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* Creating a Current Year Reversal
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If there are $30,000 in base funds this year, there will be $30,000 next
year unless a base adjustment is made

* Base funding is unaffected by the amount spent in the
current fiscal year

If you spend $30,000 this fiscal year and the amount is base funded,
the funds will be available again during next fiscal year

* Base funded positions do not need to be funded each
fiscal year



* Current year funding is the amou
in an account during a given fiscal year

* Current year funding by itself does not roll forward to the
new fiscal year

If you spend $30,000 this fiscal year and that amount is not base funded in the
account, the funds will not be available next fiscal year

* Positions funded with current year funds need to be funded
each year




July 2012

January 2013

June 2013

July 2013

.

Available Balance
$30,000

Available Balance
$15,000

Available Balance

S0

Available Balance
$30,000

Base Budget
$30,000

Base Budget
$30,000

Base Budget
$30,000

Base Budget
$30,000



- Base column not automatically available in SSB

* Base must be calculated using the section “Compute
Additional Columns for the query”

Base = Adjusted Budget - Temporary Budget



e

Finance

All purchases regardless of the dollar amount must be submitted on-line through Tigerbuy. More information related to Tigerbuy can be found
in the Tigerbuy Program Guide at http:/ / bf.memphis.edu/tbuy/guide.php.

Budget Queries
Encumbrance Query
Purchase Order

Approve Documents

View Document

Budget Transfer

Multiple Line Budget Transfer
Delete Finance Template

[ Budget Queries | Encumbrance Query | Purchase Order | Approve Documents | Wiew Document | Budaget Transfer | Multiple Line Budget Transfer | Delete Finance
Template ]

Budget Queries

ﬂ To create a new query choose a query type and select Create Query. To retrieve an existing guery choose a saved query and select Retrieve Query.

Create a New Query
Type Budget Status by Account -

[ Create Query ]

Retrieve Existing Query
Saved Query None -

[ Retrieve Query ]




Budget Queries

Select the Operating Ledger Data columns to display on the report.

Adopted Budget Year to Date
Budget Adjustment Encumbrances
Adjusted Budget Reservations
Temporary Budget Commitments
Accounted Budget Available Balance

Save Query as:

Shared



Budget Queries

For a Budget Query to be successful, a user with Fund Organization query access must enter a value in either the Organization or Grant fields as well as the
Fiscal Year, Period, and Chart of Accounts fields. If Grant information is queried, all retrieved information is Grant Inception to Date. Otherwise, all information

retrieved is through the Fiscal Year to Date.

Ta perform a comparison query select a Comparison Fiscal Year and Period in addition to the required Fiscal Year and Period. With this selection, all details
retrieved will be placed next to the corresponding comparison fiscal period.

Fiscal year: 2013

Comparison Fiscal year: pgne -

Commitment Type: All

[ Chart of Accounts ] u

Fiscal period:

Comparison Fiscal period: pgpe

Fund 110001

[Activity |

Activity

COrganization 515000

Location

Grant

Fund Type

Acc 61310

=] I
cC
a
[

Program 4600

Include Revenue Accounts

[ Account Type ]

Save Query as:

Shared

Submit Query ]




Report Parameters

Organization Budget Status Report
By Account
Period Ending Jun 30, 2013

As of Aug 20, 2012

[ ‘iew Pending Documents ]

Chart of U University of Memphis Commitment All ) i
Accounts Type Mo pending documents exist
Fund 110001 Undesignated E and Program 4600 Fiscal
G Operations
Organization 515000 Financial Planning Activity All
Account 61310 Support Clerical Location All
Salaries
Query Results
Account Account FY13/PD14 FY13/PD14 FY13/PD14 FY1i3/PD14 Fri3/PD14 FY13/PD14 FY13/PD14 FY13/PD14
Title Adopted Budget Adjusted Temporary Accounted Year to Date Encumbrances Available
Budget Adjustment Budget Budget Budget Balance
61310 Support 27,537.00 750.00 28,287.00 0.00 28,287.00 3,203.90 25,023.21 (0.21)
Clerical
Salaries
Report Total (of all 27,537.00 7320.00 28,287.00 0.00 28,287.00 3,203.90 25,023.31 (0.21)
records)
[ Download &ll Ledger Columns ] [ Download Selected Ledger Columns ] [ ‘iew Payroll Expense Detail

[ Sawe Query as: ]

[ Shared

Compute Additional Columns for the query

Column 1 Operator Column 2 Display After Column New Column Description
F¥13/PD14 Adjusted Budget *  minus = FY13/PD14 Temporary Budget =  FY13/PD14 Available Balance « Basze

[ Perform Computation ]




Report Parameters

Organization Budget Status Report
By Account
Period Ending Jun 30, 2013

As of Aug 17, 2012

[ View Pending Documents

Chart of Accounts U University of Memphis Commitment Type All . .
Fund 110001 Undesignated E and G Program 4600 Fiscal Operations No pending documents exist
Organization 515000 Financial Planning Activity All
Account 51310 Support Clerical Salaries Location All
Query Results
Account Account FY13/PD14 FY13/PD14 FY13/PD14 FY13/PD14 FY13/PD14 FY13/PD14 FY132/PD14 FY13/PD14 Base
Title Adopted Budget Adjusted Temporary Accounted Year to Date Encumbrances Awvailable
Budget Adjustment Budget Budget Budget Balance
61310 Support 27,537.00 750.00 28,287.00 0.00 28,287.00 3,263.90 25,023.31 (0.21) 28,287.00
Clerical
Salaries
Report Total (of all { 27,537.00) ( 750.00)  ( 28,287.00) 0.00 ( 28,287.00) ( 3,263.90) { 25,023.31)
records)
[ Download All Ledger Columns ] [ Download Selected Ledger Columns ] [ View Payroll Expense Detail ]

[ Sawve Query as:

[l Shared

Compute Additional Columns for the query

Column 1 Operator Column 2 Display After Column New Column Description
Fr13/PD14 Adjusted Budget * minus * FY13/PD14 Temporary Budget = FY13/PD14 Available Balance -

[ Perform Computation ]




Funds are encumbered to save
be paid to the employee

e Encumbrances are calculated in Banner based on the date and
the amount of the salary

* After each payroll, a process is run to recalculate salary
encumbrances

* The process ‘“de-encumbers” or liquidates the encumbrance for each
position based on the date of the payroli

= The process also encumbers any new positions



There are two Position Types available i

Banner:

* Pooled

* Single



multiple employees ——

Pooled positions are created with specific Fund, Org,
Account, and Program codes (and activity codes as needed)

Examples of positions that are Pooled are: Graduate
Assistants, Temporary Employees, and Student Assistants

Pooled positions are not budgeted for specific employees

FOAPs for Pooled positions can be funded in Base or Current
Year




Title

Graduate Assistant

Graduate Assistant Admin

Acad Temp Employees

Post Retirement

Hourly Temporary Employees

Student Assistant Regular

Student Flat Rate Employees
Professional Temp Employees
Temporary Instructor Part Time (Credit)
Temporary Instructor Part Time (Non-Credit)

Eclasses and Account Co

Eclass
GA
GA
TS
PR
TH
ST
SM
TS
PF
PF

?

Account Code

61257
61657
61275
61275
61375
61410
61415
61675
61253
61252



Examples of positions that are Single are: Administrative
Assistants, Assistant Professors, and LSPs.

Single positions are budgeted for specific employees

Single positions can be funded in Base or Current Year
Single positions with current year funding are called LIMITED positions

Position numbers for Limited positions begin with an ‘L,
while Base funded positions begin with a ‘0’

Every Single position must be fully funded with either
Current Year or Base funding



a position is Base funded:\
—

* When the employees annual salary is changed, the Base funding for
the position must be adjusted

= Salary adjustments must be made using an NBAPBUD Position Budget
Revision form found here:
http://bf.memphis.edu/forms/finance.php#finplan

= At this time, only one position may be adjusted per form

= All outstanding adjustments must be completed prior to the budget
deadline(s)


http://bf.memphis.edu/forms/finance.php
http://bf.memphis.edu/forms/finance.php

0

The University of Memphis
NBAPBUD - Position Budget Revision

Base Funding

MNote: Only one position can be created or revised per form

Submitting Organization:

FISCAL YEAR 2013

Date:
ECLS
Hire Date

Organization Title

8/20/2012

Estimated Current Yr Budget |:|

Current Proposed Existing Proposed Amount

Distribution Distribution

Fund
Number

Index

Number Code

Code Code

Organization Account Program Activity
Code

number blank and attach Form FP-02

[ blishing a new ition, leave the

Position Number

Financial Planning Tracking
Number

Difference
{To Be Posted)

Budget Budget
NBAPBUD NBAPBUD (+) Increase or [-) Decrease Expense

Budget Adjustment
Base (BDO02)
FINANCE BANNER

Increase or Decrease
Expense
Amount

[+)Increase or [-] Decrease Expense

02

03

04

05

Document Total

The Reason for requesting this revision is as follows:

HR Banner

Finance Banner

Entered By:
Date:

Entered By:
Date:

Banner Document Humber {Pay Doc#):

Banner Document Number {J #):

Requested

Approved

Approved

Reviewed

Department Head Date
Dean/Director Date
Provost/Vice President Date

Date

Office of Financial Planning

I:l Approved
President Date
D Approved
Office of Financial Planning Date




The University of Memphis
NBAPBUD - Position Budget Revision
Base Funding
number blank and awach Form FP-02

Finaneial Planning Tracking
Number

, leave the p

If ishing a new p

Note: Only one position can be created or revised per form

Position Number

002167

t &d)

Submitting Organization: FISCAL YEAR 2013

Financial Planning

Budget Adjustment

Date: 8/21/2012 Base (BD02)
ECLS e HR  Banner FINANCE BANNER
Hire Date Estimated Current Yr Budget |:|

Increase or Decrease
Expense
Amount

Difference
(To Be Posted)
Amount

Current Proposed Existing Proposed
Distribution Distribution ~ Budget Budget

NBAPBUD NBAPBUD

Fund
Number

Organization Account Program Activity

Organization Title
Code Code Code Code

[+ Increase or (-] Decrease Expense [+ Increase or (-] Decrease Expense

Office of Financial
01 Planning 262500 |110001]| 515000 |61310] 4600 100 100 | 25,000 | 26,000

Office of Financial
02 Planning 262500 |110001]| 515000 |74000| 4600 (1,000)
03
04
05

Document Total 1,000 (1,000)
2,000
HR Banner Finance Banner
Entered By: Entered By:
Date: Date:

Banner Document Number (Pay Doc#): Banner Document Humber {J #):

The Reason for requesting this revision is as follows:

To fund reclass for Administrative Assistant J Doe, Start Date: 8/20/2012

Requested I:I Approved

Department Head Date
Approved

DeaniDirector Date President Date
Approved I:I Approved

Provosi/\Vice President Date
Reviewed

Date Office of Financial Planning Date

Office of Financial Planning




If a position is a Limited Current Year funde :

At the start of the fiscal year, or the beginning of employment,
the full salary must be funded

The position must be funded using a Current Year Position Budget
form found here:

http://bf.memphis.edu/forms/finance.php#finplan

Multiple positions may be funded on one form

All funding must be completed prior to the budget deadline


http://bf.memphis.edu/forms/finance.php
http://bf.memphis.edu/forms/finance.php
http://bf.memphis.edu/forms/finance.php

The University of Memphis
Finance Current Year Position Budget Transfer
BD04 Temporary Request for Budget Adjustment

Swbmitting Department:

Financial Pla
Tracking Humber

Mhsitinds po-sition mumbers ave wlloires]

Ldre fhe MR EELAT - Position Sudget Bodistribption Form For base position aqpestmants.

20-Aug-12
BDO04 Temporary Budget Adjustment

Page 1 of Current Year! This Fiscal Year

Ezpense Ezpense HRevenue Revenue

Budget Budget  Budget Budget iti
Index ! Org Title [t Fund Drg Acct Code  Prog Activity e HeEe HeE e FEEALET e
Number Amount Amount Amount Amount Employee Hame
— I+1
01
02
03
04]
0
06
07]
08
Met Increaze/[Decreass) in Current ¥ear
Lo 1 :
1] 1] 0 1]
Document Total
E Expense Revenue
The Reason for requesting this revision is as follows:

[ —
Diepartment Head Dt l:l Approved
O] pprove
DicandDirectar Date President Date
(I —
Frovestiics Prezident Date |:| Appreved
1 rusicwes
Oiffice of Financial Planning Diate Office of Financial Planning Date

Fizcal Year: Entered by: Date Entered: Basmer JY Humber:




The University of Memphis
Finance Current Year Position Budget Transfer
BD04 Temporary Request for Budget Adjustment

Submitting D

. . . Financial Planning
Financial Plannin Fiscal Yea Tracking Nember:
Tor B0E Form o7 CRITERE  JIGT Soaiiieh Sopur el S,
22-Aug-12
BDO4 Temporary Budget Adjustment

Muttjpde position numbsrs sre allswed,
Page 1 of Current Year! This Fiscal Year

Date:

Lire the MEAEELUD - Position Sydget eI P For &

Exzpense Ezpense Revenue Revenue
Indez

Budget Budget Budget Budget iti
Indez # Org Title Fund Org  AcctCode Prog Activity KR KR udget  Budget = Position Number
L e Amount Amount Amount Amount Employee Name

—_— =1
Office of Financial Position L02167
01 F i 262500 | 110001 515000 | 61310 4600 26,000 Doe
Office of Financial
02 F i 262500 | 110001 515000 | 74000 4600 26,000
03]
04
05
06
07]
08]
Mat Increaze!{Decreaze] in Current ¥ ar
26,000 | 26,000 0 0
Document Total
Expense Revenue

The Reason for requesting this revision is as follows:

To fund Limited Administrative Assistant Jane Doe for FY2013

I
Department Head Date l:l Approved
[
DieandDiirzctor Date Frosident Date
[ [—
Pravost!Vics Prasident Date D Approved
O reviewee
Officz of Financial Planning Date Officz of Financial Planning Date

Fiscal Year: Entered by: Date Entered: Basner J¥Y Humber:




\

* For all Base adjustments, a Current Year Position Budget
Revision is required to adjust current year funding

* Current Year Reversals adjust funding that will not be used
for the current fiscal year

For example, if base funding for a position is being increased by $5,000
in January, only half of that amount will be needed during this fiscal
year.

* The Current Year Reversal Calendar is the easiest way to
calculate the amount to be reversed. It is located here:
http://bf.memphis.edu/forms/finance.php#finplan



http://bf.memphis.edu/forms/finance.php

See Directions at bottom

Biweekly Payroll Pericds for Fiscal Year 2012-2013

Employee Name Start Date Position #
Payroll Payroll Period Hours |¥YTD Hours| 3 of Payroll Payroll Period Hours | ¥TOD # of

ID# per total | HREDOZ| BO04 I0# per | Hours | rotal | HRBOOZ| BO04
2012 week year | INCI/OEC| Reversal 2013 week yoar | NC/DEC ) Reuversal
B 15 July 1-July 6 so0 | avsn | Eem 0 BW 2 | Decemberz3-Januamd | 575 | yoiz80 | S5180x 0
B 15 July 7- July 13 375 | veoo | sesm 0 BWz | JanuargS-Januan | 575 | o000 sassx 0
B 16 Juily 14 - July 20 375 | tizso | s 0 B3 | Januan12-Jaruan 8 | 575 | qog7sn| 557 0
B! 16 July 21 - July 27 375 | w000 | vesm 0 B3 | Januan3-Januan S | g5 | izson | s7eam 0
Bl 17 July 28 - August 3 375 | wrso | seex 0 Bifd | Jarwany26-Febuant | 575 | nigzon | saeam 0
B 17 August - August 10 375 | ezson | nsax 0 Bifd | Febuany2-Februam | 575 | jzono0 frsax 0
B 18 August T1- August 17 375 | eseso | 13.46¢ 0 BW'S | Februawd-Febian 1S | 395 | 4p57.00| 63460 I
B 15 August 18- August 24 w75 | =n0on | s se 0 BWS | Februar 16 -February 22| 222 | 427500 | 65,30 0
B 13 August 25 - August 31 375 | savso | man 0 BWE | Februama3-Marchl | 575 | jaizo0 | 6ram 0
BW13 |  Septemberi-September | 55 | spson | vms 0 BWE March 2 - March & 37.5 | 1350.00| B33 0
E' 20 September 5 - September 14 375 412 50 29158 0 BT March 3 -March 15 275 | 137 s0]| s i}
E' 20 September 15 - September 21 375 450,00 27 g 0 BT Mareh 16 - March 22 275 | waesonl a0 i}
B2l | September22-Seprember28 | s2c | azrsn | s 0 BWE | March23-March23 | s7c | yagzon| 7500 o
B 21 September 23 - October 5 375 szso0 | 259z 0 B\'a March 30 - April 5 375 | wsooon| 6.9z ]
Bw 22 Detober - Ootober 12 g cezsn | zamse 0 B’ 3 Aipril & - April 12 37.5 | 1537.50| 7mEs ]
B 22 DOctober 13 - Ootober 19 s7E gonon | =077 0 B 3 April 13 - April 13 375 | 175.00] 8077 ]
Bl 23 Detober 20- Oetober 26 w5 | s37so | e 0 Bt 10 April 20 - April 26 375 | 181250 | szEa 0
B 23 October 27- November 2 w75 | e500 | 346 0 Bt 10 April 27 -May 3 375 | 150,00 s4.620 0
B 24 Movember 3- Mavember 3 575 e 0 B/ 11 May 4 - May 10 375 | wav.so| o654 1]
B 24 Mowvember 10 - November 16 375 50,00 5. A 0 Ew T May 11 - May 17 375 | 1v2s.00]| 8846 0
BW25 |  Movember 17 - Movember 23 75 | 7a7sn | aose 0 B 12 May 18 - Mau 24 375 | 17ezs0)| a0.3ae 0
Bw' 25 Movember 24 - Navember 30 375 525,00 42 51 ] Biw 12 May 25 - May 31 37.5 | 1e0o0on] 9z 3 0
B 26 December 1 - December 7 375 SE2.50 iy, 23 0 B 13 June 1= June T 275 | 123750 9423 il
B 26 Oecember & - December 14 375 900,00 45 15 0 B 13 Jure & - Jure 14 375 | ars.on] 9515 i}

Bl December 15- December 21 375 | 93750 | 4s0me 0 Bw 14 June 15 - June 21 375 | 151250 | 98 0a o
BW1 | December22-December2d | 575 | gyson | soom: 0 BW 14 | une22 - June 28 37.5 | 1350.00 | 10000 0




The University of Memphis
NBAPBUD - Position Budget Revision
Base Funding
number blank and awach Form FP-02

Finaneial Planning Tracking
Number

, leave the p

If ishing a new p

Note: Only one position can be created or revised per form

Position Number

002167

t &d)

Submitting Organization: FISCAL YEAR 2013

Financial Planning

Budget Adjustment

Date: 8/21/2012 Base (BD02)
ECLS e HR  Banner FINANCE BANNER
Hire Date Estimated Current Yr Budget |:|

Increase or Decrease
Expense
Amount

Difference
(To Be Posted)
Amount

Current Proposed Existing Proposed
Distribution Distribution ~ Budget Budget

NBAPBUD NBAPBUD

Fund
Number

Organization Account Program Activity

Organization Title
Code Code Code Code

[+ Increase or (-] Decrease Expense [+ Increase or (-] Decrease Expense

Office of Financial
01 Planning 262500 |110001]| 515000 |61310] 4600 100 100 | 25,000 | 26,000

Office of Financial
02 Planning 262500 |110001]| 515000 |74000| 4600 (1,000)
03
04
05

Document Total 1,000 (1,000)
2,000
HR Banner Finance Banner
Entered By: Entered By:
Date: Date:

Banner Document Number (Pay Doc#): Banner Document Humber {J #):

The Reason for requesting this revision is as follows:

To fund reclass for Administrative Assistant J Doe, Start Date: 8/20/2012

Requested I:I Approved

Department Head Date
Approved

DeaniDirector Date President Date
Approved I:I Approved

Provosi/\Vice President Date
Reviewed

Date Office of Financial Planning Date

Office of Financial Planning




To do a Current Year Reversal on a

Fill out the NBAPBUD Position Budget Revision form for the Base
adjustment

Go to the Current Year Reversal Calendar
Choose the appropriate tab for the position — Biweekly or Monthly

Fill out the information at the top of the form:

o Employee Name
o Start Date (Effective Date) of the new salary amount

o Position number



See Directions at bottom

Biweekly Payroll Periods for Fiscal Year 2012-2013

Employvee Name Start Date Position #
I Doe 8/20/2012 002167
Payroll Payroll Period Hours |YTO Hours| % of Payroll Payroll Period Howrs | YTD #% of

ID* per total | HREDOZ | EOO4 ID# per | Hours | votal | HREDOZ] EDO4
2012 week year | MC/DOEC| Reverzal 2013 week year | MC/DEC | Reverzal
BW 15 July 1-July B 30.0 37.50 19z 0 BwW 2 | December 23 - Januarm 4 375 | 01zso| 5192 i}
BW 15 July - July 13 575 | vsoo | ses: 0 BW2 | JanuarnS-danuawtl ) 575 | nsnon| saesk 0
B 16 July 1 - July 20 375 | tzso | see 0 B3 | JanuaryiZ-danuan®® | 575 | avs0| S5 0
B 16 dully 2= July 27 375 | w000 | 7esx 0 B3 | JanuayB-danuan?S | 575 | 412500 | 57.69% 0
B 17 Jully 28 - August 3 375 | mrso | asex 0 B4 | Jsruary2B-Februan | 575 | 1igz.o0 | sasox 0
Bt 17 Aagust 4 - August 10 %75 soeon | 1154s 0 Bi'd | FebruawZ-Februand | 575 | zo000| 6154 0
B 18 August 11- August 17 275 seaen | 13 a6 0 B'S | Februaryd-Februans S | 575 | 4237 50| 6346 0
B 16 August 18- August 24 375 sonon | 5 3Em 0 B S | February 16 -Februa 221 =75 | 427500 | 65 38 0
Biw' 19 August 25 - August 31 275 sm7en |7 31 a BWB | Febuayz3-Machl | a2 | 439250 | 5731 0
BW13 |  Septemberi-September T | 375 | syson | 1973 0 BWB March 2 - March 3 37.5 | 1350.00 | B3.23x 0
B 20 September & - Seprember 14 375 412.50 21154 0 Bt 7 March 3 -March 15 7715 | 13s7s0| T i}
B 20 September 15 - September 21 375 450.00 23 OEu: 0 Bt 7 March 16 - March 22 75 | wes ool 7308 il
B 21 September 22 - September 28 375 457 50 25 O a Bw' & March 23 - March 23 %75 | 15250l 75000 i}
B 21 September 23 - October 5 575 e T a B3 March 30 - April 5 575 | 1so0.00) 789z 0
B 22 DOctober B- Dotober 12 s75 | serso | zmas a B 5 April & - April 12 37.5 | 1537.50| 7885 0
Bw 22 Dictaber 13 - Ootober 19 w75 | sooon | zo7es a0 B 3 April 13 - Apil 13 375 | 157500 soare 0
B 23 Cictober 20- Ootober 26 275 gs750 | 3269 0 B 10 Aipril 20 - April 26 375 | w1250 azman ]
B'w 23 October 27- Movemnber 2 375 575,00 34 B2 0 B 10 April 27 - May 3 375 | /5000 Sd.62 u]
B'w 24 Movember 3- Navember 3 375 250 365 o B 11 May 4 - May 10 375 | 1Ba7.50| 86.545 0
B'w 24 Mawvember 10 - Maovember 16 575 750,00 35 4B o B 11 May 11 - May 17 375 | 1725.00| 8546 0
BWZ5 | Movember 17 - November 23 %75 78750 | 4038 0 B 12 May 15 - May 24 375 | 176250 90,38 1]
BW 25 |  Mouember 24 - Movember 30 375 grson | az At 0 B 12 May 25 - May 31 375 | 1go000| 9231 1]
B'w 26 Oecember 1 - December 7 375 562.50 dqd, 23 0 B'w 13 June 1= June 7 3715 | 1as750| 9423 i}
Bw'26 December & - December 14 375 300,00 4515 0 B'w 13 Jume & - June 14 3715 |00l 9615 i}

B December 15- December 21 %75 937.50 45,00 0 B 14 June 15 - June 21 375 | 191250 9a.08 i}
B! 1 December 22 - December 28 375 975.00 S0.00% 0 Bl 14 June 22 - June 25 375 | 195000 | 100.00= i}




To do a Current Year Reversal on a Base Budm justment:

= Using the Start Date/Effective Date of the Base adjustment,
determine the Payroll Period for the date

= Enter the amount of the Base adjustment into Orange column of the
week prior to that Payroll Period

= The amount to be reversed will appear in the BD0o4 Reversal column



See Directions at bottom

Biweekly Payroll Periods for Fiscal Year 2012-2013

Employee Name Start Date Position #
J Doe 8/20/2012 002167
Pavroll Payroll Period Hours |¥Y'TO Hours| £ of Payroll Payroll Period Hows | ¥TD # of

ID* per toral | HREDDZ| EDO4 ID® per | Hours | toral | HREDDZ| BOO4
2012 week year | INCIDEC] Reversal 2013 week year | INCIDEC | FReversal
B 15 July 1-July 6 soo | srso | taew 0 Bl 2 | December23-Januand | 575 | o1z50 | s1azx 0
B 15 July 7- July 13 375 | veon | sesw 0 B2 | JaruawS-daruawl | 535 | qosoon| ssess 0
B 16 July 1 - July 20 ar5 | mzso | s7x 0 Bl 3 | JanuaniZ-Januan1® | 575 | qogrso| S5 0
B 16 July 21- July 27 375 | wooo | v 0 Bl 3 | danuar3-daruaw2S | 575 | 1ieso0 | sveme I
B 17 July 28 - August 3 375 | wrso | aeex 0 Bl d | JanuanZB-Februanl | 575 | 115250 | 59620 I
B 17 August 4 - August 10 375 | eeson | nsa 0 Bld | FebruayZ-Febrian® | 575 | 4z0000| si5d4x I
Bl 15 August - August 17 375 | ehzso | tmams] 100 135 Bl S | Pebruari3-Februanm 1S | 575 | 123750 63460 0
B 16 August 18- August 24 375 | soooo | 1536 0 Bl S | Februan16-Febuani22] 575 | 427500 6536 0
B 13 August 25 - August 31 375 | a3rso | 1ram 0 BB | Februan23-Marchl | 575 | 431250 sram 0
BYW13 |  Septemberi-September? | 575 | 37500 | 192am 0 BW 6 March 2 - March & 37.5 | 1350.00 | Ba.23w 0
B 20 | Sepiemberf-Septemberld | 395 | gpsg | 2115w 0 BW 7 | March3-March i3 375 | 13750 T 0
B 20 | September15-September2l | 375 | 45000 | 2308 0 BW T | March®6-March22 | 575 | o500 73.08¢ 0
BW 21| SeptemberzZ-September28 | 575 | 4g7s0 | 2s.oox 0 B8 | March23-MarchZ3 | 575 | wezsn| vo.o0x 0
B 21 September 23 - October 5 375 soson | 2697 0 Bwa March 30 - April 5 375 | 50000 7.9z 0
B 22 October B- Octaber 12 a5 sezcn | 2g.a5e a Biw 3 Fipril B - il 12 37.5 | 1s37.50| va.85 ]
Bl 22 Dctober 13 - Dotober 13 w75 | sonon | ao77e a B3 April 73 - April 13 375 | 15vs.00| s0.77 0
Bl 23 Dctober 20- October 26 w75 | exrsn |z a B 10 April 20 - April 26 375 | 181250 | szEa 0
Bl 23 October 27- Movember 2 w75 | emon | maee a B 10 April 27 - May 3 37.5 | 1s0.00] ad.62 0
B 24 Movember 3- Movember 3 a5 w250 | ag54n a B 1 May & - May 10 37.5 | 1687.50 | 8654 0
Bw24 |  Movember 10 - Movember 16 w75 | msnon | mmas a Bt 11 May 11~ May 17 37.5 | 17z5.00] as.45: 0
BW25 | Movember 17 - November 23 x5 | 7evsn | anme a B 12 May 18 - May 24 37.5 | 176250 9035 0
B 25 |  Movember 24 - Movember 30 w75 | azmon | 4z 3 a B 12 May 25 - May 31 37.5 | te00.00] 9231 0
B\W26 |  Decemberl-December? 375 | sezso | adzax 0 B 13 June 1~ dune 7 375 | 837.50 | 9423 0
Bw26 |  December8-December®® | 22c | anoon | a6 15w 0 B 13 June 8- June 14 375 | wwrs.00] g6 0

Bwl | Decembert5-December2l | soe | 3750 | agose 0 B 14 June 15 - June 21 375 | 191250 | 98,00 0
BW1 | December2Z-OecemberZ8 | 575 | gyson | soome 0 B 14 | dunezZ-.dune2d 7.5 | 1350.00 | 100,00 0




To do a Current Year Reversal on a Bas

= Complete a Current Year Position Budget Revision using the same
FOAP information as the Base adjustment form

* Enter the reversal amount as follows:
o If the base amount is positive, the amount to be reversed will be negative
o If the base amount is negative, the amount to be reversed will be positive



The University of Memphis
NBAPBUD - Position Budget Revision
Base Funding
number blank and awach Form FP-02

Finaneial Planning Tracking
Number

, leave the p

If ishing a new p

Note: Only one position can be created or revised per form

Position Number

002167

t &d)

Submitting Organization: FISCAL YEAR 2013

Financial Planning

Budget Adjustment

Date: 8/21/2012 Base (BD02)
ECLS e HR  Banner FINANCE BANNER
Hire Date Estimated Current Yr Budget |:|

Increase or Decrease
Expense
Amount

Difference
(To Be Posted)
Amount

Current Proposed Existing Proposed
Distribution Distribution ~ Budget Budget

NBAPBUD NBAPBUD

Fund
Number

Organization Account Program Activity

Organization Title
Code Code Code Code

[+ Increase or (-] Decrease Expense [+ Increase or (-] Decrease Expense

Office of Financial
01 Planning 262500 |110001]| 515000 |61310] 4600 100 100 | 25,000 | 26,000

Office of Financial
02 Planning 262500 |110001]| 515000 |74000| 4600 (1,000)
03
04
05

Document Total 1,000 (1,000)
2,000
HR Banner Finance Banner
Entered By: Entered By:
Date: Date:

Banner Document Number (Pay Doc#): Banner Document Humber {J #):

The Reason for requesting this revision is as follows:

To fund reclass for Administrative Assistant J Doe, Start Date: 8/20/2012

Requested I:I Approved

Department Head Date
Approved

DeaniDirector Date President Date
Approved I:I Approved

Provosi/\Vice President Date
Reviewed

Date Office of Financial Planning Date

Office of Financial Planning




The University of Memphis
Finance Current Year Position Budget Transfer
BD04 Temporary Request for Budget Adjustment

Zubmitting D.

. - . Fimancial Planning
Financial Planning Fiecal Yea Tracking Humber:
Trc 007 PO Por CHETERE  POar Goritan Squrimants Tas.
20-Aug-12
BDO04 Temporary Budget Adjustment

Muitiods position numbses are sliemed
Page 1 of Current Year/ This Fizcal Year

Date:

ez dibe VRSB - Position Sudiget Fegirtribetion form for bare poaitien agueamans,

Ezpense Ezpense HRevenue Revenue
Index

Budget Budget Budget Budget iti
Indez ! Drg Title Fund Org  AcctCode Prog Activity udge udge udge! udge! Position Humber
Number Amount Amount Amount Amount Employee Name

— I+1 [-] [-] [+]
Office of Financial Position 002167
01 Planning 262500 | 110001 515000 | 61310 4600 135 Doe
Office of Financial
02 Planning 262500 | 110001 515000 | 74000 4600 135
03
04
05|
01|
07
03
Met Increase[Decrease] in Current ¥ear
135 135 [ [
Document Total
270 Expense Revenue

The Reason For requesting this rewision is as follows:

To adjust current year budget for position 002167 J Doe, reclass Effective Date: 08/20/2012

I —
| Department Head Date l:l Approved
L1 pproved
DiandDirector Date Fresident Date
[ —
Provestiics President Dt I:' Appreved
[ ruiewe
Office of Financial Planning Diake Office of Financial Planning Date

Fizcal Year: Entered by: Date Entered: Banner J¥Y Mumber:




Banner HR Repositor)\

* NYBRo0O02 - A list of positions by Organization with
FOAPAL information

Provides position budget as well as other useful position
information, such as Position Type, Eclass, Account number, etc.

* NYBR005 - A comparison of employee annual salary to
position base budget by Organization
Provides information on existing salary differences

* NYPRo0oO1- Payroll information by FOAPAL and payroll
Provides information on payroll charges



Contact: Susan Boyce
sdboyce@memphis.edu



