How to Budget a

Balance Forward

IN Banner



http://www.unm.edu/

~What Is a Balance Forward?~

At the end of the fiscal year, any remaining surplus or deficit in an index will roll into the new
fiscal year and post in the 1900 account code. This amount is the balance forward.

If the amount in 1900 is positive, the department may budget the portion they expect to spend
during the fiscal year by preparing a journal voucher (JV) and using the 1901 account code.

If the amount in 1900 is negative, the department must reduce their budget by the amount of
the deficit, also by preparing a JV and using the 1901 account code.

The deficit may also be cleared by using a 1903 entry to move a positive balance forward
from another index to the index with the deficit (UBP Policy 7000). The indices must be in
the same Fund Level 2 and Program Level 2 in order to use account code 1903.




~STEP 1: Getting Started~

 Print Standard Operating Procedure (SOP) BR-101 Budget Balance Forward

at the Planning, Budget and Analysis web site:
http://www.unm.edu/~budget/sop/budgettransactions/1901 BalanceForward.pdf

The SOP has more detailed information on how to budget a balance forward
and is a good reference tool.

e Use Banner form FGIBDST or Hyperion form FOH0001&2 Operating
Ledger Detail and Summary to see the 1900 amount available for budgeting.



http://www.unm.edu/~budget/sop/budgettransactions/1901_BalanceForward.pdf

~STEP 2: How much is available to budget?~

Check to be sure the amount you plan to budget is correct (i.e., not greater than the
amount available):

 Look at Banner form FGIBDST or Hyperion form FOH0001&2 Operating
Ledger Detail and Summary to see the amount posted in the 1900 account code

o See if there is either a 1901 or a 1903 entry already posted to the index

o If there already is a 1901 entry, subtract that amount from the combined total of
the 1900 and 1903 account codes to determine how much is available to budget




Examples of 1901 entries (Banner Form FGIBDST)

@ Oracle Developer Forms Runtime - Web: Open = FGIBDST E]@
File Edit Options Block Itern Record Query Tools Help
BB AEAEBE 7 DEHE & I BB S G4 # @1 X
’E;E_|:|I'I;.lEII'IiEEItiI:II'I e 5 e e e NN AN T x =
Chart: FF Organization: l Office
Fiscal Year: 1w v Fund: l i
Index: v Program: l anal Support
[ Query Specific Account Account: l
¥ Include Revenue Accounts Account Type: |
Activity: | Activity
Commit Type: Location: l
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
R [Trsfr To Plant Fund Minor G | -36,000.00 | -36,000.00 | 0.00 | 0.00 -
R [allacations Pacled Allacatiol 526,418.00 | 526,418.00 | 0.00 | 0.00
R [tnstruction and General - R | -37,339.00 | -37,339.00 | 0.00 | 0.00
|R_ [Balance Forward Detail Ger | 0.00 | <42,636.?® | 0.00 | -42,636.70
R |Budgsted Balance Change | (3?,339.09 | 700 | 0.00 | 37,339.00 ]
202 — i .00 180,773.10 570,516.11 -50,496.21
| Example of a partially budgeted (1901) — | | |
P81 palance forward (1900). The amount leftto [ | 403386 | 0.00 | 235114
20P budget is $42,636 - $37,339 = $5,297 00 | 8,674.90 | 0.00 | 45,125.10
310 (budget whole dollars only) .00 | 1,537.53 | 0.00 | 2,462.17
3110 [ [Books Perindicals Gen | 100.00 | 0.00 | 0.00 | 100.00
3140 [ |computer Software Gen | 500.00 | 503,95 | 0.00 | -5.05
3150 e |computer Supplies & Serve | 2,500.00 | 211.43 | 0.00 | 2,288.57 S
Net Total: | 0.00 | 596,784.27 | 573,464.74 |
Dup tem far Detail Count Query far Oran. Summary, Dup Rec far Encum. List |
Recard: 1/36 | | | | =08C=




&2 Oracle Developer Forms Runtime - Web: Open > FGIBDST g@

File Edit Options Block Item Eecord Query Tools Help

BOEBEAEE 7 REX @ & BE T¢I & & @0 X

%8 Organization Budget Status Form FGIBDST 7.4.0.1 (BANE)

Chart: EF QOrganization: | o 2

Fiscal Year: IFF Fund: [
Index: { [7 Program: [
[ Query Specific Account Account: [
¥ Include Revenue Accounts Account Type:[

Activity: [
Commit Type: Location: [

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
[ [Balance Forward Detail Ger | 0.00 Qa.076.62) 0.00 -13,076.62 ]
03909 R [Budgeted Balance Change | @u?ﬁ.up .00 0.00 13,076.00
3150 e |Lab Supplies Gen | 0.00 230.72 0.00 -230.72
5060 |E_ (Other Operating Costs Gen | 13,076.00 0.00 0.00 13,076.00
la0ko — ' 0.00 231 0.00 -2.31

’7 Example of a fully budgeted (1901)
balance forward (1900) —

1]

Met Total: 12,6435.59

4

Cup term for Detail, Count Guery far Qrgn. Surmmary, Dup Rec for Encum. List |
Recard: 1/5 | o | | =05C=




Examples of 1903 entries (Banner Form FGIBDST)

@ Oracle Developer Forms Runtime - Web: Open > FOAUAPP - FGIBDST

File Edit Options Block Item Eecord Query Tools Help

BOE BEEE PP REE DS EE TR EIE 2@ X

’E_EI (]

Chart: FF Organization: o
Fiscal Year: IF[T Fund:
Index: ﬁ - Program: it
[0 Query Specific Account Account:
 Include Revenue Accounts Account Type
Activity:
Commit Type: Location:
Account Type Title Adjusted Budget ¥TD Activity Commitments Available Balance
|r [Balance Forward Detail Ger | 0.00 | 3,955.70 | 0.00 | -9,955.70 -
03 [r [change in Balance Farward | 0.00 | DN 0.00 | 9,955.70
6920 e [other Professional services | 0.00 | 0.00 | 845.78 | -545.78
| [l | | | |
| [l | | | |
| [l — ' | |
,7 |— |— Example of a positive Balan(_:e Forwgrd (1900) amount | |
that was moved to another index using a 1903 entry.
r r There is no Balance Forward left to budget. | |
[ [ | | | |
| [l | | | |
| [l | | | |
| [l | | | | 5
Net Total: | 0.00 | 0.00 | 545.78 |

Dup item for Detail,Count Query for Crgn. Summary, Dup Rec for Encurmn. List
Recaord: 143 | o | | =05C=

4




&5 Oracle Developer Forms Runtime - Web: Open = FOAUAPP - FGIBDST

File Edit Options Block Item Record Query Tools Help

BOE BEEE 7 BEKE QS EE G G B @1X

1 Organization Budget Status Form FGIBDST 7.4.0.1 (BANP)

Chart: FF
Fiscal Year: ’FF
Index: [

[ Query Specific Account
¥ Include Revenue Accounts

Organization: -

Fund:
Program:
Account:
Account Type
Activity:

Location:

Account Type Title Adjusted Budget ¥TD Activity Commitments Available Balance
1661 R |overhead-Internal Allacatio | 200,00 | 200.93 | 0.00 | -0.93 =)
1901 R [Budgeted Balance Change | @ | | 0.00 | 2,245.00
1903 R [change in Balance Forward | 0.00 | (Z,E;E; | 0.00 | -2,245,83
3ot [ [office Supplies General | 203.00 | . | 0.00 | 203.00
3820 E |out Of State Travel Gen | 2,242.,00 | 0.00 | 0.00 | 2,242.00
| — ' | | |
Example of a 1903 entry that moved the
Balance Forward (1900) from one index to | | |
another index that had no balance forward (no | | |
1900 entry). The 1903 entry has been fully | | |
’7 budgeted using a 1901 entry. | | |
| [ | | | |
| [ | | | | o
Net Total: | 0.00 | 2,448.76 | 0.00 |

Ciup tem for Detail, Count Guery far Qrgn. Summary, Dup Rec for Encum. List

Recaord: 1/5 | |

| | =05C=

A




~General Guidelines~

Budget only what you actually expect to spend — not the full 1900 account
code amount.

Budget only whole dollars; rounding down is preferred.

Be sure to add document text (FOATEXT) with all required information (see
page 14 & 15).

The deadline for Main Campus and Branch Campuses Budget Balance
Forward entries during the current fiscal year is the middle of June.

The deadline for HSC Budget Balance Forward entries during the current fiscal
year is mid-February. Requests after that date will be considered on a case-by-
case basis.




~STEP 3: Preparing the Journal VVoucher In
FGAJVCQ~

@ Oracle Developer Forms Runtime - Web g@

File Edit Options Block Item Eecord Query Tools Help

= Bi:RaEEE W@ E X[ Ey | (B G G4 RI@X

v

w8 Genearal Menu Form GL MU 74,11 (BAMPY - Monday October 19, 2009

Go To..(Feavcol [El Wwelcome, KVICKERS Products: E Menu | Site Map | Help Center
Journal Vouchers may also

1My Banner _ y My Links

(ZABanner be prepared in Banner

forms FGAJVCD,

FGAJVCM or in Self-
I:IAIumni/Develupment System Menu [*ALUMNI] Service

IFinancial System Menu [*FINANCE]

dstudent System Menu [*STUDENT]

Check Banner Message

Banner Bookshelf
[JHuman Resources System Menu [*HRS] —_—

[ Financial Aid [*RESOURCE] Persanal Link 2
dceneral System Menu [**GEMERAL]

Personal Link 3
[Jpanner XtenderSolutions System Menu [*BXS]

Personal Link 4

Personal Link &

Personal Link &

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enter the ohject name; Press LIST for listing.
Recard: 111 [ o | =0s5C=




& Oracle Developer Forms Runtime - Web: Open = FGAJYCQ

File Edit Options Block Item Record Query Tools Help

=X

BB EEAEE %E @ R &I EE T ¢S RIOX

Document Number: | MEX &)
1) Type “NEXT” for Document

Number and 2) click on Next
Block
Journal Voucher Document Header
Transaction Date: @ Document Total: |
['NSF Checking [ Deferred Edit Document Text Exists: |—

Enter the Docurment Mumber; use 'WNEXT' ar leave field blank to generate nurmber.
Record: 151 [ o |

| =0sC=

4

|+
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& Oracle Developer Forms Runtime - Web: Open = FGAJYCQ g@
File Edit Options Block Item Record Query Tools Help

& ﬁll?E]*B@If%k%?f@l%l%f@@lﬁﬂﬁ'lf | s [ [ @ X

%8 lournal Woucher Quick Form FiG: 1.1 (BANP)

Document Number: |NEXT [*] =)

Journal Voucher Document Header

Transaction Date:  |23-SEP-z009 @l Document Total: | &£00.00

¥ NSF Checking [ Deferred Edit Document Text Exists: |—

Hash Total is total of all
entries, positive and
negative

b
| Enter Document Hash Taotal far balancing.l
Record 17 1 — |

|
| =08C>
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@ Oracle Developer Forms Runtime - Web: Open = FGAJYCQ

File Edit thioni Block Item Record Quer\,r Tools Help

&

8 Journal Youcher Quick Form FiG2 i A (BARP) il

Z
Click on Options il
Document Number: [10250259 [+ [#| and Select il
\ Document Text il
(FOATEXT) ~
s
Journal Voucher Document Hea /®/
v
Transaction Date:  |22-0CT-2009 @ Document Total: | il
e
’
¥ NSF Checking [ Deferred Edit Document Text Exists: |N_ il
i
s,
s,
s,
s,

Important — Write down the Document
Number in case of accidental closure
of the JV (i.e., closing a screen with
thered X at top right) or loss of the
Banner connection.

To return to the document after
closing or losing connection, go to
FGAJVCQ, type the document number
in the Document Number field and
click on Next Block.

Enter Document Hash Total for balancing.
Record: 1)1 | o

|
| =08C=
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~Document Text (FOATEXT) Rules for 1901 Entries~

Main Campus Departments must provide an explanation of how the money being budgeted
will be spent

— ageneral description of the expenses

— whether the expenses are recurring (i.e., salaries, contracts) or non-recurring (office
supplies, travel, equipment purchase, etc.)

 if for recurring expenses, indicate if permanent funding has been identified and the expected
date that funding will occur

 if permanent funding has not been identified, obtain EVP approval and state in FOATEXT that
EVP approval has been received for use of the balance

HSC departments must provide an explanation of why the balance forward is being budgeted
and a general description of the expenses it will cover.

School of Medicine divisions must have prior approval from the SOM Dean’s Office.
Always include your name and contact phone number

Journal VVouchers without document text (FOATEXT) will be disapproved

14




2 Oracle Developer Forms Runtime - Web: Open » FGAJYCQ - FOATEXT M==
File Edit Options Block Item Record Query Tools Help

= "!IHB@E‘I@IEHFI@@[%l%l..l'ﬁﬂﬂl%l——l@[®[X

TR GEnera! Test Entry FOrm FOATERT 7.3 (B D ) e e T T (

Save/print text when complete

Type: ’JU—F Code: oﬁgdogltﬁsee";gﬁ;rhiﬂ l;st;g?/e Default Increment: i0

Print Line

APLES OF = [] ’—10 =

MOMN-RECURRIMNG EXPEMSES: O 20
425,000 start-up costs for new facalty member. The [] ’—SD
arnount will cover travel, equipment and supplies. [ 40
These expenses are non-recurring. Caral 71234 ] 50
RECURRING EXPENSES: O | e0
$60,000 salaries 1 FTE. This expense is recurring. O 70
Perrnanent funding has been identified and will [ an
take effect on 7/1/10. Barbara 71234 O ’—QD

] 100
475,000 salaries 1.5 FTE. This expense is [ 110
recurring. Permanent funding has not been [] 120
identified at this time, EVP of Administration [] 130
has approved this temporary funding solution, ] 140
Mary 71234 ] 150
| ]
| = -

Enter Text for the document, |
Record: 1/15 || | =0sC>

4]

15




@ Oracle Developer Forms Runtime - Web: Open = FGAJYCQ

File Edit Options Block Item |Record

Tools Help

o

Document Number:

’zg Transaction Detail

EEEE T @M

FGAMWCO 7.3.0.1 (BANP)

10250259

Document Total: |

Sequence:

Chart:

Index:
Fund:

Account:
Program:
Activity:
Location:
Project:

Journal Type:

QOrganization:

User input,

? Tab to field

E i EEE Sl L @2 @ X

When current screen is complete, go to
Record, Next for new screen, and then
Record, Duplicate (or Record

600.00

Currency:

o

Adjustment

r[:I|Un|v Si
-?12000

iy ofﬁew Mexico

|11/‘!nan DIRECTOR OF BU- Wal A%\

lzunz24

/Iy res

7124

F udget Office

| 1301 |

|Budgeted Balance Change

P131

L”Institutinnal Support

|GNACT‘-.I' /E”General Activity

Percent:

Description:

Budget Period:

Gift Date:

Enter short
transaction
description
here

Insert/Record Duplicate)

Status: F

Use “+” or
for BD4
entries

Amount: DjfC: [TNSF Override

Bank:

o (]

Record: 112

Enter SequencH

This field self-populates. The BD4
entries’ Budget Period must match
fiscal year month number (i.e., 4 =
October). If a JV is started near
the end of a budget period and
completed after the new budget
period begins, this field will
need to be manually updated.
Also change the document date on
Header Page.

ence numbers

| =08C=

S ] |

16




% Oracle Developer Forms Runtime - Web: Open = FGAJVYCQ E]@

File Edi}x@tiu@ Block Item Record Query Tools Help

(QPETREEE 7 BEH @ & BRI SE &+ & @ X

"8 Tr. nsaction Detail FGAT

Document Number;  [10250259 Tab through fields to | £00.00
Account and enter a

labor or other allowable

expense account code.
Sequence: / Currency: I—El Status: |P_
Journal Type: |E-D4 EﬂﬂDDé‘r—Temporary Budget Adjustrnent
Chart: WE”LIniver ity of New Mexico
Index: T?\ZLZEIDD i |113EIBD—DIRECTOR OF BU-General Activ
Fund: |2L\224 murec
Organization: |?12.ﬁ. ‘ E”E-udget Office
Account: _[E”Oﬁ“ice Supplies General
Program: |P131 \E”Institutiunal Support
Activity: (GNACTY [N General Activity
Location: | v
Project: | E”
Percent: \ Amount: | 300.00 DfC: |: [T NSF Override
Description: |E-udget balance forma Bank: EEI
Budget Period: E
Gift Date: ’7@ Number of Units:

When finished, save and go to Options, Access
Transaction Summary Info

L]

Enter Sequence Mumber ar leave hlank for system default sequence numbers |
Record: 2/2 | ] o | | <05C=

17




When finished

: checking, Print page —
2 Oracle Developer Forms Runtime - Web: Open > FGAJVCQ - FGLISUM and close M==

File Edit Options Block Item Record Query Tools Help

BOE REEE B BHENE DS EE DRI H@X

"3 Journal vVoucher Summary Form FGLIISUM 7.3 (BANP)

Document: |jnzspzse [7 Submission: o Transaction Date: |zz-0cT-zo09 DncumentTutaI:| &00.00

@equence Type COA Fund Orgn Acct Prog Acty Locn Transey(iun Amoun Dehitf@

1 |pD4 |71z000  |zuozza  (71iza 1901 [P131 |GNACTY l/ 300.00 + (4]

z |BD4 L/ 300.00
L/

|/

712000 |2upzz4 | |712a 3100 P13t [GMACTY

+

i

_|_I_|_|_|_I_I_|_|_I_|_|_|_|7Z\_|?I?I

Check your entries to be sure

|

|

|

|

« all entries in the Status column at the left are I
P’s (Postable). If not, make corrections as

needed. |

|

|

|

|

|

|

» the Document Total at the top matches the Total at
the bottom

« the index numbers are correct

« the account codes are correct

« the + or - signs are correct

EERRRRRRNNED
T

HEEEEEEEEEEEEEa

1

Status Indicatar: (Piastable, (Eirrar, (WYSF Errar. |
1 ] 1
| = | <0gC=

L

FECOTO T

18




@()racle Developer Forms Runtime - lab: finon ~ FCA WEQ ‘._”QIH

Click on

File Edit ok [temn Rec .
| Options, Access

."’"‘l“’@‘@@@lﬁ Completion D S EE SRR 2@ X

78 Transaction Detail FG

Document Mumber: 10250259 Document Total: &00.00
Sequence: 2 Currency: v Status: P
Journal Type: BD4 ¥ BDO4-Termporary Budget Adjustrnent
Chart: ¥ University of Mew Mexico
Index: 712000 ¥ 113080-DIRECTOR OF BU-General Activ
Fund: 2unzz4 T MUI&G
Organization: 7124 ¥ Budget Office
Account: 3100 ¥ Office Supplies General
Program: P13l ¥ Institutional Support
Activity: GHACTY ¥ General Activity
Location: M
Project: -
Percent: Amount: 300.00 DfC:  + [INSF Override
Description: Budget balance forward Bank: BK ¥
Budget Period: 04
EEI Completion FG: .
If ready to submit for
approval, click on

Complete. If not, click

In Process and you will ]

be able to retrieve the Complete: [ In Process:

JV for revisions by
entering the JV number
in the FGAJVCQ form.

| Selectto keep Document Incomplete and "In Frocess" | |
Record. 11 1 o | | <osC=

e I

19



~More Examples of 1901 Budgeting Entries~

A department has a balance forward of $500. They would like to spend part of the $500. The
department is budgeting what they expect to spend for office supplies, $150.00. The JV would
be:

BD4 223344-1901 $150.00 +
BD4 223344-3100 $150.00 +

A department processed an estimated 1901 budget balance forward in Budget Planner in the
amount of $500. The 1900 balance forward entry that posted after the fiscal year-end close
was only $100. The JV to correct the over-budgeted balance forward would be:

BD4 Index 223344-1901 $400.00 —

BD4 Index 223344-3100 $400.00 —

A department has a deficit balance forward of $6,000 and received Actual Revenue
(unbudgeted) of $10,000 in 08Z0. They want to cover their deficit using $6,000 of the Actual
Revenue. The other $4,000 will be spent on office supplies. The JV would be:

BD4 Index 223344-08Z0 $10,000 +
BD4 Index 223344-1901 $6,000 —
BD4 Index 223344-3100 $4,000 +

20




More Examples of 1901 Budgeting Entries (cont’d)

A department has a balance forward deficit of $500. They are required to budget the deficit.
Keep in mind that actual revenue must be available to budget the deficit. If your department
or unit does not have the funds to cover the deficit in the new fiscal year, contact your VP unit
to arrange a deficit reduction plan. If funds are available, the JV entries would be:

BD4 Index 223344-1901 $500.00 —

BD4 Index 223344-3160 $500.00 —

A department processed an estimated 1901 budget balance forward in Budget Planner in the
amount of $5,000. The balance forward entry posted after the fiscal year closed was $7,000.
The department is going to spend the full amount on office copies, in-state travel and training
information, so an additional 1901 entry needs to be processed to budget the rest of the funds.
The JV would be:

BD4 223344-1901 $2,000.00 +
BD4 223344-31P0 $800.00 +
BD4 223344-3800 $900.00 +
BD4 223344-63C0 $300.00 +

21




Follow-up!

5 Oracle Developer Forms Runtime - Web g@
File Edit Options Block Item Record Query Tools Help

BB REED @Y G ey E R R S 2@ X

eneral Menu Form G ) 7.4.1.1 (BANP) - Frid ohe :
GoTo... | [*] welcome, KYICKERS Products: El Menu | Site Map | Help Center
[:IMV Banner My Links
‘Apanner
[Jstudent System Menu [*STUDENT]
[ Alumni/Development System Menu [*ALUMNI] Check messages to see if JV's or ——PChack Banner Message ¥
[ Financial System Menu [*FINANCE] other doguments have been
disapproved. Banner Bookshelf
[dHuman Resources System Menu [*HRS] e —

[ Financial Aid [**RESOURCE] Personal Link 2
[ general System Menu [*GEMNERAL]

Personal Link 3
(O panner XtenderSolutions System Menu [*BXS]

Personal Link 4

Personal Link &

Personal Link 6

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enter the abject name; Press LIST for listing.
Recard: 111 | | | =08C=




£ Oracle Developer Forms Runtime - Web: Open = GUAMESG g@

File Edit Options Block Item Eecord Query Tools Help

@I%I%I@.[EJEJI“I——I@[@[X

Recipient: \ EI Sender: Date: 22-0CT-2009 @ Time: |[1419

Message: |DOCUMENT IS DISAPPROVED @ Source: |[FOAUAPP
Reference ID: | [7| f Item: J0247532
1

System: F [*]Finance To view complete

. Complete ® pending 'Hold [ confidential message, if any, click

here

Recipient: [+ Sender; Date: [_ Time:
Message: If the document has been disapproved, it can be re- [? Source:
Reference 1ID: accessed for correction in FGAJVCQ, FGAJVCD, Item:
System: FGAJVCM or the Self-Service JV Entry Form

' Complete ' Pending ' Hold [ confidential

Recipient: liF Sender: ’7 Date: ’7[_ Time: ’—
Message: | [} Source: ’7

Reference ID: | [T| Item: ’7

System: I_F

' Complete ' Pending ' Hold [ confidential

Recipient: F Sender: Date: [_ Time:
Message: | [E Source:

Reference 1D: | F| Item:

System: I_F

T Complete T pending ' Hold [ Confidential

User D thatwill receive the message; press LIST for users.
Recaord: 111 | o | =05C=

Al

4
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