Instructions for issuing the check for textbooks and fee waivers.

When issuing a check to the District for textbooks and fee waivers, two general ledger accounts should be used to

record the transaction: 21.xxx.9080.1090.590 and 21.xxx.9901.1090.590

Account number 21.xxx.9080.1090.590 will be a POSITIVE dollar amount shown on line B of the Payment Worksheet.

Account number 21.xxx.9901.1090.590 will be a NEGATIVE dollar amount shown on line D of the Payment Worksheet.

The total dollar amount of the check written to the District should match the amount on line E of the Payment

Worksheet. .
Line B
Please see the following example: .
Line E
U A . .
|f| https://skystu jordan.kl2.ut.us/scripts/wsisa.dll/ WS3ervic ue
Check Request Entry @ s ?
Check Request Information Check
Spelling
Bank Account: | Checking (JORDAN CREDIT UNION) -
Assign
* Vendor: | JORDA 7387 5 CAMPUS VIEW DRIVE WEST JORDAN UT 84084-5500 h Check
Check Amount: N”mptmﬂ”d
* Check Date: |05/11)20 —
Save and
Print Later
Check Request Detail Line Entry Back
Detail Invoice Entry
Description Invoice Mumber Invoice Date 1099
Texthook Fees 60,000.00

General Ledger Account Distribution
Account| E 9080 1090 590 Book Rental/Expenditures/Other/textbook fee

Accounting Amount
60,000.00

Detail Invoice Entry

Description Invoice Mumber Invoice Date 1099
Fee Waivers
General Ledger Account Distribution

Account | E 9901 1090 590 Dist Fee Waiver/Expenditures/ Other/WWaiver

Accounting Amount
-20,000.00

Detail Invoice Entry

Description Invoice Mumber Invoice Date 1099

General Ledger Account Distribution Accounting Amount

Account 0.00

2/36

More

-20,000.00

More

Line D

After the check has been cut, run a ledger report to determine the balance in programs 9080 and 9901. Any remaining

balance in these accounts should be closed out to the general program (2000) prior to the end of the year.




