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Select menu option 9710 to change G/L Account Numbers.  All other users need to be signed off of 
IFS for you to run this option. 

 

 
 
 The following screen appears:                                                                                 
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Select a range of account numbers to be changed by entering From and Thru account numbers.  If 
you are changing only one account number, you may leave the Thru account number blank.   Then 
enter an element number to be substituted into each account number in the range you’ve selected, by 
replacing the corresponding ‘X’s in the “Change each Account to” field.  You may change only one 
element of the account number at a time. 

 
In the following example, we are changing the object in account number 11-420-600-0000-6232 to 
6235.   

 
IFS will check if there are any errors in the entry that you have made.  The errors that IFS checks for 
are: an element number not on file in the Elements File; a request to change the Fund or Department 
number on less than all of the account numbers in the Fund or Department; entry of more than one 
element number to be substituted into the account numbers.  If any error is shown, you must correct 
the problem before continuing. 

 
If no errors are found, the screen will tell you to press F7 to Edit: 

 

 
 

Press F7 to run an edit of the account number changes entered.  This will generate a listing of the 
account numbers that will be changed when you execute the Process function, and their new values.  
An example of this report is shown on the next page.  You should proofread this report to be sure you 
entered the request correctly. 
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When the F7=Edit function has completed, the screen will display the following: 

                                                                 

 
 

If the account number changes shown on the edit listing are not what you want, you can correct the 
account number change on the screen and re-execute the F7=Edit function. 

 
If the changes on the edit listing are correct, press F11.  F11=Process carries out the changes shown 
on the Edit report, and prints reports showing the account numbers changed in each IFS file.  You 
should keep these reports for reference.  (The State Auditors may need them for their annual review.)  
Examples of these reports are on the following 5 pages. 
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When the F11=Process function has completed, the screen will display: 
 

 
 

IFS has completed the change entered on the screen. 
 

**Note:  If you have changed account numbers which are used in interfacing from another software 
system (e.g. Payroll), make sure that system is changed to send the new account numbers to IFS. 

 
You may now process another change by repeating the previous steps or select F3=Exit if you are 
finished. 

 
 
 
 
 
 
 

 


