PROCEDURES IN DOING ACCRUAL VOUCHERS ON JUNE 30, 2008: (INVOICE DATED JUNE, 2008)
1. DO A VOUM

2. TYPE 063008 IN THE VOUCHER DATE 
3. USE INVOICE DATE
4. PROCEED WITH DATA INPUT LIKE HOW YOU NORMALLY DO YOUR DAILY VOUCHERS

PROCEDURES FOR ACCRUAL VOUCHERS ON JULY 1 AND LATER: (INVOICE DATED JULY, 2008)
1. DO A VOUM

2. TYPE 063008 IN THE VOUCHER DATE TO REPLACE CURRENT DATE
3. USE JUNE 30, 2008 INVOICE DATE
4. PROCEED WITH DATA INPUT LIKE HOW YOU NORMALLY DO YOUR DAILY VOUCHERS.
NOTE: 
1. CHANGE THE VOUCHER DATE TO 063008 BEFORE YOU                        ENTER ANY DATA IN VOUM OTHERWISE YOU WILL END UP WITH 2 DIFFERENT DATES.  ONE IS THE SYSTEM DATE (THE ACTUAL DAY YOU DO THE ENTRY) AND THE OTHER ONE IS THE VOUCHER DATE YOU CHANGE IT TO (063008)
2. REMEMBER ONCE YOU GET OUT OF THE VOUCHER YOU CANNOT CHANGE THE VOUCHER DATE.  WE WILL HAVE TO VOID THAT VOUCHER.

3. DO A SEPARATE FILE FOR ALL ACCRUAL DOCUMENTS AND A SEPARATE FILE FOR JULY (NON-ACCRUAL PAYMENTS) Ask yourself is this a June expense (07-08) or a July expense (08-09)

4. INPUT ACCRUAL VOUCHERS FIRST TO AVOID CONFUSION ON THE VOUCHER DATE.

5. DON’T INPUT JULY (08-09) VOUCHERS.  TALK TO ME FIRST.
