THE UNIVERSITY OF IOWA LIBRARIES

ACCOUNTING FOR DEPOSIT AND PREPAY ACCOUNTS IN ALEPH

Sydney J. Gussman — Manager Financial Services

The following is a list of detailed instructions with screen prints organized to show procedures for creating
deposit or prepay account fund records, paying prepay invoices, proper expensing of materials listed on

invoices for these accounts, recording interest payments and changing fiscal years.

PART 1 - CREATING BUDGET RECORDS

1. Deposit or prepay account invoice received. (Example #1 below)

2. Create a new budget record for each deposit or prepay account individually. Budget will have a zero

Example #1
Eox inguiiries S Cortact:
.. - o ;\:L‘t:futwl Ltd, Tek +44 1235857 500
Ll =T Fax: A4 1235857 50
Swets Blackwell Vyricyke Furong Enll info v sworsblaciwall.com
- Aningcion Buginoas Park W, SwBtaniackwoll.com / Lk
[ X ) Abingdon, CXOMN, OX14 100
Lnitmct Hingoom
117.203.0
Serials Department
Univergity of Iowa Libraries
IOWA CITY - IA 52242 r
USA
S a6 T.?ﬁzﬂij
Inveice Number E4.001-773 Date: 20 May 2003

Flease gquote this number with your payment .

CNE-LINE INVOICE 2004 SUBSCRIPTIONS.

Subscriptions to be supplied for the period 1-1-2004 through
31-12-2004 according to the enclosed list.

$758,600.00

Amount Us Dlx

THE PAYMENT FOR THIS INVOICE MUST HAVE REACHED OUR BANK
ACCOUNT BY THE 30TH OF SEPTEMBER 2003,

For payment by this date you will be granted 0,80% discount.
If the inveoice is paid early. we grant an additional
0,30 discount per month, calculated on a daily basis.
The discount will be given on the Definite Invoice for 2004
and should not be deducted from the One-Line Invoice.

Flease submit your payment to
FNC Bank,

Philadelphia - PA 19103
Account no 8014398415

ABA Code 031207607

or

zmend us your cheque ’
Swets Blackwell

PO Box 827147

FPHILADELFHIA - PA 19182-7147
UsSA

quoting our invoice number ().

This fevoica is ssucd by Swets Blackwsll nc. 2.0, Box 1489 Runnemede, MNew Jarsey 0B0TE LISA,

Allocation. (Example #2)

coop

List month, year and initial payment amount in the NOTE field. (Example #2)
Enter the amount to be paid in the MAX OVEREXPENDITURES field. (Example #3)

If an invoice is received for additional payment list in the NOTE field. (Example #4)

If an invoice is received for additional payment increase the MAX OVEREXPENDITURES field
appropriately so that the amount in this field is the total of the payments listed in the NOTE fields.

(Example #5)
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Example #2

[C— C—
CEEz=mmn [osvase
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Example #3

756600.00
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Example #4

[T ] R
[wsns/z00z b [oerz02004 o]

7/03-753,600 [§]

12/03-3401.06 CR:02/04-108.000 E
_F
|E
020 ] ]
I — | —"
[ ]

SWETS BLACKWELL UK

Example #5

p75001.08

876001.08
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PART 2 - PAYING DEPOSIT OR PREPAY ACCOUNT INVOICES

1. Create an invoice. (Examples #6 and #7)

Example #6

[ Acustions —versonsuasz 130x]
Fle Utities Orders Arrivals General Invoice  Administration  Cptions  Services  Window  Help
- 2
=LEEFF1L 21 N
enerai nvorce rorm S xl
il ] 2 o )
VendorCode  [GwETGELAR
“Vendar Name:
Refresh
Icics Number:  [E4pm77a | Refestolmcics: [
Type REG M
Status: REG El
Cunency: USD El Explicit Fiatio: 0.000000
et Amount: 758600,00 % Debit © Credit
ShpmentAmourt.  [gop  Inweics Dale erz0rzo0s [
Owerhead Amount: 0.00 Received Date: 00/00/0000 m
Iswancs Amournt [gog  ShipmentDate ooso0:00 P
Discount Amount 000 WAT Riecipient: El
Total Amaunt: 000 WAT Percent 0.00
Local Amaunt g AT Amount [oom
Note: | Cancel
Help
¢ R [Connected: waves.lib. uiowa. edu:E5% [Lib: TOWSO - I0WA ADM (11/25{013) (10WS0) [Prof: default User: SGLSSMAN =N

#start| |0 @ @ B sussmen, 5vd... | || 1nbox-Micros... | 1) depositalepn.D... | @] pEposIT.00C ... | 39 Counci on Stat. . || J Acquisitions .. 9 administration ... | |« P

Example #7

_ig(x]
Fie Utlities Orders Arivals GeneralInvoice Administration Options Services Window Help
- 2
HYEYEFEL TN
General Invoice & Line Items: E4.001-773 - SWETSBL /UK x|
Field Name Field Dala ] [ Geninw |
Irwoice date 05/20/03 -
Net amount, 758600.00 Gl My
H'ti amourt 758600.00 T
Noe:
Status: REG
Credit/Deit D -
General lnvaice Items
Total Amount: 75860000 0o Add
Nuber of Line ltems [ ity
No Dider Nurnber] Unitsinine | Net amount_| Total smount | Budget | Dozt
=] Wiew Ordler
i oo
Close
=l Help
| [Connected: waves.lib.uiowa.edu:E5: Lib: IOWSO - I0WA ADM (11j25/03) (TOWSD) [Prof: defadlt User: scUssMan =2
#istare| (O] § @ B Gussman, Syd... | (O] inbox - Micras... | #1) depostalepn.D.. | #] peposin.ooc .. | 3 Coun on stat...|[ ) acquisttions —.. 3 Administration ... | [« 331 p1
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2. Enter payment directly to the invoice.* (Example #8)
*Invoices will be approved according to established procedures.

Example #8

=181

File Utiities Orders Arrivals  General Invoice  Administration  Options  Services  Window  Help

HYEFEY 2N

[Gomeral Tvetce & Line terms 00177350 =
Field Name TField Data | Gen Inv. |
Invaice date: 05/20/03 -
Net amourt 75860000 Change Inv. No.
Total amount: 758600.00
Type: REG Delete &l
Note: =l
General Invoice ltems
Total Amount: 75860000 [0
Nurber o Lins ltsme: o x
N Lo |
No Drder Number] Units ininv_| Netamount | Total amount | Budget | | _
=] Refresh
i iew lirder
i firder o
Wendor Code [SWETSBLAC | ImwoceNunber  [E400i773 Burgsts
Estimated Price: 000 & Debit " Credit
i — NetAmount: p.on
—  Added Amount [om
Total Amount: [om
Local Amaunt: 0.00
Currerncy 15D
Object Code: El
Mote: |
¥ Order Completely Invoiced garcel
Help
® ELEL| [Connected: waves.lib,uiowa.edu:6S: Lib: 10WSO - TOWE ADM (11725703) (T0WED) [Prof: defadt User: SGUSGMAN | & f | =

distart| |©O| @ @ [ sussman, syd... ||;|Inbux'M\Ems‘.. | ] depositaleph.D.. I@DEF‘OSIT DOC . | 31 Council on Stat.. | 3 Acquisitions ... | Administration .. | 32 PM

3. Enter the budget for the prepay or deposit account. (Example #9)

Example #9

jons - ¥ersion 505.15.2 18] x|
File Ltitiss Orders Arrivals GeneralInvoice Administration Options Servicss Window Help

SR G 3BT

Coneral o s i Tem E4003 1735V =
Field Hame | Field Data ] Gen Inv.
Invoice date: 05/20/03 | Grmren
Nek amount: 758600 00 ange Inv. No
Total amaunt 758600.00 ol
Type: REG elete
Nole =T
General Invoice Items
Total Amount 7EEB00.00 oo
Mumber of Line ltems: Budget List of Invoice SWETSBL/UK E4.001-773 1 _ 1=
Mo, Order Nun | Budast number Enc/dctive Amaunt Add Budget Q—K
S Belresh
Delete Budge! M Dielsn
Balance Drer Ly

Cizste | Hor Cods SWETSEL/UE Inwoice Number FTEE] Budgets
eeclce 0.00  Debit € Credit
fmount 75850000
T O
| Amount [om

| Amaunt: [
=

Budget Code to Add: I Locy =

Amaunt to Debit [oaa ot Code: —
Percent to Debit, [ )

Invoicad Amount: T I
Local Amount T

Currency of Irvoice: uso —I
rder Completely Invaiced (e
Tolal Debis: 75eE0000 e _IHE‘D

[EXaah M RO {TTFZS03) (ToWsa] TPrar: defadt User SOUSSMEN ] & i
#start] O] & @ [F Gussman, Svd... | |©] Inbox - Mizros.... | 8] deposicaleph.D... | 1) pEPOSIT DOC ... | 3 Councllan Stat... |[ 3 Ac . 4 administration ... [ [« 3

5
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4. Paid invoice. (Example #10)

Example #10

ns - Yersion 505.15.2 —|&] x|

File Utiities Orders Arrivals Gensral Invoice  Administration  Options  Services  window  Help

EEYErEYL Y

General Invoice & Line Items: E4.001-773 - SWETSBL /UK

L Ix

Field Name | Fisld Data ] Gen, Inv.
Tnvoice date: 05/20/03 -

Het amaunt: 75260000 :I Change riv. No
Total amount 758500,00

Tope: fEG Delete Al
Hote =l

General Invoice Items

Total Amount 758600.00 758500.00
Kumber of Line ltems 1 Add

Qrder Mumber| Units in inv. Modify

Delete

Yiew Dider
rder Log

Close
Help

[® B EE] [Cannected: waves.ib.uiowa.edu:sS: [Lib: TOWSO - IOWA ADM (11/25/03) (T0WS0) |Prof: default User: SGUSSMAM =N
istart] (0] @ @ B cussman, svd... | O] mbox - Mizros... | 8] depostaleph.D... | B perosiT.0OC ... | 53 Coundi on stat... |[ f Acquisitions ... 4 administration ... | [« s:33Pm

5. Budget record to the deposit account is displayed indicating the expenditures. (Example #11 and #12)

Example #11

=181x]

File Administration Options  Services ‘Window  Help

oudget Lntriered
Enter Statting Paint [SWETSBLUK-2004 I New

The Balance of Budget SWETSBLUK-2004 x|
Budc
E Iitial Allocation 0.oo
Canyover: 0.00

St .

Additional Allocations: 0.00

Transfers: 0.00

Total Allacated: 0.oo

Encumbrances [oom
Inwaices (ot et Paid), [7sesooon
Expended (Invoices Paid] [om
Actual Bakance: [7sesooon
Fres Balance [EET
Evpended: E
i Erpended+Encumbered: Ea) Help
BUS [

CHEM

CURR =l fsh

=2

FLEECCELCL

L EaEi |Connected: waves.lib.Liowa.edu:652 Lib: IOWSA - IOWA ADM (11/25/03) (IOWS0) |ProF: default Ussr: sGUssman §

#istart] 0] @ @ [ sussman, Syd... | O] box - Miros... | 8] depostaleph.0u.. | ) perosit.ooc .. | il Acquistions - v... |[ % Administrati.. & GeneralLedger... 3:55 PM
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¢ Acquisitions - Yersion 505.15.2

Example #12

File Ukiities Orders Arrivals GeneralInvoice  Admiristration  Options  Services  Window  Help

SEENFELEYY

Mai.Dver/Under Encumbrance.
Ma.Dver/Under Expendiure:
I Limit to Under' Exp./Enc:

B7PE001.06
876001.06

Division of Expendiure:

Free Bakance: [Fmeemoog  ActuslBalance:

Caryover.

Tatal Transters:

EwpendediEncumbered 77

Initial Allocation: oo
Tetal Allocations: 0o
Invaices (Not'vetPaid) [75g50000  Iwaices (Paid)
Encumbrances: 0.00
Expended 7

-758600.00

0.00

0.00
[alil]

=l
Open Date: [oermzoe i
Budget Code: [GweTseluczoos Transactons
Budget Name: | SWETS BLACKWELL UK Print
Budget Type T Budget Status AC Sublibrary
Y ald From: 0615703 it 06/30/04

distart| O] (T @ B Gussman, Syd... | | 5] nbas - Micras... | 1)

Object Code | Not Paid Paid |
758600.00 0.00 =]
Close:
=l Help
[l |Connected: waves.lb.uiowa,edu:6Sz Lb: 10WS0 - 10WA ADM (11/25/03) (I0WSD) |Prof: default User: SGUSSMAN

! A &g

n| 5] DEPOSIT.DOC | 3 Acquisitions —... % administration | & General Ledgerml <« 356 PM

PART 3 - PROPER POSTING OF CHARGES

1.

¢ Acquisitions - ¥ersion 505.15.2

Example #13

File Udlities Orders Arivals Genersllnvoice Administration Options  Services Window  Help

Materials are received. Materials listed on serials annual invoices will be charged in the same manner
although they may not be listed as received at the time of payment.

Create online invoice for materials received or invoices are created by EDI. (Example #13). Use
(VOID) in the INVOICE TYPE or INVOICE STATUS field dropdowns when creating invoice or updating
EDI invoices. This prevents the invoice from being inadvertently approved and processed through the
payment interface. The VOID is read by our payment interface so that the invoice accounting is
recorded but a check is not issued. (It VOIDS the processing of the check.)

=l8lx

ST EETEL 2

E General Invoice Form

1. Invoice ]

Vendor Cade: [SWETSBLAUK
Vendar Name: SWETS BLACKWELL UK <S&>

Type: REG M
, s o [l

Net Amourt: 0.00 & Debit " Credit

Total Amount [om  VATPewert )
Local Amount [Go0 VAT Amount 000

2. Payment

InveiceNumber:  [54204798  Refestolmeicsr [

C Explicit Ratio:
| G UsD [¥] Evplcit st 0,000000

Shipment Amount: [ 00 Invaice Date: [11/2502003 o]
Overhead Amount l”””— Recsived Date: 11/26/2003 El
reuance mount: [gop | Shipment Dale 1172572003 [P
Discount Amoun 0.00 WAT Rrecipient I—El

Note: [EDI &

=
1

o
Refresh

Cancel
Help

EEE &

il

=

EEE

L

[T |Connected: waves.lib, uiowa, edu; 65 [Li: IOWS0 - TOWA ADM (11/25/03) (I0WSD)

|Prof: default User; SGUSSMAR

1 & @mla

Aistart| O] @ @ B Gussman, Syney ... | |©)] Inbox - Microsoft ... | (8] depesitalepn.00C ... | ) DEPOSIT.0OC - Hi., || 3 Acquisitions - Ye.. 4 administration- ve.., | [« 443

7
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3. Invoices are either posted manually or by EDI. EDI invoices will display a total invoice amount. Pay for

items received, posting to the corresponding order number using the correct budget code to be
expensed. (Example #14)

Example #14

18] x|
File Ublties Orders Amivals Generallnwoice Administration Options  Services  Window  Help
- =2
SEEEFEYLTEY
28-920 - SWETSBL, x|
Field Name: Fisld Dats ] [ Genime |
Invaice date: 04/28/04 5
Nel amaunt: 0.00 j Ol Mo
Total amount 1006254
Tope: e Delete &1
Note
Status ol
Credit/Debit: D =l
General Invoics Items
Total Amount 006254 B760.28 Add
Number of Line Iters: 100 Modity
Mo, Order Number| Units in v | Net amourt | Total amount | Budget Delete
-13 FOLI Vigw Oider
= ||
2 [GEEEEE -110.00 -110.00 MATH-2005 Order Log
3 7678211 1 28800 -26800  MATH-2005
4 19274241 1 -4517 -4517 AFST-2004
5 B84 1 1800 1800 MED 2005
] 775152 1 -6062 -6062 ENGL-2005
7 7821462 1 -95.22 -95.22 GEOL2005 Close
] Wz 1 -3.00 -38.00 MED 2005
o oaeeait 4 215 D | Help
®EEL| [Connected: waves,lib. Liowa,edu:eS: [Lib: 10WS0 - I0WA ADM (11/25/03) (IOWS0) [Prof: default User: saUssman - § A [ &
Astart| (O] (3 @ [ cussman, sydney | | 0] nbai - Microsoft ... | 3] depositalaph.DOC .. | (8] DEPOSIT.DOC - Mi... | B acquisitions - ve... Admwnustratmn-va..' « 453FM
4. Service charge or postage is paid directly on the invoice. (Example #15).
Example #15
¢ | Acquisitions - Version 505.15.2 _[&x]

File Utiities Orders Arrivals General Invoice  Administration  Options  Serwices  Window  Help

N YErEL 2N

General Invoice & Line Items: 54.204-795 - SWETSBL,/UK il
Field Name Field Data | Gen, Iy,
rvaice date: T1/25/03 =
R s Change Inv. No
Total amount 0.00 T
T Eer Delete Al
Note EDI; cia
Stalus: IVl
Credit/Debit: o j

General Invoice Jtems

Total Amount; 0.00 -34636.61 Add

Number of Line ltems: 3 Modify

Mo | Dder Number [ Units in inv | Net amaunt Total amount Eudget
61 1425331 1 - 280.00 - 280.00 MED-2004 Wiew Order
62 7362351 1 337 37 COMM-2004 T
63 315104 1 -91300 -91300 PSYEH-2004 &I
64 13256571 1 -555.00 -555.00 LING-2004
&5 8317263 1 - 2690.00 - 2680.00 MED-2004
23 3156716 1 - 230.00 - 230,00 GEOG-2004
67 30716571 1 -785.91 - 785,91 BAB-2004
63 30716571 0 -960.94 9034 BAB-2004 e
63 0 -985.33 -985.99 Sw/UKSC-2004 ﬂ Help

E ey [Connected: waves.lib.uiowa,sdu:65: [Lib: IOWSD - IOWA ADM (11/25/03) (10WS0) [Prof: default User: sGUSSMAN =)

#istart] 0] @ @ [ Gussman, Syeney ... | | 0] box - Microsoft ... | 1] depesitaleph.noC ... | B peposiT.ooc - M., |[ 3 Acquisitions - ve.. % Administration - ve... | [« szPm
8
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5. Credit deposit account directly to the invoice by posting a credit.

Example #16

(Example #16).

¢ Acquisitions - Yersion 505.15.2 _8] x|
File Utiiies Orders Arrivals General Invoice  Administration Options  Services indow  Help
- 2 g
ST EEREYL TN
General Invoice & Line Items: 54.204-795 - SWETSBL/UK x|
Field Name Field Data | Gennv. |
Invoice dale. 11725003 =
Het amaunt oo Ehangs v No
L Ere Delets Al
Nate: EDI: sja
Status ol
Credi/Debt =
General Invaice Items
Total Amount 000 000
Humber of Line liems 67 Modiy
No. | Order Nurnber [Unitsinine | et amount Total amaunt Budget | ede
62 7362351 1 -33377 ICETRH COMM-2004 ]| | iewOrder
63 835101 1 91200 -g12.00 PSYCH-2004
Gider Log
64 19268671 1 555,00 -555.00 LING 2004
5] 8317263 1 -2630.00 -2630.00 MED-2004
68 716 1 -230.00 -zan.00 GEOG-2004
&7 30716371 1 REX -7EE 91 BAB-2004
6 20716971 0 -960.94 -960.94 BAB-2004
[ 0 95,99 555,93 S/LIKSC 2004 Close
0 Help
Edmwail [Connected: waves.lib,uiowa.edu:65: [Lib: IOWSD - I0WA ADM (11/25{03) (IOWSD0) [Prof: default User: saUssman § B iy [ =
#istart| (O] @ @ [ cussman, Sydney | | O] Inbox - Microsoft . | 9] depositaleph. DOC | 18] DEPOSIT.DOC - Mi... | a isitions - Ye... | Administration - e | « 5:01PM
6. Fund record will be properly expensed. (Example #17)
Example #17
18] x|

Flle Administration Options  Services  Window Help

B m3Pul B

eudet st Fered ———— x
Enter Starting Point SWET { New

The Balance of Budget SWETSBLUK-2004

Bud
§  Iniial Allocation:
Canyover
Swl

Additional Allecations:
Transfers:

Total Allocated,

0.0o

Encumbrances
Inwoices (Mot Vet Paidk
Expanded (Invoices Paid)

Actual Balance:

o
EE
E=a
TEeE

x|

a

=

FELEECLCEL

Fiee Balance [72396338
Expended 7
yq Eepended+Encumbered: 777 Help
BUS Ll
e = e

[l ol

@start] O] © @ [FF cussmen, Sydney .., | [l inbox - Microscft .., | 8] deposttaleph.0oc .., | ] pepostT.ooc- M., |l Acguisitions - Versi... [ administration - .

[Connected: waves. b Liowa, 2dui6S: [Lib: TOWSD - IOWA ADM (11/25[03) (10WS0)

[Prof: defaulk Ussr: SGLSSMAR

i

=

<« Gi02PM
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7. Deposit account budget records will indicate the credit posted back. Eventually the deposit budget
expenditures will near to or return to zero and the materials purchased will be charged to the proper
funds. If not all funds are expenditure carry remaining fund over to next fiscal year.

PART 4 — POSTING CREDITS

1. Credits will be handled in the reverse of invoices. Create an invoice on-line for zero dollar amount.
Indicate the invoice is a credit invoice in the INVOICE TYPE field and VOID in the INVOICE STATUS
field. Do not forget to mark the credit field on the invoice as well. (Example #18)

Example #18

=18

Vends Cade: EGE T aa—— |
Vendor Hame ™

Irwoice Wumber  [TREDIT TESTT nummm!u T ﬂl
Tree [or

Slobat E—C

Cumency: [uso ] il Roso [ooooon

Nl erwurd [om  Come € oo
Stimertfmcrt. [Gog Iveic Date [z [
Ovbemdtnrt [ Feceved Daln oo M
Invasnce Amourt [ Shipment Dae: Wﬂ
Dicowtdmount  [am VAT Recoint [—B
Teasl Amourt [om VAT Peent Jooo

Locddmout  [Qon VAT Aot [om
Mot [ Loncel I
Help |
Fool onmectod: warves 0, hows.e0u-05: b FWS0 - KGR ACR (11125/03) (1owBaY Frof: defak User: Sareo. | @ [
Bisant| 5] 5 @ B o, sy 3 - | [ 5] bk - vcrsols ook | 3+ Sean started en ti0f... | ) -mc...| [ Versio... |« - | Zigpm

2. Items will be credited to the correct order number using the appropriate budget code. Postage or
Service Charge will be credit by adding a line item as needed. (Example #19)

Example #19
=181
x|
] Gen Inv
=1 | Change . Nol
Deks A1
-
General Invrice: linme
Torl Amunt: 568 [7500 |
Nuaribes of Ll B Moy
Ho. [ Oudes Number| Urits ininv | Net ameurs | Totsl smount | Budgetl | LIt
| a5 0 7200 7200 INTLST-2004 =] e 7
J ann elii] ;;._i”l"l.l-. n -
|
-] Help |
E ATy ICarrvcted: wawes. M usows, educi5s Lb: 10WS0 - [OWA ADM (11125103 (10WS0) Frof: defouk User: sarwan | B iy [
Wsrart| | 5] 5 @ I Gussman, Sydowy 1. - . | 5] triben: wnml F Sean started on &J10]... | = oo -me..|[ @ Verso.. | ] 219PM

10
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3. Expense the deposit account with a debit amount. Do not forget to indicate debit on the line item
entry. (Example #20)

Example #20

¢ Acquisitions - Version 505.15.2 _[5]x]
File Utiities Orders Arrivals  General Invoice  Administration  Options  Services  Window  Help

SEEETRY 30 8

General Invoice & Line Items: CREDIT TEST INY - SWETSBL/UK x|
Field Narme Field Data | Gen. Inv.
Irwoice date UE/10/04 =
Het amount am Change Inv. No.
Total smount oo —
Tope AT Delele 41
Nole:
Status: ol
Credi/Debit 5

Gieneral Invoics: Items

Total Amaunt; 0.00 [ Add
Humber of Line ltems 3

No Order Humbsr | Unitsininv T Nat amount [ Total amount Budget ] eto
1 8726631 0 72.00 72.00 INTLST-2004 =] Yipw rder
2 0 3.00 3.00 SY/UKSC-2004 Em—
Drder Log
Close
=l Help
[®EEER] [Connected: waves.lib.uiowa. edu:65: Lib: IOWSD - IOWA ADM (11j25/03) (IOWS0) [Prof: default User: SGFINPAID =N
@istart| O] @ @ [ Gussman, Sydney 3.~ 0... | [ 5] inbox - Misrosoft Outiook, | 3+ Scan started on 6/10f... | 1] depostaienn 00C - ic... |[ 3 Acquisttions - versio... |« L] 2zaFm

4. This will then increase the amount in the deposit account as indicated by the credit and can be viewed
in the budget transaction list. (Example #21).

Example #21

¢ Acquisitions - Yersion 505.15.2 =181

File Lkiites Orders Arivals Gensral Invoice  Administration  Options  Services Window  Help

IRk S 3BED

Ix

Transaction List of Budget SWETSBLUK-Z004

~Sait
Allocate
 Allacation  Encumbrance i« Al —I

€ Invoice € Transter
J J J I J Print
Tyoe | Date Cocal At to [Pad O Invoice
T f
N 052003 55600.00 D N SWETSBL/UK/ERO0177 =] Tt |
3
INY 11/25/03 34636.61 C Y SWETSBL/UKSS4.204-73
5

Close

= Help
MCPS
MINAR

MMSR

SWETSUK-2005 INT AC  ART SWETS UNITED

BIOL  KINGDOM c. 1
BLIS ancel
CHEM

CURR =l (i

=]

ions - Yersio... ‘ « | zizzem

[® [EETEE T [Connected: waves.lib. uiowa, edu: 652 Lib: [OWSD - T0WA ADM (11/25/03) (I0WSD) [Prof: default User: SGFINPAID ]
distart| (O] S @ F Gussman, Sydr\eyJ.-U‘.‘l |©] Inbos - Microsoft Outlook. | 3 Sean started on 6/10/.., | [#1] depasitaleph. DOC - Mic... ||] Acquisit

11
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PART 5 - POSTING INTEREST OR SERVICE CHARGE CREDITS

1. Many vendors will either send a credit note for service charge or add the credit directly into the deposit
or prepay account. It is necessary to add this interest/discount to the deposit account although no cash
has changed hands. We have chosen to create a negative account for our deposit and prepay accounts.
Then you can expend and credit the accounts correctly so that the budget still balance. Create a
negative budget record. (Example #22)

Example #22
+ Adriinistration - Yersion 505.15.2 =1e] x|
Fia  Adiicislastion  Options. Wirkow  Haka
Be =3 ol m|
x|
1 Inlusmation Geeen 1 ] 2 Indumslion Scimen 2 ]
Open Dste: [moms Upste |
Eemd Mo, [
(PR N v —
BudgetPaeet. [ ]
T Use Parers Budget boe Irrvsice Repca
Buadgel Type "“_III Byl Stabuz. e |E|
Winkiel Faoen: [oersizo0s  [p] Vel T [oerozoe ]
Hoin 1 [ T4 5500 s chouge o]
Mote 2 I =]
Hole 3 | g
Hole & | g
Budet Group: [ b | »
[ Qg H
»
Hame: [
Dinpasmont M Concal |
Hek
¥ [y [Connected: waves M wowa edu:6E; Lib: 10WWED - T0WA DM (13/25/03) (ToWwed) Prof: defouk User: sFweaan. § @ &b (55

.Qu:lml & a MQmwl 1] b - Microsadt ... | ¥ scan startedon .. |.!l]mﬂ-.fmmr| Al arqistions m" 4 adrainistration -... e ] 2375M

2. Note that the interest credit is noted in both the NOTE field (Example #22 above),the Maximum Over
Commitment and Maximum Over Expenditure field. (Example #23). You should also add a to the
note field in the deposit account budget that a credit was added.

Example #23
¥/ Administration - Yersion |5l x|
Fie  Admntration  Cpliors Wirdow  Help
B m 3y A
eudges tnfonmation x|
1. ksl Sceen 1 1 2 Inlomation Scimn 2 |
Object Code: |
Ha
OEook
Osend
Ovides
Ocn
[ [
e e Llrer Encusnbrance; Er
M Over.Uraden Expeeradine. I
™ Experced a5 Pevcenibags
I Limit o Ldher'Exp /Enc
I~ Areussd Budget
Cancel
Help
Edsway ICorrmcted: wiwes, b wows, 60055 Lib: 10WS0 - DOWA ACOY (11/25/03) (10WS0) Frof: defouk Wser: sareain | B S
isrart| | O] 5 @ [ Gussman, Sydney... I 5] tnbose - Macressalt ... I F Scan started on .. I-’l]“'f““"""-i"""rl M scrpisiions wn." [] S
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3. Create an invoice for the interest credit. Post the interest, expensing the deposit account budget and

crediting the deposit account negative fund. (Example #24 and #25)

Example #24

¢ Acquisitions - ¥ersion 505.15.2 =13 x|
Fie Ltities Orders Amivals Genersl Invaice  Admiristration  Options  Services Window  Help
- =4 g
RS e 3B 2D
B
1 Invoice ] 2. Payment
Wendor Cade: [EwWETSBLAK
Wendor Name: —
Refresh
Invoice Murber.  [SERYCHB CR Pelerstalnvoics: [
Type: CRT
Status: Vi) El
Currency UsD El Explicit Ratio: 0.000000
et 0,00 & Dehit © Credit
Stipmert fmeunt:  [gon | Invoize Dale oo/00/0000 M)
Overhesd fmount [on  Received Dele ooonaon B
Insurance Amount [gop  Shipment Dale oos00/0000 M
Discount mount. [ oo WAT Recipient: M
Tatal Amownt oo VAT Percent 000
Local Amount: [Gon VAT Amowt [ow
Hate: [ SERVICE CHARGE CREDIT ﬂl
Help
ST al |Connected: waves b, uiowa. edu:65: [Lb: TOWSD - I0WA ADM (11/25/03) (I0WS0) [Prof: default User: SGFINPAID B Ry [

Astart| (O] (5 @ [FF Gussman, Sydne. . | |&] nbax - Microsaft | 3 Scan started on | 4] depositaleph. DO . | ) Acquisitions - ... S| Administration- V... | |« 1| z42pm

Example #25

Fie Lt At

mvoice  Adminstration  Opliors  Services  Window  Hel

S EEELEY Y

[, Order umber | Uniks ininwe Het st [ Toslamou | Budsst |
1 0 - 500,00 - GE00.00 SWETEDLUF.-MA
2 B500 00 ES0. 00

irsvaet| 5] E @ [ Gusman, Syeve... | | ] tnbos - Merasalt .. | 3 Sean started on .. | )

*d [Eerrectad: weaves o kst LIb: LOWD - FOWA ADM (13/25003) (10WS0)
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THE UNIVERSITY OF IOWA LIBRARIES
PART 6 — CHANGING FISCAL YEARS

1. For the new fiscal year create a new budget code for your deposit or prepay account as described in
PART | or let the fiscal year rollover process handle this for you. If there is money remaining from the
previous year's deposit account you may need to create a negative budget record as described in
PART V.

2. In the NOTE fields indicate the fiscal year and the amount being carried over in both the deposit or
prepay account budget and the deposit or prepay account budget record. (Example #26)

Example #26
SIS
Be =3 Guid
=
L Indomation Seisen | 1 2 elomation S 2 1
Open Date: [ g ]
ExemalNane: |
Budont Paterk %B
™ Wso Poseei Budgnt bor Irvimn Flepot
Buget Type: T [ buguesions [E[1]
Vol Froen Wgwﬂo WB
Note 1: [Gor- maazr
Nole 2 ]
Hote & [
Hote & [
Budget Giougp: Jcox | ]
[uEs Ol ¥l
[ U
Hame: [EWETS BLACEwWELL UK. 7008
Dipastreri I—E Carcel
Help
FOOT " Fonmchad: waves M.k o0 LG: 100 - TR AV (11125109 (1oWea) " Frofs defok U Sarme0. | B [
Bisent] 5] G @ B oo, sydoe... | || it - Hirosot . |_§ semn stantedon .., | 2] 00.., | ) Acumstions - ver... [ Administration — [ | _| zssem

3. In the Maximum Over Commitment and Maximum Over Expenditure field list the amount carried over.
(Example #27)

Example #27

- Wersion 05,152
Fi =

Ak

Budget Informatinn x|

1. ksl Sceen 1 1 2 Inlomation Scimn 2 |

e

Ha
OEook
Osend
Ovides
Ocn
[ [

e e Llrer Encusnbrance; I
M Over.Uraden Expeeradine. I
™ Experced a5 Pevcenibags

I~ Limit 40 Under’ Exp /Enc

I | Areusal Budget

Klaway [Coreated: waves b ows, 8705 Lb: TCrW - T ROM (11125003 (W0 rof: defouk User: sameR. ] @
rsvaet| 5] E @ [ Gusaman, Syney... | 5] inbose - Merosalt .. | 5+ Seon stanteddon ... | ] depastaleph 0. |l acquistions - versi.. [ [ 2sTem
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THE UNIVERSITY OF IOWA LIBRARIES
4. Create a VOIDED invoice to post the amount to be carried over.

Post payment directly to the invoice for the amount to be carried from the previous fiscal year

expensing the deposit or prepay budget. (Example #28).
b. Post a second payment for the amount to be carried from the previous fiscal year to the deposit or

prepay negative budget. (Example #29)
c. Check both fund records to see that the posting have been correctly recorded. (Examples #30 and

#31).
d. Approve invoices according to established procedures.

a.

Example #28

=18l x]

Prol otk Urer: SFm0A. § B i
oo | [0 i znarm

3 Y [Connectnd: waroes, . Linwe. ecka:A5: (L FCAVEE - WA BDM (1112513 (TWED)

.Q_Jf.rml ] 65 @ [T cusema, Sydney... | | ] b - microsott .. | 3 sean staetedon ., | =) e ] -v. [ 4

Example #29

/ Acquisitions - Version 505.15.2 =18lx|

File Utities Orcers Arrivals General Invoice  Administration  Options  Services  Window  Help

=L EET LY

(General Invoice & Line Ttems: FYD4CARRYDYER - SWETSBL /UK 5‘
Field Name [ Field Data | Gen, Inv.
Tvoice dale 0E/10704 | S
Nel amourt 0.00 miz i M
Total amount 0.00
e o Delete Al
Note:
Stalus REG
Credi/Detit D |

GeneralInvoice Iems

Total Amount 0.00 000 i I
Humber of Line ltems: 2 Modity

No | Didr Number [ Unitsininv | Nat amount [ Total amount [ Budget | Dz
1 [ 7 7 SWETSBLUKZOE =] | e lrder
2 0 SWETSBLUKNEG-2005

- e

Close
=l Help

[Connected: waves.lib.uiowa. edu:65: [Lib: [OWSD - [OWA ADM (11/25/03) (I0WS0) [Prof: default User: SGFINPAID | =N

ooc... |[@ itions - V... 4 Administration V... | [« 1 3i0apm

£y
dstart| O] (S @ B Gussman, Sydney . | | ] rmbiose - Microsof . | 3 Scan startedon .. | i)
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Example #30

Example #31

5. Additional payments will be processed by repeating the procedures above.
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