B Setting up a Recurring Journal Entry

Overview

Journal entries move money, units, or both from one account to another. In NIS,
you can specify journal entries that may recur on a scheduled basis.

& During recurring journal entry setup, record the previous allocation number to
quickly locate it later.

This work instruction shows how to Set Up a Recurring Journal Entry.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal

agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/

Navigation
Click Roles, Accounting.

(Citrix users — right click on the menu, choose View by Role, choose Accounting.)

Accounting - Agencies > Manage Journal Entry > Enter Manual Journal Entries >
Enter Recurring Journal Entries

Steps
Set Up a Recurring Journal Entry
Start this instruction from the Enter Recurring Journal Entries — Work with
Recurring Journal Entries window.
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Nebraska Information System (NIS)

Setting up a Recurring Journal Entry

1. Click Add. The Enter Recurring Journal Entries — Recurring Journal Entry

window appears.
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2. Enter the following information:
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Doc. Type — select code for the purpose of the transaction
Company — Fund

G/L Date — usually current date

Explanation

Recur Frequency — Frequency for transaction to occur
Account Number — Debit account

Amount — Debit amount (positive amount), then use down arrow on
keyboard

Account Number — Credit account

Amount — Credit amount (negative amount). Begin negative amounts
with a minus (-) in front of the amount. Example: -125.00

& Ensure Remaining Amount field is blank when completed entering
account numbers and amounts

Click OK to accept the data entered and clear the window.

Record the Previous Allocation No.

Click Cancel to return to the Enter Recurring Journal Entries window.
Click Close.
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