Instructions for Setting Up Recurring Journal Voucher (RJV) Entries

Setting up RJVs for non prepaid transactions:  This applies to any recurring entries throughout the month.

1. Setup the RJV depending on what the source is. GL can be used for all.

2. Transaction date can be changed as many times as the transaction is posted for the month of business.

3. Description can be changed for every transaction, for instance payroll.

4. Projected months is 99.

5. Zero $ after posting is Y (if amount is different every posting).

6. The rest are general ledger account codes and amount.  Next time the RJV is going to be posted, the GLACs do not have to be re-input, only the amount, date, and description (if need be) by selecting C for Function.

7. Before answering YES to DATA OK?  Print the screen by clicking File/Print  

Screen, and attach it to the blank JV with an annotation “See attached” (template).  Type-in the RJV# on the template and print it every time the RJV is going to be posted.  This will save a lot of time, especially for transactions like ending inventory, payroll, and commercial charges, which are repetitious.  

If the RJV is not used to post the transaction for the month, line#2 (date field) of the recurring JV must be changed to the following month.  When closing the period, it will prompt you to post the RJV if it has the month of business that you are closing.  

____   NAFI

_____ SOURCE (GL, IV etc.)

_____ FUNCTION (add or change)

_____ RJV# (system will assign)

_____ NEXT TRANSACTION (change before posting, can be changed as many times)

_____ DESCRIPTION

_____ PROJECTED MONTHS (99)

_____ ZERO $ AFTER POSTING (Y)

