Effective: 11/07/2017 &,

Creating Direct Journals

Some pay to the Ht Lockbox are as Direct Journals. Direct Journals are used to recerd
miscellaneous cash receipts. They are not associated with any pending item or customer account. QAKS FIN posis these
transactions directly to the General Ledger after processing by Budget Check and Journal Generator. Revenue is recorded and
the agency's budget increases when the deposit is processed in OAKS FIN. Accounting entries are manually created for direct
journal deposits. The direct journal accounting enfries must be marked “Complete” and be saved before they will post to the
General Ledger

"%\ Main Menu > Accounts Receivabie > Payments > Direct Journal Payments > Create Accounting Entries

« The Create Accounting Entries Find an Existing Value page displays.

1. Enter Deposit Unit.
2. Enter the Deposit ID.
3. Click Search

« The Accounting Entries page displays.
4. Enter the SpeedChart Key.
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5. Press Enter on the keyboard.

= The Add Distribution Line button displays.
6. Click the Add Distribution Line button

= The Distribution Lines display.

7. Scroll to the far right.
3. Enter in the Ref field inf ti

n specific to the pay t type of the check (e.g., check date).
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Ref Field Entry
CHECK DATE (as listed on the AGENCY CREATED
INVOICE)

Payment Type

SWEEF PAYMENTS
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Line Balance Amount

Total
Lines 0 Total Debits 000 Cummency USD Total Credits 767097 Cumency USD
Voucher Line Balance Line Balance Amount
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