
Welcome to
 Introduction to

Journal Vouchers



Course Objectives

• General Ledger Accounts
• Revenues and Expenses

• The web Journal Voucher
• When to use a Journal Voucher
• What information should be on a Journal Voucher
• Value of Accrual Accounting
• Things to think about
• Where to get help



GL = General ledger account

• GLs are 6-digit numbers that class Expenses
and Revenues

• GLs that begin with "4xxxxx" = Expenses

 to increase an expense--> debit

 to decrease an expense--> credit

• GLs that begin with "8xxxxx" = Revenues

 to increase a revenue--> credit

 to decrease a revenue--> debit



The web Journal Voucher



When to use a Journal Voucher

• Transfer an expense
• Transfer a revenue
• Process an internal billing
• Transfer an overrun
• Accrue and/or defer items at fiscal year end



Transfer an Expense
Using the same GL



Transfer an Expense
Using different GLs



Transfer a Revenue
GL 800325-Transfer In

  GL 800326-Transfer Out



Process an Internal Billing
GL 801046-Internal Billing Revenue

GL 4xxxxx-Expense for service



Transfer an Overrun
GL 420314-Recorded Project Overrun



Accrual Accounting

• Accounting method that records revenue when earned
and expenses when incurred, rather than when cash
changes hands

• Revenues and Expenses should be posted to the fiscal
year in which they were incurred

– Accrue for Expenses incurred that will be paid next year
– Accrue for Revenues earned this year that will be received next year
– Defer for Expenses paid this year that will be incurred next year
– Defer for Revenue that were received this year but will be earned

next year



Things to think about

• Your JV effects MIT’s Financial Statements
– Choose your GL accounts accurately
– Your JV affects all of us…really!

• Never send back-up; let your JV provide
details and tell the story
– Use Line Item Text to provide details
– Use Explanation Text to tell your story



Help?
• journal-vouchers@mit.edu
• Yan Jiang

– #3-2764
– #8-8614 – fax
– NE49-4077
– yanjiang@mit.edu

• Jean Roberge/Sue St.Croix
– #3-0550
– #8-8614-fax
– NE49-4077
– jroberge@mit.edu
– sstcroix@mit.edu


