cannot transfer between:

a Ixxxxx GL code to a 2xxxxx GL code
a Ixxxxx GL code to a 3xxxxx GL code
a 2xxxxx GL code to a 1xxxxx GL code
a 2xxxxx GL code to a 3xxxxx GL code.
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e Deadline: journals have to be approved by the end of the month they are
created in (or they are then deleted).

Before creating a journal transfer, please log into SchoolsNet to view the
following guidance:

e Schools Journal Transfers Policy and User Guide

e Schools Journal Transfers Protocols

Before you create your first journal transfer you must follow the instructions
below to ensure the journal transaction screen displays correctly.
This is a one-off action.

1.1 Making the document type show
(Log into SAP Fiori)

e This loads the Fiori Dashboard

e Click on the FV50 Park G/L Account Items app.

ul Home L ]
School Input Transactions School Reporting Transactions
| F6l | FB12 FB70 FBCJ FBOO FV50
Correspondence: Pri.. Correspondence Re... Enter Outgoing Invoi.. Cash Journal Accounting Editing O... Park G/L Account Ite...
ME23N PA20 PA30 PA70 PCO0_M99_CWTR PT91
Display Purchase Or. Display HR Master D... Maintain HR Master... Fast Entry Wage type reporter Absences: For Multi...
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You will now be in the FV50 Park G/L Account Items screen.

February 2024 PUBLIC

ED1 (400) ~

Park G/L Account Document: Company Code 1000
Exit

Menu~ (Tree On] (Company Code| Save as Completed ] [ Editing Options
Basic Data Details
i Amount Information
Document Date: | Currency:
- Total Dr.
Posting Date: [ 06.02.2024 F’er'od:
| 0.00 |aBP
Doc.Header Text:| |
Total Cr.
* Document Type: GIL Account Document
- 9.80 [GBP
[J Doc. Currency
Company Code: 1000 Derbyshire County Council Great Britain

|}

0 Items ( No entry variant selected )

% St.. GiLacct Dic Amount in doc.curr. T.. Text Lo... Co... Costcenter Order Profit center WBS Element Material

00 v I

O] ~ 1000

00 v

O] ~ 1000

O] ~ 1600

I
B

Save parked document [EeEREN

If this is the first time you are using this transaction, you will need to set up the
screen parameters.

e In this screen click on Editing Options

SAP Park G/L Account Document: Company Code 1000

Menu [Tree On] [Compa-w Code] [Save as CompLeted] [Ed ting Options

Scroll to the bottom of the next screen, click on the drop-down arrow by Doc type
option and select Document type ready for input

e Ensure that these two tick boxes are checked:
e Display periods
e Posting in special periods possible
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Special Options for Single Screen Transactions

Hide Transaction Option: | Document type ready for input

s Pstg Date

Special Options for SAP Fiori Uls
Entry in local G/L account number

Use freely-defi. cur

Now click on the Change User master button (this saves your changes)
A saved changes message appears at the bottom left of your screen

@ The options were entered in the user master record

Click on the Back arrow to return to the journal input screen

Accounting Editing Options

The Document type field will now be visible:
SAP Park G/L Account Document: Company Code 1000

Menu ~~ [Tree Onl lCompa ny Code] [Save as Completedl lEd]ting Options

Basic Data Details

Document Date: || |'_|_T‘| Currency:
Posting Date: | 06.02.2024 Period:

Reference: | |

Doc.Header Text: | |

* Document Type: G/L Account Document

(] Doc. Currency

Company Code: 1000 Derbyshire County Council Great Britain
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1.2 Creating the journal transfer

e If you're not already in FV50, click on the FV50 — Park G/L Account Items app

wl Home ,;

School Input Transactions School Reporting Transactions
.61 FB12 FB70 FBCJ FBOO FV50
{ Correspondence: Pri... | Correspondence Re. .. Enter Qutgoing Invoi_ Cash Journal Accounting Editing O Park G/L Account Ite.
ME23N PAZ20 PA30 PA70 PC0O0_M99 CWTR PT91
Display Purchase Or... Display HR Master D... Maintain HR Master.. Fast Entry Wage type reporter Absences: For Multi..

e In Document Date, type in today’s date in DD.MM.YYYY format (this must be the
date of input)

e In Reference, type a title to identify it for future reference

e In Doc.Header text, type text to further identify the reason for creating the
transfer

e Ensure Document Type shows as SA (this is the default setting). If the document
type doesn’t show, go back up to Section 1.1.

< SAP Park G/L Account Document: Company Code 1000

Menu ~ [Tree On] [Cor‘ﬁ[:)am‘.,r Codel [Save as Completedl [Ed'ting ODtionsl

Basic Data Details

Document Date: | 06.02.2024 Currency:
Posting Date: |06.02.2024 Period:

Reference:| Elec Inv Miscode |

Doc.Header Text: |§Inv0|'<:e ref ABC12345 |

* Document Type: G/L Account Document

] Doc. Currency

Company Code: 1000 Derbyshire County Council Great Britain
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Now to enter the first line:

Once this first line has been input, repeat this process on the next line but with

PUBLIC

In G/L acct, to enter a General Ledger code, type in the 6 digit number (if you
don’t know this, you can click on the search squares to find it by description)

In the D/C field, select Credit or Debit from the drop down list

In Amount in doc.curr. type in the (net) amount you wish to transfer

In the Tax code field, type the VAT code in the Tax Code field (AN if the general

ledger code starts with 2 and VN for all other codes)

In Text, type text giving the reason for the journal. This text will appear on the

KSB1 Postings report.

Enter the Cost centre in the cost centre column or an SIO in the Order column

Y St.. GlLacct DIC Amount in doc.cur. T.. Text lo.. Co.. Costcenter  Order Profit center ~ WBS Element

(V] 121020 Credt v 120.00| W GaslnvABC... (%) 1000 CIP1234

Material

Per.o

the opposite Debit/Credit selected in the D/C field.

2 Items  No entry varant selected )

h&t. Glat  DC  Amowtindoccur |T. Tet lo.. Co.. Costeenter ~ Orcer Proftcenter
V) et v .60\ ...AlC.. (%) 00 CIPL2 (L2
Ve e v DO AlC. (%) 100 CIPL (L3

WBS Element

(If you are inputting a multi-line journal, go to Section 1.5 on page 16)

After you have entered both lines, click Enter on your keyboard; this checks the

journal contains valid information.

You will see green ticks at the start of both lines.

The total debits and total credits must equal zero — look at the Amount

information section on the right hand side to view this - Total Debits and Total

Credits.

For assistance, email the Budget Manager Support Team at CST.budgetsupport@derbyshire.gov.uk
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> ED1(400)~v

Park G/L Account Document: Company Code 1000

Exit

Menu~, [Tree On| [Company Code] [Save as Completed] [ Editing Options

Basic Data Details
Amount Information

Document Date: Currency:
Total Dr.
Posting Date: |06 . 62 . 2024 F‘er'od: | |
120.00 |GBP
Reference: [ELEC INV MISCODE

Doc.Header Text: | Inveice ref ABC12345
Total Cr.
* Document Type: G/L Account Document
B | 120.00 [GBP
() Doc. Currency
Company Code: 1000 Derbyshire County Council Great Britain
| |
2 ltems ( No entry variant selected )
St Gl acch D/C Anountin doccurr ‘T Text Lo... Co... Costcenter Order Profit center WBS Element Material
|
] 121020 Credit ~ 120.0 wABC... 1000 CIP1234 CIP1234 I
] 121030 Debit 120. 00§ VN Inv ABC... (] 1008 CIP1234 CIP1234
: = 1000
v 1000
v 1000

2E) (e e~Je) (a]a) (2]=]

Save parked document EeERI=

If an entry is incorrect e.g., an invalid GL code, a message will show at the bottom
left of the screen. To correct, re-enter with the correct information and click Enter

e To save and create (Park) the journal, click on Save parked document

> ED1(400)~v

Park G/L Account Document: Company Code 1000

Exit

Menu~, [Tree On| [Company Code] [Save as Completed] [ Editing Options

Basic Data Details
Amount Information

Document Date: | 06.02.2024 Currency:
Total Dr.
Posting Date: |06 . 62 . 2024 Per'od: | |
120.00 |GBP
Reference: [ELEC INV MISCODE

Doc.Header Text: | Invoice ref ABC12345
Total Cr.

* Document Type: G/L Account Document
B | 120.00 [GBP
oc. Currency

Company Code: 1000 Derbyshire County Council Great Britain
| |

2 ltems ( No entry variant selected )
T St.. GI/Laect Dic Amount in doc.curr. T.. Text Lo... Co... Costcenter Order Profit center WBS Element Material
] 121020 Credit ~ 120.00 | VN v ABC... 1000 CIP1234 CIP1234 I
] 121030 Debit ~~ 120.00 | VN InvABC... (%] 1000 CIP1234 CIP1234
~ 1000
v 1608
I

Save parked document EeELLE

The document number of the journal will show on the bottom left of the
screen; make a note of this for your Approver.

For assistance, email the Budget Manager Support Team at CST.budgetsupport@derbyshire.gov.uk Page 7 of 19
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(+) Document 1000507131 1000 was parked

The journal has now been created.

In accordance with Audit requirements, an attachment or note must be added
to the journal.

1.3 Adding an Attachment or Note

It is an Audit requirement that you must add an attachment or note to all journal
transfers. Attachments or notes can only be added after you have saved (parked)
your journal transfer in FV50.

Before adding an attachment (e.g., spreadsheet, word document, email, scanned
invoice image), save it to your desktop so it is ready for selection (Remember to
delete or move from your desktop when successfully added).

Before adding a note, where you can type the details directly into the Note field,
you may wish to type the details onto a word document from where you can use Crtl
C and Ctrl V to paste into the journal’s note field.

e Sitill in this blank FV50 screen, click on Tree on

ED1 (400) v

Park G/L Account Document: Company Code 1000

Menu [Tres On] kompa-wy Codel [Save as Cnmpletedl [Ed iting Options Exit

Basic Data Details

Amount Information

Document Date: \:I Currency:
Total Dr.
Posting Date: Period
0.00 [GBP

Doc.Header Text ‘ ‘

Total Cr.
* Document Type G/L Account Document
0.00 [GBP

[J Doc. Currency

Company Code: 1000 Derbyshire County Council Great Britain

0 ltems ( No entry variant selected )

T St.. GiLacct DiC Amount in doc.curr. T.. Text Lo... Co... Costcenter Order Profit center WBS Element Material
oy v 1600 l
0] - 1000
O ~ 1000
O ~ 1000
oy v 1600

I

Save parked document JEeELLE
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PUBLIC

Click on the arrow of the Parked documents folder to display your journals

[ ]
< SAP Park G/L Account Document: Company Code 1000 > ED1 (400} v
Menu~ [Refresh Tree | [Tree off| [Company Code| [Save as Completed] [ Editing Options | Exit
Tree Created... Created ... Basic Data Details
> [ Screen variants for item| Amount Information
o i Posting Date: | 06.02.2024 Period:
Doc. Header Text:
Total Cr.
* Document Type: G/L Account Document |
0.00
] Doe. Currency
Company Code: 1000 Derbyshire County Council Great Britain
[ ]

0 Items ( No entry variant selected )

% St.. GILacet DiC Amount in dec.curr. IS Text Lo... Co... Costcenter Order Profit center WB!
(=] ~ 1000
o] v
o] v
(=] ~ 1000
O[] ~ 1000
I
e Double click on the journal in the Parked documents folder to open it - the
details will populate the right side of the screen
< w Edit Parked G/L Account Document 1000507131 1000 2023 > ED1 (400) ~
Menu~ [Retresh Tree | (Tree Off| [Company Code| [Save as Completed] [ Editing Options | (Services for Object -] Exit
Tree Created... Created ... Basic Data Details Workflow
> [ Screen variants for item . : Amount Information
> [ Account assignment te Document Date: ‘ [ Currency: —
[ Complete documents Posting Date: Period: :
120.00
v 1 Parked documents Document Number:
£ TESTING 24.01.24 1 SCHOOLRE
£ ELEC INV MISCODE | 06.02.24 1 SCHOOLRE Total Cr.
Doc.Header Text: ‘ Invoice ref ABC12345 |
120.00
* Document Type: GIL Account Document
[ Doc. Currency
]

Company Code: 1000 Derbyshire County Council Great Britain

2 ltems ( No entry variant selected )

O 121030
UJ

J
= [

(SRS AEERY

d
d
O

™ St.. G/ acct Dic Amount in doc.curr. T.. Text Lo... Co... Costcenter Order Profit center WB!
O 121020 Credit 126.00 | VN (  InvABC... 1008 CIP1234 CIP1234
Debit 120.90 VN ©  InvABC.. 1000 CIP1234 CIP1234

1009

Gl
g
:
:

For assistance, email the Budget Manager Support

Save parked document JReELTE

You will now see Services for Object on the top menu line

Team at CST.budgetsupport@derbyshire.gov.uk Page 9 of 19
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e Click on Services for Object, then Create, then either Create Attachment or
Create Note as required

Services for Object More
aff Croato... Of create atachment
2 | Attachment list Create note An
.gll Private note Create external document (URL) | T
.12: Send || Save Business Document
i I'-'Ii Relationships Enter Bar Code
AB:I okt e :
c_,”_. My Objects 2

Help for object services

A: Create attachment:

e Click Create Attachment
e Click Ok to the file upload message.

File Upload @ X

The application wants to upload a file to the SAP system.

0K JCancel

e Navigate to where your file is saved and double click on the file.

Z¥ Open X
4 B > ThisPC » Deskto w0 Search Desktop 2
P f
Organise + Mew folder I I == » [ o
B This PC el Mame Date modified Type o
10 Ohjects Journal Trainin BillABC538 06/02/2024 10:56 Microsoft Word D...
| J 9
I Desktop i3 EDRM 06/02/2024 10:43 Internet Shortcut
= Documents ﬁ Halo 06/02/2024 10:43 Internet Shortcut

For assistance, email the Budget Manager Support Team at CST.budgetsupport@derbyshire.gov.uk Page 10 of 19
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e A message in the bottom left of the screen shows that your attachment has
been successfully created.

(¥) The attachment was successfully created

B: Create Note:

e Click Create Note and a note window appears
e Type in the Title of your note (but don’t click Enter on your keyboard)

e Inthe Text area, type the details. You can copy and paste into there, using
Ctrl C and Ctrl V

e Click Copy

Create note

Title of note: | Invoice Miscode

invoice ABC12345 miscoded. Identified on the KSB1l report

Copy

e A message in the bottom left of the screen shows that your note has been
successfully created.

(¥) The note was successfully created

To view the attachment or note:

e Click on Services for Object and then on Attachment list

For assistance, email the Budget Manager Support Team at CST.budgetsupport@derbyshire.gov.uk Page 11 of 19
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1| Attachment list

]._ Private note

|

7| Send >

Hi Relationships

Bi Workflow >
1 My Objects >

L

Help for object services

srbyshire County Council Great Britain

February 2024

e Double click on the attachment or note to open and view it.

PUBLIC

Service: Attachment list

Attachment for 100010005071312023

=EE

lcon  Title Created By

T Invoice Miscode Megan Barlow

HMNEIENIEN

Created On ~

06.02.2024

% Journal Training  ; BilLABCS558 Megan Barlow

e For attachments, you will see the following - click on Open file.

Downloads

B Q

o JournalTraining
Open file

The document will then open.

- X

sBillABCS58_20240206111228.309_X....

For assistance, email the Budget Manager Support Team at CST.budgetsupport@derbyshire.gov.uk
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Payments made to ABC Training Services Lid

Any Town Inf School
Derbyshire County Council
Smedley Street

Matlock

Derbyshire

DE4 3XZ

PUBLIC

Invoice

VAT registration No: 495 8858 2564
, 8229 High Street, Salem,SN12 2GC
Our Reference: TCP192831

Your reference: XYZ123
Contact: 020 735 987456

Invoice No ABC12345

Invoice Date: 04.01.2024

e If you see the following message, click Allow.

[y | W U S L —" L w— [ S S N VS S R—

A website wants to open web content using this

r @ program on your computer

This program wil open outside of Protected mode, Intenet Explorer's

Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

Mame: Microsoft Word
Publisher:  Microsoft Corporation

[]Da not show me the warning for this program again

Alow Don't allow

The attachment now opens on your screen.

For assistance, email the Budget Manager Support Team at CST.

budgetsupport@derbyshire.gov.uk Page 13 of 19
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For a note, after double clicking, the note opens on screen

\ Display note

Invoice miscode

invoice ABC12345 miscoded, identified on the KSB1

coPy

e To exit the note or attachment windows, click Cancel

Cancel ‘

At this stage, you have completed the whole process of entering a journal.

e Click Exit in the FV50 screen

< SAP Edit Parked G/L Account Document 1000507131 1000 2023 > ED1(400)
Menu~s (Refresh Tree| [Tree Off| [Company Code| [Save as Completed ] [Editing Options | [ Services for Object /] Exit
Tree Created... Created ... Basic Data Details Workflow
> [ Screen variants for itenj Amount Information
> ™ Account assignment te Document Date: | 06.02.2024 Currency: _

e This brings you back to your Fiori Dashboard

For assistance, email the Budget Manager Support Team at CST.budgetsupport@derbyshire.gov.uk Page 14 of 19
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SAP  tHome~ a 8
School Input Transactions School Reporting Transactions
F.61 FB12 FB70 FBCJ FBOO FV50
Correspondence: Pri... Correspondence Re... Enter Outgoing Invoi... Cash Journal Accounting Editing O... Park G/L Account lte...
ME23N PA20 PA30 PA70 PCO0_M99 CWTR PT91
Display Purchase Or... Display HR Master D... Maintain HR Master. Fast Entry Wage type reporter Absences: For Multi..

When you have created a Journal Transfer and added an attachment or note, it

requires approving (Posting), before it shows in your posting reports, see Section
1.8 of this guide.

1.4 Viewing and/or editing a Parked Journal (Inputter only)

If you need to view or edit a journal transfer, you can only do this before it has been
approved; it will show in the Parked documents folder.

e Click on the FV50 app

School Input Transactions

FB70 FB12 F61 FBCJ FBOO FV50 ME23N
Enter Qutgoing Invoi.. Correspondence Re... Correspondence: Pri... Cash Journal Accounting Editing O Park G/L Account lte... Display Purchase Or...

e Click Tree on

ED1 (400)

Menu [Tree On] Company Code] lSaVe as Ccmpleted] lEd't\ng Options Exit

Basic Data Details

Document Date:|

Amount Information
Currency: -GBP
- Total Dr.
Posting Date: [06.02 . 2024 Per'od: |

e Click on the Parked documents arrow.

For assistance, email the Budget Manager Support Team at CST.budgetsupport@derbyshire.gov.uk Page 15 of 19
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4 SAP Edit Parked G/L Account Document 1000507131 1000 2023

Menu~ (Refresh Tree| (Tree Off] [Company Code) [Save as Completed] [ Editing Options | [ Services for Object |

Tree Created... Created ... Basic Data Details Workflow

> [ Screen variants for item|

Currency:

> [ Account assignment tel

Perioc

W Posting Date: | 06.02.2024
v 1 Parked documents Document Number: [ 1000507131
£ TESTING 24.01.24 1 SCHOOLRE
Reference: | ELEC INV MISCODE

ELEC INV MISCODE | 06.02.24 1 SCHOOLRE

Doc.Header Text: ‘ Invoice ref ABC12345 |

* Document Type:

GJ/L Account Document

PUBLIC
> ED1(400) -
Exit
Amount Information

Total Dr.
‘ 12060
Total Cr.

120.00

Double click on the required journal and you will see it populates the right half of

[ ]
¢ SAP Edit Parked G/L Account Document 1000507131 1000 2023 > ED1(400)~
Menu ~ [Refresh Tree] ITree Off] [Company Codel [Save as Compleled] [Ed\ting Opt\ons] ISeNlces for Object \/] Exit
Tree Created... Created .. Basic Data Details Workflow
> [ Screen variants for item o e—— Amount Information
. A O .
> [ Account assignment te Document Date: EFCPIPRE | (< Currency: —
9 Complete documents Posting Date: | 06.02.2024 Period |
120.00
¥ O Parked documents Document Number: [ 1000507131
= TESTING 24.01.24 1 SCHOOLRE
Reference: | ELEC INV MISCODE
1 E ELEC INV MISCODE | 06.02.24 lSCHOOLREI Total Cr.
L Doc.Header Text: | Invoice ref ABC12345
| 120.00
* Document Type: GIL Account Document
[J Doc. Currency
||
Company Code: 1000 Derbyshire County Council Great Britain
2 ltems ( No entry variant selected )
¥ St.. G/lacct DIC Amount in doc.curr. ... | Text Lo... Co... Costcenter Order Profit center WHJ
O 121020 Credit ~ 120.90 | VN Inv ABC... 1000 CIP1234 CIP1234
O 121030 Debit 126.00 | VN Inv ABC.. 1008 CIP1234 CIP1234
o] v 1600
00 -
o] v 1600
(@] ®-
Save parked document eELI=

Make your edits as required, then click Save parked
Document Type field cannot be edited.

2 Items ( No entry variant selected )

B St.. GILacct D/iC Amount in doc.curr. ‘T Text Lo... Co...
O 121020 Credit 126.00 [VN _ _ Inv ABC... 1000
O 121030 Debit 120.00 VN S InvABC... 1000
1000
1000

o)
o

as a0 oo
&y

For assistance, email the Budget Manager Support Team at CST.budgetsupport@derbyshire.gov.uk

document. Note that the

Cost center Order Profit center
CIP1234 CIP1234
CIP1234 CIP1234

W

Cancel

Save parked document
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e A message appears, confirming the changes have been saved.

(¥) Preliminarily posted document 1000507131 1000 was changed

1.5 Entering multiple rows within a single journal.

Journal transfers can contain multiple lines e.q., if you have several miscoded
amounts which need transferring; these can be entered into a single journal.
Note: the journal’s debits and credits must balance to zero — see Amount information

to check this.

< SAP Park G/L Account Document: Company Code 1000 > ED1 (400)

Exit

Menu v [Tree On] [Company Code] [Save as Compteledl IEd'\mg Opt\onsl

Basic Data Details
4 "
Document Date: | 06.02.2024 Currency: -GBP
- Total Dr.
Posting Date: | 06.02.2024 Per'od:
‘ 12900 [cBP
Reference: [MULTIPLE TRANSFR
Doc.Header Text: | Multiple transfer |
Total Cr.
* Document Type: G/L Account Document
B ‘ 12900 [cBP
[_] Doc. Currency
Company Code: 1000 Derbyshire County Council Great Britain
||
4 Items ( No entry variant selected )
% St.. GIL acct Dic Amount in doc.curr. T.. Text Lo... Co.. Costcenter Order Profit center WBS Element Material
0 142010 Credit 29.00 [VN Inv ref ABCL... 1000 CIP1234 CIP1234
0 140210 Debit ~ 20.90|VN Inv ref ACBL... 1000 CIP1234 CIP1234
O 140108 Credit ~ 100.00 [ VN  Inv ref ABC123 1000 CIP1234 CIP1234
Debit 100.80 [ VN Inv ref ABC123 1000 CIP1234 CIP1234
| v 1000
> 1000
v 1000

E

Save parked document [EeERIEN

1.6 Journals with SIOs

Journals can also be created using Statistical Internal orders (SIOs) e.g., you have
had a new SIO set up and now need to transfer expenditure to that new SIO for your

reporting purposes.
The SIO number is entered in the Order column. If using SIOs, the Cost Centre field

pre-populates and does not need entering.

2 Items ( No entry variant selected )

T St.. GILacct DIC Amount in doc.curr. T.. Text Lo... Co.. Costcenter Order Profit center WBS Element
0 146210 Credit v 159.55 VN Invref YOO382 1660 CIP88YL CIP8E9L

0 146210 Debit 159.55 VN Inv ref YOO382 1000

0 ) v 1000

For assistance, email the Budget Manager Support Team at CST.budgetsupport@derbyshire.gov.uk Page 17 of 19
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1.7 Journals to transfer Devolved Formula Capital (DFC) expenditure

Journals can also be created to transfer expenditure from your main cost centre
(e.g., CIP1234) to your Devolved Formula Capital cost centre (e.g., CHD1234).

2 ltems ( Mo entry variant selected )

B St... GI/L acct DiC Amount in doc.curr. ‘T Text Lo... Co... Costcenter
145500 Credit 3,000.00 | VN Invref ICT 1... 1600 CIP1234
145500 Debit 3,000.00 | VN Invref ICT1... 1000 [CHD1234]

1.8 Approval

Approval deadline:
A Journal Transfer must be approved by the end of the calendar month in which
it was created, or it will be deleted.

There is no email (workflow) notification for the Approver.
They log into SAP Fiori and use the FBVO app. Guidance for the Approver is
published on SchoolsNet.

1.9 Deleting a journal transfer
If a journal transfer needs to be deleted, please note that an Inputter cannot do this,

it is in the Approver’s role only, see the Journal Transfers — Approving — FBVO
guidance.

When you have finished using SAP Fiori, please ensure you log off the system
and close out of all windows.

For assistance, email the Budget Manager Support Team at CST.budgetsupport@derbyshire.gov.uk Page 18 of 19



Budget Manager Support
Journal transfer - Create (FV50) February 2024 PUBLIC

Quick Check Guide to a correctly completed Journal transfer.

Edit Parked G/L Account Document 1000507131 1000 2023 > ED1 (400) ~
Menu ~ [Tree On] [Compa ny Codel [Save as Comptetedl lEd'\ting Options || Services for Object Exit
Document Date:
Date Of input. Basic Data Details Workflow
Amount Information
Reference: Identifies Document Date: Cur'ency:
. Total Dr.
ournal. Posting Date:[06.02.2024 | Period: [ 11
] osting Date erio 50 00 lesp
Document Number:
Doc.Header Text: Reference: | ELEC INV MISCODE |
Reason for journal. Total Cr.
Doc.Header Text: ‘ Inveice ref ABC12345 |
120.00 |GBP
DOCU ment Type * Document Type: GIL Account Document
Must be SA. [ Doc. Currency .
Company Code: 1000 Derbyshire County Council Great Britain
Amount
information: Debits
and credits must 2 Items ( No entry variant selected )
matCh' ¥ St.. G/ acct Dic Amount in doc.curr. ‘T Text Lo... Co... Costcenter Order Profit center BS Element Material
. . O 121020 Credit ~ 126.00 | VN L. Inv ABC... 1000 CIP1234 CIP1234 I
Services fOI’ Object O 121030 Debit 120.00 | VN Inv ABC... 1080 CIP1234 CIP1234
button: Itis here - (Sl o
| — = J
where you create a O C] o 1000
note and/or O ) v 1080
attachment — which '
must be added. S =3
Ensure the line GL acct; D/C; Amount; Tax: VN/AN; Text; Cost center.
entries are fully
complttated and Click Enter to see green ticks.
correct. There can be multiple lines but the total of the debits and credits must match.
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