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Balance Forward 
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~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.
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~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.

• 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
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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

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

• 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

~STEP 2: How much is available to budget?~
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Examples of 1901 entries (Banner Form FGIBDST)

This is an example of a 1900 amount that was moved to 
another index using a 1903 entry

Example of a partially budgeted (1901) 
balance forward (1900). The amount left to 

budget is $42,636 - $37,339  = $5,297 
(budget whole dollars only)
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Example of a fully budgeted (1901) 
balance forward (1900)
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Examples of 1903 entries (Banner Form FGIBDST)

Example of a positive Balance Forward (1900) amount 
that was moved to another index using a 1903 entry. 

There is no Balance Forward left to budget.
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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 

budgeted using a 1901 entry.
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• 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.

~General Guidelines~
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~STEP 3: Preparing the Journal Voucher in 
FGAJVCQ~

Journal Vouchers may also 
be prepared in Banner 

forms FGAJVCD, 
FGAJVCM or in Self- 

Service
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1) Type “NEXT” for Document 
Number and 2) click on Next 
Block
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Hash Total is total of all 
entries, positive and 
negative
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Click on Options 
and Select 
Document Text 
(FOATEXT)

Important – Write down the Document 
Number in case of accidental closure 
of the JV (i.e., closing a screen with 
the red 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.



14

~Document Text (FOATEXT) Rules for 1901 Entries~

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

– a general 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 Vouchers without document text (FOATEXT) will be disapproved
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Save/print text when complete 
and close FOATEXT using 

one of the “X’s” shown above
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Enter short 
transaction 
description 
here

Use “+” or “-” 
for BD4 
entries

User input, 

Tab to field

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.

When current screen is complete, go to 
Record, Next for new screen, and then 
Record, Duplicate (or Record 
Insert/Record Duplicate)
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Tab through fields to 
Account and enter a 
labor or other allowable 
expense account code. 

When finished, save and go to Options, Access 
Transaction Summary Info
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Check your entries to be sure

• all entries in the Status column at the left are 
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

When finished 
checking, Print page 

and close
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If ready to submit for 
approval, click on 

Complete. If not, click 
In Process and you will 
be able to retrieve the 

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

Click on 
Options, Access 

Completion
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~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 +
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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 +
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Follow-up!

Check messages to see if JV’s or 
other documents have been 

disapproved.



23

If the document has been disapproved, it can be re- 
accessed for correction in FGAJVCQ, FGAJVCD, 

FGAJVCM or the Self-Service JV Entry Form

To view complete 
message, if any, click 

here
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The End
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