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GENERAL ACCOUNTING 
 

The General Accounting course is for users who query the accounting Journal, cash account balances, 

balance sheet and COA data for agencies.  We will focus on the activities required to understand the 

basics of AFIS, including how transactions are recorded, how to use tools and tables in AFIS to research 

and reconcile Balance Sheet Accounts (BSA), research revenues/expenditures and track accounting 

transactions.  

Course Objectives  
Á Utilize the Accounting Journal to find accounting transactions. 

Á Find (query) a cash balance, balance sheet account balance, and budget balance using AFIS and 

drill down to determine the transactions that make up the balances.  

Á Review, research and record Internal Purchase Orders (IPO) 

Á Record internal transfers between and across state agencies by using an Internal Exchange 

Transaction (IET), Internal Transaction Initiator (ITI) and Internal Transaction Agreement (ITA).  

Á Research general balance and accounting reports in InfoAdvantage. 

General Accounting Basics  

Section Objectives 
In this lesson, you will: 

Á Review basic information related to General Accounting  

Á Research activity in the Accounting Journal  

Section Overview 
General Accounting focuses on the transactions that are processed in AFIS and the information that is 

provided within the accounting system concerning those transactions.  Transactions are recorded in AFIS 

by creating, submitting, and approving documents.  Once documents are submitted and approved, the 

tables and query pages in AFIS are updated.  Some updates are instant, whereas other transactions are 

processed overnight in batch runs.  

This section of the General Accounting course explains the Fundamentals of accounting, such as 

identifying balances, transactions and journal entries.  Essentially, the Basics section will give you an 

understanding of the general accounting terms and queries, which are the building blocks for your 

accounting knowledge and understanding of AFIS.  
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Things to know before we begin: 
 

Event Types, Posting Codes, Functions, and Accounting Templates  
This section will explain AFIS concepts and terminology to provide an understanding of the fundamental 

concepts of a transaction. 

Event Types 
Within AFIS documents there are event types.  An AFIS event type code triggers a business process.  In 

other words, the event type code tells the system what to do.  For example, a common event type used 

in General Accounting is INZ1.  When this event type is used, you are telling the system you want to 

make an expenditure to expenditure internal transfer.  

All documents have default event types.  Default event types mean when you process a document the 

most common event type for that document will be populated in the event type field.  For example, 

when you request money from another agency and create an interagency transfer document, the 

system will default to the event type INZ1.  If you need to change the event type, you can do so by using 

the picklist (accessed by clicking the green up arrow next to the event type field).  The picklist gives you 

the ability to choose all allowable event types available for that particular document.  

Posting Codes 
In accounting, for a transaction to balance, an account needs to be debited and an account needs to be 

credited.  These amounts need to balance or be equal.  ²ŜΩǾŜ ǘŀƭƪŜŘ ŀōƻǳǘ ŜǾŜƴǘ ǘȅǇŜǎ ǘŜƭƭƛƴƎ ǘƘŜ 

system what to do.  The advantage with AFIS is when the event type is selected and the accounting line 

information is entered, AFIS knows what to debit and what to credit.  This information is called the 

posting pair and is shown on the document in the Posting area.  The event type triggers the posting 

code, so you do not need to populate the posting code area.  

For example, if you are transferring money to another agency, a particular account will be debited and 

another one credited.  The posting code is populated based on the event type.  

Accounting Lines 
In the simplest sense, accounting refers to the bucket (or buckets) of money from which charges will be 

paid.  The Accounting Lines provide very specific information to AFIS regarding which bucket to access. 

While entering a transaction, the agency will need to select the various chart of account elements in 

which the transaction should be recorded.  Some elements will need to be entered manually, while 

others can be inferred by the use of functions or accounting templates.  

Functions and Accounting Templates 
In AFIS, document data entry requires that accurate information be entered in order for the process to 

be efficient.  There are two tools that help reduce both the time required to complete data entry and 

the number of errors committed in the process: 

Á Function and Function Inference 

Á Accounting Template  

A Function (FUNC) code can be set up in AFIS to autofill particular Chart of Account (COA) elements such 

as an Appropriation Unit, Task, Fund, etc.  Once the Function is created, a Function Inference (FUNCINF) 



              AFIS MANUAL 

   ς Internal Use Only  ADOA ς GAO         10/01/2021           V7_1  GENERAL ACCOUNTING 5 

will need to be setup to infer additional COA elements.  The COA elements are inferred upon validation 

of the document.  Keep in mind that a Function uses a hard inference meaning that if you select the 

Function and then change an element that was inferred from the Function Inference table, such as the 

Appropriation Unit, the Function Inference will override that element when the document is validated or 

submitted.  Many functions are already set up for agencies, meaning less data entry and fewer errors 

than manually entering all data.  

Functions are the preferred method of accounting data entry because they are less susceptible to error 

than the Accounting Templates or manual entry. 

The Accounting Template (ACTPL) table allows an authorized user to create a template of COA elements 

with a unique name for identification.  The difference between an Accounting Template and Function is 

the Accounting Template has a soft inference meaning the template will pre-fill the COA elements but 

does not override any changes to the pre-filled data when validated.  

 

Function versus Template 
 

 

 

 

 

 

 

 

 

 

 

 

Note: A Function will overwrite any changes made to the inferred elements.  If you use a 

Function, change fields populated from the Function and save the transaction, the Function 

will overwrite those fields to the data that is programmed on the Function Inference table.  

 

Function 
(Preferred method of use) 

Template 

¶ Is an AFIS Chart of 
Account Element that 
automatically completes 
many fields, reducing 
errors 

 

¶ Currently setup for most 
recurring expenditures 

¶ Is a budgetary requirement 
for some transactions  

¶ Function overrides other 
AFIS Chart of Account 
fields 

 

¶ Is an AFIS Chart of 
Account Element that 
automatically completes 
many fields, reducing 
errors 

 

¶ Automatically completes 
but does not override other 
AFIS Chart of Account 
fields 

¶ Used for specific purposes 
which differ between 
agencies 
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Create a Function ς DEMO 
    

Scenario 
Create a Function and Function Inference for your agency.  

Login to the AFIS Home Page. Create the Function 

1. In the Jump To field, enter FUNC. The functions appear 

2. Click Insert  

3. Enter Fiscal Year from τ Training Data 

4. Enter Department from τ Training Data 

5. Enter Function from τ Training Data 

6. Enter Student (your student number) in Name 

7. Enter Student (your student number) in Short Name.  Make sure active and budgeting boxes are 

checked 

8. Click Save 

Create a Function Inference 

1. In the Jump To field, enter FUNCINF. The functions appear 

2. Click Insert 

3. Enter Fiscal Year from τ Training Data 

4. Enter Department from τ Training Data 

5. Click the pick list in Function field 

6. Select the Function created in the previous steps above 

7. Enter Fund from τ Training Data 

8. Enter Appropriation Unit from τ Training Data 

9. Enter Unit from τ Training Data  

10. Enter Task from τ Training Data  

11. Click Save 
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Locate data in Function Inference Table ς DEMO 
    

Scenario 
You want to see what fields are auto-filled or populated when a Function is entered.  

Login to the AFIS Home Page. Search for the Function Inference Table. 

1. In the Jump To field, enter FUNCINF 

2. A search box appears. You can search by Fund, Department or other fields. Enter the Function 

from τ Training Data.  

Á Remember, you can also use the picklist to find the function  

3. Click Select. The Function Inference information appears 

Review the COA data. Every time this Function is entered the COA data displayed will populate. 

The Accounting Journal (JACTG) 
Accounting journals are electronic records of financial transactions with detailed information within 

AFIS. The Accounting Journal holds all the accounting transactions for the State of Arizona. It is accessed 

by using the AFIS page code: JACTG.  A few key details that are recorded on the Accounting Journal are: 

Á The debit and credit amounts 

Á The COA elements debited and credited  

Á The date of the transaction 

Á The document code and ID 

Additional journals exist in AFIS that are subsets of the Accounting Journal and have certain types of 

accounting transactions that post to them. These additional Journals, such as the Cash Journal (JCASH) 

and Budget Journal (JBUD), allow for smaller subsets of accounting data to be used in research and 

reports. 
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Users have access to the Accounting Journal (JACTG) to query accounting transactions created in AFIS. 

The Accounting Journal is likely to be the most frequently used journal in AFIS. The Accounting Journal 

has a large amount of data; therefore, a search screen will immediately pop up to have you define 

search criteria to limit the amount of transactions returned. You can query by many different fields 

including Department, Fund, and Appropriation Unit or posting code. To query the Accounting Journal, 

enter your search criteria.  

 

The Accounting Journal returns documents based on your search criteria.  It can be narrowed by 

Document Type, Fund, date, etc. 

  

AFIS user enters a 
transaction  (pays a 

bill, records a 
receivable, etc.)

AFIS posts the 
accounting 

information to the 
Accounting Journal

User accesses the 
Accounting Journal to 

view the details of 
the posting
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The Accounting Journal will return documents in run time order but you can click on the header to sort 

differently.  If a header is sortable, then it will be underlined.  Therefore, on the Accounting Journal you 

can sort by: 

¶ Run Tm = Run Time 

¶ Doc Pstng Ln = Document Posting Line 

¶ Psting Am = Posting Amount etc. 
 

 

You can also download the Accounting Journal transactions by clicking the download button, which will 

download the information to an Excel Spreadsheet. When downloading, there is a limit to the number of 

records (5,000). When reached, the system will stop downloading any additional records. You will need 

to either narrow the criteria or run a report from InfoAdvantage. 

            

Find a Transaction in the Accounting Journal ς DEMO  
    

Scenario 
Your agency wants to find the transactions posted for your Fund in Budget Fiscal Year 2015 for your 
Department. Download the transactions to an Excel spreadsheet.  

 

Login to the AFIS Home Page. Search for the transaction. 

1. In the Jump To field, enter JACTG 

2. In the search box enter the Department from τ Training Data 

3. Enter 2015 in Budget FY field 

4. Click OK. The transactions from the Accounting Journal appear 

Click on Headers to sort results 
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5. Click next to scroll through the different pages of the Accounting Journal 

 

Download the transactions 

1. Click the Download button. A window appears that reads, do you want to open or save 

JRNL_ACTG.slxs from finance.az.gov? 

2.  Click Open 

3. An Excel spreadsheet opens, displaying the transactions.  You can now save this spreadsheet 

and/or manipulate the data as you need it to display.  
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General Accounting Queries  

Section Objectives 
In this lesson, you will: 

Á Review basic information related to General Accounting  

Á Research activity in the Cash Balance Query, Balance Sheet Query and Expense Summary Query.  

Section Overview 
In simple terms, a query is asking the system for information.  The AFIS system provides a number of 

query pages that display current balances for cash, Funds and Balance Sheet Account (BSA) balances. 

The query pages include a Drill Down (magnifying glass) icon enabling the user to view more details 

about the amounts displayed on the page.  

Cash Balance 
The cash balance is the total amount of cash in a Fund or Fund/Sub Fund combination.  It is calculated 

by adding all deposits to the beginning balance and deducting all disbursements or payments made. The 

net cash balance can be positive, if cash is available or negative if the account has been overdrawn and 

cash is not available. There are several query pages that can be used to research Cash Balance 

information: The Cash Balance Summary Query (CBALSQ), Cash Balance Detail Query (CBALDQ) and 

Cash Journal (JCASH). 

 

 

 

 

 

Before you query for a cash balance, what exactly do each of these 

terms mean? Definitions to follow: 
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A Fund is an accounting entity established to track money that is 
collected and disbursed for a specific purpose.  A Fund emphasizes 
accountability rather than profitability.  The State of Arizona has 
many Funds set up to account for everything from highway projects 
to federal grants. 
 
The current available cash balance amount. 
 
This amount represents updates made by Pending documents with a 

non-cash increase posting code.  An example might be the buyer 

portion of an Internal Exchange Document or a Receivable.  

This amount represents updates made by Pending documents with a 

non-cash decrease posting code.  An example might be the seller 

portion of an Internal Exchange Document or a payment request 

(GAX). 

This amount represents updates made by Pending documents with a 

cash increase.  A receivable is a good example of this. 

This amount represents updates made by Pending documents with a 
cash decrease.  A manual or manual disbursement is an example of 
this.  
 
This amount represents updates made by Final documents with a 
non-cash increase posting code. 
 
This amount represents updates made by Final documents with a 
non-cash decrease posting code. 
 
This amount is a complicated formula but it takes into account 

everything that is pending or outstanding. Think about your personal 

checking account, you have a balance then you have checks 

outstanding (pending) and deposits pending.  The adjusted cash 

balance takes into account all of these items to give you your 

working or your adjusted cash from which you can make future 

payments.  

The minimum cash balance is the required balance for the Fund.  

The default is zero.  

The adjusted cash balance minus the cash balance minimum.  

This is the basic information of the Cash Balance Summary query 

(CBALSQ) but if you want to see more detailed information 

regarding the balance (at the Fund and Sub Fund level), then select 

the hyperlink Cash Balance Detail.  

 

     Fund  
 
 
 
 
 

 

 
Cash Balance 

 
Pending Increase Non-Cash 

 
 
 

Pending Decrease Non-Cash 
 
 
 
 
 

Pending Increase Cash 
 
 

Pending Decrease Cash 
 
 
 

Accepted Increase Non-Cash 
 
 
 

Accepted Decrease Non-Cash
   

 
Adjusted Cash Balance 

 
 
 
 
 
 
 
 

Cash Balance Minimum 
 
 

Available Cash Balance 
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Cash Balance Summary Query (CBALSQ) 
The Cash Balance Summary Query (CBALSQ) page displays current balances and cash tracking totals for a 

Fund.  When an accounting transaction updates the Cash Balance Detail, the Cash Balance Detail 

updates the Cash Balance Summary.  

The magnifying glass allows 

ȅƻǳ ǘƻ άŘǊƛƭƭ Řƻǿƴέ ŀƴŘ ǾƛŜǿ 

the transactions that 

accounted for that balance 

Users can 

check the box 

next to the 

Fund to 

generate the 

data and the 

balances for a 

particular 

Fund. 
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When you select the hyperlink Cash Balance Detail, it will give you another screen which displays Fund 

and sub-Fund information for the Fund.  

 

Utilize the links on the bottom of the windows, to navigate quickly to the other queries and information. 
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Review the Cash Balance Information ς DEMO  
    

Scenario 1. 
Your agency wants to see which transactions make up the current cash balance for a Fund.  

Login to the AFIS Home Page. Search for the transaction. 

1. In the Jump To field, enter CBALSQ 

2. Click the Search hyperlink 

3. In the search box enter the Fund τ Training Data 

4. Click OK.  The cash balance information appears  

 

Drill down to see the transactions.  

1. Click the magnifying glass to the right of the cash balance.  The Accounting Journal opens with 

all of the transactions for that Fund. 

2. Click the expand all button to expand the transactions for the selected amount 

3. Scroll through the transactions by clicking next or you can download by clicking the download 

button.  If you want to further investigate a particular document, then select that document by 

clicking on the hyperlink and it will take you to the document entry. 

4. Click the back hyperlink in the top right to go back to the Cash Balance Summary page  
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Cash Balance Detail Query (CBALDQ) 
The Cash Balance Detail Query (CBALDQ) page displays current balances and cash tracking totals for a 

Fund and Sub Fund combination.  It is similar to the CBALSQ in the data that it queries but the main 

difference is you can query at the Sub Fund level.  

 

 

  

Remember in 

AFIS you can 

expand or 

collapse the 

menu panel 
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Review the Cash Balance Information ς DEMO  
    

Scenario 2. 
Your agency wants to see which transactions make up the current cash balance for a Fund and sub 
Fund.  

Login to the AFIS Home Page. Search for the transaction.  

1. In the Jump To field, enter CBALSQ 

2. Click the Search hyperlink 

3. In the search box enter the Fund τ Training Data 

4. In the search box enter the Sub Fund τ Training Data 

5. Click OK. The cash balance information appears  

 

Drill-down to see the transactions.  

1. Click the magnifying glass to the right of the cash balance.  The Accounting Journal opens with 

all of the transactions for that Fund. 

2. Click the expand all button to expand the transactions for the selected amount 

3. Scroll through the transactions by clicking next or you can download by clicking the download 

button.  If you want to further investigate a particular document, then select that document by 

clicking on the hyperlink and it will take you to the document entry. 

4. Click the back hyperlink in the top right to go back to the Cash Balance Summary page 
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Cash Journal (JCASH) 
The Cash Journal (JCASH) is a journal in which all cash receipts and transactions are recorded first.  This 

journal can be used to find a cash transaction and a search of the entire Accounting Journal is not 

necessary. 

  

 

  

The data returned is 

based on your 

selection criteria 

The expand all button 

will allow you to view 

all data for the 

selected transaction  
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Balance Sheet 
The balance sheet ǎƘƻǿǎ ǘƘŜ {ǘŀǘŜΩǎ ŀǎǎŜǘǎΣ ƭƛŀōƛƭƛǘƛŜǎΣ ŀƴŘ ƴŜǘ ǇƻǎƛǘƛƻƴΦ  

Assets 

Assets included on the balance sheet are resources of the State that remain available to meet future 
needs.  The most significant assets that are reported on the balance sheet are loans receivable, net; 
property, plant, and equipment (PP&E), net; inventories and related property, net; and cash and other 
monetary assets.  

Liabilities  

Liabilities are obligations of the State resulting from prior actions that will require financial resources. 
The most significant liabilities reported on the balance sheets are state debt securities held by the public 
and accrued interest, and employee and veteran benefits payable.  

!ǎ ǿƛǘƘ ǊŜǇƻǊǘŜŘ ŀǎǎŜǘǎΣ ǘƘŜ {ǘŀǘŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΣ ǇƻƭƛŎȅ ŎƻƳƳƛǘƳŜƴǘǎΣ ŀƴŘ ŎƻƴǘƛƴƎŜƴŎƛŜǎ ŀǊŜ ƳǳŎƘ 
broader than these reported balance sheet liabilities but this gives you an overview as to what assets 
and liabilities are.  

There are several query pages that can be used to research Balance Sheet Account information:  

Á ITD (Inception-to-Date)  

Á Balance Sheet Summary (BBALS) 

Á ITD Balance Sheet Detail (BBALD) 

Á Fiscal Year Balance Sheet Detail (BBALFY) 

Inception to Date Balance Sheet Summary (BBALS) 
The ITD Balance Sheet Summary (BBALS) query page displays balance sheet account balances at the 

Fund and Balance Sheet Account (BSA) levels independent of fiscal year.  This is the highest level of 

query for balance sheet information.  The differences between the balance sheet query tables are very 

similar to the differences in the cash balance query tables ς each provide a different level of detail.  
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The hyperlinks at the bottom take a user to different inquiry pages and perform an automatic search 

with the values of the selected record. 

Inception to Data Balance Sheet Detail (BBALD) 
The ITD Balance Sheet Detail (BBALD) query page displays balance sheet account balances at the Fund, 

Sub Fund and Balance Sheet Account (BSA) levels independent of fiscal year.  The difference between 

this table and the BBALS table is the BBALD provides and allows filtering at the Sub Fund level.  Other 

than that difference, the tables are similar.  

Just like the BBALS, the BBALD has the magnifying glass icons to allow for researching amounts.  The 

icons transition a user to the Accounting Journal (JACTG) page and perform a search for documents that 

updated the amount.  
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The hyperlinks at the bottom take a user to different inquiry pages and perform an automatic search 

with the values of the selected record.  

 

            

 Review the Balance Sheet Account Information ς DEMO  
    

Scenario 
Use the ITD Balance Sheet Detail page to determine the current balance for a specific Fund and Sub 
Fund combination.  Then, drill down to view the documents that generated the total.  

Login to the AFIS Home Page. Search for the transaction. 

1. In the Jump To field, enter BBALD 

2. In the search box enter the Fund and Sub Fund τ Training Data 

3. Click OK. The ITD Balance sheet detail page appears 
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Review the Fund balance detail information.  

1. Select the line you want to review by checking it 

2. Next to the Balance field, click the Drill Down icon (magnifying glass) 

3. Review the transaction in the Accounting Journal (JACTG) 

 

 

Expense Summary Queries 
Every State agency operates on a budget for the fiscal year.  The budget allows the agency to plan for 

expenses, post expenses when payments are generated, and then query on the budget to determine the 

balance as it relates to the activity that has occurred.  

Budget Structures in AFIS are broken down into levels.  The degree of detail a budget has is determined 

by the budget structure.  Some agencies have many levels to manage at a high degree of detail while 














































































































































