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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 I&G (P10 thru P14.)
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Budget Quick Reference Guide
FoAPal Elements
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Step 1: Getting Started

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
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Finding an index’s available balance in FGIBDST

Type FGIBDST in the Go To 

box and enter
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Enter ―giving‖ index (Debit 

index) in Index; click on 

Next Block

YTD Activity Net Total, minus 

Commitments Net Total = Available 

Balance



7

Finding an index’s available balance in

Hyperion Operating Ledger Detail and Summary

(data is 24 hrs. behind FGIBDST data)

Click on 

this 

report
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Select Index and type ―giving‖ (Debit) index in Value 

box. Click on Find and the index will appear in the white 

box. Click on index in white box and click on Select 

Values.
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Check Month/Calendar Yr to be sure they 

are current. Click radio button for Fiscal 

Year to Date and Summary. Then click 

on Process Report.
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The Net Fiscal YTD under Actuals, less Net 

Encumbrances/Reservations = index available 

balance

$153,855.30 – 597.02 = $153,258.28

Available Balance
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Getting Started (continued)

3. Use Hyperion Report FBRHOZ01 Main and 

Branch Transfers Allocation to find correct 

allocation account codes and verify whether 

the transaction is 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).
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Hyperion form FBRHOZ01

Click on this report
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Click on A
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Enter ―giving‖ index 

on top and 

―receiving‖ index on 

bottom
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Click on ―Compare‖
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Select 

appropriate 

allocation type

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)
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Click on ―View 

Report‖
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The sequences shown here are the order 

in which information is entered on the 

Banner JV form (see following pages)
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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.
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Using the FGAJVCQ Form
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1) Type ―NEXT‖ for Document 

Number and 2) click on Next 

Block
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1,800.00

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.

Field defaults to current date

Closes 

FGAJVCQ

1,800.00
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Close to 

return to JV 

entry form

The JV will be disapproved 

if the required information 

is not included or if there is 

no text at all.
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Use ―D‖ or ―C‖ 

for JE2 entries

When current screen is complete, go to 

Record, Next for new screen, and then 

Record, Duplicate (or Record Insert, 

Record Duplicate)

Note: Actuals entries (JE2s) may 

include cents; budget entries (BD4s) 

must be whole numbers—no cents

User 

input, 

Tab to 

field

1,800.00
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Use ―+‖ or ―-‖ 

entries for 

BD4s

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.

Tab to Journal Type and 

make changes as shown

1,800.00
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For 2nd minus BD4 entry, use an expense 

account code (equal $’s must be moved 

from revenue budget and expense 

budget). 

When this page is 

complete, click 

Record, Next .
1,800.00
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User input, 

tab to field

When finished with 

page, click Record 

Next, Record 

Duplicate (or 

Record Insert, 

Record Duplicate)
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1,800.00

Tab to Journal Type and 

make changes as shown

When finished with 

page, click Record 

Next, Record Duplicate 

(or Record Insert, 

Record Duplicate)
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For 2nd plus BD4 entry, use an 

expense account code (equal $’s 

must be moved from revenue and 

expense budget)

When current screen is 

complete, click on File and 

Save. Then click on Options 

and select Access 

Transaction Summary Info 

(FGISUM).

1,800.00



32

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 allocation account codes and expense account 

codes are correct

• the Debits/Credits and +/- 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 in 

FGAJVCQ or other JV input 

forms for revisions.

Click on 

Options, Access 

Completion
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Step 3:  Follow-up!

Check messages to see if JV’s or 

other documents have been 

disapproved.
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If the document has been disapproved, it can be 

re-accessed for correction in FGAJVCQ, 

FGAJVCD, FGAJVCM or Self-Service JV Entry 

Form

To view complete 

message, if any, 

click here
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The End


