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Reserves-What they are 
 Amount remaining (or in deficit) at 

fiscal year end 
 Finance Systems Management (FSM) 

rolls surplus or deficit account 1900 
 Must be budgeted to be spent 
 Unrestricted indices only 
 Similar to Starting Balance in your 

checkbook 

Presenter
Presentation Notes
The money you have left, or the amount you have overspent, is carried forward every year.

This is like the starting balance in your checkbook.  

It is rolled over to account 1900, which is your residual amount from the prior year.
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Reserves Accounts  
 1900 – Used only by FSM 
 1901 – Used to Budget Reserves  

         to be spent in current fiscal 
   year 

 1903 – Used to move Reserves  
   (1900) to another index 

Presenter
Presentation Notes
The net of these four accounts is your existing Reserves balance.  You only use the middle two.  
1901 is used to budgeting Reserves $
1903 is used to move Reserves amounts to another index
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Reserves entries 
 From one index to another to cover a 

deficit or fund another index 
 To zero out an index that only 

contains Reserves. 
 Correct prior year entries 

Presenter
Presentation Notes
Since year end us upon us, I will go over how Reserves entries should (and should not) be used to correct prior years.
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Correcting Prior Year Entries 
 May be used with UNRESTICTED 

indices only 
 Used after the year end accounting 

records are closed 
 Use 1903 on both sides of the entry 
 Must net to zero 

Presenter
Presentation Notes
Unrestricted only
After year end accounting records are closed
Must net to zero
Must be in the same fund level 2 and Program level 2.  More about that later.
If the error is between accounts in the same index, no entry is required.
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Example: To Change Balances 
Between Current and Prior Year: 

Mary Smith found a $14,000 equipment 
purchase error in one of her unrestricted 
indices.  It was made to the wrong 
unrestricted index [34xxxx] in the prior year.  
She wants to correct both indices involved by 
moving the expense to the correct 
unrestricted index, 21xxxx.  Both indices are 
in the same Fund level 2 and Program level 2. 
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Thinking Through the Entry: 
 Figure out which index has too much 

money.  
 hint: it is always the index that was 

not charged the money, but should 
have been 

 Calculate what remains in the 
Reserves account of the index that 
must give up the funds [has too much 
money] 
 
 

Presenter
Presentation Notes
Figure out which index has too much money.  [21xxxx has too much in this instance] In this case, Index 34xxxx has $14,000 too much expense.  They are missing $14,000 of money in their reserves account.  Had the expense been properly accounted for in the prior year, they would have had $14,000 more cash to carry forward.  This $14,000 of cash legitimately belongs to index 34xxxx, since they are the ones who actually paid for the equipment in error.  Index 21xxxx owes 34xxxx $14,000 from their reserves account.
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Current Balances in 21xxxx: 
Index      Rule Account Debit          Credit 
  Class Code 
21xxxx    JE2  1900                       20,000 
21xxxx    JE2  1903    8,000         _____ 

          Net of the two accounts:      12,000 
 

Presenter
Presentation Notes
Calculate what remains in the Reserves account.  Take the sum of 1900 and 1903 for index 21xxxx.  For example, if there is $20,000 in index 21xxxx, account 1900, but account 1903 has -$8,000, you have $12,000 left in the Reserves account that you can move [$20,000 - $8,000 = $12,000]  This $12,000 balance represents money that can be spent.
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 You need to move $14,000 
 This is $2,000 more than the 

Reserves account has in it. 
 Always look at the NET balance in the 

Reserves accounts, 1900 and 1903. 



11/9/2011 10 

First move what you have: 
Index      Rule  Account Debit  Credit 
  Class Code 
21xxxx   JE2  1903  12,000 
34xxxx   JE2  1903    12,000 

Effect of entry on the indices:            0 
 
Note that the debit and credit for this entry in 1903 
results in “zero” dollars being moved into or out of the 
account.  This must always be true of all Reserves, 

allocation, and 8045 entries. 
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Effect on Index 21xxxx: 
Index  Account Debit       Credit 
21xxxx 1900         20,000    [existing] 
21xxxx 1903    8,000            [existing] 
21xxxx 1903  12,000                     [this entry] 

Amount remaining in 1900:       $        0    
 

Presenter
Presentation Notes
Note that all the Reserves amount in index 21xxxx has been moved out.  Index 21xxxx has a zero dollar balance in the Reserves accounts.
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Effect on Index 34xxxx: 
Index  Account Debit        Credit 
34xxxx 1900    
34xxxx 1903            12,000 
Amount of funding moved to 34xxxx:    $12,000            

 

Presenter
Presentation Notes
Note that index 34xxxx has received $12,000 of revenue from 21xxxx.  Index 21xxxx owes them another $2,000.  How to they move THAT?
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Allocation Entries  
 moves actual revenue or funding [including 

budget] between indices. 
 Used to move non-clinical revenue to 

departments 
 Special account codes should be used to 

move clinical revenue between 
departmental indices 

 FOM Revenue - 0311 
 UH Revenue -  0341  

Presenter
Presentation Notes
They will move the last $2,000 with an allocation entry, so lets talk about them.
Generally, 1660, but look at the Allocation Account Code List.  Is there another account that better fits the revenue move you are doing?  If so, use that account.
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Allocation Entries (cont.) 

 Revenue associated with the same 
fund level 2 and program level 2. 

 Unrestricted Revenue 
 Generally use 1660-Allocations Other 

General as both the debit and credit 
for this entry (not true of clinical 
allocations) 

 If not budgeted, budget entry must 
accompany allocation entry 
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Allocating the remaining $2,000 
Index    Rule  Account Debit  Credit 
    Class Code 
21xxxx    JE2  1660  2,000 
34xxxx    JE2  1660    2,000 
Effect of entry on the account:          0 
 
 Your entry will ALWAYS cause the total activity for 

the account to be zero.  This is true of Reserves, 
allocation, and 8045 entries, any account used. 

Presenter
Presentation Notes
Note that total activity in account 1660 is zero.



11/9/2011 16 

Effect of both entries on 34xxxx 
Index     Rule  Account Debit  Credit 
  Class Code 
34xxxx    JE2  1903    12,000 

   
34xxxx    JE2  1660                2,000     
Total Revenue Received from 21xxxx:                       $14,000 
 
• unless there is at least $2,000 in budgeted but 

unexpended funds in index 21xxxx, the allocation 
portion of this entry cannot be made 

• Note also that NO EXPENSE ACCOUNTS were 
affected, even though this is an expense correction 
from the prior year. 

Presenter
Presentation Notes
Why wasn’t this a transfer entry?  How can you tell whether you should make an allocation or a transfer entry?
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Transfer Versus Allocation 
  Movement of funding between programs, for 

example between Research and Instruction 
and General (I&G) programs is a transfer. 

 Movement of funding between campuses is 
considered a transfer, for example between  
Gallup and Main Campus. 

 Movement from unrestricted to restricted is a 
transfer, for example cost share 

 Movements within programs, such as moving 
I&G funds from the Nursing program at HSC 
to the Pharmacy I&G program at HSC, is an 
allocation. 
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Allocations 
 An allocation occurs when funding is 

moved from one program to a 
similar program 
  F&A School -> Department = allocations 
  RAC ->Tobacco Settlement = allocations 
 Department -> Division = allocations 

 Allocation entries are approved by 
Financial Services 

 Must be included in budget 
 

Presenter
Presentation Notes
F&A=Facilities and Administration
RAC = Research Allocation Committee
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Transfers 
 Transfers occur when funding is moved 

from its original source to support another 
program of the University. 
  Cost share required by Contract or Grant 
  Clinical funds used to support research initiatives 
  Clinical funds used to support educational initiatives 
 

 Transfer entries are approved by the 
Budget Office. 
 

 Transfers are not appropriate to cover 
expenditures recorded in the wrong 
program.  Move the expenditures to the 
correct program. 
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Transfers (cont.) 

 A transfer entry is used when an allocation 
entry is not allowed 

 
 Used to move funding between Banner 

Programs [i.e., I&G, Public Service, etc.] or 
between campuses 

 
 Allows movement of funding from one 

Banner Fund Level 2 or Program Level 2 to 
another 
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Transfers (cont.) 

 A budget entry is also required 
 Uses account codes 1100-12T0 
 Departmental Transferor Security 

required 
 The 2006 Transfer presentation 

found at this site will help with 
more details: 
http://www.unm.edu/~fiscal/docs/Tr
ansferPresentation.pdf 
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Transfer or Allocation Decision Tree 
START HERE 

Run F Index Lookup 
 Hyperion Report.  Note 
 the Fund and Program 

 Level  Data for indices. 
 

Do you know the 
Fund and  

Program Codes 
For both indices? 

ALLOCATION 

Are both fund 
Codes in the same 

Level 2 fund? 

TRANSFER 

Is the program 
Code the same 

For both indices? 

Are the level 2 
program codes within 

 instruction &  
General? 

TRANSFER 

ALLOCATION 

No 

Yes 
Yes 

Yes 

No 
No 

Yes 

No 

Presenter
Presentation Notes
This chart will help you determine whether you are making an allocation or a transfer. [review chart]
This sounds so mechanical, a computer could do it.  And in fact, a computer generated report has been programed to do it for you.  We will use it to work through the next example.
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I&G Funds(3U0044): P09,P10, 
P11,P12, P13, P14 

Treat all these as THE SAME 
CODE 

ALLOCATE between I&G 
Program level 2 codes 

All other funds: P15,P16,P17, 
P18,P19,P20,P21,P22,P50,P501, 
P502, P503, P504 

Treat each of these as a 
DIFFERENT CODE 

TRANSFER between any of 
these codes, or one of these 
codes and an I&G code 

Allocation/Transfer Aide 
Program Level 2 Codes 

Report Name Type Description Location 

Hyperion Report 
FORH008 

Hyperion Provides a report that will tell you 
what type of allocation/transfer 
entry you have, and what to 
debit/credit 

Brio/Finance Reports/F 
Dept_School_College/FHSC/Fo
rh008 hsc transfers allocation 

F Index Lookup 
Report 

Hyperion Allows you to determine fund and 
program codes for any index 

Brio/Finance Reports/Finance 
Production Reports/F Index 
Lookup 

Useful Tools 
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Example – need to move: 
 Funds from index 851039 to index 

85103D 
 
 Funds from index 258000 to index 

975001 
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Assistance and Tools 
 Hyperion report Forh008-HSC Transfers 

Allocation Report can assist in determining 
type of entry necessary.  The report also 
provides guidance on actual and budget 
entry preparation. 

 
 Hyperion report F Index Lookup allows you 

to determine fund and program codes for 
any index  
 
 

Presenter
Presentation Notes
There is an easy way, which I will now show you.  This report will TELL you which type of entry you are doing.

You can also think your way through the entry, using Hyperion report F Index Lookup in the Production folder under Finance Reports to determine what Fund level 2 and Program Level 2 applies the two indices you are working with.

This report goes through the logic in the flowchart, deciding for you which type of entry you are doing.  It additionally gives you the text core offices are looking for.
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HSC Transfers Allocation Report 

Presenter
Presentation Notes
This is under Finance Reports/ F Dept_School_College/F HSC
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FORH008A Dashboard 

Presenter
Presentation Notes
Enter your index numbers and then press the “Compare” button.
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Sample Report - Transfer 

This image cannot currently be displayed.

Presenter
Presentation Notes
The report TELLS you what account codes to use
Whether you are transferring or allocating
What to debit and credit
What JV subject line text to use.

  By looking at your “How To” flow chart you can see that since the Level 2 Funds are different, this is a transfer.  It tells you to debit index 851039 using account code 11A0.  You will credit index 85103D using account code 11F0.  Your Journal Voucher description in the subject line will read EXACTLY as the report shows.  You will also add, in the item text section, a detailed explanation of what you are moving, and why.
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An Allocation: 

Presenter
Presentation Notes
If you have an allocation instead of a transfer, the next screen will be different.
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Additional Information Required 

Presenter
Presentation Notes
You will have to know what type of allocation you are making.  If you don’t know, discuss the entry with the person who asked that it be made.  You can call the Finance office and ask them to help you figure it out, but they will need you to tell them what the source of the revenue is that you are moving, and why you are moving it.  Once you know that, you can probably figure out which of these types you are doing.  

For our example, I selected 1660: General purpose allocation.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       

I selected a General purpose allocation for this example.
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Sample Report - Allocation 

Presenter
Presentation Notes
Here is an example of an allocation report.  Note that your Level 2 fund is the same, as are your level 2 program codes.  The report used account 1660 based on the selection I made on the previous screen.  It tells you what accounts to debit and credit, and what your subject line description should be.



11/9/2011 32 

Watch out for: 
 Don’t use the word “allocate” in a transfer 

entry 
 Don’t use the word “transfer” in an 

allocation entry. 
 Item text that contradicts the type of 

Journal Voucher you are making 
 Item text that does not explain where the 

funds originally came from 
 Submitting the actual dollar entry when no 

budget exists 

Presenter
Presentation Notes
Your item text must explain what you are moving, why you are moving it, and must agree with the type of entry you are making.
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Budget Entry: 
 To budget Reserves, use account code 

1901 
 Only that portion of the Reserves that you 

are anticipating spending in the current 
fiscal year is budgeted 

 You may not use accounts 1900 or 1903 in 
budget entries 

 Negative Reserves must also be addressed 
in the budget using 1901 

 This will reduce the total budgeted revenue 
and expense  
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Budget Example: 
 A Department has Reserves in a 

Public Service index of $25,000 
 They intend to spend $15,000 of the 

balance in the current fiscal year.  
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Budget Example (cont.) 

 The budget entry, using the BD4 Rule 
Class Code, would be completed as 
follows: 

      Increase  Decrease 
   

3-XXXXX 1901   +15,000    
3-XXXXX 3100   +  5,000 
3-XXXXX 3820   +  2,000 
3-XXXXX 8060   +  8,000 

=$15,000  
of expense 

= revenue 
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Budget Example 2 (cont.) 

 Department has negative Reserves in 
a Public Service index of -$15,000 

 They plan on making up $5,000 of 
that deficit during the current fiscal 
year.  



11/9/2011 37 

Budget Example 2 (cont.) 

 The budget entry, using the BD4 Rule 
Class Code, would be completed as 
follows:   

            Decrease 
3-XXXXX 1901  - 5,000  
3-XXXXX 3100  - 4,000 
3-XXXXX 3820  - 1,000 

= decrease in revenue 

=$5,000  
of expense 
reduction 
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Budget Entry Summary 
 The money must be budgeted in order for 

Reserves, an allocation, or a transfer to be 
approved 

 Budget entries must be prepared at the 
same time as allocation and transfer entries 
if the amount has not been previously 
budgeted 

 Use rule class code BD4 for Reserves and 
allocation entries 

Presenter
Presentation Notes
Let’s discuss the budget entries.  
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Budget Entry Summary (cont.) 

 Use rule class code BDT for transfer entries 
 Use report FORH008 to determine the 

correct budget entry for transfers or 
allocations 

 Note that expense account 8060 is a report 
default.  Replace this account with the 
appropriate account when applicable 

 When changing Reserves, only the amount 
expected to be spent during the year 
should be budgeted 

Presenter
Presentation Notes
Reserves budget account is 1901.  The other accounts are the same as the actual account when you are budgeting them.
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Budget Entry Summary(cont.) 

 Budget entries must be done in whole 
dollars; no cents. 

 The giving index cannot have a 
budget decrease that lowers the 
budget below what has already been 
spent. 

 The deadline for all budget 
entries related to transfers is 
March 31st 

 

Presenter
Presentation Notes
If the budget entry is not in by March 31st, you will not be able to get your otherwise acceptable entry approved.
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 Questions? 
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