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Org Manager’s Responsibilities


Org Managers have certain responsibilities for maintaining and controlling the transactions processed against an agency/org: transactions are to be consistent with their unit’s purpose, and there is to be enough money for the transaction so as not to cause a deficit situation.  More specifically, Org Managers are responsible for:

· Appointing authorized signers for the agency/org and designating another org manager (using the appropriate forms) when leaving the department or university.

· Processing against the agency/org only transactions consistent with the agency/org’s purpose and for which there is sufficient documentation for audit reviews.

· Determining timely funding sources for any deficits.

· Adhering to the policies in the Comptroller’s Office Policy and Procedures Manual (COM).

· Reviewing Advantage monthly reports to determine that all charges and credits for the month are appropriate.  For auxiliary enterprises, reconciling balance sheet accounts in a timely manner.

· Ensuring that Arizona Statutes, such as 38-501 and 38-511, regarding Conflict of Interest are followed. 

· Contacting the accountant assigned to the agency for assistance in understanding or resolving accounting issues related to the agency/org.

· Notifying the Comptroller’s Office when an agency/org is no longer needed.

Reference COM Policies: 201, 202, 203, 204-01, 204-02, 206, and 207.

Budget Levels


Within each agency/org, budget information is available at different levels in Advantage, from summary information at the Appropriation Unit Level, to detailed transactions at the Expense and Revenue transaction levels.  The information is stored in various tables or ledgers and it is printed on reports at the end of each month.
Appropriation Units


Budgets are divided into smaller managing categories called Appropriation Units.  State-funded agency/orgs consist of two appropriation units: A for “All Other Operating Expenses," and P for “Personnel Services."  Non-Sponsored agency/orgs, i.e., locally funded accounts, or auxiliary enterprises, use different appropriation units as indicated on the chart on page 3.  Sponsored agency/orgs have a single appropriation unit which is the agency/org itself.  

Tables which display information at the Appropriation Unit Level are the:


Appropriation Table (APP2) - provides the current balances for a single appropriation unit.


Appropriation Index Table (APPR) - shows a listing of all the appropriation units for a particular agency/org.

Budgets


Expense Budget, Revenue Budget, and Grant information is available, as described on page 3, from general summary information at the appropriation unit level, to detailed information at the transaction level.
Expense Budgets


Expense Budget information is available on the following tables:


Expense Budget Summary Inquiry Table (ESUM) - displays selected balances for different categories of expenses, such as Salaries, Wages, Services, Materials and Supplies, Travel, Capital Equipment, etc., as exist for the agency org.


Expense Budget Inquiry Table (EXP2) - displays selected balances by Object Code providing a breakdown of the current budgeted amount, pre-encumbered amount, encumbered amount, and expended amount on each object code attached to that account.


Expense Budget Index Table (EXPB) - displays a list of the expense categories (object codes) which are attached to a particular account.

Revenue Budgets


Revenue Budget information is available on the following tables:

Revenue Budget Summary Inquiry (RSUM) - provides summary balances of all revenue received by the agency/org into the revenue source codes attached to that account.

Revenue Budget Inquiry (REV2) - provides information on revenue balances for specific revenue source codes attached to an agency/org.

Revenue Budget Index (REVB) - provides a listing of all the revenue source codes attached to a particular account.

Grant Information


The Grants Management Subsystem of Advantage provides features to aid in the management of federal, state, local, and private grants and contracts, as well as internal capital projects.  Specifically, Advantage is designed to support the unique accounting functions of sponsored programs in the following ways:

· To support the specialized financial and management reporting needs associated with grants and contracts for sponsored programs administrators, principal investigators, department heads, and other university administrators. 

· To collect detailed cost data on overhead expenses in order to calculate indirect cost recovery rates.

· To provide automatic generation of indirect cost recovery entries required for grants and contracts.

· To allow for automation of the specialized revenue recognition rules of grant funding.

· To track and properly report cost-sharing commitments.

· To provide automated support for letters of credit and advances used in the grant funding process.

· To generate billings to external agencies and track them on-line.

· To support specialized reporting requirements in the grants and contracts agency.

Grant Budget information is available on the following tables:


Grant Summary Table (GSUM) - displays the current expense and revenue balances for the grant.  Pre-encumbered, encumbered, and expended balances are included on this table.

Grant Description Tables (GDES and GDE2) - display information regarding the type of grant, the funding source, grant contract number, and starting, ending, and closing dates of the sponsored account.

Budget Tables and How They are Updated

	Tableid
	Table Description
	When Updated
	Updated By

	APP2
	Appropriation Table
	Immediately
	PO, II, RX, PC, PV, SR, JV, IX, TV, CR, A1

	APPR
	Appropriation Index
	Immediately
	A1

	ESUM
	Expense Budget Summary
	Immediately
	PO, II, RX, PC, PV, SR, IX, JV

	EXP2
	Expense Budget Inquiry (by Object Code)
	Immediately
	PO, II, RX, PC, PV, SR, IX, JV

	EXPB
	Expense Budget Index
	Immediately
	EB

	RSUM
	Revenue Budget Summary
	Immediately
	RB, JV, II, TV, CR

	REV2
	Revenue Budget Inquiry (by Revenue Source)
	Immediately
	RB, JV, II, TV, CR

	REVB
	Revenue Budget Index
	Immediately
	RB

	GSUM
	Grant Summary Table
	Immediately
	PO, II, RX, PC, PV, SR, IX, JV

	GDES
	Grant Description Table (1 of 2)
	Immediately
	Sponsored Accounts

	GDE2
	Grant Description Table (2 of 2)
	Immediately
	Sponsored Accounts


Appropriation Unit Codes and Definitions

	CODE
	DESCRIPTION
	AGENCY 
	ORG
	Appropriation Unit

	Expense Appropriation Units
	Examples

	A
	All Other Expenditures
	EJ5
	1003
	EJ51003A

	D
	Direct Cost of Sales
	EV5
	1004
	EV51004D

	E
	Employee Related Expenses
	EJ5
	1003
	EJ51003E

	F
	Student Support
	EV5
	1003
	EV51003F

	O
	Transfer Out
	EJ5
	1003
	EJ51003O

	P
	Personnel Services
	EJ5
	1003
	EJ51003P

	U
	Other Deductions
	EJ5
	1003
	EJ51003U

	Z
	Deficit Forward
	EJ5
	1003
	EJ51003Z

	Revenue Appropriation Units
	Examples


	B
	Balance Forward
	EJ5
	1003
	EJ51003B

	G
	Grants, Contracts, and Gifts
	EJ5
	1003
	EJ51003G

	H
	Other Additions
	EV5
	1001
	EV51001H

	I
	Transfer In
	EJ5
	1003
	EJ51003I

	M
	Miscellaneous and Other
	EJ5
	1003
	EJ51003M

	S
	Sales and Services
	EJ5
	1003
	EJ51003S

	T
	Tuition and Fees
	EJ5
	1003
	EJ51003T

	X
	State Appropriations
	ET1
	1020
	ET11020X

	C
	Combined Revenue and Expense Cash Basis
	EC5
	1009
	EC51009C


Commonly Used Terms on Budget Related Tables

Fiscal Year
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FISCAL YEAR (FY) is the financial year that an organization uses to associate transactions with the proper accounting year.  At ASU, the fiscal year begins on July 1 and ends on June 30.  It is designated by the last two digits of the year in which the period ends.  For example:

Fiscal Year 98  =  July 1, 1997 - June 30, 1998

Fiscal Year 99  =  July 1, 1998 - June 30, 1999
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Multi-Year (MY)


MULTI YEAR (MY) in the Budget Fiscal Year field indicates accounts that span fiscal years.  For example: a sponsored account starts on January 1, 1997 and ends on December 31 1998.  This would include part of the 97 fiscal year, all of the 98 fiscal year, and part of the 99 fiscal year, therefore it has MY as a Budget Fiscal Year indicator.
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The Multi-Year indicator is used for sponsored accounts, Summer Sessions, and by Planning and Construction for long-term projects.

Expense Related Terms

The following terms are used on the appropriations and/or expense budget tables and ledgers:

	Approved Appropriation
	The amount of the original appropriation at the beginning of the fiscal year for this appropriation unit.

	Current Appropriation
	The amount of the original appropriation plus any additional money received during the course of the year.

	Pre-Encumbrance
	A financial obligation incurred through an RX or SR for goods requested but not yet purchased which sets aside part of an appropriation/expenditure budget to avoid overspending.

	Encumbrance
	A financial obligation incurred in the form of a purchase order or contract for goods or services ordered, but not yet received, which sets aside part of an appropriation/expenditure budget to avoid overspending.

	Expended
	The amount actually spent for goods or services received; i.e., a transaction to reflect payment for goods or services received.

	Uncommitted
	The amount available to spend against an Appropriation Unit or Expense Budget.

Uncommitted = (Current Appropriation - Expended - Encumbered - Pre‑encumbered)

	Unobligated
	The amount available to spend (not including pre-encumbrances) against an Appropriation Unit or Expense Budget.

Unobligated = (Current Appropriation - Expended - Encumbered)


Revenue Related Terms

The following terms are used on the revenue budget tables and ledgers:

	Approved/

Current Budget Amount
	Only Sponsored accounts or those accounts that use Planning Budgets will show a dollar figure in these fields.  For all other accounts, these two fields will show $0.00.

	Recognized Amount
	Amount of the actual income that this agency/org has received for services and/or goods provided.

	Unrecognized Amount
	Valid only for Sponsored accounts and those accounts that use Planning Budgets, this field represents the difference between the Current Budget Amount (expected income) and Recognized Amount (actual income).


Grant Related Terms

The following terms are used on the Grant budget tables:

	Responsible Agency/Org
	Research incentive or other local account that is ultimately responsible for the funds in the sponsored account.

	Grant Class
	Code which denotes the grant classification, e.g., research, instruction, or equipment.

	Grant Group
	Code which references the department, school, college, or vice presidential area associated with this sponsored account.

	Contract
	Grant contract number.

	Comment
	The org manager or principal investigator's name will appear in this field, followed by an abbreviation of the grant name.


Accessing Budget Status Information from the Custom Desktop

One of the features of the Custom Desktop in Advantage is a drop-down menu that allows you to access Budget Status information for any account.  

[image: image4.png]o]

Business Functions A

Business Area talus Infomalion
Documents,

Open Tables

Suspense File

Commadiy Biling Document

Evpense Transter | Joumal Voucher | Transter Voucher | VE Document

555AM | 03/26/98





To access the Budget Status Information Window from the Custom Desktop:

· Click on the Business Area drop-down menu.

· Select Budget Status Information.

The Budget Status Information Window

The Budget Status Information window will appear.  From this window, you can select information regarding Appropriations, Expense Budgets, Revenue Budgets, and Grants that you access by clicking on a particular button.
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	Clicking this button:
	Allows you to access these tables:
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	ORG2, APP2, and APPR
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	ORG2, ESUM, EXP2, and EXPB
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	ORG2, RSUM, REV2, and REVB
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	ORG2, GSUM, GDES, and GDE2


Navigating Budget Status Tables

Moving between Budget Status tables is accomplished via a series of buttons that appear at the bottom of each Budget Status table window.  Below is an example of the Organization table showing access to Appropriations information for agency/org WV1 1003.  The buttons at the bottom of the screen are used to move between tables, to minimize windows, and to exit to the Business Functions window.  
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	Button:
	Function:
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	Activates the Business Functions window so it appears in front of any other windows you may have open.
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	Minimizes all the Budget Status Information windows you are currently viewing including the Business Functions window.
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	Closes all the open windows you are viewing and returns you to the Budget Status Information window at the Business Functions screen.


The depressed button at the bottom of the screen indicates the table name of the active window you are viewing.  In this example, the ORG2 table is the active window.  Clicking on any of the buttons to the right will take you to that table and carry the information from the account you are currently viewing.

Maximizing Windows

Not all windows in Advantage will appear the same size on your screen.  When moving between Budget Status Tables, some windows may overlap, as shown below.  The active window will be outlined by a dark border and may be maximized for easier viewing.  The example below illustrates what will happen on the screen when moving from the APP2 table to the APPR table.  
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The APPR table is the active window but part of the inactive window (previous APP2 screen) can still be seen underneath.  

To view only the active window (APPR), simply maximize the window by clicking on the up arrow at the top right corner of the active window.  This will not affect your ability to move between the other Budget Status tables.  

Appropriation Tables
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To access Appropriations information from the Budget Status Information window:

	· Click on the
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	button.


The Organization (ORG2) table will appear.  The ORG2 is the starting point for all other Budget Status tables.  Whatever account you browse for on ORG2 will be carried through to the other Budget Status tables.  
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Organization Table (ORG2)
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To view information for a specific agency/org, at the ORG2 table enter the following information:

· Type the FISCAL YEAR (e.g., 99) in the FISCAL YEAR field.

· Type the AGENCY CODE (e.g., WV1) in the AGENCY field.

· Type the ORG CODE (e.g., 1003) in the ORGANIZATION field.

	
	Toolbar
	Key
	Menubar

	· Click on: 
	[image: image19.bmp]
	F4
	DISPLAY: BROWSE DATA


Organization Table (ORG2)

The information for the requested agency/org will appear:
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To access budget information by specific appropriation unit for this account:

	· Click on the
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	button at the bottom of the screen.


Appropriation Inquiry Table (APP2)

The Appropriation Inquiry table (APP2) will appear with information from the first appropriation unit that exists for this account.  The APP2 table shows current budget balance information on an account by fiscal year and appropriation unit code.

[image: image22.png]Budget Fiscal Year £ ‘Appropriation Uit 003
Name | A0COMPTROLLERS OFFICE Short Name OPERATIONS
Fund 1780 Agency |Wi Budget Line Counter | 13 [ Active
Budget Authority Option | Appropiation Plus Actual Fieceipts

Amounts

Current Begin Day
Approved Appropriation 30483300
Current Modified Appropiiation 30600700 306,007.00

Total Allotment 000
Estimated Receipts 000
Actual Receipts 000
Pre-encumbered 000 000
Encumbered 2522020 2522020
Expended 11509638 11509638
Unobligated 16563042
Uncomitted 16563042

Business Functions...]_Min | Close | | 0RG2 | APP2 | APPR |





To view the next appropriation unit for this account:

	
	Toolbar
	Key
	Menubar

	· Click on: 
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OR

To access a listing of the appropriation units that exist for this account:

	· Click on the
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	button at the bottom of the screen.


Appropriation Index Table (APPR)
The Appropriation Index table (APPR) will appear.  The APPR table shows a listing of appropriation units by fiscal year and agency/org code.  The APPR window will appear smaller than the APP2 screen, so you may wish to maximize the active APPR window (see page 9 for directions on maximizing windows).  
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To view the next screen of appropriation units by account on this table:

	
	Toolbar
	Key
	Menubar

	· Click on: 
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	DISPLAY: MORE DATA


Expenditure Budget Tables
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To access Expenditure information from the Budget Status Information window:

	· Click on the
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	button.


The Organization (ORG2) table will appear.  The ORG2 is the starting point for all other Budget Status tables.  Whatever account you browse for on ORG2 will be carried through to the other Budget Status tables.  

[image: image29.png]Organization
Fiscal Year Agency Organization Manager
01g Name. Organization Level
Fund Activity Function Project

O Inactive Buyer

Budgeting Organization Levels Reporting Organizations
Expense Budget Organization Level 1 2
Revenue Budget Organization Level 5 &
Appropriation Organization Level

9 10
Allotment Drganization Level

Budget / Reporting Org | _ Options and Controls

Business Functions._|_Min | Close | | 062 | E5UM | ExP2 | X8 |





Organization Table (ORG2)
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To view information for a specific agency/org, at the ORG2 table enter the following information:

· Type the FISCAL YEAR (e.g., 99) in the FISCAL YEAR field.

· Type the AGENCY CODE (e.g., WV1) in the AGENCY field.

· Type the ORG CODE (e.g., 1003) in the ORGANIZATION field.

	
	Toolbar
	Key
	Menubar

	· Click on: 
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Organization Table (ORG2)

The information for the requested agency/org will appear:
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To view Expenditure Summary information for this account from the ESUM table:

	· Click on the
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	button at the bottom of the screen.


Expense Budget Summary Inquiry Table (ESUM)

The Expense Budget Summary Inquiry table (ESUM) will appear.  The ESUM table lists expenditure summary information for an account by expenditure category (object code).  
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To view Totals:

· Click on the Display Totals box.

	
	Toolbar
	Key
	Menubar

	· Click on: 
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Expense Budget Summary Inquiry Table (ESUM)

The screen will refresh with Balance Total information displayed.  
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To view balance information for additional expenditure categories (object codes) on this account:

	
	Toolbar
	Key
	Menubar

	· Click on: 
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	DISPLAY: MORE DATA


OR

To view Expense Budget information for a single expenditure category on this account:

	· Click on the
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	button at the bottom of the screen.


Expense Budget Inquiry Table (EXP2)

The Expense Budget Inquiry table (EXP2) will appear with budget information for the first expenditure category (object code) on this account.  
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To view balance information for the next expenditure category (object code) on this account:

	
	Toolbar
	Key
	Menubar

	· Click on: 
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OR

To view a listing of the expenditure categories that exist for this account:

	· Click on the
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	button at the bottom of the screen.


Expense Budget Inquiry (EXPB)

The Expense Budget Inquiry table (EXPB) will appear with a listing of object codes attached to this account.  The EXPB window will appear smaller than the previous EXP2 screen, so you may wish to maximize the active EXPB window (see page 9 for directions on maximizing windows).
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To view the next screen of expenditure categories (object codes) that exist on this account:

	
	Toolbar
	Key
	Menubar

	· Click on: 
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Revenue Budget Tables
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To access Revenue information from the Budget Status Information window:

	· Click on the
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	button.


The Organization (ORG2) table will appear.  The ORG2 is the starting point for all other Budget Status tables.  Whatever account you browse for on ORG2 will be carried through to the other Budget Status tables.  
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Organization Table (ORG2)
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To view information for a specific agency/org, at the ORG2 table enter the following information:

· Type the FISCAL YEAR (e.g., 99) in the FISCAL YEAR field.

· Type the AGENCY CODE (e.g., BD2) in the AGENCY field.

· Type the ORG CODE (e.g., 1001) in the ORGANIZATION field.
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Organization Table (ORG2)

The information for the requested agency/org will appear:
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To access Revenue Budget summary information for this account:

	· Click on the
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	button at the bottom of the screen.


Revenue Budget Summary Inquiry Table (RSUM)

The Revenue Budget Summary Inquiry table (RSUM) table will appear.  The RSUM table lists revenue summary information for an account by Revenue Source code.
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To view Totals:

· Click on the Display Totals box.
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Revenue Budget Summary Inquiry Table (RSUM)

The screen will refresh with Balance Total information displayed.  
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To view balance information for the next agency/org on this table:
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	· Click on: 
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OR

To view balance information for a single revenue source code on this account:

	· Click on the
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	button at the bottom of the screen.


Revenue Budget Inquiry Table (REV2)

The Revenue Budget Inquiry table (REV2) will appear with balance information for the first Revenue Source code on this account.  The REV2 window will appear smaller than the previous RSUM screen, so you may wish to maximize the active REV2 window (see page 9 for directions on maximizing windows).
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To view balance information for the next revenue source code on this account:
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	· Click on: 
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OR

To view a listing of the revenue source codes that exist for this account:

	· Click on the
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	button at the bottom of the screen.


Revenue Budget Index Table (REVB)

The Revenue Budget Inquiry table (REVB) will appear with a listing of the revenue source codes attached to this account.  The REVB window will appear a different size than the previous RSUM screen, so you may wish to maximize the active REVB window (see page 9 for directions on maximizing).
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To view the next screen of information on this table:
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	· Click on: 
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Grant Management Tables
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To access Grant information from the Budget Status Information window:

	· Click on the
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	button.


The Organization (ORG2) table will appear.  The ORG2 is the starting point for all other Budget Status tables.  Whatever account you browse for on ORG2 will be carried through to the other Budget Status tables.  
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Organization Table (ORG2)

[image: image64.png]Organization
FiscalYear |99  Agency | fov = Omganzation | 602  Manager
01g Name. Organization Level
Fund Activity Function Project

O Inactive Buyer

Budgeting Organization Levels Reporting Organizations
Expense Budget Organization Level 1 2
Revenue Budget Organization Level 5 &
Appropriation Organization Level

9 10
Allotment Drganization Level

Budget / Reporting Org | _ Options and Controls

Business Functions._|_Min | Close | | 062 | G5UM | GDES | GDE2 ]





To view information for a specific grant, at the ORG2 table enter the following information:

· Type the FISCAL YEAR (e.g., 99) in the FISCAL YEAR field.

· Type the AGENCY CODE (e.g., FGW) in the AGENCY field.

· Type the ORG CODE (e.g., 8802) in the ORGANIZATION field.
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Organization Table (ORG2)

The information for the requested grant will appear:
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To view budget summary information for this grant:

	· Click on the
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	button at the bottom of the screen.


Grant Summary Inquiry Table (GSUM)

The Grant Summary Inquiry table (GSUM) will appear.  The GSUM table provides budget balance summary information for grant accounts.
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To view balance information for the next agency/org on this table:
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	Key
	Menubar

	· Click on: 
	[image: image69.bmp]
	F5
	DISPLAY: MORE DATA


OR

To view the first screen of Grant Description information for this account:

	· Click on the
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	button at the bottom of the screen.


Grant Description Table – First Screen (GDES)

The Grant Description table (GDES) will appear showing the first screen of Grant Description information on this account.  The GDES window will appear smaller than the previous GSUM screen, so you may wish to maximize the active GDES window (see page 9 for directions on maximizing windows).
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To view description information for the next agency/org on this table:
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	· Click on: 
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OR

To view the second screen of Grant Description information for this account:

	· Click on the
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	button at the bottom of the screen.


Grant Description Table – Second Screen (GDE2)

The Grant Description table (GDE2) will appear showing the second screen of Grant Description information for this account.  The GDE2 window will appear smaller than the previous GDES screen, so you may wish to maximize the active GDE2 window (see page 9 for directions on maximizing windows).
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Report Name, Description and Related On-Line Table

	Report Name
	
Description
	Related 
On-Line Table

	ORGMC
	Org Manager Org Listing
A listing of all the Agency/Orgs for which the Org Manager is responsible.
	NONE

	
Sequence
	Listed by Agency Code followed by a sub-listing of each Organization in that Agency.
	

	G210A
	Grant Summary Reports
A summary listing of expenditures, revenue, and encumbrances for the current period and inception-to-date.
	

	
Sequence
	Arranged by major expense and revenue categories.
	

	400A
	Detail Listing of Expenses by Accounting Distribution
A detail listing of expenses and encumbrances for the current period and inception-to-date.
	

	
Sequence
	Appropriation Unit, Object Code, Sub-Object Code.
	

	440A
	Detail Listing of Revenues by Accounting Distribution
A detail listing of revenue for the current period and inception-to-date.
	

	
Sequence
	Agency/Org, Revenue Source Code, Sub-Revenue Source Code.
	

	611E (Expense)
	Detail Trial Balance by Accounting Distribution
A list of every transaction affecting this Agency/Org for the current month.
	

	
Sequence
	Agency/Org, Appropriation Unit, Object Code, Account Type, Sub‑Org, Sub-Object Code, Reporting Category, Transaction Number.
	

	611R (Revenue)
	Detail Trial Balance by Accounting Distribution
A list of every transaction affecting this Agency/Org for the current month.
	

	
Sequence
	Agency/Org, Appropriation Unit, Object Code, Account Type, Sub‑Org, Sub-Object Code, Reporting Category, Transaction Number.
	

	611B (Balance Sheet)
	Detail Trial Balance by Accounting Distribution
A list of every transaction affecting this Fund for the current month.
	

	
Sequence
	Fund, Agency/Org, Appropriation Unit, Object Code, Account Type, Sub‑Org, Sub-Object Code, Reporting Category, Transaction Number.
	

	FSSSA FNONB FSULB FPROJ
	Summary Financial Status Report Overall Recap
A high level summary report for State and Local Agency/Orgs containing current month and year-to-date appropriations, expended amounts, encumbered amounts, and amounts available to spend, including a spending rate analysis.
	NONE

	
Sequence
	Agency/Org, Appropriation Unit, Major expenditure category.
	

	TC0110-01
	Telephone Billing
A listing of the current month charges to the Agency/Org for each telephone extension.
	NONE

	
Sequence
	Agency/Org, Telephone Number.
	

	PP6200
	Payroll Expense Distribution Report (from HRMS)
A detail listing of payroll expense transactions.  Balances for the summary totals appear on the 611E.
	(Summary only) Detail in HRMS

	
Sequence
	Agency/Org, Object Code, Sub-object Code, Employee.
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