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Reserves-What is it?

» Amount remaining (or in deficit) at
fiscal year end

» Similar to Starting Balance in your
checkbook
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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.



Reserves Accounts

» 1900 — Used only to roll Reserves
forward

» 1903 — Used to move Reserve (1900)
amount to (or from) another index
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Presentation Notes
1900 is used only at year end to move the reserves in your index to the next fiscal year.
1903 is used to move Reserves amounts to another index
The net of these two accounts is your existing Reserves balance.  



Reserves Entries:

» Correct a misstatement from a prior
year

Cobfiet dlsRtaiehent

FPOFN"EXprior year.

» Zero out an index that only contains a
Reserves amount
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Presentation Notes
Since year end us upon us, We will concentrate on how Reserves entries should (and should not) be used to correct prior year misstatements.



Why are Prior Year corrections
Different?

Incorrect PY expense to your account =
« Year End cash balance too low.

e Year End expense too high.

New Year:

e« Cash balance must go up.

« Expense MUST NOT CHANGE.
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Presentation Notes
If an incorrectly charged prior year expense caused your index’s cash balance to be too low, you do not want to change THIS YEAR’S expense to fix it.

During the year, if the same incorrect charge  occurs, you WILL change the current year’s expense to fix it.


Do You Need a Correcting
Entry?

$500 charged to office supplies expense
last year should have been charged
to travel. The index was correct.

NO

11/9/2011 6


Presenter
Presentation Notes
Answer: No.  Think of the checkbook again.  If you wrote a check for $500 that was for an expense that was yours, it would not affect your beginning balance for the next month.  Correspondingly, if you have a prior year expense that was not charged to the correct account, but is in the correct index, it does not affect your beginning balance for the new year.  No entry is allowed.


Do You Need a Correcting
Entry?

$200 charged to office supplies expense
last year should have been charged
to computer expense for a different
Index.

YES
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Answer: Yes.  This misstatement needs to be corrected.  The beginning balances for both indices involved are incorrect.  You will probably use a change in Reserves entry.


Correcting Prior Year Entries

Reserves entries are:
» Used with UNRESTICTED indices only

» Used after the year end accounting
records are closed

» Must use 1903 on both sides ofentries
» Must net to zero

» Must be In the same Program level 2
and Fund level 2
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Unrestricted only
After year end accounting records are closed
Must net to zero
Must be in the same Program level 2 and Fund level 2.  
If the error is between accounts in the same index, no entry is required.





Understanding Program and
Fund Structure

» Program Structure: Appendix 4 —
FOAPAL Quick Reference Guide

» Also: ePrint Report in repository
fin_banp-Finance Banner-Production

(banp). FGRPRGH — Program
Hierarchy Report

» Fund Structure: Appendices 2 & 3, or
ePrint report FGRFNDH- Fund
Hierarchy Report
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Main Endowments
Main Plant Funds
Restricted

Unrestricted

| E9C Campus
HSC Endowments
HSC Plant Funds
HSC Restricted

HSC Unrestricted

| Campus
Endowments
Plant Funds
Restricted Funds

Unrestricted

Campns
Endowments
Plant Funds
Restricted Funds

Unrestricted

Campus

Endowments
Plant Funds
Restricted Funds

Unrestricted

| Campu
Endowments
Plant Funds
Restricted Funds

Unrestricted

PROGRAM DESCRIPTION

| Tnstruction and General
Instructional and General Revenue
Instruction Unrestricted Ex 10
[Sponsored Instr Restr Ex 10
|Academic Support Unrestr Ex 11
Sponsored Acad Support Restr Ex 11
Student Services Ex 12

Sponsored Student Srve Restr Ex 12
Institutional Support Ex 13
[Sponsored Inst Support Restr Ex 13

Operations and Maintenance Ex 14

Student Social and Cultural Ex 15

[Research Unrestr Ex 16

[Sponsored Research Restr Ex 16

[Non Sponsored Pub Svc Unrestr Ex 17

Sponsor Public Service Restr Ex 17

Internal Services Ex 18

Student Aid Unrestr Ex 19

Sponsored Student Aid Restr Ex 19

JAuxiliaries Ex 20

Athletics Ex 21

Independent Operations Ex 22

Other Institutional Programs
Property Plantand Equipment
Agencies

Student Loan Programs

[Endowment Programs

Treat as
ONE
Program
Level 2
Fund

P17

P17R

ACCOUNT CODES

OPERATING REVENUE
[Tuition Revenue
Student Fees
Mandatory Student Fees
Patient Services
Grants & Contracts
Sales & Services

INTERNALSALES

(USED ONLY IN P18 INTERNAL SERVICES)
Appropriations

Sales & Services

Other Operating Revenue

[NON-OPERATING REVENUE

Bond Revenue

Gifts, Investment Income &

Earned Revenue

[F&A Allocation
(USED ONLY IN P16 Research)

Allocations SOM Gen
Pooled Allocation

(Only used by depts. For original budget)
[UNM Bond Proceeds

General Allocations

(Overhead Internal

(USED ONLY IN P16 Research)

Regent's Reallocation

| Reserve

Reserve
(NOT USED by Depts EVER)

Budget Bal Change
(BUDGET PURPOSES ONLY)
Change in Reserves

(MOVING RESERVES ONLY)

Salaries

Payroll Benefits
Other Expenses
Interdept Support

Budget Contingency

Begins With

07(number)
072
08

10

1lor12

20

21

31 thru 99
8045

80EO
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Presentation Notes
This is appendix 4
You can determine an index’s program by going to FTMACCI and this Quick Reference Guide.  FTMACCI will give you the level 3 program (not level 2).  Generally the Level 3 program will begin with the same first two digits as the level 2 program code.    The level 2 codes are listed above.  Note that for Instruction and General Funds, it is even easier.  ALL the Level 2 funds under Instruction and General are treated as if they were the same.  

There are a few exceptions.  If you are uncertain, you can go to the Program Hierarchy report.
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Presenter
Presentation Notes
What level Two Programs are shown on this page? [ans: P17R,P22, P15, P18]
One index, according to FTMACCI, is in level 3 program P221.  The other is in level 3 program P225.  Are they in the same Level 2 program? [ans: Yes, P22]
One index, according to FTMACCI, is in level 3 program P181.  The other is in level 3 program P151.  Are they in the same Level 2 program? [ans: No, one is in P18, the other is in P15]


Main Endowments
Main Plant Funds
Restricted

Unrestricted

| E9C Campus
HSC Endowments
HSC Plant Funds
HSC Restricted

HSC Unrestricted

| Campus
Endowments
Plant Funds
Restricted Funds

Unrestricted

Campns
Endowments
Plant Funds
Restricted Funds

Unrestricted

Campus

Endowments
Plant Funds
Restricted Funds

Unrestricted

| Campu
Endowments
Plant Funds
Restricted Funds

Unrestricted

PROGRAM DESCRIPTION

| Tnstruction and General
Instructional and General Revenue
Instruction Unrestricted Ex 10
[Sponsored Instr Restr Ex 10
|Academic Support Unrestr Ex 11
Sponsored Acad Support Restr Ex 11
Student Services Ex 12

Sponsored Student Srve Restr Ex 12
Institutional Support Ex 13
[Sponsored Inst Support Restr Ex 13

Operations and Maintenance Ex 14

Student Social and Cultural Ex 15

[Research Unrestr Ex 16

[Sponsored Research Restr Ex 16

[Non Sponsored Pub Svc Unrestr Ex 17

Sponsor Public Service Restr Ex 17

Internal Services Ex 18

Student Aid Unrestr Ex 19

Sponsored Student Aid Restr Ex 19

JAuxiliaries Ex 20

Athletics Ex 21

Independent Operations Ex 22

Other Institutional Programs
Property Plantand Equipment
Agencies

Student Loan Programs

[Endowment Programs

Treat as
ONE
Program
Level 2
Fund

P17

P17R

ACCOUNT CODES

OPERATING REVENUE
[Tuition Revenue
Student Fees
Mandatory Student Fees
Patient Services
Grants & Contracts
Sales & Services

INTERNALSALES

(USED ONLY IN P18 INTERNAL SERVICES)
Appropriations

Sales & Services

Other Operating Revenue

[NON-OPERATING REVENUE

Bond Revenue

Gifts, Investment Income &

Earned Revenue

[F&A Allocation
(USED ONLY IN P16 Research)

Allocations SOM Gen
Pooled Allocation

(Only used by depts. For original budget)
[UNM Bond Proceeds

General Allocations

(Overhead Internal

(USED ONLY IN P16 Research)

Regent's Reallocation

| Reserve

Balance Forward
(NOT USED by Depts EVER)

Budget Bal Change
(BUDGET PURPOSES ONLY)
Change inBal Fwd

(MOVING BAL FWD ACTUALS ONLY)

Salaries

Payroll Benefits
Other Expenses
Interdept Support

Budget Contingency

Begins With

07(number)
072
08

10

1lor12

20

21

31 thru 99
8045

80EO
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Presentation Notes
You determine with the Program Hierarchy report that one index is in Program Level 2 fund P09 and the other is in Program Level 2 fund P12.  Does this indicate you can you do a Reserves entry?
Ans: Yes, all Instruction and General Program Level 2 funds are treated as THE SAME level 2 fund.

One index is in Level 2 program P14 and the other is in Level 2 program P16.  Can you do a Reserve entry? Ans: No, these are not both in Instruction and General, and they have different Program Level 2 funds.


Summary:

» If you can, correct prior year
misstatements with a change in

Reserves entry.

» If you cannot use a change In
Reserves entry, you can generally use
an 8045 entry
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Reserves Criteria

v The misstatement involves a prior
year unrestricted expense
misstatement.

v" You have a reserves balance to move.

v All invo
level 2

v All invo
level 2

ved indices have the same
~und

ved indices have the same

Program

11/9/2011
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Presentation Notes
a) The misstatement involves a prior year unrestricted expense misstatement.  How?  Look at Program/Fund.  Is it restricted?
b) Check to make sure you have a balance to move. How? Look at the net of 1900 and 1903 in FGIBDST
c) All involved indices have the same level 2 Fund 
d) All involved indices have the same level 2 Program



The Situation:

» In the prior year, $200 was charged to
office supplies expense In unrestricted
Index 123456 that should have been
charged to computer expense in
unrestricted index 654321.

» Account 1900 In iIndex 654321 has a
$9,000 balance. There are no 1903
entries.

> Both indices are in the same level 2
Fund and Program
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Thinking Through the 1903
Change In Reserves Entry:

» Figure out which index has too much
money.

hint: it is always the index that was
not charged the expense, but should
have been

» Calculate what remains In the
Reserve account of the index that
must give up the funds [has too much
money. Was not charged but should
have been.]
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Presentation Notes
Figure out which index has too much money.  [654321 has too much in this instance] In this case, Index 123456 has $200 too much expense.  They are missing $200 of money in their reserves account.  Had the expense been properly accounted for in the prior year, they would have had $200 more cash in their reserves account.  This $200 of cash legitimately belongs to index 123456, since they are the ones who actually paid in error.  Index 654321 owes 123456 $200 from their reserves account.




Current Balances in 654321:

Index Rule Account Debit Credit
Class Code

654321 JE2 1900 9,000

654321 JEZ2 1903 0]

Net of the two accounts: 9.000

11/9/2011
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Presenter
Presentation Notes
Calculate what remains in the Reserves accounts.  Take the sum of 1900 and 1903 for index 654321.  For example, if there is $9,000 in index 654321, account 1900, and account 1903 has 0, you have $9,000 left in the reserves account that you can move.  This is more than enough to move the $200 misstatement.



The Reserves entry:

Index Rule Account Debit Credit
Class Code
654321 JE2 1903 200
123456 JE2 1903 200
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

1903 account. This must always be true of all
Reserves entries.
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Presentation Notes
Which index has $200 more money to spend? [ans: 123456.  the index that was credited.  This is the index that incorrectly paid the $200 expense last year.]


These can cause denial:

» ltem text that does not explain where the
funds originally came from.

» ltem text that does not explain why the
funds need to be moved.

» Submitting the entry when there iIs not
enough Reserves to make the entry.

11/9/2011 19


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.
ADD YOUR NAME AND PHONE NUMBER	to the item text to make contact by Accounting easy, if they have questions.


When Fund and/or Program
Level 2 are different:

» You cannot do a Reserves entry to
correct a misstatement iIf the level 2
fund or the level 2 program are
different.

» Instead, you will usually use an 8045
entry.
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8045 Entry Criteria:

A\

The correcting entry is < $5,000.

Fund and Program levels do not
matter.

» 8045 iIs used for both the debit and
credit side of the entry.

The entry must net to zero.

This entry will avoid the use of a
more complicated transfer or
allocation entry.

A\

YV VY

11/9/2011
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Presenter
Presentation Notes
Transfer and allocation require matching budget entries.


8045 Evaluation Criteria:

» Salaries cannot be moved using
account code 8045. [Use PZAREDS to
do labor redistributions.]

» Account code 8045 cannot be used
with restricted indices.

» There must be a detailed description
of the expense being moved.

» No budgets are allowed for this
account.
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8045 Evaluation Criteria:

» In a JV in which account code 8045 is
used, line items affecting any other
account codes may not be used.

» There is a limit of $5,000 per
transaction, and $20,000 per year,
per index.

» Any exceptions to these limits must
be approved by Financial Services
before an entry is submitted.
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Presentation Notes
Do ONLY the 8045 entry.  Any other line items must be done in a separate JV.

This means the document transaction total cannot exceed $10,000, $5,000 for the Debit and $5,000 for the credit.

Call Financial Services if this isn’t working and ask them how they want the correction completed.


The Situation:

> In the prior year, $500 was charged to
office supplies expense In unrestricted
Index 223456 that should have been
charged to conference fees expense In
unrestricted index 554321.

» The iIndices are not In the same level 2
Fund or Program.
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Thinking Through the 8045
Entry:

» 8045 Is a type of expense account.

» Figure out which index spent too
much money.

» This Is the index you will credit, using
8045.

» Debit the other index, using 8045.
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Presenter
Presentation Notes
This entry is similar to the correcting entries you create during the year.  The only difference is that you debit and credit 8045, regardless of the type of expense.


The 8045 entry:

Index Rule Account Debit Credit
Class Code
554321 JE2 8045 500
223456 JE2 8045 500
Effect of entry on the indices: 0

Note that the debit and credit for this entry in 8045
results in “zero” dollars being moved into or out of the

8045 account. This must always be true of all 8045
entries.
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Presentation Notes
Which index has 500 more money to spend? [ans: 223456.  the index that was credited.  This is the index that incorrectly paid the $200 expense last year.  It now has 500 less expense recorded]

In the prior year, $500 was charged to office supplies expense in unrestricted index 223456 that should have been charged to conference fees expense in unrestricted index 554321


These can cause denial:

» ltem text that does not explain where the
funds originally came from.

» ltem text that does not explain why the
funds need to be moved.

» Submitting the entry when there is enough
Reserves to make the entry, and both

Indices are In the same level 2 program and
fund
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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.
INCLUDE YOUR NAME AND PHONE NUMBER in the document text to assist Accounting if they have a question.



Other types of Correcting
Entries:

» When neither a Reserves or an 8045
entry can be used, you will use an
allocation (same fund/program level
2) or a transfer (different fund or
program level 2) entry.

» These require a budget entry, as well.

11/9/2011 28


Presenter
Presentation Notes
Only if the entry is greater than $5,000, or if more than $20,000 in 8045 entries have already been made will you be unable to do an 8045 entry.

For allocation entries, you will use account 1660-Allocation Other General
For transfer entries, you will use the account code listed when you run the report.  The report is listed in the Allocations, Transfers, and Reserve LEARN, which is posted on the FSSC and HSC Unrestricted LEARN webpages.  Information on how to do the required budget entries is also included in this report.


What about Corrections to
Restricted Indices?

» Correct misstatements using the
correct expense account.

» Maintaining accurate cumulative
restricted expense totals in the
correct accounts is of overriding
Importance.

» This includes ANY correcting entry
that includes a restricted index.
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You Make the Call

11/9/2011
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» Unless otherwise stated, assume the
Indices are In the same Level 2 fund
and program.

11/9/2011
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Situation One

While reconciling the June activity for
restricted index 443123, you find a $500
charge that does not belong in the index.
Instead, it belongs in unrestricted index
543123. The account code charged was
3100, and the purchase was for a printer.
The unrestricted index has $4,550 in
Reserves account 1900.

11/9/2011
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A) I will use Reserves account 1900 to credit index
443123. I will debit Reserves account 1900, index
543123, moving the expense.

Index Account Debit Credit
543123 1900 $500.00
443123 1900 $500.00

NO
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Presentation Notes
Will this work? [No.  Acct 1900 is only used during the year end roll forward.  ]
[No. One of the indices is restricted.  The actual accounts need to be used.]


B) I will use Change in Reserves account 1903 to
credit index 443123. [ will debit Change in
Reserves account 1903, index 543123, moving the

expense.

Index Account Debit Credit
543123 1903 $500.00

443123 1903 $500.00

NO
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Presentation Notes
Will this work? [No.  Acct 1903 cannot be used with a restricted index.]


C) This includes a restricted index, so I will remove
the printer expense from 443123 by crediting
account 3100-Office Supplies General, and move it to
unrestricted index 543123 by debiting account
1903-change in Reserves.

Index Account Debit Credit
543123 1903 $500.00
443123 3100 $500.00

NO
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Presentation Notes
Will this work? [No.  Acct 1903 must be used for both sides of a change in reserves entry.  Restricted indices cannot use change in reserves entries.]


D) This includes a restricted index, so I will remove
the printer expense from 443123 by crediting
account 3100-Office Supplies General, and move it to
unrestricted index 543123 by debiting account
3150-Computer Supplies.

Index Account Debit Credit
543123 3150 $500.00
443123 3100 $500.00

YES
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Presentation Notes
Will this work? [Yes.  When a restricted index is involved, move the expense using the actual expense accounts, even if the movement crosses fiscal years.]


Situation Two

While reconmhng the June activity for

unrestricted index 333123, you find a
$500 charge that does not belong in the
Index. Instead, it belongs in unrestricted
Index 543123. The account code charged
was 3100-Office Supplies General, and the
purchase was for paper for the copier.
Both unrestricted indices have $4,550
each In Reserves account 1900. Both
Indices are In the same level 2 fund and

11/9/2011
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Presentation Notes
Do we need to know what the balance in 1900 is for these indices?  Why?  For which one? [ans: We need to know the Reserves amount in index 543123, because it must give up money in its Reserve account since it did not pay last year for this expense.  Too large a beginning balance is recorded by $500.


A) I will use Change In Reserves account
1903 to credit index 543123 and debit

Change in Reserves account 1903, index
333123

Index Account Debit Credit
333123 1903 $500.00
543123 1903 $500.00

NO
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Presentation Notes
Will this work? [No.  The entry is backwards.  Since 333123 paid too much last year, 333123 needs to have the revenue account credited, giving it back the $500 revenue it is missing.


B) Since the Change in Reserves account 1903
IS a revenue account, | will debit index
543123 and credit Change in Reserves
account 1903, index 333123

Index Account Debit Credit
543123 1903 $500.00
333123 1903 $500.00

YES
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Presentation Notes
Will this work? Yes.  Index 333123 received the charge in error, so revenue in this account needs to be increased, or credited.


Situation Three

While reconciling the July activity for
unrestricted index 443123, you find a $500
July charge that does not belong in the index.
Instead, It belongs in unrestricted index
543123. The account code charged was
3100, and the purchase was for paper for the
copier. Both unrestricted indices have $4,550
each In Reserves account 1900.
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A) Since the Change in Reserves account 1903 is a
revenue account, I will debit index 543123 to
remove the excess revenue that rolled forward due
to the missing expense amount, and credit Change in
Reserves account 1903, index 443123 to increase
their roll forward revenue.

Index Account Debit Credit
543123 1903 $500.00
443123 1903 $500.00

NO
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Presentation Notes
Will this work? [No.  This is not a prior year entry.  Current year entry misstatements are not corrected with Reserves entries.]


B) Since this is not a prior year correction, I will
move the copier paper expense to 543123 by
debiting account 3100-Office Supplies General, and
remove it from index 443123 by crediting account
3100-Office Supplies General.

Index Account Debit Credit
543123 3100 $500.00
443123 3100 $500.00

YES

11/9/2011


Presenter
Presentation Notes
Will this work? [Yes.  Current year expenses are moved out of the incorrect index and into the correct index using the actual expense accounts.]


Situation Four

While reconciling the June activity for
unrestricted index 333123, you find a
$1,500 charge that does not belong in the
Index. Instead, it belongs in unrestricted
Index 543123. The account code correctly
charged was 2020-Payroll.
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A) Since the Change in Reserves account 1903 is
a revenue account, | will debit index 543123 to
remove the excess revenue that rolled forward
due to the missing expense amount, and credit
Change in Reserves account 1903, index 333123
to increase their roll forward revenue.

Index Account Debit Credit
543123 1903 $1,500.00

333123 3100 N O $1,500.00
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Presenter
Presentation Notes
Will this work? [No. Reserves entries are not used to move payroll.  PZAREDS is used to do a labor redistribution.]


B) Since this is a salary account, I will do a PZAREDS
to move the salary to index 543123. [ will also check
the Hyperion Finance report FSHO002 Labor
Distribution for the employee, to make sure the
distribution is now correct.

YES

11/9/2011

45


Presenter
Presentation Notes
Will this work? [Yes.PZAREDS are used to complete labor redistributions, not journal vouchers.]


Situation Five

While reconciling the June activity for unrestricted
iIndex 333123, you find an $800 charge that does
not belong in the index. Instead, it belongs In
unrestricted index 543123. The account code
correctly charged was 3100-Office Expense
General. Index 333123 has no Balance in account
1900-Reserves, and index 543123 has a negative
$5,000 balance in account 1900-Reserves. The
iIndices are both in the same fund level 2 and the

same program.
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Presenter
Presentation Notes
What are the issues?
Prior Year
Same Level 2 fund/program
Unrestricted indices
No or negative Reserves amounts-nothing to move.


A) Since the Change in Reserves account 1903 is a
revenue account, I will debit index 543123 to
remove the excess revenue that rolled forward due
to the missing expenses amount, and credit Change
in Reserves account 1903, index 333123 to increase
their roll forward revenue.

Index Account Debit Credit
543123 1903 $800.00
333123 1903 $800.00

NO

11/9/2011


Presenter
Presentation Notes
Will this work? [No.  A Reserves entry cannot be used if there are no Reserves to move.]
Which index needed Reserves? [ans: 543123-the index that was missing the expense and therefore needed to give up revenue to the index that paid in error]
If there WERE adequate Reserves revenue in 543123, would this be a correct entry? [ans: yes]


B) I will debit index 543123 expense account 3100-
Office Expense General to move the misstated
expense amount to this index. [ will credit account
3100-Office Expense General in index 333123 to
decrease their expense by this same amount.

Index Account Debit Credit
543123 3100 $800.00
333123 3100 $800.00

NO

11/9/2011


Presenter
Presentation Notes
Will this work? [No.Prior year misstatements cannot be corrected with the actual expense account.]


C) Since the Reserves account for index 543123 has
no positive balance, I will debit index 543123 using
account 8045-Interdepartmental Support to
increase their expense, and credit account 8045 in
index 333123 to decrease their expense by this
same amount.

Index Account Debit Credit
543123 8045 $800.00
333123 8045 $800.00

YES

11/9/2011


Presenter
Presentation Notes
Will this work? [Yes.  8045 entries can generally be used to correct prior year misstatements when Reserve entries cannot.]
<5,000
Fund/program does not matter
Reserve CANNOT be used instead


» Any Questions?

11/9/2011
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