JOURNAL ENTRY PREPARATION GUIDANCE
1) Each change needs to be entered separately.

2) Descriptions should come from ePrint or Self Service Banner.
3) Example: How would a journal entry appear if you were to transfer a $25.00 Agent Fee from the Head of School supplies account to the Head of School training account?

a) The description must start with J5 and then a space.   

b) Transferring money within one organization or fund:
i) Reference the account number (4 digits). 
ii) Maximum of 30 characters for the entire description. 
iii) Example Line #1:  J5 6603 UMB-Wallace-Agent Fee. 
iv) Example Line #2:  J5 7201 UMB-Wallace-Agent Fee.
4) How would a journal entry appear if you were to transfer $25.00 Agent Fee from the Head of School supplies account to the Dance Team training account?

a) The description must start with J5 and then a space. 

b) Transferring money between organizations and/or funds:
i) Reference Organization or Fund number (6 Characters) followed by account number (4 digits).
ii) Maximum of 30 characters for the whole description. 

iii) Example Line # 3: J5 D21109-6603 UMB-Wallace-Age. 
iv) Example Line # 4: J5 201100-7201 UMB-Wallace-Age. 
	FUND NUMBER
	ORGANIZATION NUMBER
	ACCOUNT CODE
	 CHARGE AMOUNT 
	 CREDIT AMOUNT 
	DESCRIPTION

	
	 201100
	7201
	
	25.00
	J5 6603 UMB-Wallace-Agent Fee

	
	 201100
	6603
	25.00
	
	J5 7201 UMB-Wallace-Agent Fee

	
	 201100
	 7201 
	 
	 25.00
	J5 D21109-6603 UMB-Wallace-Age 

	 D21109
	
	6603
	25.00
	
	J5 201100-7201 UMB-Wallace-Age


