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Adjustment Budget Journal 

Adjustment Budget Entry Type 

A new temporary faculty position will be funded for current year only. Fund the 
position with current year operating M&O budget. 

• Commitment Control
• Budget Journals
• Add new value tab
• Select Add
• Ledger Group - ORG
• Budget Entry Type – Adjustment
• Long Description – Budget new faculty position
• Click on Budget Lines
• Key in Speed-type or cost center combo
• Account B5009 Debit - $50,000
• Click on plus sign
• Account B5XXX Credit $50,000
• Select “Budget Pre-Check” and click Process
• Click Save
• Click Approval 2 Tab
• Select Appropriate path
• Approval Action – Approve
• Click Apply
• Click OK to workflow notification prompt
• Click Documents to print
• Print Journal Entry Details (for your files)
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Select Add 

Note: Budget Entry Type should be Adjustment 
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1. Enter cost center information. And the amount
2. From the dropdown select “Budget Pre-Check” and click Process
3. After Processing is complete status will change to Checked only or Error.

a) If status is checked only proceed to the next step.
b) If status is error please click on error to see the description.

3 

2 

1 
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Save document to get journal ID. Click approval 2 tab. 
ROUTE TO: Select appropriate path. To submit the Budget journal through workflow, 
use drop down key under the Approval box, select Approve and click Apply. 
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Attach a Document 
The "Documents" tab allows the option to print a Journal and/or to attach a document. 

To attach a document, click Add New Document. 
Note: In order to attach a document, the Budget Journal needs to be saved. 

Select file by clicking Browse, then select upload image. 
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Once a document has been added, it cannot be deleted. However, if a document was 
uploaded by mistake, change the Document Status to Inactive. 
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Delete budget Journal 
If a budget journal needs to be deleted, go to “Budget Lines Tab” and under Budget Header 
Status, PROCESS select the drop down to select Delete. 

Click Process 

Click “Yes” and journal will be deleted. 
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FFuunndd  BBaallaannccee  BBuuddggeett  JJoouurrnnaallss 

Budget Fund Balance 
Your manager has asked you to fund the expenses associated with opening a new 
computer lab (furniture, computers). Since this is a one-time expense, you are going to 
budget your prior year equity to cover these expenses rather than tapping into your 
operating budget. For this exercise, we are going to budget fund equity. 

Step I 
• Commitment Control
• Budget Journals
• Enter Budget Journals
• Add
• Ledger Group – REVEST
• Budget Entry Type – Adjustment
• Long Description – Budget fund equity for new computer training lab.
• Click Budget Lines
• Type in speed type or cost center combo
• Account B4035
• Amount – Positive $616.00
• Click Save
• Select “Budget Pre-Check” and click Process
• Route to appropriate Path(approval 2 tab)
• Approval Action – Approve
• Click Approve
• Click Documents
• Print Journal Entry Details
• Print
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Step II 
• Add ( Enter same Journal ID with the next day's date from the

previous Journal for references purposes)
• Ledger Group – ORG
• Budget Entry Type – Adjustment
• Long Description – Budget fund equity for new computer training lab.
• Click Budget Lines
• Type in speed type or cost center combo
• Account – B5009  ( assuming the equip wouldn’t be capital B5008)
• Amount – Positive $616.00
• Click Save
• Select “Budget Pre-Check” and click Process
• Route to appropriate path (approval 2 tab)
• Approval Action - Approve
• Click Documents
• Print Journal Entry Details
• Print

* You will enter positive amounts for both journals, but when you print them out, you
will see a negative amount on the REVEST journal. This is not an error! 

Whenever the budget needs to be increased, be it revenue or expense, enter the amount in 
the budget journal as a positive number. On the reports however, "good" revenue will 
always be displayed with a minus sign and "good" expense will always be displayed with 
a positive figure. 
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When requesting to budget Fund Balance or New Revenue, you need to process two 
Separate journals, an Org Journal and a REVEST Journal. 

Enter all info for the ORG journal. 

1 Enter cost center information. And the amount 
2 From the dropdown select “Budget Pre-Check” and click Process 
3    After Processing is complete status will change to Checked only or Error. 

a. If status is checked only proceed to the next step. (c)
b. If status is error please click on error to see the description.
c. Go to approval 2 tab to select a path, “approve and apply”
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2 

1 
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Enter all info for REVEST journal. 

1 Enter cost center information. And the amount 
2 From the dropdown select “Budget Pre-Check” and click Process 
3    After Processing is complete status will change to Checked only or Error. 

a. If status is checked only proceed to the next step. (c)
b. If status is error please click on error to see the description.
c. Go to approval 2 tab to select a path, “approve and apply”

Be sure to enter the REVEST number as a positive. (The amount on the report will print 
as a negative.) 

3 

2 
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REQUEST TO BUDGET 
FUND BALANCE 

Division  Department 

Cost Center Title   Cost Center 

Budgeted During Budget Cycle: 

Estimated Fund Balance 

Estimated Revenue 

Endowment Earnings 

Total Income 

Estimated Carry forward 

Personnel 

M&O 

Total Expenditures 

Additional Fund Balance to be budgeted Date Received 

Amount of Fund Balance remaining as unbudgeted 

Why was the additional fund balance being requested not budgeted during the budget cycle? 

How will the additional fund balance expended in FY 2005? 

APPROVALS: 

Department Chair Date Business Administrator Date 

Dean Date Vice President Date 
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REQUEST TO BUDGET 
NEW REVENUE 

Division  Department 

Cost Center Title   Cost Center 

Budgeted During Budget Cycle: 

Estimated Fund Balance 

Estimated Revenue 

Endowment Earnings 

Total Income 

Estimated Carryforward 

Personnel 

M&O 

Total Expenditures 

NEW REVENUE RECEIVED   Date Received 

AMOUNT REQUESTING TO BE BUDGETED 

Why was this new revenue unforeseen? 

How will this new revenue be expended in FY 2005? 

APPROVALS: 

Department Chair Date Business Administrator Date 

Dean Date Vice President Date 
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cost  center 
Bus:1n eas unit 
FUnd 
09ptio 
Program Cod.Q 
Proj gct 
R9.s:pono.ib1Q 

1026/H0181/ F0426 /NA.   (19014) 
00730    un:1v9rsity of Houston 
1026 E  '- G STATE SUPPORT -FD 
H0181     BUDGET 
P04 26 BUDGET 
NA NA 
EHARDT ,THOMAS 

UNIVERSITY OF HOUSTON - SYSTEM 

Revenue  L Expense  - Budget Noda sumrn.ary 
PG riod EndGd August 31, 2004 (ThroUQ'h P9r1.od 12). 

P.;;;i.gg  No. 
Report ID 
O.;;i.tab.ot !JQ 
Run D.ottQ 
Run Tin.e 

UGLS1074 .1 
FSPRD 
02/28/2005 
0 3:32: 42  PM 

D9sCript1.on 

currgnt  Budget  RQ ference 

No Revenue Pound. 

Baoe 
(Or1.q1.n.oi l ) 

current 
(Or1.g  + Adj } Curr  Rev/ Exp YTD Rev/Exp PTO Rev/Exp Open Com.Jn.it 

Soft 
ComJnitmant 

Budget 
Av.-.11.oible t Ave1.:1l 

85006  L3-SALARY  AND  WAGES 
85009 L3-MAINTBNANCE AND OPERATIONS 

Prior Budget RQfgrenc&s 

No R&venue  Found. 

255, 79S.00 
57.902.00 

313, 700.00 

2 60,944 .00 
so '22 8 .00 

311, 172.00 

23. 797. 02
1,995.96 

25. 792. 98 

260, 783. 98 
28,968.14 

289, 7 52 .12 

260, 783 .98 
2 8,968 .14 

289 ,752.12 

0.00 
580 . 23 

580 . 23 

0.00 
614 .00 

160.02 
20,065.63 

20,225.65 

0. lt
39 .9t 

6 .5t 

85009 L3-MAINTENANCE AND OPERATIONS 

Totctl HXpense 

0.00 280.23 

280.23 

0.00 282. 53 

0.00 

282. 53 0 . 00 

0 . 00 

0.00 

0.00 

-2 .30 -0 .St 

-O. St 

Grand  TOtdl  RQVQnUoe 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 o. ot
Gre1.nd  Tote1.l Expense 313, 700. 00 311, 452. 23 2 5. 792. 98 2 90 , 034 . 65 290 , 034. 65 580.23 614. 00 20, 223. 35 6 .st-
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OOrriiggiinnaall  BBuuddggeett  JJoouurrnnaallss 

Original Budget Entry Type 

This is an example of funding a permanent, new Director's position that will start in the 
middle of the fiscal year; this is an on-going commitment. To fund this position, we 
are going to move M&O. We only need $50,000 for this FY – need $60,000 going 
forward. Because of the nature of this entry, you will use two different budget entry 
types, which will require two different journals. 

• Commitment Control
• Budget Journals
• Enter Budget Journals
• Add
• Ledger Group – ORG
• Budget Entry Type – Original
• Long Description – Fund new position
• Budget Lines
• Key in Speed type or cost center combo
• Account B5009
• Amount Debit -$60,000
• Click plus sign located under journal line
• Account B5XXX
• Amount Credit $60,000
• Click Save
• Select “Budget Pre-Check” and click Process
• Click Approval2 tab
• Select Appropriate path
• Approval Action – Approve
• Click Apply
• Click OK to workflow notification prompt
• Click Documents tab
• Print Journal Entry Details
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New Journal – Enter Budget Journals 

• Add
• Ledger Group – ORG
• Budget Entry Type – Adjustment
• Long Description – Fund New Position FY06
• Click Budget Lines
• Key in Speed type or cost center combo
• Account B5XXX
• Amount Debit $-10,000
• Click plus sign located under journal line
• Account B5009
• Amount Credit $10,000
• Click Save
• Select “Budget Pre-Check” and click Process
• Click Approval 2 tab
• Select Appropriate Path
• Click Apply
• Click OK to workflow notification prompt
• Click Document tab to print
• Print Journal Entry Details (for your files)
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Select “Commitment Control”; “Maintain Budgets”; “Budget Journals”; ‘Enter Budget 
Journals” 

Select “Add” 
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Fill in all fields. Make sure that the “Budget Entry Type” Original is selected 

1 Enter cost center information. And the amount 
2 From the dropdown select “Budget Pre-Check” and click Process 
3    After Processing is complete status will change to Checked only or Error. 

a. If status is checked only proceed to the next step. (c)
b. If status is error please click on error to see the description.
c. Go to approval 2 tab to select a path, “approve and apply”

3 
 

2 

1 
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Select Appropriate path: Approve and click Apply. 

To fund the remainder of the year, all of the $60,000 will not be expended. Therefore, 
Another budget journal is required to adjust the position funding. 
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Fill in all fields. Be sure to select “Adjustment” as the Budget Entry Type. 

1 Enter cost center information. And the amount 
2 From the dropdown select “Budget Pre-Check” and click Process 
3    After Processing is complete status will change to Checked only or Error. 

a. If status is checked only proceed to the next step. (c)
b. If status is error please click on error to see the description.
c. Go to approval 2 tab to select a path, “approve and apply”

3 
 

2 

1 
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Select Path: then select approve and apply to submit. Click “OK” at prompt. 
Click Document tab to print journal for your files. 
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BBuuddggeett  RReeppoorrttss 

Budget Available By Budget Node 

Select” Commitment Control”; “Review Budget Activities”; “Budget Inquiry” 

Select “Budget Details”. Enter all fields and click “Search” 
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Overall Budget Available 

Select “Commitment Control”, “Review Budget Activities”, “Budget Inquiry” 

Select “Budget Overview”, enter in cost center information. If the wildcard is selected on 
the overview panel, the system will generate information for more than one account. 
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1074 Report 

Custom Reports, GL, Dept Verification RPT 1074 

Add Run Control ID by selecting “Add a New Value tab” if one is not 
created. Once created, click search.  
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Enter values, click Run. Click Ok and select Process Monitor to retrieve SQR report. 

Once Report has posted, click DETAILS 
Click View Log/Trace 
Click ugls1074_1150494.PDF   to print 1074. 
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LLooookkuupp  CCoosstt  CCeenntteerrss 

Lookup Speed Type By Cost Center 

Select “Business Processes” then “GL” 

Select “Cost Center Definition”. Enter all fields and select “Search” 
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Lookup Cost Center By Speed Type 

Select “Business Processes” then “GL” 

Select “Speed Type” 
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Enter information as shown above, then select “Search”. 
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Lookup FRS by Cost Center 
Reporting Tools, Query Viewer. 

Select query, click run. 

Enter all cost center attributes. 
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CCrreeaattee  CCoosstt  CCeenntteerr 

Cost Center Request Information 

The following should be completely filled in when submitting a Request for Chartfield 
Action- Program form: 

- The Effective Date is the day the action will become active. 
- Action Requested indicates appropriate action. 
- Business Unit (00730 Houston) (00783 System). 
- Program should be left blank. 
- Short Description should describe cost center. 
- Program Manager is the authority over the cost center. 
- Long Description explains the use of the cost center. 
- NACUBO Function will determine what the program will start with (A, B, C…). 
- Signatures must be original and dated. 

The following should be completely filled in when submitting a Request for Cost Center 
Action form: 

- The Effective Date is the day the action will become active. 
- Action Requested indicates appropriate action. 
- Source of funds explains where the funds come from. 
- Use of funds the use of the funds. 
- Business Unit (00730 Houston) (00783 System). 
- Fund is a four digit number with the leading number designating the fund group and 

followed by three characters that are unique to a source of funds. 
- Program should be left blank, unless it already exists. 
- Project ID in most cases will be NA. 
- Signatures must be original and dated. 

Once submitted to the Budget Office, an email will be sent to the initiator with the cost 
center information. 
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Classification of Expenditures.  In their general purpose financial statements, public institutions are required to classify expenditures by function. 
The following functional classifications are used: 

FUNCTION UH PS Program Code 

• Educational and General

• Instruction AXXXX 

• Research BXXXX 

• Public Service CXXXX 

• Academic Support DXXXX 

• Student Services EXXXX 

• Institutional Support FXXXX 

• Operation and Maintenance of Plant GXXXX 

• Scholarships and Fellowships HXXXX 

• Auxiliary Enterprises IXXXX 

• Depreciation (UH) LXXXX 
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FUNCTION INCLUDES EXCLUDES 
Education & General • Instruction,  research,  public  service,  academic  support,

student   services,   institutional   support,   operation   and
maintenance of plant, and scholarships and fellowships.

• Auxiliary  enterprises,   hospitals,   or  independent
operations.

Instruction (AXXX) • Credit and noncredit courses; academic vocational, and technical
instruction;  remedial  and  tutorial  instruction; and regular,
special, and extension sessions

• Departmental  research  and  public  service  that  are  not
separately budgeted

• Department  chairpersons  and  administrators  for  whom
instruction is an important role

• Open university, short courses, and home study activities falling
within this classification and offered for credit.

• Formally     organized     and/or     separately     budgeted
instructional activities (offered either for credit or not for credit)
that  are  carried  out  during  a  summer  session, interim
session,  or  other  period  not  common  with  the institution’s
regular term.

• Formally     organized     and/or     separately     budgeted
instructional activities that do not generally result in credit toward
any formal postsecondary degree or certificate.

• Noncredit   instructional   offerings   carried   out   by   the
institution’s   extension   division   as   well   as   noncredit
offerings that are part of the adult education or continuing
education program.

• Activities  associated  with  programs  leading  toward  a degree
or certificate at a level below the higher education level, such as
adult basic education

• Formally     organized     and/or     separately     budgeted
instructional   activities   that   give   students   the   basic
knowledge  and  skills  required  by  the  institution  before they
can undertake formal academic course work leading to a
postsecondary degree or certificate.   (Generally are termed
preparatory, remedial, developmental, or special educational
services.)

• Academic      instruction      when      the      primary
assignment   is   administration   –   for   example,
academic deans.
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FUNCTION INCLUDES EXCLUDES 
Research (BXXXX) • Activities   specifically   organized   to   produce   research,

whether  commissioned  by  an  agency  external  to  the
institution  or  separately  budgeted  by  an  organizational unit
within the institution.

• Individual  and/or  project  research  as  well  as  that  of institutes
and research centers.

• Departmental  research  that  is  separately  budgeted  for
research is included in this category.

• Research  activities  that  are  part  of  a  formal  research
organization  created  to  manage  a  number  of  research
efforts.

• Departmental   research   that   is   not   separately
budgeted.   Such expenditures are included in the
instructional category.

• Federally    funded    research    and    development
centers,   which,   for   public   institutions,   should
continue    to    be    classified    as    independent
operations.

Public Service (CXXXX) • Activities     established     primarily     to     provide     non- 
instructional services beneficial to individuals and groups external
to the institution.

• Community   service   programs   (excluding   instructional
activities) and cooperative extension services.   Included in   this
category   are   conferences,   institutes,   general advisory
services,    reference    bureaus,    radio    and television,
consulting,    and    similar    non-instructional services to
particular sectors of the community.

• Public   broadcasting   services   operated   outside   the context
of   the   institution’s   instruction,   research,   and academic
support programs.

Academic Support (DXXXX) • Support  services  for  the  institution’s  primary  missions:
instruction, research, and public service.

• Libraries, museums, and galleries.
• Demonstration  schools  associated  with  a  department, school,

or college of education.
• Audio-visual services
• Computing support
• Academic  administration  (including  academic  deans  but not

department chairpersons)
• Personnel development providing administration support and

management direction to the three primary missions (instruction,
research, public service).

• Academic deans (including deans of research, deans of graduate
schools, and college deans)

• Formally     organized     and/or     separately     budgeted
academic advising.

• Sabbaticals,   faculty   awards,   and   organized   faculty
development programs.

• For institutions that currently charge some of the
expenses –  for  example,  computing  support  —
directly   to   the   various   operating   units   of   the
institution,  this  category  does  not  reflect  such
expenses.

• Administrative data processing, which is classified as
institutional support

• Department chairpersons (which are included in the
appropriate primary function categories).

• Office   of   the   chief   academic   officer   of   the
institution (but should be classified as institutional
support).
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FUNCTION INCLUDES EXCLUDES 
Student Services (EXXXX) • Student  activities,  cultural  events,  student  newspapers,

intramural athletics, student organizations, intercollegiate
athletics (if the program is not operated as an essentially self-
supporting activity), counseling and career guidance (excluding
informal academic counseling by the faculty), student aid
administration, and student health service (if not operated as an
essentially self-supporting activity).

• Offices of admissions and the registrar.
• Office of enrollment management.
• Counseling and Career Guidance
• Financial Aid Administration
• Student Admissions
• Student Records
• Student  Health  Services  (that  are  not  self-supporting; health

services  that  are  self-supporting  are  reported  as auxiliary
enterprises)

• Chief   administrative   officer   for   student   affairs,
whose activities are institution-wide and therefore should
be classified as institutional support.

• Formal  academic  counseling  activities  (academic
support)    and    informal    academic    counseling
services  (instruction)  provided  by  the  faculty  in
relation to course assignments.

• Grants to students, which should be classified as either
revenue reductions, agency transactions, or expenses,
as discussed elsewhere in this manual.

Institutional Support (FXXXX) • Central     executive-level     activities     concerned     with
management   and   long-range   planning   for   the   entire
institution.

• Governing board, president, chief academic officer, chief
business  officer,  chief  student  affairs  officer,  and  chief
development officer.

• planning  and  programming,  and  legal  services;  fiscal
operations, including the investment office; administrative data
processing;     space     management;     employee personnel
and  records;  logistical  activities  that  provide procurement,
storerooms,  printing,  and  transportation services to the
institution; support services to  faculty  and  staff  that  are  not
operated  as  auxiliary enterprises; and activities concerned with
community and alumni relations, including development and fund
raising.

• Accounting   office,   bursars   office,   and   internal   and
external audits.

• Personnel administration, space management, purchase and
maintenance  of  supplies  and  materials,  campus- wide
communication and transportation services, general stores, and
printing shops.

• Alumni, institution-wide development and fund raising.
• Unallocated interest expense

• Allocations of institutional support should be made to
auxiliary  enterprises,  hospitals,  and  any  other
activities  not  reported  under  the  educational  and
general heading of expenses.
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FUNCTION INCLUDES EXCLUDES 
Operations& Maintenance of Plant 
(GXXXX) 

• Operation  and  maintenance  of  the  physical  plant,  in  all
cases net of the amount charged to auxiliary enterprises,
hospitals,  and  independent  operations.  It  includes  all
expenditures   for   operations   established   toprovide services
and   maintenance   related   to grounds   and facilities.   Also
included   are   utilities, fire   protection, property insurance,
safety, security, safety services, and similar items.

• Physical Plant Administration
• Building Maintenance
• Custodial Services
• Utilities
• Landscape and Grounds Maintenance
• Major Repairs and Renovations
• Security and Safety
• Logistical Services
• Operations and Maintenance Information Technology

• Institutional plant fund accounts.
• Depreciation.

Scholarships 
& Fellowships (HXXXX) 

• Scholarships and fellowships – from restricted or unrestricted
current funds-in the form of grants to students, resulting from
selection by the institution or from an entitlement program.

• Trainee stipends, prizes, and awards.
• Aid to students in the form of tuition or fee remissions also should

be included in this category.
• Grants-in-aid, trainee stipends, tuition and fee waivers, and

prizes.

• Trainee stipends awarded to individuals who are not
enrolled in formal course work should be charged to
instruction, research, or public service.

• When services are required in exchange for financial
assistance, as in the College Work-Study program,
charges should be classified as expenditures of the
department or organizational unit to which the service is
rendered.

• Remission of tuition or fees granted because of faculty
or staff status, or family relationship of students to
faculty or staff, should be recorded as staff benefit
expenditures in the appropriate functional expenditure
category.

Auxiliary Enterprises (IXXXX) • Residence halls, food services, intercollegiate athletics (only if
essentially self-supporting), college stores, faculty clubs, faculty
and staff parking, and faculty housing.

• Student health services, when operated as an auxiliary
enterprise, also are included.

• Intercollegiate sports program when the program is operated in
accordance with the definition of an auxiliary enterprise, which
means that it is essentially self- supporting.
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FUNCTION INCLUDES EXCLUDES 
Depreciation (LXXXX) • Depreciation expense on capital assets including Land, Buildings

& Building Improvements, Infrastructure, Facilities &
Improvements, Equipment, etc.
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M M D  D  Y  Y Y Y

Initiator to leave this field blank on requests for new Programs. 

REQUEST FOR CHARTFIELD ACTION - PROGRAM 

Effective Date  Action Requested 

Inactivate Existing Program 

Create New Program - Leave Program field blank. 

Change Program Manager 

Business Unit 

Program 

Short Description 

Program Manager 

Long Description 

NACUBO Expense Function 

Instruction Academic Support Physical Plant 

Research Student Services Scholarships & Fellowships 

Public Service Institutional Support Auxiliary Enterprises 

Signatur
e 

Last Name,First Name Department Date 

Initiator 

Manager 

Accounting Approval: 

Budget Office Approval: 

Program entered by: 

Reporting Tree Review 

PROGRAM 
ADMIN_EXCLUDE Confirmed Modified by

NACUBO_FUNCTION 

NCAA_PROGRAMS

Confirmed 

Confirmed

Modified 

Modified

by 

by

PROGRAM DETAIL 

EOC Confirmed Modified by

INT_BEARING_PROGS Confirmed Modified by

PSGL004revA 
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Effective date of action:

Action requested (check appropriate boxes):

Inactivate cost center

Create cost center (use existing chartfield values) AND Replaces existing cost center

Create cost center (new chartfield value(s) required) AND Replaces existing cost center

Create/change Cost Center Manager as follows: Manager Name:

Source of funds for new cost centers:

Use of funds for new cost centers:

Comments (optional):

Create/inactivate Chartfield description (optional) Cost center to be replaced
(If replacing existing cost center)

Business Unit

Fund

Dept ID

Program

Project ID

Attachments (check all that apply):

Request(s) for creating chartfield, if applicable (new fund, dept, program, or project)

To inactivate attach current period reports 1074-1 and 1074-6.
Verify the following on the attached reports:

Original budget (base budget) is zero
All commitments are zero
Asset and liability account balances are zero
Total of all fund equity accounts are zero

Other supporting documents.  Describe:

College/Division Approval:
Name Phone Date Form is Completed

Initiator:

College/Division Admin:

Budget Office Action:
Name Date Action is Completed

Budget Office Employee:

SpeedType for New Cost Center: FRS Account for New Cost Center (UHD Only):

PCA Code USAS Program Code

Note: Completed form and attachments must 
be emailed to the Budget Office by the 
College/Division Administrator.

Cost Center Action Form

Empl ID:
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POSITION REQUEST NAVIGATION 

Select HR Self Service 

Select HR eForms Home Page 
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Select Start a New eForm 

Select Position Request (ePRF) 
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Select: Create a New Position or 
Update an Existing Position 

Select: Update an Existing Position 
XXXXXXXX 

Populate all of the appropriate cells 

XXXXXXXX 
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Review for accuracy 

XXXXXXXX 

XXXXXXXX 

XXXXXXXX Enter funding source. 

Percentage of distribution 
should total 100%. 

XXXXXXXX 
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XXXXXXXX Verify document for 
completeness and 
appropriate approval. 

If necessary, apply comments. 

Submit to the Budget Office. 
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~ NOVEMBER 2013 Payroll Schedule~ 
Sun Mon Tue Wed Thu Fri Sat 

1 

Pay Day for B102213, 
BF & MF102213, 
M103113 
Run Leave Accrual 

Run Reallocation 
Process 

2 

3 4 5 

B110513 - BW Period 
ends. 

B110513 – Pay lines 
are created. 
Off Cycle for BF110513 
& MF110513 

6 
Absences are finalized 
at 12:00 for B110513 
week 2 
B110513-BW 
Timesheets are due in 
Payroll by 12:00 Noon 
Run Final Reports for 
BF/MF110513  
B110513 - BW Trial is 
available. 

7 
B110513 – Approvals & 
corrections must be 
completed by 3:00 
today 

ePARs Due in HR for 
M113013 

8 

Run Reallocation 
Process 

9 

10 11 

B110513 - BW Final at 
9:00 a. m. 

12 

M113013 – Paylines 
are created. 

13  
Absences are finalized 
at 12:00 for B111913 
week 1 

ePARs Due in HR for 
B111913 

M113013 - Mthly Trial 
is available. 

14  
B120313 Timesheets 
are printed 

M113013 - Mthly Trial 
corrections are due by 
12:00 

Absences are finalized 
at 12:00 for M113013  

15 

Pay Day for B110513, 
MF / BF 110513 

M113013 - Mthly Final 
at 9:00 a. m. 

Run Reallocation 
Process 

16 

17  18 19 

B111913 – BW Period 
ends 

Off Cycle for BF111913 
& MF111913 

B111913 – Pay lines 
are created. 

20  
Absences are finalized 
at 12:00 for B111913 
week 2 
B111913-BW 
Timesheets are due in 
Payroll at 8:00 a.m. 
Run Final Reports for 
BF/MF111913 
B111913 - BW Trial is 
available. 

21  
B111913 – Approvals & 
corrections must be 
completed by 3:00 
today 

22 

 B111913 - BW Final at 
9:00 a.m.     

Run Reallocation 
Process 

23 

24  25 26 27  
Run Reallocation 
Process 
Absences are finalized 
at 12:00 for B120313 
week 1   
ePARs Due in HR for 
B120313 
B121713 Timesheets 
are printed 

28 

      HOLIDAY 

29 

    HOLIDAY 

Pay Day for B111913 

30 
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Revenue Budget Account Values (B4XXX)

Budget Actual
Account Description Account Range
B4001 TUITION 40100-40299
B4002 DESIGNATED TUITION 40300-40499
B4003 STUDENT SERVICE FEES 40500-40699
B4004 OTHER FEES 40700-40999
B4005 REMISSIONS AND EXEMPTIONS 41000-41099

55500-55999
B4006 GENERAL REVENUE APPROPRIATION 41100-41103

41106-41111
41113-41299

B4007 OTHER GENERAL REVENUE 41400-41499
B4008 STAFF BENEFITS 41300-41399
B4009 HIGHER EDUCATION ASSISTANCE 41105-41105

41500-41599
B4010 FEDERAL GRANTS AND CONTRACTS 41600-41799
B4011 INDIRECT COST RECOVERED - FED 41800-41899
B4012 FED PASS THRU FROM STATE AGENC 41900-41999
B4013 IDC RECOVERED - FED PASS THRU 42000-42099
B4014 STATE GRANTS AND CONTRACTS 42201-42299
B4015 INDIRECT COST RECOVERED - STAT 42100-42199
B4016 STATE PASS THRU FROM STATE AGN 42401-42403

42406-42408
42410-42499

B4017 IDC RECOVERED - STATE PASS THR 42300-42399
B4018 LOCAL GRANTS AND CONTRACTS 42500-42599
B4019 IDC RECOVERED - LOCAL 42600-42699
B4020 PRIVATE GIFTS 42900-43099

44400-44428
44440-44440

B4021 PRIVATE GRANTS AND CONTRACTS 43100-43100
43102-43199

B4022 IDC RECOVERED - PRIVATE GRANT 42800-42899
B4023 IDC RECOVERED-PRIVATE CONTRACT 42700-42799
B4024 INC/DEC IN FAIR VALUE OF INV 43200-43299
B4025 OTHER INVESTMENT INCOME 43300-43499
B4026 ENDOWMENT INCOME DISTRIBUTION 43500-43599
B4027 SALES AND SERVICES - E&G 43600-43630

43635-43636
43639-43999

B4028 SALES AND SERVICES - AUXILIARY 43631-43634
43637-43638
44000-44399

B4029 OTHER SOURCES 44429-44439
44441-44799
49504-49504

B4030 AMONG FUNDS-MANDATORY 44801-44899
B4031 AMONG FUNDS-NON-MANDATORY 44900-44999

REVENUE & EXPENDITURE BUDGET NODES
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Budget Actual
Account Description Account Range
B4032 AMONG COMPONENTS-MANDATORY 44800-44800

45000-45099
B4033 AMONG COMPONENTS-NON-MANDATORY 45100-45199
B4034 ENCUMBRANCES 45200-45299
B4035 FUND BALANCE 45300-45399
B4036 RECOVERED COSTS 50050-50053

50055-50099
B4037 SHARED APPROPRIATIONS 41104-41104
B4038 GEN'L REV - SALARY INCREASE 41112-41112
B4039 LICENSE PLATE SCHOLARSHIP 42200-42200
B4040 TEXAS GRANT PROGRAM 42400-42400
B4041 TCWS (TX COLLEGE WORK STUDY) 42404-42404
B4042 TASP (DEVELOPMENTAL EDUC) 42405-42405
B4043 TEXAS EXCELLENCE FUND 42409-42409
B4044 ENDOWMENT TRANSFER 43101-43101

Expense Budget Account Values  by Level (B5XXX)

Level 1 Budget Actual
Account Description Account Range
B5000 TOTAL EXPENSES BUDGET 50000-50049

50054-50054
50100-55499
56000-59999

Level 2 Budget Actual
Account Description Account Range
B5001 L2 - DEFINED EXPENSES 50000-50049
B5002 L2 - SALARY AND WAGES 50100-51999
B5003 L2 - FRINGE BENEFITS 58000-58999
B5004 L2 - MAINTENANCE AND OPERATIONS 50054-50054

52000-55499
56000-57999
59000-59998

B5062 L2 - RESEARCH RESERVE 59999-59999

** SYSTEMWIDE DEFAULT LEVEL FOR ALL NON-PROJECT/GRANT COST CENTERS
Level 3 Budget Actual

Account Description Account Range
B5005 L3 - COST OF GOODS SOLD 50000-50024
B5006 L3-SALARY AND WAGES 50100-50120

50122-50139
50220-50999
51400-51999

B5034 S&W TENURE TRACK FACULTY 50140-50149
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Budget Actual
Account Description Account Range
B5035 S&W NON TENURE TRACK FACULTY 50150-50159
B5036 S&W ADJUNCT FACULTY 50160-50169
B5037 S&W GRADUATE ASSISTANTS 50170-50179
B5038 S&W EXEMPT STAFF 50121-50121

50180-50189
B5039 S&W NON EXEMPT STAFF 50190-50199
B5040 S&W STUDENT EMPLOYEES 50200-50209
B5055 L3-S&W, SUMMER INSTR SALARIES 50210-50219
B5007 L3 - FRINGE BENEFITS 51000-51399
B5008 L3 - CAPITAL OUTLAY 58000-58999
B5009 L3 - MAINTENANCE AND OPERATIONS 50054-50054

52000-52107
52108-52108
52109-52204
52206-52213
52216-52299
52300-52302
52303-52599
52606-52816
52817-52817
52818-53106
53108-53109
53114-53299
53300-53304
53305-53525
53526-53526
53527-53799
53800-53820
53821-53823
53824-53824
53825-53849
53850-53899
53900-53900
53902-53949
53950-53950
53951-54705
54710-54736
54738-54738
54740-54801
54803-54813
54814-54814
54815-54818
54822-54822
54823-54900
54901-54901
54903-54903
54906-54909
54911-54949
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Budget Actual
Account Description Account Range

54950-54952
54953-54999
55000-55000
55001-55107
55109-55299
55319-55404
55405-55405
55406-55499
56001-56099
56120-56123
56129-56136
56139-56499
56500-56502
56503-56520
56521-56599
56600-56699
56700-57999
59000-59998

B5066 L3 - TRAVEL AND BUSINESS EXPENSE 54910-54910
56000-56000
56100-56119
56124-56128
56137-56138
52205-52205
52214-52215
53107-53107
53110-53113
53901-53901
54802-54802
54902-54902
54904-54905
55108-55108

B5067 L3 - SCHOLARSHIPS AND FELLOWSHIP 54819-54821
55300-55318

B5063 L3 - RESEARCH RESERVE 59999-59999
B5027 L3 - BAD DEBT EXPENSE 50025-50049
B5073 L3 - PURCHASED UTILITY 52600-52605
B5076 L3 - DEPT SERVICE 54706-54709

54737-54737
54739-54739

Level 4 Budget Actual
Account Description Account Range
B5011 L4 - SALARY AND WAGES 50100-50120

50122-50139
50220-50999
51400-51999

B5041 L4 - S&W, TENURE TRACK FACULTY 50140-50149
B5043 L4 - S&W, NON TENURE TRACK FAC 50150-50159
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Budget Actual
Account Description Account Range
B5045 L4 - S&W, ADJUNCT FACULTY 50160-50169
B5047 L4 - S&W, GRADUATE ASSISTANTS 50170-50179
B5049 L4 - S&W, EXEMPT STAFF 50121-50121

50180-50189
B5051 L4 - S&W, NON EXEMPT STAFF 50190-50199
B5053 L4 - S&W, STUDENT EMPLOYEES 50200-50209
B5056 L4 - S&W, SUMMER INSTR SALARIES 50210-50219
B5012 L4 - FRINGE BENEFITS 51000-51399
B5013 L4 - CAPITAL OUTLAY 58000-58999
B5014 L4 - TRAVEL 52300-52302

53300-53304
53950-53950
54822-54822
54950-54952
55000-55000
56001-56099
56120-56123
56129-56136
56139-56499

B5015 L4 - MAINTENANCE AND OPERATIONS 50054-50054
52000-52107
52108-52108
52109-52204
52206-52213
52216-52299
52303-52816
52817-52817
52818-53106
53108-53109
53114-53299
53305-53525
53526-53526
53527-53799
53800-53820
53821-53823
53824-53824
53825-53849
53850-53899
53900-53900
53902-53949
53951-54801
54803-54813
54814-54814
54815-54818
54823-54900
54901-54901
54903-54903
54906-54909
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Budget Actual
Account Description Account Range

54911-54949
54953-54999
55001-55107
55109-55299
55319-55404
55405-55405
55406-55499
56500-56502
56503-56520
56521-56599
56600-56699
56700-57999
59000-59998

B5070 L4 - TRAVEL AND BUSINESS EXP 52205-52205
52214-52215
53107-53107
53110-53113
53901-53901
54802-54802
54902-54902
54904-54905
54910-54910
55108-55108
56000-56000
56100-56119
56124-56128
56137-56138

B5068 L4 - SCHOLARSHIP AND FELLOWSHIP 54819-54821
55300-55318

B5064 L4 - RESEARCH RESERVE 59999-59999
B5028 L4 - COST OF GOODS SOLD 50000-50024
B5032 L4 - BAD DEBT EXPENSE 50025-50049

Level 5 Budget Actual
Account Description Account Range
B5017 L5 - SALARY AND WAGES 50100-50120

50122-50139
50220-50999
51400-51999

B5042 L5 - S&W, TENURE TRACK FACULTY 50140-50149
B5044 L5 - S&W, NON TENURE TRACK FAC 50150-50159
B5046 L5 - S&W, ADJUNCT FACULTY 50160-50169
B5048 L5 - S&W, GRADUATE ASSISTANTS 50170-50179
B5050 L5 - S&W, EXEMPT STAFF 50121-50121

50180-50189
B5052 L5 - S&W, NON EXEMPT STAFF 50190-50199
B5054 L5 - S&W, STUDENT EMPLOYEES 50200-50209
B5057 L5 - S&W, SUMMER INSTR SALARIES 50210-50219
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Budget Actual
Account Description Account Range
B5018 L5 - FRINGE BENEFITS 51000-51399
B5019 L5 - CAPITAL OUTLAY 58000-58999
B5020 L5 - TRAVEL 52300-52302

53300-53304
53950-53950
54822-54822
54950-54952
55000-55000
56001-56099
56120-56123
56129-56136
56139-56499

B5021 L5 - INDIRECT COST 56503-56520
56600-56699

B5022 L5 - TUITION AND FEES GRANT 55405-55405
56700-57999

B5023 L5 - CONTRACTING OF SERVICES 52108-52108
53824-53824
53850-53899

B5024 L5 - PASS THROUGH 53800-53820
53825-53849

B5025 L5 - MAINTENANCE & OPERATIONS 50054-50054
52000-52107
52109-52204
52206-52213
52216-52299
52303-52816
52818-53106
53108-53109
53114-53299
53305-53525
53527-53799
53821-53823
53900-53900
53902-53949
53951-54801
54803-54813
54815-54818
54823-54900
54901-54901
54903-54903
54906-54909
54911-54949
54953-54999
55001-55107
55109-55299
55319-55404
55406-55499
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Budget Actual
Account Description Account Range

56500-56502
56521-56599
59000-59998

B5061 L5 - TAXABLE WAGE BENEFITS 52817-52817
53526-53526
54814-54814

B5071 L5 - TRAVEL EXPENSE 54910-54910
56000-56000
56100-56119
56124-56128
56137-56138

B5072 L5 - BUSINESS EXPENSE 52205-52205
52214-52215
53107-53107
53110-53113
53901-53901
54802-54802
54902-54902
54904-54905
55108-55108

B5069 L5 - SCHOLARSHIPS & FELLOWSHIPS 54819-54821
55300-55318

B5065 L5 - RESEARCH RESERVE 59999-59999
B5029 L5 - COST OF GOODS SOLD 50000-50024
B5033 L5 - BAD DEBT EXPENSE 50025-50049
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Salary and Wage Budget Nodes and Accounts 

Budget Node Account 

B5034 S&W TENURE TRACK FACULTY 
50140 RANKED FACULTY SALARIES 
50141 ADMINISTRATIVE STIPENDS, FACULTY 
50142 CHAIR/PROFESSOR STIPENDS, FACULTY 

B5035 S&W NON TENURE TRACK FACULTY 
50150 VISITING FACULTY SALARIES 
50151 CLINICAL FACULTY SALARIES 
50152 INSTRUCTIONAL FACULTY SALARIES 
50153 RESEARCH FACULTY SALARIES 

B5036 S&W ADJUNCT FACULTY 
50160 LECTURER SALARIES 
50161 CONTINUING EDUCATION INSTRUCTOR SALARIES 
50162 SUMMER SALARIES 

B5037 S&W GRADUATE ASSISTANTS 
50170 INSTRUCTIONAL ASSISTANTS SALARIES 
50171 TEACHING ASSISTANTS SALARIES 
50172 TEACHING FELLOWS SALARIES 
50173 RESEARCH ASSISTANTS SALARIES 
50174 GRADUATE ASSISTANTS 

B5038 S&W EXEMPT STAFF 
50180 PROF & ADMIN STAFF SALARIES, EXEMPT 
50181 OTHER SUPPORT STAFF SALARIES, EXEMPT 
50182 RESEARCH STAFF SALARIES, EXEMPT 
50183 STIPENDS & OVERLOAD 

B5039 S&W NON EXEMPT STAFF 
50190 ADMINISTRATIVE STAFF SALARIES, NON EXEMPT 
50191 OTHER SUPPORT STAFF SALARIES, NON EXEMPT 
50192 RESEARCH STAFF SALARIES, NON EXEMPT 

B5040 S&W STUDENT EMPLOYEES 
50200 COLLEGE WORK STUDY WAGES, FEDERAL 
50201 NON COLLEGE WORK STUDY WAGES 
50202 COLLEGE WORK STUDY WAGES, TEXAS 

B5055 S&W SUMMER INSTRUCTION 
50210 SUMMER INSTRUCTION, TENURE TRACK 
50211 SUMMER INSTRUCTION, NON-TENURE TRACK 
50212 SUMMER INSTRUCTION, ADJUCT FACULTY 
50213 SUMMER INSTRUCTION, GRADUATE ASSISTANTS 

B5058 S&W CONTRACT PROFESSIONAL ATHLETICS 
50121 ATHLETICS COACHES SALARIES 

Revised 8-30-12 
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Revenue and Expenditure Budget Nodes 

Select: Tree Manager > Tree Viewer 

Enter BUD for BUD EXPENSE or BUD 
REVENUE 
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Select Print Format 

Refer to budget node level 3 to process budget journals 
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DEPARTMENT ID TREE 

Go to Tree Manager. 
Search by: Tree Name & Dept 

Select: Dept Rollup and set ID (00730 or 
00783); select current effective date. 
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Select: Print Format 

Select printer icon to print
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