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What is a Budget Allocation?

An allocation moves budgeted and/or
actual revenue between indices with the

same Level 2 fund code and same Level
2 program code.

Exception: If the program code is different
but still within 1&G (P10 thru P14.)
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1.  Print Standard Operating Procedure (SOP) BR-102 at the

Planning, Budget and Analysis web site:
http://www.unm.edu/~budget/sop/budgettransactions/Allocation SOP Enduser.pdf

The SOP has more detailed information on Allocations and is
a good reference tool.

2. To be sure there are sufficient funds in the index to be debited,
check current index balance on Banner form FGIBDST or
Hyperion Report FOH0001&2: Operating Ledger Detail and
Summary.



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

Finding an index’s available balance in FGIBDST

QOracle Developer Forms Runtime - Web g@
File Edit Options Block Item Record Query Tools Help
BB AR E N5 ey I EEB S ka2 @ X

5 ral Menu Farm G 7411 | 1-Tue mbe =]

Go To... |FGIEDET| B :

SYTE—— ¥—— Type FGIBDST in the Go To
v box and enter My Links

‘Apanner

[Jstudent System Menu [*STUDENT]
l:lAlumni/Develupment System Menu [*ALUMNI]
IFinancial System Menu [*FINAMCE]

products: [v| Menu | Site Map | Help Center

Check Banner Message

Banner Bookshelf
_JHuman Resources System Menu [*HRS] -

[IFinancial Aid [*RESOURCE] Personal Link 2
1 General System Menu [**GENERAL]

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

Personal Link 4

FPersonal Link §

Personal Link &

Iy Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enterthe object name; Press LIST for listing.
Record: 11 | | o | =osCs




£ Oracle Developer Forms Runtime - Web: Open = FGIBDST

File Edit Options Block Item Record Query

Enter “giving” index (Debit
index) in Index; click on
Next Block

Chart: |Ll_[T
Fiscal Year: FF
Index: |peenze |+

[ Query Specific Account
W Include Revenue Accounts

Commit Type:

Organization: |366E5 F

Fund: zuzo3 (v
Program: P171 [T
Account: F

Account Type: F

Activity: geeE0L [T
Location: [T

@[c{:[—:}:—[@l@lx

VP SA Pepsi Funds Student Affa
MU Public Service

Mon Sponsored Public Service

YPSA - Administration

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
R [Trsfr Ta 1 G Gen | -4,250.00 | -4,250.00 | 0.00 | 0.00
1180 R [Trsfr To Student Social Cult | -2,500.00 | -2,500,00 | 0.00 | 0.00
1140 R [Trsfr To Research Gen | -5,410.00 | — - | 0.00
[r [allocations other Gen | 156,000.00 [ YTD Activity Net Total, minus | 0.00
|1660 — Commitments Net Total = Available '
1300 R [Balance Forward Detail Ger | 0.00 N Balance | -11,858 55
3100 e [office Supplies General | -16,160.00 [ o . ana | -16,160.00
6350 [ [Promotional Exp Feus Excluc | 0.00 | 0.00 | 597.02 | -597.02
6381 |? [Event Fees | 0.00 | 1,000.00 | 0.00 | -1,000.00
|aog0 £ |other Operating Costs Gen | 0.00 | 0.00 | 0.00 | 0.00
080 [ [Fa Excludable Gen | 0.00 | 525.00 | 0.00 | -525.00
|a0ED |E_ |Contingency Budget Gen | 160,000.00 | 0.00 | 0.00 | 160,000.00
|aoko E [Banner Tax | 0.00 | 18,25 | 0.00 | -18.25
Net Total: 0.00 | 153,855.30 597.02 |

|»

1]

Recaord: 1712 || o

Dup Item for Detail, Count Gluery far Orgn. Summary, Dup Rec for Encurm. List

| | =osC=

L |




Finding an index’s available balance in
Hyperion Operating Ledger Detail and Summary
(data is 24 hrs. behind FGIBDST data)

# ] Browse - kvickers on hyper01.unm.edu - Microsoft Internet Explorer Q@
File Edit Wiews  Fawvorites Taols Help A ,'
Qe - (O [x] [B] €D SO sewen rravenes €2 =-JE XS

Address |48] https: | fhyperprod.unm, edufHyperion/brawse fMain ~ | = co Lirks **

Hyperion Perfo
hyperol, unm.edu:l

FREFEREMCES

—a Brib A 26 2008 FO0:46 ANF s boy =]
Finance Reports
Jr Finance Production R bs: FOHOOO09 - Budget Availability for Unrestricted Funds-Indices @
FAis rgport Shoss Bhe ASE balance avadabdty for alf wrestsicted fundsindices.

A 26 2008 30:45 ANF & ooy

FOHOOO38:4: Budget Availability Detail 8 Summary Reports @
ANoivdes Formaiion regarding wiresticted rerearc), wirestncied oLl feriiite and’ athledics
£

Az F6 F009  FOSE AT B bogy

Click on

th IS FOHOOOD18:2: Operating Ledger Detail and Summary
re pO rt Cperafing Lediger Defad and SLmmary Feoorts. POIRE Soldier & aom digois e d’ an B Fenot,

A 4
]

Az Z6 2008 30:45 ANF s boy

ESHOO001 Salary Labor Benefits and Encumbrance Report @
fnivded dex no growoig” reoort aEnich oresantys fabor and fige on same dne F oaid from same
fgEx. Alro ramoved encumirance coiemn ang resioned SEGe fafe Cofmn G B re oot

Rl 27 2009 925 48T & bgy

FGHOD01 82 General L edger Detail & Summary @
Froviger Srcad Year fo Dafe summar)y, Srcal Year fo Date dafal and' Month fo Date cetad genaral
Sfacizar Sformation for funciarants.

KA ZRE058 BeIF AN [ ooy

FSHOO0O02 Labor Distribution Reports @ D |
£ abor cisfnibetion reports By orGAEIE DN oF emoio Fas

[ boy

il DR 20009 2030 2

F Non Endowed Spending Funds Report @
Summary and gefail of nonendomes soencing Funci, Frmaril For SO wadEahion wee oo

Rt 2 2009 505 M & boy

ol [a) E e Lookup : @ o

@ javascripk:windowOpenInsight"/Hyperionfdataaccess/BrowseTREQUEST_TYPE=GET_DOCUMENMTEDOC IUUID=00000105cb3b29cd- é & Internet




€] https:#hyperprod.unm.edu/Hyperion/dataaccess/Browse?REQUEST_TYPE-GET_DOCUMENTEDOC_UUID-0000010 - Microsoft Internet Expl... | |[01)E3)
fat

File “iew Toalz Help

University Of New Mexico Finance Reports

--\ ——
—

Select Index and type “giving” (Debit) index in Value )
box. Click on Find and the index will appear in the white [Petail and Summary
box. Click on index in white box and click on Select

(1L
—

Values. I] date activity for grants please use FRHOD01&:2 reports.
Query Parameters Grouping Options =
—Segimet: Level: Value:
INDEX - 26B056 Summary/Detail:
- Process Report
BEB056 123803-Pepsi Funds - wPSA € ) Detall
& Summary
Group e

Select Values Remove Values ‘ NO Grouping -

el

KN

niy =iy =iy =l

Month/Calendar Y1

SEP ~| | 2004 ¢ Single Month & Fiscal Year To Date

-
&

@I] é # Urknown Zone




2] https:/hyperprod.unm.eduMyperion/dataaccess/Browse?REQUEST_TYPE-GET_DOCUMENTEDOC_UUID-0000010 - Microsoft Internet Expl... [~ |05

fal

File “iew Toolz Help

University Of New Mexico Finance Reports

(1L
—

FOHO000182: Operating Ledger Detail and Summary

Warning: These reports will onty show fiscal year activity. For inception to date acthaty for grants please use FRHO0013:2 reports.

Query Parameters Grouping Options =
Segment; Level: Value:
INDEX j | J | BRE05E Find SummaryDetail:
- Process Report
BEBO5E: 123503-Pepsi Funds - YPSA - € Detail
& Summary
A
Select Values | Remove Values | Check Month/Calendar Yr to be sure they
. —_—| ae current. Click radio button for Fiscal
IMDEX  BEE05E Year to Date and Summary. Then click
on Process Report.
ﬂ I~
-
-
SEF | | 2004 ¢ Single Month | 8 Fiscal Year To Date

~
-

@j é & Unknown Zone




2] https:/fhyperprod. unm.edu/Hyperion/dataaccess/Browse?REQUEST_TYPE-GET_DOCUMENTEDOC_UUID-0000010 - Microsoft Internet Expl... |~ |0/

fal

File ‘iew Toolz Help

m
——

" University Of New Mexico Finance Reports

FOHO000182: Operating Ledger Detail and Summary
Warning: These reports will only show fiscal year activity. For inception to date actmaty for grants please use FRHO001&:2 reports.
Query Parameters Grouping Options =
Segment: Level: Value:
INDEX = | | |ses056 Find Summary/Detail
i { Process Report
& Summary Information has
finished generating.
j Please select huttons
Group by helow...
Select Values Remove Values p
| |ND Grouping j @vm
INDEX : BEED4E j r
Export Results
u i ‘
ﬂ I
-
Month/Calendar ¥t =
SEFP =| | 2009 ¢ Single Month @ Fiscal Year To Date
Sorting Complete [@
@ é  Unknown Zone
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&] https: f#fhyperprod. unm.edu/Hyperion/dataaccess/Browse?REQUEST_TYPE=GET_DOCUMENT&DOC_UUID=0000010 - Microsoft Internet Explorer (=]

| &= o

J File “iew Tool: Help

FOHODOZ

INDEH: BEE0S5E: 123803 Pepsi Funds - WPS5A

Account Description

Report Summary:

Total Revenue:

Total Expenses:

Page 1 of 2

Operating Ledger Summary
Through The Month of SEP 2009

Run Date/Time: 0952909 02:18 PM

The Net Fiscal YTD under Actuals, less Net
Encumbrances/Reservations = index available

balance
|
e ___ BudgetdbvToy ______ __________ Acwals ) o ____balance

Current ncumbrance

Adopted Adjustments  Accumulated Month Percent rce Reservations Available Percent

$0.00 F143,240.00 143 24000 [$41,750.00] [#.17%) 3155 638 5 102.24% 000 (411 858 55) [%.24%)

40.00 F143,840 00 143,240.00 $0.00 0.00% 1,242 1.28% Jsar.02 a1 39973 98.30% _|
$0.00 30.00 $0.00 [$11,750.00] 0.00% W 0.00% @ [§153,258.28) 0.00%

Parameters:

Transactions as of SEP 2009
IMDEX: 866056: 123803-Pepsi Funds - YPEA

$153,855.30 — 597.02 = $153,258.28
Available Balance

| [ZPagels) [Zoom: 100%

an

2 @ Unknown Zone

11



Getting Star ted (continued)

3. Use Hyperion Report FBRHOZ01 Main and
Branch Transfers Allocation to find correct
allocation account codes and verify whether
the transaction iIs a transfer or an allocation.

4. Use Banner form FGAJVCQ, FGAJVCD,
FGAJVCM or the Self-Service Journal Voucher
Entry form to submit a Journal Voucher (JV).

12




Hyperion form FBRHOZ01

%] Browse - kvickers on hyper01.unm.edu - Microsoft Internet Explorer u@
a

File Edit  Wiew Favorites Tools  Help

@Back = -\_) E @ \’_;j pSearch ‘*‘Favorites

Address @ https:ifheyperprod, unm. edufHyperion/browseMain

&g 2eE-UsEs

it X
m Hyperion Performance Suibe §°§
ac yper0l.unm.edur1E00 Hyporion
o alferowss v
...
ow.
@ ' Finance Reports
@ A r Fi Liction
&
&) E Approvals Report
&c..
&c My 11 2008 10:25.A0 % bay
Ele... ) L < ) ) @
&IF... FBRHOZ01 Main and Branch Transfers Allocation Click on this report
Toaf for Mad and Sranch Saparémants andg Man Camour Core affiter fo wre ai
@ G orocass fransfar and alipcafion jownal vowchars in accordance fo Main Camous
H...
g " Now 20 2009 248 AN B‘n by
&lh
&lh FGHOOO1 8.2 General Ledger Detail 8 Summary @
Frowides Sscal Year fo Date summary, Sscal Year fo Date defad and Month fo Safe defad ganeral fedizer
@ L. information for funcgranis.
B | 2
g L 3 ot FRITT P95 o B'?n boy
&
Em F Index Lookup @
This gocumant aloms Fow fo fookuo mdaxar )y Fund, organEzation, sroqram oF aoiaty, af affavalr of
@ M. fHiErarch .
M.,
g o Oce 28 2009 257 AP %5 bay
&r i @
&u F Non Endowed Spending Funds Report
@ T Swmmary and defail of nonendowed spanding funct. Pamartl For Founcaiion wea oy,
&lr... Ul 22668 :06 AbT & by
&
&ln... FOHO0018:2: Operating Ledger Detail and Summary @
% U Operafing { edgar Defal and Summary reports. PCARD Holder & now dispiayed on B report.
u.,
@ Wl ot PR SNE Foo8 AT Bh bg_}{
ar.
=™, FOHO0O03 81 : Budget Awvailability Detail & Summary Reports @
@ Yo, Snciidies iformation regarding wirestritted rerearch, wirestritted pubic Fervite and affvebics Funds.
% W Ot PR 2008 3256 £ Eh bg_}{
.
&l [v] VS N — = ]

@ E é & Internet I|




= £

J File Edit “iew Inzett Format Dashboard Tools Help

Jn|§®'|xﬁ|'|?%l il = f|’Process v| L) ﬁ|@
Main Dashboard

[ FBRHOZ01: MAINIBRANCH CAMPUS TRANSFERIALLOCATION ENTRY DETAIL ]

A - TransferiAllocation Entry

**Jse B to look up index for A, ifneeded.

Click on A

B - Index & FOPA Detail Look Up

& @ Unknown Zone

il
E;ﬁ—.

14



a https:ffhyperprod.unm.edu/Hyperion/dataaccess/Browse?REQUEST_TYPE=GET_DOCUMEMT&DOC_UUID=0000012 - Microsoft Internet Expl... | = |O ﬁ
| 4 = o
J File Edit “iew Insert Format Dashboard Tools Help

| @|@E|x o @00 - T 22 2| Broes | =2 @D
Compare EIS

't‘lf'gﬁﬁsw F New Mexico Finance Reports

[ FBRHOZ01: MAINIBRANCH CAMPUS TRANSFERJALLOCATION ENTRY DETAIL

Main/Branch Campus TransferiAllocation Entry

INDEX COMPARISION FOR TRANSFER/ALLOCATION ENTRY

PLEASE ENTER INDEXES BELOWW

Enter “giving” index
Index funds are coming from: | — on top and
Index funds are going to: [ <+— “receiving” index on

bottom
Compare |

‘ o
%

@ é # Unknown Zone




IECEN

J Fil= Edit “iew Insert Format Dashboard Tool: Help

S0 X v@E[ 00~ 72l il 2| Froes | G @@

Compare EIS

(L]

ew Mezxico Finance Reports

[ FBRHOZ01: MAIN/BRANCH CAMPUS TRANSFERJALLOCATION ENTRY DETAIL

Main/Branch Campus TransferfAllocation Entry

INDEX COMPARISION FOR TRANSFER/ALLOCATION ENTRY

PLEASE ENTER INDEXES BELOW

Index funds are coming from: | 031001

Index funds are going to: | 712000

Compare |

Click on “Compare”

il

1 0f24 -

2 & Unknown Zone Item collecte

16



J File Edit “iew Ingett Format Dashboard Tool: Help

n|§&|x‘$|'|Y%l%lzy|gﬁjmcess v| f = ﬁ|®

ew Mexico Finance Reports

[ FBRHOZO01:

MAIN/ERANCH CAMPUS TRANSFER/ALLOCATION ENTRY DETAIL

Select
appropriate
allocation type

Main/Branch Campus Allocation Entry
PLEASE SELECT ALLOCATION TYPE
1600: Allocate revenue fram schoalicallege to department
1600: Allocate fram department to secondary or faculty indesx
1601 Allocate F&A revenue fram schoolicollege to department
1610: Allocate dean's funding revenue

1620: Allocate revenue fram subsidy to department

D0 0000

1660 General purpase allocation

View Report |

Note: If your transaction is
not an Allocation, you will
see the Transfer form
instead of this page. The
form will show the correct
Transfer codes and
description field information
to use. (In that case, refer to
SOP BR-103 Budget & Actual
Transfer)

il

L | @_marz‘t-

é & Unknown Zone Ttem collecke:

17
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J File Edit “iew Inzert Format Dashboard Toolz: Help

n|§&|x‘g|v|?%l§l2y|’|’rocess v| f = ﬁ|®

Allocation EIS

?New Mexico Finance Reports

LA

[ FERHOZ01: MAIN/BRANCH CAMPUS TRANSFER/ALLOCATION ENTRY DETAIL

Main/Branch Campus Allocation Entry
PLEASE SELECT ALLOCATION TYPE

1 1600:; Allocate revenue from schoolfcollege to departmentt

1 1600:; Allocate from departtment to secondary or faculty index:
1601 Allocate FA revenue from schoolicnllaartn drnarmentnt
1 1610: Allocate dean's funding revenwe

1 1620: Allocate revenue from subsidy ito deparment

GED: General purpose allocation

View Report

Click on “View
Report”

-
A L2

| | | @_5 of 24 -
|@ S @ Urknown Zone rem collectec 18




The sequences shown here are the order
in which information is entered on the
Banner JV form (see following pages)

FBRHOZD14A

Fun DatedTime: 031511 01:02 P

Transaction Type: Allocation

Index Funds Are Coming From
W Sequence@CTUALS (REVEMUE) ENTRY:

Rule ClassiJournal Type: JE2?
Index: 031001 113015-President’s Office Operating

Account Code; 1660 General purpose allocation
Debit/CreditPlusMinus: D {Debit)
Description: Mote: Key a hrief transaction description

W SequencUDGET (REVENUE) ENTRY:

Rule ClassiJournal Type: BD4
Index: 031001 113015-President’s Office Operating

Account Code: 1660 General purpose allocation
Debit/CreditPlusMinus: - {(Minus)
Description: Hote: Key a brief transaction description

w Sequencudget (EXPEMSE) ENTRY:

Rule ClassiJournal Type: BD4
Index: 031001 113015-President’s Office Operating

Account Code: B060 (System default, replace as needed)
Debit/Credit PlusMinus: - {(Minus)
Description: Mote: Key a brief transaction description

Index Funds Are Going To
w Sequenc@ACTUALS (REVENUE) EMTRY:

Rule ClassiJournal Type: JE2
Index: 712000 113080-DIRECTOR OF BU-General Activ

Account Code: 1660 General purpose allocation
Debit/Credit/ PlusMinus: C (Credit)
Description: Mote: Key a brief transaction description

W SequencBUDGET (REVENUE) ENTRY:

Rule Class/Journal Type: BD4
Index: 712000 113015-President's Office Operating

Account Code: 1660 General purpose allocation
Debit/Credit PlusMinus: + {Plus)
Description: HMote: Key a brief transaction description

w SequencBUDGET (Expense) ENTRY:

Rule ClassiJournal Type: BD4
Index: 712000 113015-President's Office Operating

Account Code: 8060 (System default, replace as needed)
Debit/Credit PlusMinus: + {Plus)
Description: Mote: Key a brief transaction description

Mote: Check Budget Period on BD4s to be sure it corresponds with the number of the current month in the fiscal year (i_e, July=01, August=02, September=03, etc.)

Index Funds Are Coming From

Index-Title: 031001: 113015-President's Office Operating
FOPA: 200224-0318-P131-031B02

Fund Type Level 2: 02 U Main

Fund Level 2: 201G MU General | &G

Org Level 2: AA President Executive

Program Lewel 2: F13: Institutional Support Ex 13

Index FOPA Detail {(Info Only)

Index Funds Are Going To

712000: 113080-DIRECTOR OF BU-General Activ
2U0224-T128-P131-GNACTY

02U Main

211G MU General | &G

AD: Executive WP for Administration

P13: Institutional Support Ex 13

19




Step 2: Create a BD4 & JE2 Allocation Entry

Use the BD4 and JE2 rule class codes.

Do one JE2 and two BD4 entries for the debit side and one JE2 and
two BD4 entries for the credit side, unless

— the giving and/or receiving index has already been budgeted for
this transaction. If so, be sure to note this in FOATEXT
document text.

The first BD4 entry uses the same allocation code as the JE2 entry.

The second BD4 entry’s default expense account code on the
Hyperion form is 8060, but another expense account code or labor
expense code may be used.

20




Using the FGAJVCQ Form

&% Oracle Developer Forms Runtime - Web

BEX

File Edit Options Block Item BEecord Query Tools Help

= BIREEER %% & x] | %}I

neral Menu Form 3

Go To..[ Feaivcd) [*] welcome, KVICKERS

I@Il@ﬁllm—-—l@l@'[x

Products: E| Menu | Site Map | Help Center

[:IMV Banner
‘Bannear
[Istudent System Menu [*STUDENT]
[:IAIumni/Deuelupment System Menu [*ALUMNI]
[ Financial System Menu [*FINANCE]
[JHuman Resources System Menu [*HRS]
[ Financial Aid [*RESOURCE]
[ General System Menu [*GENERAL]
[JBanner XtenderSolutions System Menu [*BXS]

Banner Broadcast Messages

My Links

Check Banner Message #

Banner Bookshelf
Personal Link 2
Personal Link 3
Personal Link ¢4
Personal Link 5

Personal Link 6

My Institution

SUNGARD HIGHER EDUCATION

Enter the object name; Press LIST for listing.
Record: 111 | o

| «<08Cs

21



& Oracle Developer Forms Runtime - Web: Open = FGAJYCQ

File Edit Options Block Iterm Record Query Tools Help

=X

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

Journal Voucher Document Header

Transaction Date: @

[TNSF Checking [ Deferred Edit

Number and 2) click on Next
Block

Document Total: |

Document Text Exists: |—

Enter the Document Mumber; use '™WEXT or leave field blank to generate number.

Record: 151 [ [ ] [

[ =05C=

4

22



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

& "!IIPEHBEIEHEIIﬁ”@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-2009 @l Document Total: ‘ 1,800.00
¥ 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>

23



&% Oracle Developer Forms Runtime - Web: Open = FGAJYCQ

File Edit|thiDn4 Block Item Record Query Tools Help

Bo B Ea

Click on Options
Document Mumber: 10250259 [T [E and Selectp
\ Document Text

Closes
FGAJVCQ

(FOATEXT)

Journal Voucher Document Heaxer

Transaction Date: Document Total:

=

v MSF Checking f [ Deferred Edit Document Text Exists: |?

1,800.00

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.

Field defaults to current date

A 4

Enter transaction date(DD-MOMN- |

| Record: 1/ | 1 | =08C-

S ey

24




@ Oracle Developer Forms Runtime - Web: Open > FGAJYCQ - FOATEXT

BE X

File Edit Options Block Item Record Query Tools Help

BYE SRR Y% ZBE Q&I EME Gk

@@ X

neral Tezt Entry Form FOATEXT 7.2 (BANP) :L

Close to
return to JV
entry form

Type: ’JU—F Code: 10250259 F Default Increment: I—ln

Text Print Line

MAIN CAMPUS DEPARTMENTS ARE REQUIRED TO GIVE A - [ ’—10 =l

DETAILED ERFLANATION OF THE ALLOCATION, - [ ’—20

Example of correct text: - [] ’—SD

Department (name) index 123123 is sharing the T ] ’—40

cost of the Business Writing Worlishop with dept, o [ ’—SD

{name) held on October 18, 2009, The total cost T [] ’—EHJ

of the workshop was $5000, billed on invoice : O | 70 The JV W|” be disapproved

123876, Yendor Business Writing Inc, Index 123123 < O ’—SD |f the required information

is allocating $2500 to index 22334 for one half of — [] | an iS not included or |f there iS

the total invoice amount, Questions, please call —_— [ m no text at a”

{your name), (your phone number). ] 110 )

I! L '_ ’—

[ 7 [

[ 0 [

| O [

| m [

| O -

Record: 12012 | | | <05C=

Ll ||
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£ Oracle Developer Forms Runtime - Web: Open = FGAJVCQ E]@E
File Edit Options Block Item| Record [Query Tools Help

B0 B BAEEE WY e %fll..fﬁﬂﬁlmf——li—iﬁl@fx

%Tranzan:tiu:m Detaill FGAINC 0.1 (BAMPY -0 Do e e e e e e e N NN

Document Number: ’m Document Total: 1,800.00 .
When current screen is complete, go to
Record, Next for new screen, and then
Record, Duplicate (or Record Insert,
Sequence: / Pser Currency: E Status: Record Duplicate)
Journal Type: JEZ EE input, @eral Journal Entry Note: Actuals entries (JEZS) may
Chart: 0 J[niversipy] 12D to er N include cents; budget entries (BD4s)
Index: @)’ field " ausrwhe\ew\&waiv must be whole numbers—no cents
Fund: [zUnz24 I \
Organization: 4756 llr s min Ofc Gen Admin \
Account: ‘ F Allocations Other Gen
Program: [P131 |Institutiona| Support Use “D” or “C”
Activity: lGuacTY  [¥|/General Activity for JE2 entries
Location: | /E” l
Project: | E”
Percent: 2 Amount: | 300.00 DfC: | O [ NSF Owverride
Description: Increase QPBA printing budget Bank: EB

Budget Period: 04

Gift Date: @ Number of Units:

1

Enter Sequence Mumhber or leave blank for systerm default sequence numbers |
Recard: 1/? | o | | =osC=
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@ Oracle Developer Forms Runtime - Web: Open = FGAJYCQ g@ﬁ

File Edit Options Block Item Record Query Tools Help

BB RAEEE 9% ZDEE S EBE Sl g B @ X

’E_El Transaction Detail FGA 0z . =

Document Number: |10zs025) Tab to Journal Type and 1,800.00
make changes as shown

Sequence: ’_2 Currenc I—[El Status: |_
Journal Type: B4 _B|BDD4—Temporary Budget Adjustmeni\
Chart: EE”Universit\,r of Mew Mexico
Index: 475003 [ ¥][113075-WF FOR BUSIN &-General Activ
Fund: zunzz4  [T|MUIe G
Organization: 47se [ ]lwp Bus Fin Admin Ofc Gen Admin
Account: |166I3 E|F\Ilucations Other Gen
Program: |F‘131 E|lnstitutinnal Support Use “+” or “-”
Activity: GuACTY [ 7]/General Activity entries for
Location: | E| BD4s
Project: | E| /
Percent: ’7 Amount: | 300,00 DfC: | - [TNSF Override
Description: ||Inc:rease OPBA printing budget Bank: EE
Budget Period: m
Gift Date: @ Number of Units:

System default is number of month

in current fiscal year (i.e., 04 =
October). If JV is initiated near the
end of the month and not
completed until next month,
change field to match new budget
period/month. Also change the

- document date on Header Page.
Describe the do | J

Record: 242 | | o | | =05C=

L |
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&5 Oracle Developer Forms Runtime - Web: Open = FGAJYCQ

IJuery Tools Help

Document Number: |J02513259

When this page is
complete, click
Record, Next .

1,800.00

Sequence:
Journal Type:
Chart:

Index:

Fund:
Organization:
Account:
Program:
Activity:
Location:
Project:
Percent:

Description:

Budget Period:

Gift Date:

Currency: B

|BD4 B|EDD4—Temporar\; Budget Adjustment

|U[E|University of Mew Mexico

Status: |P_

nd mi
l475003 [ *][113075-wF FOR BUSIN &-General Activ For 2" minus BD4 entry, use an expense
account code (equal $’s must be moved
luozz4  [vmurac from revenue budget and expense

4758 M& Gen Admin budget).

£370 BlPrinting/Copying:’Binding Gen

|P131 B|Institutiona| Support

lGNACTY [ ¥]|General Activity

| (=]l

| .
Amount: | 300.00 DfC: |- [INSF Override

|Increase QOPBA printing budget Bank: WB

o
@

Number of Units:

Checkto override Available Balance Editing
Record: 373 | o |

| =05C=

4
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2 Oracle Developer Forms Runtime - Web: Open > FOAUAPP - FGAJVCO M=%

File Edit Options Block Item[Eecord Quer Tools Help
G- 0 AeB8 3D BEEe

.r- _"I‘_
When finished with || % [ <& [ &2 1 @ [ X
page, click Record &

Next, Record
Document Number: |J0250259 . tal: Duplicate (or
User |n'put, Record Insert,
tab to field \\ Record Duplicate)

Sequence: Currengy: { E Status: |P7
Journal Type: |J 16 - ept General Journal Entry

Chart: U | *||Unifersith of Ne Mexico \
Index: 712000 ] |11308fl DIRECTOR OF BU-General Activ \

Fund: [zUD224 |MLI I

Organization: 7iza [:Haud#t Office

Account: E”F\Hol:atinns Other Gen

Program: |P131 E”Insfitutiunal Support

Activity: [GHACTY [E”G#neral Activity

Location: | E” /

Project: | E”

Percent: Ii Amount: ’7 300,00 DfC:
Description: | Increase OPBA printing budgetl Bank: WE

Budget Period: 04

Gift Date: @ Number of Units:

4

Zheck to override Available Balance Editing |
Recaord: 4/4 [ o | =o5C=
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£ Oracle Developer Forms Runtime - Web: OEﬁl When finished with g@
File Edit Options Block Item |Record Query page, click Record

: Next, Record Duplicate
A EIEEERE B (orRecord Insert, (g [k 2 @ [ @1 X

..4'-_._Tr'EII'I':'-EIIZZtiI:II'I Detail FGA ) 7.3.0.1 (BANR) Record Duplicate) | A -

Document Number;: _10Z50259 Document Total: | &00.00
Tab to Journal Type and

make changes as shown
Sequence: | 5 { Mncy: ’—[E] Status: |_
Journal Type: BOd ElBDﬂdl-Temporary Budaget F\d]wt
Chart: |U[3|University of Mew Mexico \
Index: [71z000  [*]|113080-DIRECTOR OF BU-General Activ
Fund: lzunzz4  [T|MUI&G
Organization: |?12F\ E”Budget Office
Account: |166El El.ﬂllocatinns Other Gen
Program: |P131 B|Institutiona| Support
Activity: lanacTy  [¥]|General activity
Location: | E”
Project: | E”
Percent: Ii Amount: | 300,00 DfC: | + [T NSF Override
Description: ||Increase OPBA printing budget Bank: WE
Budget Period: Ig
Gift Date: li@ Number of Units:

L

Describe the document |
Record: 5/5 | | | <05C=

30



When current screen is

= complete, click on File and i —
= OWTW Save. Then click on Options ~ [GAJ¥CQ =1
= |Edit] Dpfiond Block It and select Access

o HTR @B | rerssionsimay o | g @G 4

"aTransaction Detall FG

[ 1 @1 X

e -

Document Mumber: |J0230259 Document Total: 1,800.00

Sequence: |—6 Currency: EI Status: r

Journal Type: |E'-D4 E”BDDcI-Temporary Budget adjustrment

Chart: FBlUniversity of Mew Mexico

Index: [71zooo  [*]113080-DIRECTOR OF BU-General Activ

Fund: l2unzz4  [*|MUIBG

Organization: |?12A E”E'uudget Office

Account: 5370 [ E”P. e eping Binding Gen For 2" plus BD4 entry, use an ,

Program: P131 E”Institutional Support expense account code (equal §'s
must be moved from revenue and

Activity: lauacTy  [7]lGeneral Activity expense budget)

Location: | EH

Project: | E”

Percent: li Amount: | 300.00 DfC: |:

Description: | Increase OPBA printing budget | Bank: WB

Budget Period: IJ

Gift Date: @ Number of Units:

Record: 6/6 | o | <0sc=

Checkto override Available Balance Editing | J



= Oracle Developer Forms Runtime - Web: Open = FGAJVCQ - FGIISUM

File Edit Cptions Block Item Record Query Tools Help

When finished

checking, Print page

and close

w2 lournal Voucher Summary Form FGIISUM 2.0 (BANP)

Document: [jnzsozsa [*  Submission: I_g Transaction Date:

BOEEEEE Y7 REK SRR TG EH@ 01X

Document Total: 1,500.00

|

Lequence Type COA Fund

Orgn @ Prog Acty Locn Transactiunn\nuun Debit/Credi

L1 ez [ a7soos  [zuozz4 [arse 1660 P131 |GNacTY | soooo | O
|z |eD4 U larsooz  |eupzza Ja7se 1660 131 [GNACTY | 300.00
| 3 |epa U larsooz  [euozza Jazse 6370 lP131 |GHACTY | 300.00
w | 4 1Ez [ [rizooo  [zuozz4  [7iza [1860 P131 |GNACTY \s00.00 | c
~s_|eos U [71z000  [evozz4 [7i2a [1660 P131 |GHACTY |z00.00
|6 U [r1z000  |evoeza  [712a 370 lP131 [GHACTY poo.oo |+
| | | | | |

OO I E R R
BEARRRNANNND
JTTTTTTTTTTT
SaEmmaRmmar

Check your entries to be sure

« the index numbers are correct

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

« the allocation account codes and expense account
codes are correct

« the Debits/Credits and +/- signs are correct

« the Document Total at the top matches the Total at |~
the bottom

S [ [ [ B

Total: |

-

1]

Status Indicatar: (Fiostable, (Exrrar, (MYSF Errar)
Record: 116 [ [ ]

| =05c=
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/

Click on

7 Options, Access
% Oracle Develupe&%rms Completion
File Edit| | Block 1

= FOAUAPP - FGAVCO

B[f=)

Tools Help

chion Detail  FG

BYE REEE vy DoE QS BB S G 2@ X

Document Number: J0250259 Document Total: 1,800.00

Sequence: =} currency: - Status: P
Journal Type: BDd ¥ BDO4-Temporary Budget Adjustment

Chart: 1™ University of New Mexico

Index: 712000 ¥ 113080-DIRECTCOR OF BU-General Activ

Fund: 200224 FMUI &G

Organization: 7124 ¥ Budget Office

Account: &370 ¥ Printing/Copying/Binding Gen

Program: P13l ¥ Institutional Support

Activity: GMACTY ¥ General Activity

Location: -

Project: -

Percent: Amount: 300.00 DfC: + [INSF Owerride
Description: Increase OPBA printing budget Bank: BK ¥
Budget Period: 04

ompletion FG

) 7.3.0.1 (BANP) o
If ready to submit for ¢

approval, click on

Complete. If not, click In
Process and you will be complete: @
able to retrieve the JV in P EI
FGAJVCQ or other JV input
forms for revisions.

Record: 111 ||

Selectta keep Document Incomplete and "In Process”

| =05C>

|

In Process:
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Step I: 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 e
GoTo... | [EI welcome, KWICKERS 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 > Check Banner Message ¥
[dFinancial System Menu [*FINANCE] other dO‘fume“tS 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 object name; Press LIST for listing.
Recard: 111 | | | <08C=




£ Oracle Developer Forms Runtime - Web: Open = GUAMESG

File Edit Options Block Item Eecord Query Tools Help

& ’“*I[E@@I[%Vmﬂ@.@l%l%l@l[@]ﬂ@lfv

Sender:

Date:

Message:

If the document has been disapproved, it can be
re-accessed for correction in FGAJVCQ,
Reference ID: FGAJVCD, FGAJVCM or Self-Service JV Entry

Recipient: \ EI
Message: |DOCUMENT IS DISAPPROVED
Reference ID: | [7|
System: F " [*]Finance
T Complete  ® pending “ Hold [ Confidential
Recipient: —

[# source:

T Item:

2z-0CT-z009 ||

FOAUAPP
10247532

To view complete
message, if any,

ender:

click here
Date: |
[? Source:
Item:

User D that will receive the message,; press LIST for users.
Record: 111 I |

| <08C=

System: Form

' Complete T pending ' Hold T Confidential
Recipient: liF Sender: ’7 Date:
Message: | [} Source:
Reference ID: | [T| Item:
System: I_F

' Complete ' Pending ' Hold [ confidential
Recipient: liF Sender: ’7 Date:
Message: | [E Source:
Reference ID: | F| Item:
System: I_F

' Complete C Pending ' Hold [ confidential

Time:

Time:

Time:

Time:

1]

4
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