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[bookmark: _GoBack]Guidelines To Select the TC for any Accounting Event:

A. Identify the accounting event.
B. Determine the type of entry needed.
C. Determine if the State Treasurer is involved in completing the accounting event.
D. Determine the general ledger accounts involved.
E. Determine the codes on the TC required and not allowed.
F. Determine the fiscal month in which the transaction code is valid and the open fiscal months in which it can post.
G. Select the transaction code.

A. Identify the accounting event.
Evaluate what occurred that requires an AFRS transaction. Take note of what source documents are available.

B. Determine the type of entry needed.
· Original entry – not related to a previous entry.
· Related entry – partly or fully liquidates previous receivable / payable / encumbrances (requires referring to the codes on the original document). This is a continuation of the prior entry to complete the accounting event
· Correction entry – fixing a transaction that processed incorrectly due to a code error or a data entry error. Evaluate what actually happened against what was supposed to happen.  From this, determine what correction is needed.  

1. Coding:  did the posted transaction have the correct Fund, AI, PI, Object, Project, etc.  Check the coding in AFRS, not on the source document, to be sure how it actually posted.

2. Payment:  was there a payment involved and was it made to the correct vendor?  If to the correct vendor, you may only need to correct your coding or G/L Accounts. However, if a payment was made to the wrong vendor, you also need to get the money back.

3. G/L’s:  were the correct general ledgers debited and credited. To determine this, you need to chart out the debits and credits of the original transaction AND any related system-generated transactions. For example, if a payment TC was entered, AFRS would have generated a wrap transaction. Include these related transactions to see the complete picture.

C. Determine if the State Treasurer is involved in completing the accounting event.

To determine if the treasurer needs to be involved, ask if cash needs to be moved either between funds or between agencies.  If it does, the treasurer needs to be involved.
· If the treasurer needs to be involved, use a TC that includes an In-Process account (71x0).  You will need to send a copy of your document to the treasurer unless it is a payment, IAP or IFT.  For these, AFRS automatically sends transactions electronically to the State Treasurer.

If the correction does not involve a cash transfer, the State Treasurer does not need to be involved. Use a TC that does not include an In-Process account (71x0).  Sometimes it is useful to use the 9920 clearing account. If so, be sure to debit and credit 9920 so the net effect is zero.

D. Determine the general ledger accounts involved.

If affecting cash between agencies or funds, select appropriate cash account based on the fund cash type.

· For Treasury/Treasury Trust Funds (Cash Type 1 or 2 on the Fund Table) use:
	7110	Receipts In-Process 
	7120	Warrant/ACH Payments In-Process
	7130	Warrant Cancellations In-Process
	7140	Journal Vouchers In-Process 

· For Local Funds (Cash Type 3) use:
		1110	Cash in Bank
		1120	Undeposited Local Cash

In-Process GL Account (7110, 7120, 7130, 7140) posting guidelines:
1. For transactions to clear an in-process GL Account (71xx), the following must match:
· Agency
· Sub-agency
· In-Process GL Account #
· Fund
· Document #  (Suffix # does NOT need to match)
· Amount

2. Use the correct DR/CR indicator on manual JV's sent to treasurer.  OST does not post the in-process accounts based on TC, but does post the in-process accounts based on DR/CR indicator:

		If Your TC			Treasurer's DR/CR Indicator
		DEBITS In-Process				=CR
		CREDITS In-Process				=DR

Guidelines for Revenue and Expenditure GL Accounts

For Revenue the GL Accounts are 3205 and 3210. Both these GL Accounts recognize Revenue. GL Account 3205 is accrued revenue and is not paired with a cash GL Account. Revenues always require source.

For Expenditures the GL Accounts are 6505 and 6510. Both these GL Accounts recognize Expenditures. GL Account 6505 is accrued expenditures and is not paired with a cash GL Account.  Expenditures/Expenses always require subobject.





E. Determine from the TC Indicators the codes required and not allowed.

View the TC selected on AFRS screen TM.1.2.  Use indicators to identify:

· Fields required, not allowed, and optional for each TC.

· Posts to the document file, requires a match on the document file, or requires that there be no match on the document file. On the TC for the DF file in the Match column,
M = posts to doc file, match required;
N = posts to doc file, match not allowed;
blank = can post to doc file, does not require a match or no match

For encumbrance reporting (G/L Account 6410) guidelines:

If one of the TC GL Accounts is 6410, then you must enter the originating document number in the reference document number field.

· Use TCs that DO post to the document file for encumbrance reporting by document #.  Example  TM.1.2  TC 305
· Use TC that do NOT post to the document file for encumbrance reporting at the summary level only.  Example  TM.1.2  TC 735

Subsidiary file posting guidelines

1. Subsidiary is REQUIRED by edits on the following DUE FROM and DUE TO accounts:
	Description
	Due From
	Due To

	Federal Government
	1351
	5151

	Other Governments
	1352
	5152

	Other Funds
	1353
	5153

	Other Agencies
	1354
	5154


	
2. Prior to using a subsidiary code to indicate a valid fund or agency, it must first be added by your agency to the AFRS Descriptor Table D-32.

3. Subsidiary may be used on an optional basis but only with TCs that allow it as an optional field.

4. PLEASE NOTE:
· Use a debit subsidiary with the debit G/L
· Use a credit subsidiary with the credit G/L
· If reversing a transaction using the R (Reverse) code, and a debit subsidiary was used with a debit G/L account on the original transaction, the debit subsidiary will still be used when the TC is reversed.  (The reverse code causes the position of the G/L and subsidiary to remain a debit and multiplies the amount by -1.)

F. Determine the fiscal month in which the TC is valid.

View the TC selected on AFRS screen TM.1.2.  Use period indicator code to identify fiscal months in which a TC is valid.

G. Select the TC.

· Is restricted to OFM or the Treasurer [Restrict: O = OFM only; T = Treasurer only; blank = not restricted]
· Posts to the warrant write file (i.e. generates a payment).  [Payment: 1 = creates a warrant write record; 3 = creates a credit memo warrant write record; 0 = does not create a warrant write record] 

Once you know the GL Account debit(s) / credit(s) and the Fiscal Month the transaction is to occur, and the code(s) that needs to be corrected, decide on the TC to use.  Refer to TC tables.  Remember to check the transaction edit indicators to make sure the TC you want to use allows the coding elements you need to correct.  Also, be sure to check the payment indicator to make sure you only generate a payment if needed. Remember that the transaction can only post to an open fiscal month.


If the TC chosen will not allow coding elements or the fiscal period needed for the accounting event you are recording, go back and locate a different TC.


General Guidelines for selecting the AFRS transaction code (TC) to make a CORRECTION entry

1. Using the R (Reverse Code) is the preferred way of correcting an error in AFRS – using the original TC.

Note: Do not use the R (Reverse Code) for correcting the following TCs:

A. Has a payment indicators as follow:
a. A warrant or an EFT (the payment indicator is 1 or 3),
b. An Inter-Agency Payment (IAP) (the payment indicator is 7 or 8), and
c. An Inter-Fund Transfer (IFT) (the payment indicator is 4 or 5).
B. Requires a modifier of P (Partial) or F (Full) for encumbrance posting.

2. If the accounting event does not affect treasury cash between agencies or funds, then use GL Account 9920. GL Account 9920 is a clearing account. For this GL Account the debit entry amounts must equal the credit entry amounts. When the GL Account 9920 entries are posted, then the GL Account 9920 must equal zero. Using the GL Account 9920 for the correction does not affect treasury cash; therefore do not send the paper JV to the State Treasurer.

3. If the correction affects treasury cash between agencies or funds:
a. Consider using an Inter-Agency Payment (IAP) TC or an Inter-Fund Transfer (IFT) TC. If using IAP or IFT TCs, do not send the paper JV to the State Treasurer. AFRS automatically sends the information to the State Treasurer, OR
b. Use an in-process GL Account (71x0) to make the correction. If treasury cash is between agencies or funds send the manual paper JV to the State Treasurer.
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