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How to Save in Favorites

1. Type FV50 into the box and press <ENTER> to begin the departmental
document parking process.

2. To save into your favorites click on System, then User Profile, and then Expand

Favorites. You will then see Park G/L Account ltems.

3.  You will now be able to double click on Park G/L Account Items from your

favorites.
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How to Save a Template
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. 1KL_ADMIN SERVICES |02/24/15

i i G 1KL_ALCOHOL & DRUG |02/25(15 Posting Date 04/30/
G/L Account C“Ck On oy e Pismase /et s + [ 1KL_ALKEK LIBRARY  |03/06/15 Reference
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Saving a Template, Continue

4 Enter you Department Name in the Doc. Header Text box and change the
Document Type to RB.

5 Most accounts are Bank 10 (unless you have a special account). Double click on
01_BANK10_DEFAULT.

6 You will see the Debit side of the transaction first equating to Bank, GL & Tender
Type (Bank 10, Cash, Check, etc).
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Park G/L Account Document: Company Code 754

ﬁ &% Tree off @jcampany Code [@simulate Szve as completed Post ¢ Editing options

[ Document Edit Goto Extras Settings Enyironment System  Help

et _<BascData | Detais |
* (3 Screen variants for items e | s
~ &3 Account assignment templat ™ TYVETIY =
- (BT 01_BANKiD_DEFAULT 4 Document Date 09/18/2 Currency 5 Total Dr.
_BANKIS_DEFAULT a Posting Date 09/18/2014 Period / 0.00 |USD
6 . 01_BANK15_DEFAULT |0 Reference
- 01_BANKG60_DEFAULT 0 Doc.Header Text | Department Name Total Cr.
. 105P 1
- ADMISSIONS.. 0 Document Type RB Routine Bus. Enti 0.00 |USD
- ADRC- 0 Company Code 754 Texas State University San Marcos
2 ALKEK-WITT 0 cca
ALKEK_LIBRARY-13. 0
. ALKEK_LIBRARY.10 0
. ALUMNI ASSC 0 — = e
_ AUX CATERING 0 ems ( No entry variant selecte:
- AUX VENDING o | B G/Lacct D/C Amount in doc.c... Assignment Text Bu... Cost center |Fund Order
- AUXILIARY 0 100000 Debit ¥ CASH 1000 9001341000
- AUXILIARY(COKE) 0 100000 Debit ¥ cK# CHECK 1000 9001341000
* & AUXILIARY-LANDRYS |0 100000 Debit ~ CREDIT CAR..1000 9001341000
. :g;g::’_ﬁ%sg‘s CavE ; 201009 Debit ~ BOBCAT BU..1000 9001401000
. BRANDON 0 100000 Debit ¥ ACH (E-CHE.. 1000 9001341000
S CAMPUS.REC-GOLF 0 100000 Debit ¥ WIRE 1000 9001341000
=i et =l |




STATE

UNIVERSITY

8. Enter Your Department Account #'s:

e : < BasicData | Detais |
» (3 Screen variants for items — TR T
~ &3 Account assignment templat. ~

. 01_BANK10_DEFAULT 0 Document Date 09/19/2014 Currency USD Total Dr.
. 01_BANK13_DEFAULT 0 Posting Date 09/19/2014 Period 1 0.00 |USD
- [E 01_BANK1S_DEFAULT |0 Reference
) 01_BANKG0_DEFAULT |0 Doc.Header Text  Department Name Total Cr.
) 105SP 0
5 ADMISSIONS 0 Document Type |RB Routine Bus. Entry 0.00 |USD
& ADRC- 0 Company Code 754 Texas State University San Marcos
- [E Aek-wiTT 0 oca
- [E ALKEK_LIBRARY-13. 0
- [E] ALKEK_LIBRARY.10 0
+ [E ALumMnI ASSC 0 e ==
A AUX CATERING 0 ems ( No entry variant selecte
. AUX VENDING o ‘B G/Lacct D/C Amount in do... Assignment Text Bu... Cost center Fund Order
. AUXILIARY 0 100000 Debit ¥ CASH 1000 9001341000
= AUXILIARY(COKE) 0 100000 Debit ¥ CK# CHECK 1000 9001341000
* L AUXILIARY-LANDRYS 10 100000 Debit ¥ Merchant Number CREDIT CARD 1000 9001341000
U AUXSRVCS-BIKE CAVE |1

100000 Debit ¥ h ARD WEB 1000 9001341000
. BOBCATAOLG 0 i Merchant Number CREDIT CARD WEB
. BRANDON 0 201009 Debit ¥ BOBCAT BUCKS 1000 9001401000
¥ CAMPUS.REC-GOLF 0 100000 Debit ¥ ACH (E-CHECK) 1000 9001341000
v CAMPUS_RECREATION. 1 2a0000 L o MGRE 1000 cacisiiaca
J CAREER-SERVICES- 0 412000 Cred.. ¥ rct# Deposit Description 1000 1510120010 3005001015
- [E cARES.AUTISM 0 A iy A A A

smot || I

8B. Credit 8A 8B 8C 8D 8E 8F 8G 8H
8C. RCT# (If you use a Deposit Book)

8D. Deposit Description

8E. 1000 (Business Area must be filled in for every line)

8F. Cost Center

8G. Fund

8H. Order Number (If your account is set up with one)

NOTE: If you have multiple accounts to be deposited, continue on to the next line
and enter the account numbers.
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Saving a Template, Continue

Once all information is entered
right click on Account
Assignment Template and
then click on Save Account
Assignment Template.

A pop up box will appear. This
is where you will type your
department name or what you
want to save this template as.
Click continue to save.

You will then see your
template saved into the tree to
the left. To open your
template you will need to
double click on the template
name.

Park G/L Account Document: Company Code 754
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« B 1KL_CCF/TITLE V-
+ [ 1KL_CHAPTER 33
+ B 1KL_COLLEGE OF A
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- [E cses- 05/06/08
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How to Park a Document

12

12 Now that your template has s (0 Domont soctad)
been saved you are now ready Eonae e

... | Assignment Text Bu... Cost center |Fund Order

100000 Debit ¥ CASH 1000 9001341000
to park your document. Enter looons Dess - o CHECK
100000 Debit * Merchant Number CREDIT CARD 1000 9001341000
the dO”ar amounts Of your 201009 Debit ¥ BOBCAT BUCKS 1000 9001401000
deposit into the deblt Side. 100000 Debit * ACH (E-CHECK) 1000 2001341000
100000 Debit ¥ WIRE 1000 9001341000
412000 Cred. ¥ ret# Deposit Description 1000 1510120010 3005001015
™ 'I -
13 Enter the total dollar amount of
your deposit into the credit oot omation
||ne The deblt and Cl’edlt Slde Document Date [09!22;20143 Currency usD Total Dr.
mUSt equal the same total Posting Date 09/22/2014 Period 1 500.00 |USD
i Reference
YOU W|” See a red Ilght |f the Doc.Header Text | Department Name TDQCL
totals do not matCh and you Document Type EB Routine Bus. Entry 400.00 | USD

Company Code 754 Texas State University San Marcos

will not be able to go any
further. A yellow light means v\1 3

that there is something wrong 7 Ttems ( No entry varant selected )

Wlth the account Comb|nat|on B G/L acct D{C. Amount in doc.c... | Assignment Text Bu... |Cost center Fund Order
100000 Debit * 500.00 CASH 1000 9001341000

that doeS nOt WOI"k tOgether_ 100000 Debit ¥ CK# CHECK 1000 9001341000
100000 Debit ¥ Merchant Numb..CREDIT CAR..1000 9001341000
201009 Debit * BOBCAT BU .[1000 9001401000
100000 Debit * ACH (E-CHE .[1000 9001341000

‘ F 'y
S I L \ I E 100000 Debit * WIRE 1000 9001341000
412000 Cred. = 400.00 rct# 123 Deposit Des.. 1000 1510120010 3005001015

UNIVERSITY
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Parking a Document, Continue

The green bubble means that
you are now ready to park your
document. Please, double
check all of your entry.

Click on Save As
Completed/Park and hit enter
until the template is saved
(may need to enter several
times).

The information will clear and
you will receive a Document
number assigned to your
deposit.

Amount Information

Document Date 09/22/2014 Currency UsD Total Dr.
Posting Date 09/22/2014 Period 1 500.00 |USD
Reference
Doc.Header Text | Department Name Total Cr.
Document Type RB Routine Bus. Entry 500.00 |USD
Company Code 754 Texas State University San Marcos -<\

7 Items ( No entry variant selected )

B G/L acct D/C Amount in doc.c... Assignment Text Bu... Cost center Fund Order
100000 Debit ¥ CK# CHECK 1000 9001341000
100000 Debit ¥ Merchant Numb..CREDIT CAR..1000 9001341000
201009 Debit ¥ BOBCAT BU.. 1000 9001401000
100000 Debit ¥ ACH (E-CHE.. 1000 9001341000
100000 Debit ¥ WIRE 1000 9001341000
’_4120@0 _‘C:ed.v, v $00.00 rct# 123 Deposit Des.. 1000 1510120010 3005001015

Park G/L Account Document: Company Code 754 1 5
S £ Tree off  EE company Cocb, [%% simulate Post 7 Editing options

T ~/'BasicData | Detais

« Bl ron Eniroee n

- [ CAREER-SERVICES-
- B CARES.AUTISM
- B CASO-PANHELLENIC

« =l reen noe atre
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Document 2615000865 754 was parked
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Final Steps in Parking a Document

=T

[ Selection of Parked Documents
17 Click on Document and then 17 Company code [rse]
click on select parked , Doc. Number 2e1s000ees]3
dOCU ment = | Doclment t Goto Extras  Setfings  Environmel REC o s
:
o et o 18
18 A pop up box will appear. The § St Fg \|m|
company code will always be L . f—
754. Enter the document
number and the fiscal year, 1 9

then click continue. -
.| Edit Parked G/L unt Document 26150008

19 The document you parked will ] ot Tree off  EElCompany Code [ save as completed

be displayed. Click on
Simulate. %({

& B ¢e@@ CHE fDO0 PR e

20 The format of the document Soczgent Oveniien,
. . . G whReset [Taxes [compete Hrost F & F @ Rchoose (Bsave Z T @ [Z B Basc
will change. Click printer to -

. . . . Doc.Type : RB ( Routine Bus. Entry | Parked document
prlnt thlS form to tu rn |n Wlth Doc. Number 2615000865 Company Code 754 Fiscal Year 2015
Doc. Date 09/23/2014 Posting Date  09/23/2014 Period 01

Calculate Tax

your deposit. Once you have  |Z6il w

Doc. Hdr Text Department Name

S TAT E printed the document click on
4 21 . 1 . the ye”ow up button to eXIt Itm|PK|Account  |Account short text |Assignment Amount| Funa Cost Ctr |Order Text
UNIVERSITY

1(40( 100000 Cash WF-Tx General 1.00 (9001341000 CASH
2(50(101210 Petty Cash Adwv Cashi 1.00-(2000011015 PETTY CASH
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