Entering Commitments in FMP

Revised 5/3/05

Step 1: Verify that you have supporting documents for the various types of commitments.
» cost share commitments (NOA)
» new faculty summer salary and discretionary commitments (offer letter)
» teaching and departmental commitments (approved departmental budget)
» dean’s miscellaneous commitments (letter signed by the dean)

Step 2: Identify the following information:

Source of funding (NSM, VP Research, your department, other)

type of commitment

Cost center receiving and cost center distributing the funds

Amount

Length of commitment (in years). Example: year 2 of a 3 year commitment.
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Step 3: Data enter the commitment in FMP.
Commitments will be data entered differently depending on the following:
A. Funds you are expecting to receive or distribute: Enter as an outstanding “budget

journal” using the Quick Entry layout. Once you receive verification (such as copy of
the journal), you must update the commitment record with document number.

B. Funds you are encumbering on your own cost center: Enter this type of commitment as
an encumbrance on your own cost center, and optionally as a SubAccount budget. (See
details in the section of this document titled B. Funds that you are encumbering on your
own cost center). For example: if you owe one of your faculty members discretionary
funds as part of his/her new faculty commitment, and you want to allow the PI to charge
the purchases directly to your cost center, you can set up an Encumbrance/SubAccount
on your IDC for this commitment.

Step 4: Reconcile the commitment as you would any other transaction. For information on
reconciling and posting Budget Journals, refer to the FMP instructions “Budget and Equity
Journal Entry in Filemaker Pro.”



A. Entering Funds that you expect to receive or distribute in your cost
center.

Enter as an outstanding “budget journal” using the Quick Entry layout.

Leager mienu rim Mew Quick Entry l

Fostto Log Find Acct Balance Document Status;  Pending Send E-mail

Document Type: | Budget Joumal | Speed Type: [_zgs70 Sub Aceount: [ |
Froject Status:
Sponsar:

Froject Year:
Tioe the vendor name in the Vehdor box Baiow,

then click an “Seiect Vendor” to pull ot closest matchies):

Vt_an(_lor: [Bittner Eric | FSelectvendsr | 537 rvoioem [
Description: [Discretionary funds for Counter Offer . Date:
ear2ofl. [ramsdd /iy

PS Account: (45300  Budgeted General Fund Balance =

Income

Purchase Agent Note:

| -6, 700.00 | | 1 |\."alue must be 1" or greater Ertered By:lbo
Anmount Qe ity Date Ertered: BA22005

Docurnert & NSk
| | | | Reference & [COMITWMENT|
Enzumbrancze Amt En:. Dats

Status: Pending

Document type: Budget Journal

Speed type: your cost center

Vendor: your department name or the name of the PI to whom commitment is
owed

Description: details of the commitment

Amount: amount of the commitment

PS account 45300 (verify and change once it posts to the 1074.)

Quantity: must be a 1.

Document #: NSM, VP Research, your department name, or name of the
department/division that owes you the commitment

Reference #: COMMITMENT

You can add the number of years of the commitment to the field “Proj Yr” located on the
Transaction List layout.

Transactions List [ maIN menu |

Puborithily Acct Summary Detail Summarny oot Summany of Found Records
) o i

[ Type r Name ion DOC#  Ref Mo Est Dat Est A Exp Dat Exp &n  Status
Budget Joumal Bittner Eric Disci nary funds MShA commit 090105 -6, 700.00 Ferclina

[ I006 14002 45300 Budget Joumnal Daugulis, Olafs Jr faculty commitm CHBWMIST Commit 0900105 -21,000.00 Ferclina 1of2

[ I006 14002 45300 Budget Joumal Bittner Eric Discretionary funds CHBWMIST Commit 090105 3,300.00 Ferclina 2ofd

J | I006  33ave 45300 Budget Joumal Bittner Eric WP funds for Coun MShA Commit 090105 -15,000.00 Ferclina final
| 2006 14002 45300 Budget Joumal Chow, Dar-chone partial Post Doc Tu MShA Commit 090105 -7,000.00 Ferclina final

| 2006 14002 45300 Budget Joumnal Daugulis, Olafs Post Doc Sep 1-hs MShA Commit 090105 -27 f64.00 Ferclina final
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Once the commitment is posted to the 1074, you should change the “Status” field to Paid
and proceed to posting the record as indicated in the instructions “Budget and Equity
Journal Entry in FMP.”

To view your list of commitments, you can do a find by fiscal year with the word
“commitment” in the reference field, and any additional criteria such as by speedtype,
fiscal year, etc.

Choose the “Detail Summary” layout to view full description and details of the
commitment.

- -
Ledger Menu FIND Pririt ACCOUNT DETAIL SUMMARY L MAIN MENU —
3 Lo ] p—
Est Date Speed  Sub  Acct Estimated  Open Expended Expend:
J FY Of Order  Type Acct Code  Ref# Doc # “endor Description Cost  Commitrnents  ENC Date Arnour
006 DOAOTMDS  33ETE 45300 COMMITRIEN MSh Camasquille Edwin Agzoc Chair Stipend Grad Studies -9,000.00 -0000.00
1
2006 DTS 14002 45300 COMMITMEN CHEMISTRY  Department of Chemistry Pl Shop Commitments: Baldelli, Cai, Chow, 31,369.15 3136915
h Daugulis [maybe Advincula if not used in FY
3]
006 DQAOTOS 14002 45300 COMMITMEN CHBEMISTRY  Chow, Darchone partial Post Doc Tuan Phan Sept 1,2005 - F 11,212.00 11212.00
&b 28, 2006 Total salary: $2333.33/mo (514,
240'H F3978 fringe, no teaching. (re-negotiat
ed new faculty GA commitment’.
2006 DB1DE 45300 COMMITMEN P RESEARC Lubchenko, Wassity Start Up funds for FY¥ 2006 for Mew Faculty -25,000.00 -25000.00
Commitment
2006 D015 45300 COMMITRIEN MSh Lubchenkeo, Yassily Summer salary for 2 months at 7222.00/mth  -21,666.00 -Z16E6.00
for Hew Faculty
2006 090105 45300 COMMITMEN NSM Lubchenka, vassihy Equipment, materials, and operations for Ne  -20,000.00 -20000.00
w Faculty Commitment for FY 20086.




B. Funds that you are encumbering on your own cost center.

OPTIONS:

There are two options listed below. On cost centers that do not have a lot of activity, it may be easy to use option #1. For cost
centers that have several commitments and in which expenses will be made on the same cost center, it may be best to identify the
commitments by subaccounts.

1. Encumber the amount and reduce it each time an amount is expended. See details below.
2. Create SubAccount Budget with matching Encumbrance Record. See details below.

Setting Up an Encumbrance Record

1. Go to Quick Entry and enter the commitment details. See sample below. Note: ifthe
encumbrance is for salary/fringe, you can encumber it using the Monthly Summary screen.
However, once the actual encumbent’s salary record is posted to FMP Ledger, the salary
encumbrance record will need to be deleted.

Quick Entry

FIND REQUEST RECORD[S) CONTROL RECORDS
Find Modified Last Find Sort Unsort Mew Delete Thiz Record

Mew Request| Mew Duplicate Request Omit | Omit Muttiple Duplicate This Record

Fostto Log Docurnent Status:  Fending Send E-mail

Document Type: Speed Type: Sub Ascourt:
Incorract SpeedType Flesse  Project Stetus: [ ]
pomrect Sporsor:[ ]
Project Year: [ |

Tpe the vendor harme inthe Vendor box below,
then click on “Select Vendor” to puil out closest matchies):

Vt_an(_lor: |Daugu|\s, Qlafs | UselectVendor | 3534 wsice # [ ]
Description: [Daugulis Financial Support Commitm T
ent for §8,000. [rmiddsing]

PS Account : (53000
M & 0

[ |valuemustbe 1’ or grester|| Frtered By s ]
hmount Guantiy Date Entered: pr16/2005
Documert #: [CHEMISTRY

8,000.00 [2f15852005 Reference & [COMMITMENT]

Encumbrance Amt Enc. Date

2. Each time an expense is made: 1) create a record for the expense, and 2) reduce the
encumbrance record by the amount of the expense.

3. Note: You can assign a subaccount code to both the encumbrance record and the
expense record in order

| Encumbrance i i i
| 005 36000 54000 “hucher ao 0217105 706.20
| 3006 3A000 Sennn Shuher  Makmond Product Dipherylsiiane, 2 00495721 oks an 2705 299 00
| 005 36000 54000 “oucher  Sigma Adrich Inc Wsthyl propiolate D096 oks a0 02421105 90,30 Encumbrance Record.
| 3006 3A000 Sennn “huher  Cambridge lsstop Chisreform-0 10 00496425 oksd an 022105 205 6 Shown here is the
2005 35000 54002 “wiucher Matheson Tri-Gas Liquid nitrogen (N 00496740 oksd oo 022105 44.10 balance.
| 2008 38000 54000 “oucher  Fisher Scientific  ptoluoyl chloride D0499547 oksd a0 0212305 330,70
| F005  3/000 54000 “Woucher  Sigma Adrich Inc 7,345 Tetamet  DDSO0SES oksA oo 027805 50.40
| 2005 38000 54000 “oucher  Fisher Scientific  [Bisfriflucroacet DO499750 oksd a0 0301105 76.60 >. Expenses made against
| 2005 3/000 54000 “hucher  Sigma Adrich Inc 4(Triflusromethy DDS00430 oksd oo 0302105 185.60
| E005 35000 54000 “ousher  J&J hterials Ine Ralladium (Il ace DOSD0436 oksd oo D005 20110 the encumbrance.
| 005 35000 54000 iaucher Fisher Seientific  Silver trifluorome 00802419 oksd oo 030805 a%.40
| 2008 35000 54000 “oucher  Fisher Scientific  Triflusroacetic ac 00502421 oksd a0 02/03405 3210
| 2006 3/000 53900 SR Research Stores February 2005 DE23053  Ind oo 030905 3284
| 2008 35000 54000 5CR Research Storss February 2008 DE23053  Ind a0 D098 207 .92
| 2005 3E000 54006 SR Research Stores February 2005 DE23053  Ind oo 030905 10423
| 2005 35000 54000 “oucher  Fisher Scientific  #-ldoacstophen DDSO5455 oksd a0 0315405 148

SubAccount codes




Setting up a Sub Account Budget in FMP

Step 1 — Create a Budget Input record for the Sub Account to fund the amount to be

budgeted.

Find Cost Center Expires
- m Budget |nput

in days!
Invalid PS Acco

Document Type:  [_Budget Input CH OF THE STARTER
Incorrect SpeedType AMOUNTS CAN BE
Please Correct DIFFERENT FOR A
Speed Type: [ 14002 | Sub Acct: PSAcctt[ |  NEWCOSTCENTER

Click here for rore irformati on

Start Amount: | |
Entered By: Amounts Are NOT Equal - fringe Benetts [ ] /

Ref /Doc #] BUDGET Needs To Be Corrected Mao
avel [ ]
Sponsor: | | rave
Description; [Seminar Budget for Fr05 #—/—Mﬁ/
ot ListDeta e —
Go To Trangaction List Detail e TeRr

E=lance

Enter the Sub
Account code.

Enter the amount
budgeted.

Include a description

- o rraaan

Step 2— Create a Budget Input record to reduce the budgeted amount from the main cost

center budget.

Ledger Menu

Find
N Budget Input Invalid PS Account

Document Type: Budiget Input ACH OF THE STARTER
AMOUNTS CAN BE
DIFFERENT FOR A
Speed Type: [ 14002 |SubAcct: [ | PSAcet:[ |  NEWCOSTCENTER

Click here for rmaore irformation

Start Amount: | |
Entered By: Amounts Are NOT Equal - Fringe Benefits [ |

Sub Acct code is
left blank.

Enter the amount
budgeted as a
negative figure.

Ref iDoc 2] BUDGET Needs To Be Corrected M&D
Sponsor: | idedept | rave
Description: |[Seminar Budget for FY05 \ndirect Cost l:l

Go To Transaction List Detail End of Year |:|

[ p——




Step 3 — Create a record in Account Info Database to define the Sub Account.

r Pro - [WChemAcctinfo (vdbs)]

Wiew Insert Format Records Scripts  Window Help
¥ &V BES a PSR O

Find I Hew Sort I Print \ew fechived MG MAIN MENU
Acct Status Summany List Wigw

Aecourt Ttle: \Dapartment IDC (Seminar Budget) sponsor: [id o dept ]
Reconeiled Date: 022805

Begin Date: [QO/D171897] atehing Fund:[__] IDC Rate: (Bt il g e 28] Rec. By: Elsie
End Date: [12/31/2098] Cost sharing: EI Cost Share Types: | I
PI Marne:[La Saundra Cotright Pl Short: [Department | User Id.: [leatright | E-mail:[lcotright@uh_edu |
Sub B
FRSAcct p..¢ Bus.Unit  Fund Dept Program Project  Speed Type Sub Ledger Fiscal ¥ Status
[ 225330 [sem] 730 [ 2072 [ wotor | Boser | wa 14002 5 2002 | Actve |
Award Amounts _Award Date Award Comments

Award 1 46,198.60)
Bueard 2
Bward 2
Byard 4
Bward 3
Bward &
Bward 7
Bward &
Bueard 3
Byeard 10

secountimard | $46,198.80]

Accourt Commerts \Departmental Serminar budget This is a subaccountwithin the main IDC cost center.

Commerits

37005 EM; WEED TO TRF AND BUDGET POS FOR LUBCHENKD RAP YWHEN NEWLY CREATED POSITION
15 AVAILABLE. Jan '05-ME&D budget = PS budget due to qutstanding BAR's for -1,300 & GE3.

seminar expenses

Usage

Step 4 — Create an Encumbrance record in Quick Entry as detailed in the section above
titled “Setting Up an Encumbrance Record.”

Step 5 — to view the Account Summary, perform a find by fiscal year, speedtype, and Sub
Account Code.

Account Status Summary _
Recalculate Find Print February 2005 Invalid PS Account

idcodept
Fund Cock Dept ok Program Coke PijectCodk RS Accont
2005| 14002 | 2072 HO107 B0391 NA 225330 | Accourt P I: Department

FY  Speedype [ gEM ||ag.ro1.rg7|| 1273100 |

Depatment IDC (Seminar Budget)

Begin End
PS
Un-Budgeted (rs; Revenue Encumbered Outstanding Un-Budgetedines) Balance
Equity [ 0.00]| 0.00][ 0.00]| 0.00] 0.00)
Budgeted Expended Encumbered Outstanding Balance

Salaries 0.00) 0.00) | 0.00] |[

Fringe Benefits 0.00) 0.00) | 0.00] ||
M&o0 10,000.00) 3.137.28] 0.00) 856.34] 6,006.33]
Travel 1,246.25| 0.00) 1,125.55] 2,371.80
Equipment 0.00] 0.00) 0.00]] 0.00)
1D C 0.00] 0.00] Il 0.00)

TOTAL | 10,000.00][ 1,383.53 0.00]] 1,981.89] 3,634.58 | |

Camied Fwd Amt: [ |  PsFundEquity]  4,38353 Accumulated Funa:[_ |
Reconcile Mont‘ Total Fees: Current Balance:




