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BR-103 Budget & Actual Transfer
Date Issued/Rev: 7/7/2010

General Description: This procedure explains how to make a BDT budget and JET actual transfer entry and

explains the business rules the entry is checked against in the approval process.

A Transfer moves sources of funds (money) between program codes and/or campuses.

Responsible Manager: Office of Planning, Budget and Analysis (OPBA)
HSC Budget Office

Related Information

e To process a budget transfer, rule class codes BDT and JET require the “Department Transferor”
security role. A budget transfer entry is completed in Banner form FGAJVCQ, FGAJVCD, FGAJVCM or

the Self-Service Journal Voucher Entry form.

e Banner form FGIBDST displays current index transfer 11xx and 12xx account code information and the
Hyperion Report FOH0001&2: Operating Ledger Detail and Summary has transaction information from

a requested date period.

¢ The Hyperion Report FBRHOZO01 is designed to assist Main Campus and Branch departments in
preparing budget and actual transfer entries. The report is located in the Finance Reports, Finance
Production Reports folder. HSC’s form is Hyperion Report Forh008, located in the Finance Reports,
Dept_School_College, F HSC folder. The reports verify that the transaction is a transfer and provide the
BDT budget and JET actual transfer entries. The Main/Branch Campus report provides correct
Description field entries. These reports are also used for allocation entries. If the report shows that your
transaction is an allocation rather than a transfer, please refer to

http://www.unm.edu/~budget/sop/budgettransactions/Allocation SOP Enduser.pdf for information on

preparing an allocation.



http://www.unm.edu/~budget/sop/budgettransactions/Allocation_SOP_Enduser.pdf
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Account code information can be found on the E-Print report FGRACTH, Account Hierarchy Report.
Also an account code definition list is located on the Main Campus Unrestricted Accounting web site at
http://www.unm.edu/~gacctng/resources/OplLegAcctDef%2012-15-08.pdf

For additional budget information, refer to the Planning, Budget and Analysis (OPBA) web site at

http://www.unm.edu/~budget/

Create a BDT & JET Transfer Entry

In Banner Finance, use the FGAJVCQ, FGAJVCD or FGAJVCM form or in Self-Service use the Journal
Voucher Entry form.

Complete the JV transaction information using the following business rules.

The transaction crosses Level 2 fund codes

The transaction crosses Level 2 program codes

Budgets are not allowed on account codes 1640, 1900, 1903, 8045 and 8920
Use the BDT / JET rule class code

o Include both entries in the transaction; however, the BDT is not needed if it has already been
included in the original or adjusted budget for the index. If you are not including the BDT entry
for this reason, you must indicate this in FOATEXT or the Document/Commaodity Text.

Note:
= BDT moves the revenue and the expense budget
= JET moves the actual revenue. The Budget Offices review these transactions
= JET rule class code entries; Debits DR = Credits CR

Index must zero (total budgeted revenue = total budgeted expenditures). If the transaction is not in
balance you will receive the following error message when you try to complete the Journal Voucher
(JV). You will not be able to complete budget revisions unless the transaction is in balance.
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Example of Banner Out-of-Balance Error and Warning Message

£ Oracle Developer Forms Runtime - Web: Open > FGAJYCQ - GUAERRM W= =
File Edit Options Block [tem Record Query Tools Help

BEQE BB S E G S @ 0X

ABYE REEE w7 E

s Transaction Detail  FEal 2.0 (BAMP)

Document Number: 10253451 Document Total: 655,00

= Banner Error and Warning Messages GUAERRM 8.0 (BANP) i
Sequence:
Journal Type: fchart U is not in balance. N
chart: Total Debits: 110.00 Total Credits: 109.00 Difference: 1.00
Index:
Fund:

Organization:
Account:
Program:
Activity:
Location:
Project:
Percent: MNSF Override

Description:
Budget Period:

TR i

i Close

...........

4

Current messages. |
Record: 111 | | «<0gCs

Example of Self-Service Out-of-Balance Warning and Error Message

—I i'W'Y
EOEAERE ke b =] e, | ] L 4

e-mail calendar groups logout  help

Student Employee Payment m =

search [ Gul RETURN TO FINANCE MENU  SITE MAP  HELP

Journal Youcher Entry

—
t —
. Index: 942001 is notin balance. Please correct and re-complete.

Document Total | 5.600.00
Transaction Date [2rr =] [T =] [zo0s =]
Crocumen t Text

Seq |[Chart [Rule Index Fund Org Account |Program |Actiwity |Location |Amount D' I 1 th' | [Budget [Del
Class ISplays In tnis area Fariod

1 u [ecT [Fizooo zuozza [rFiza [1zan P131 GHACTY I z.zoo.00 |- L reo =1 =1
v I

Transaction Total: T Z.z00.00

Aadd Mew Record
Complete |

e Use transfer account codes 1100 through 12P1

e Main Campus VP area approval is required when using account code 1120 (from 1&G). For
Academic Affairs, approval must be obtained from the Provost’s Office for use of 1120.
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o ltis the departments’ responsibility to obtain VP approval. Text area must be populated with
approval documentation. The JV will be disapproved if this documentation is not complete (for
additional text requirements refer to the Required Document Text section on page 4 of this
document)

o Exception — 1&G self-supporting program codes ending in 2 (this is found in the 3rd position of
the program code, example: P102)

e Both HSC and Main Campus departments are required to populate the description field of the

journal voucher with the offset index and account code. The index number must be the first item
displayed in the description field and each record in the entry is required to have the offset index
information.

Main Campus example of description field in Banner Form FGAJVCQ

Document Number: [oziaiss Docurment Total: [ 1soo00

Sequence: 1 Currency: ,7 EI Status: ’7

Journal Type: EDT [~ [oert Budgst Transter Journal Ertry

Chart: 0 [~ [[Oriversity of Mew Mexico

Index: GEG056 [*][1z3805-Fepsi Funds - vPSA

Fund: 2U0203 [ ru Puklic Service

Organization: seEES [*][vP S& Pepsi Funds Student affa

Account: &30 [ ][conterence Fees Gen

Program: |F'1 71 E”Nnn Sponsared Public Service

Activity: |ssaEn [[~P=ma - scministration

Location: E”

Project: Ell

Percent; Amount: | 25000 pic: | MSF Cwerride
@: G52013-11F0 Mediswval c:nnferencep Bank: W =]

Budget PeET o e

Gift Date: = Number of Units: ]

Main Campus example of description field in Self-Service Journal Voucher Entry Form

Journal VYoucher Entry

Document Total 4,500.00
Transaction Date |jupn (|3 || z009 +

Document Text
Seq |Chart |Rule Index Fund Org Account |Program |Activity |Location [Amount o /¢ J/ Description Budget Del
Class

Period
1ET | ¥ [866056

v 1180 |V 750.00 652013-11F0 Support Medieval C\ 12 % ﬂ
eoT | ¥ [see0ss |V 11a0 |V 750,00 £52013-11F0 Support Medieval o| |z« || &
eDT | ¥ [sce05e | ¥ 63a0 | ¥ 750.00 682013-63A0 Support Medieval C [ |2 ~| | [®
ET |¥ [68z013 | ¥ 11Fo | ¥ 750.00 566056-11A0 Support Conference (L2 |~ | [®
eoT | ¥ [oozo13 |V 11Fo | ¥ 750.00 866056-11A0 Support Conferencdf 12 | | 5]
eoT |¥ |saz013 | ¥ 380 | ¥ 7s0.00| [+ N |s66056-6540 Support conferegfl [ 12 ﬁ

Transaction Total: <4,500.00

[

Add Mew Record ]

Complete
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o Populate FOATEXT or Document/Commodity Text - Main Campus departments are required to include
the following information to give approvers the necessary information to approve the JV.

Always include:
o The business purpose of the transfer
o Your name and phone number

Include when applicable:
o Why the BDT entry is not included in the transaction (already budgeted)

o Ifthe 1120 account code is used, include statement that VP or, if Academic Affairs, Provost’s
Office approval has been obtained

o If you are correcting a posted entry, include the original JV number(s) and what is being
corrected

e If the above information is not included in FOATEXT or Document/Commodity Text, the JV will be
disapproved for additional text to be added. If no text is provided, the JV will be disapproved.

Where to enter text in a Banner Document

o FOATEXT is found in Options on the Banner menu bar

Enter text in this area
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Where to enter text in a Self-Service Document

Journal Voucher Entry

Document Total 4,500,000
Transaction Date |jun ~||3 ~ || zoog v

[ Docurment Text D

Seq = = Index Fund Org Account |Program |Activity |Location Amount D/C |Description Budget Del
cClass Perod
1eT |V [ze605s [ 1140 | ¥ 750.00] D %] |[682013-11F0 Suppert Medicval | [12 ~| | [®]
eoT |¥ [ses05s | ¥ 1140 | ¥ 750.00] |- %] |[682013-11F0 Suppert Medieval | [12 ~ | |[&]
eoT | ¥ [ae6056 | ¥ ssa0 | ¥ 750.00] |- v||[682013-6360 Suppart Medieval c| (12 v | |[&]
JET |¥ 682013 [¥ 11F0 |V 750.00][c v | |se6056-1140 Support conferency 12 v | |
eoT | ¥ [6az013 [T 11F0 |V 750.00] [+ v |566056-1140 Support Conferency 12 v |
eoT |¥ [sazo13 | ¥ e3a0 | ¥ 750.00) [+ v/ |[866056-6340 Support Corferency 12 v | &

Transaction Total: 4,500.00

[ Add Mew Record ]

Complete
ol =
Document/Commodity Text I
Enter Document Text, Print: - -
= Enter text in this area
P
<«
=l
Enter Document Text, No Print:
=
=

Sawve I

[ Exit document/itern text page ]

¢ Budget amounts must be entered in whole dollar

e Departments cannot budget Restricted Indices. The Main Campus and HSC Contract and Grant
Accounting Departments monitor these budgets

¢ Non-clinical revenues cannot be transferred to clinical indices. These must be approved by the HSC
Budget Office on a case-by-case basis

e State Appropriations cannot be transferred out of Program Indices

o State appropriations spending and movement of funds must be in line with the appropriation
guidelines and intent

o Departments receiving a state appropriation are required to monitor spending on these
indices--including indices receiving funding from one of these indices

o Departments should be ready to provide justification and documentation for all transactions
in the event the state appropriation is audited
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e Submit the transaction as a simple entry and not as a compound entry

Example of a Simple Entry and a Compound Entry

Simple Entry Compound Entry

JET 123123-11A0 $1,500 D JET 123123-11A0 $2,500 D

JET 222333-11F0 $1,500 C JET 222333-11F0 $1,500 C

BDT 123123-11A0 $1,500 - JET 444555-11F0 $1,000 C

BDT 123123-3100 $1,500 - BDT 123123-11A0 $2,500 - Do not enter as a
BDT 222333-11F0 $1,500 + BDT 123123-3100 $2,500 - compound entry
BDT 222333-3100 $1,500 + BDT 222333-11F0 $1,500 +

JET 123123-11A0 $1,000 D BDT 222333-3100 $1,500 +

JET 444555-11F0 $1,000 C BDT 444555-11F0 $1,000 +

BDT 123123-11A0 $1,000 - BDT 444555-3100 $1,000 +

BDT 123123-3100 $1,000 -
BDT 444555-11F0 $1,000 +
BDT 444555-3100 $1,000 +

o Sufficient funds — does the index transferring the money have the funds to distribute?

o Check Banner form FGIBDST (actual YTD balance)

tatus Form FSIBDST F.4.0.1 (BAMNPD

= Budget Office
= [ [ ==

= Institutional Suppore

(g Seneral Asctivity

Commitments

[}
3
'}
L

o.00

.00

o
o
o

s07.861.79 [

Diup iterm for Detall, Count GQuery for Orgn. Surmmary, Dup Rec for Encum. List
Record: 21/44 =oscs

o Enter all of the related distributions together. This will assist in the efficiency of the review and
approval process. Refer to the BDT/JET Processing Example on the last page of this document.

o Sequence #1 through Sequence #3
e JET debit, BDT decrease revenue, BDT decrease expense

o Sequence #4 through Sequence #6
e JET credit, BDT increase revenue, BDT increase expense

e Budget Transfer (BDT) Deadline — March 31°
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Create a BDT & JET Plant Transfer Entry

e All purchases of equipment are made according to University policy, the Higher Education Department
(HED) and the State of New Mexico procurement code.

o Expenditures for units of equipment $10,000 or more are to be charged to a plant fund index
(UNM Policy 7710, Property Management and Control)

e Academic Affairs — FY11 requirements for transfers out of 1&G into Plant:

o Plant transfers are appropriate when revenue is generated from course/curriculum/IT fees and
fees are used to replace equipment. The Office of the Provost provides a worksheet template
for Academic Affairs journal entry originators to use for obtaining EVP approval of transfers from
I1&G to Plant. (Go to http://www.unm.edu/~acadaffr/ProvostForms.html for Transfer 1&G Funds
to Plant Template). When approved by the Provost’s Office, a document number will be issued
that is to be referenced in the JV document text.

o Transfers out of 1&G into Plant when the revenue source is not from course/curriculum/IT fees
will require additional documentation and justification, particularly if the funds will not be used to
replace equipment.

o Proper documentation must be submitted to obtain approval for transfers where funding source
is fee-related. Approval of transfers using other funding sources, such as savings from vacant
faculty/staff lines, will be made on a case-by-case basis requiring additional justification.

e HSC campus departments must have prior approval of the EVP. Go to
http://hsc.unm.edu/about/budget/docs/Transfer%20t0%20PIlant%20FinApprv%20%205-6-08.xIs for the
approval form that is required prior to submitting the transfer.

e Budget entries should not post to the Grant module. Query Banner form FTMFUND to ensure the Grant
ID is null
Steps to query the Grant module

e The fund code is needed to query the Grant module. To find the fund for an index go to Banner form
FTMACCI

o Query the index number


http://www.unm.edu/~acadaffr/ProvostForms.html
http://hsc.unm.edu/about/budget/docs/Transfer%20to%20Plant%20FinApprv%20%205-6-08.xls
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2 Oracle Developer Forms Runtime - Web: Open > FTMACCI [Q] |Z”§”Z|

ools Help

B G B Eae e S @ X E

File Edit Options Block Item Record Query

BB BB E T

daintenance Form FT
Chart of Accounts:  |u [7] W Active Status Last Activity Date:  [27-MaY-z009 -
& Account Index: [71zo0s T¥D Account Index Title:  |[OPEA Eguipment Purchases =]

Effective Date: [01-Mav-zoo09 (B Termination Date: = MNext Change Date: -

Accounting Distribution
Check to Override

Fund: ZPO1SE > | MP L Unexp Unrestricked [
Organization: 7iza hd| -
Account: EI [
Program: PSOL1 E‘Prnpert\; Plant and Equi - [
Ppbho Ty [=)Genaral Adivity Query will locate the fund | F
Location: E‘ here |

Enterwvalue for Chart of Accounts
Record: 141 List of %alu . =05C=

e Go to Banner form FTMFUND
o Query the fund field
o Check the Grant field, it should be null

File Edit COptions Block Item

= v =] = A= [E =)

“zn Fund Code Forrm F

Maintenance

I+ Aactive Status Last Activity Date: 04 -JUMN-Z00< =1

Title: [MP U= Unexp Unrestricted

Termination Date: = Mext Change Date:

[ Data Entry

Fund:

Effective Date:
Expenditure End Date:
Fund Type:
Predecessor Fund:

Financial Manager: i O,
Unbilled AR Account:
Revenue Account:
Bank: S
Cash Receipt Bank Code: =
Capitalization Fund Indicator: Cap Different or Mo Cap ~N.
Capit ation Equity Account: =1
Capitalization Fund: ™
Multiple Fund Balance Indicator: |(nMonsy  —|
Restriction Indicator: fMone) -] Query the fund here
Defaults: Organization Program Location
= = = = ~

Chart of Accounts; Press LIST for valid wvalues. Press Edit for Mavigate Ta
Recard: 151 List ofvalu... BL=1-T=t4

A physics research department is having a training session and charging the training material in index 444111
(Fund 2U0005 Program 161). A public service department has agreed to pay costs of $5,000 for training
material from index 555111 (Fund 2U0203 Program 171).
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Determine the Level 2 fund type and Level 2 program for both indices. Both fund types are 02, but they have
different program codes and are not Instructional and General (1&G) program codes.

e A transfer from Public Service (11F0) to Research (11A0)
e Budget for the transfer of funds in both indices (BDT)

e Journal entry when the funds are transferred (actual)

Transaction Example of Description Field
Seq #1 JET 555111-11A0 $5000 D 444111-11FO0 Training Cost
Seq #2 BDT 555111-11A0 $5000 - 444111-11FO0 Training Cost
Seq #3 BDT 555111-31P0 $5000 - 444111-31P0 Training Cost
Seq #4 JET 444111-11F0 $5000 C 555111-11A0 Training Support
Seq #5 BDT 444111-11F0 $5000 + 555111-11A0 Training Support
Seq #6 BDT 444111-31P0 $5000 + 555111-31P0 Training Support
kxxEND***
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