
Chart of Accounts

Overview
The Chart of Accounts defines the structure and organization of an accounting system.  The Chart of Accounts structure is set up in order to segregate and classify transactions into groupings.  The Chart of Accounts in many ways models the institutions organizational structure.

The Advantage financial system uses proprietary and temporary accounts to record accounting events.  Assets, liabilities and fund balances are balance sheet accounts and are referred to as proprietary accounts.  Balance sheet accounts will contain 8 characters (4 characters for the fund code and 4 characters for the balance sheet account).  The Controller’s Office monitors the activity in proprietary accounts, and these accounts are used to create a balance sheet at fiscal year-end.  Revenue and expenditure accounts are used to record budgets, revenue, and expense transactions.  They are referred to in the Advantage financial system as temporary accounts.  These account numbers are used by departments to record transactions against their budgets, such as request for payments (RFP), payroll action forms (PAF), student time sheets, and cash receipts (CR).  The term temporary account is used because these accounts are closed at year-end into a fund balance (a proprietary account).  Activity in these accounts is used to create a Statement of Changes in Fund Balance and a Statement of Current Funds, Revenues, Expenditures, and Other Changes at fiscal year-end.

Elements of the Chart of Accounts
Advantage chart of account code elements are stored in user-defined tables.  Temporary accounts (revenue and expenditure budgets) are defined using elements of fund, agency, organization, object, sub-object, revenue source, and sub-revenue source.  Temporary accounts contain 15 characters, (4 character fund code, 3 character agency code, 4 character organization code, 2 character object or revenue source code, and 2 character sub-object or sub-revenue code).  These elements are identified in CAIS, the universities data warehouse, under “Look-Up Information”.

Fund


Description

1101 – 1199

State Appropriated Funds

1200 – 1299

Unrestricted Current Funds

1300 – 1699

Restricted Current Funds

1700 – 1749

Auxiliary Enterprise Funds

1750 – 1799

Loan Funds

1800 – 1849 

Plant Funds

1850 – 1899

Endowment Funds

1900 – 1999

Agency Funds


Account Type Codes

Each accounting line of each transaction processed in the university financial accounting system (Advantage) is associated with a specific “account type” code, which is used to group like types of transactions together for reporting purposes. These account type codes are also reflected in CAIS reports and general or budget ledger custom inquiries.

Account Type 

Description

01

Assets

02

Liabilities

03

Fund Balance

20

Pre-Encumbrance

21

Encumbrance

22

Expenditure/Expense

31

Revenue

41

Expense Budget & Transfer Budget

42

Appropriation 

51

Estimated Revenue Budget

Transaction Codes and Functions
Each transaction processed in the university financial accounting system (Advantage) requires use of a specific document code, which is used to group like types of documents together for reporting purposes. These document codes are also reflected in CAIS reports, document look up and general or budget ledger custom inquiries.
	TR Code
	Transaction Name
	Purpose

	AA
	Appropriation
	Set up, modify, deactivate appropriations

	CR
	Cash Receipt
	Post revenue received, deferred revenue and reimbursements of expense

	CX
	Check Cancellation
	Cancel checks that were not cleared, cashed, or voided.  Also used for stop payment and stale dated over 180 days from date of issue.

	EB/EBA
	Expense Budget
	Set up, modify, deactivate expense budget lines

	IN
	Invoice
	Record grant & contract receivables

	II
	Intra-Institutional Voucher
	Record internal purchases/expense and revenue/sales when encumbered.  Document posts as a “PV” in the financial system

	IX
	Expense Transfer
	Record internal purchases/expense and reimbursement/sales when encumbered.  Document posts as a “PV” in the financial system

	JV
	Journal Voucher
	Record balance sheet transactions, correct - reclassify expenses/revenue transactions.

	
	
	Correct and/or reclassify expense/revenue transactions

	
	
	Record cash transfers between accounts

	
	
	Record payroll encumbrances and expense

	
	
	Record internal purchase/expense and revenue – reimbursement/sales when document is not encumbered

	PO
	Base-line Purchase Order
	Encumbrance for internal purchase – sales 

	MW
	Manual Warrant
	Records cash disbursement for hand written check, may reference payment voucher or purchase order

	PC
	Commodity Purchase Order
	Encumbrance for items linked to a commodity code(s).  A commodity code is a description of the product ordered.

	PV
	Payment Voucher
	Records the expense directly or by referencing a purchase order.  Used in the 3-way match process

	RB/RBA
	Revenue Budget
	Setup, modify, deactivate a revenue budget line

	RC
	Receiver
	Records receipt of items ordered on PC and SC purchase orders.  No accounting consequences.  Used in 3-way match process

	SC
	Service Contract
	Encumbrance for non-fixed asset commodities and blanket purchase orders

	RX
	Commodity Requisition
	Document requesting items to be purchased, using commodity codes; pre encumbrance

	TB/TB1
	Expense Budget Transfer
	Budget revision – transfer of budget form one object code to another

	TE
	Travel Authorization
	Encumbers funds and request a cash advance for travel purposes

	TC
	Travel Check
	Hand written travel check, clears travel encumbrance and records travel expense or issues check for a cash advance 

	TP
	Travel Payment
	Records travel expense 

	VI
	Vendor Invoice
	Records invoice detail - amount, date and items.  No accounting consequences.  Used in the 3-way match process

	WR
	Warrant Clear
	On the open check screens (WREC & OPCH) marks checks as cleared/cashed (C) or stale dated (R).  No accounting consequence


Transaction ID “Number” Listing

Each transaction processed in the university financial accounting system (Advantage) requires a unique transaction ID which is used to specifically identify each individual transaction for reporting purposes. These transaction IDs are also reflected in CAIS reports, document look up and general or budget ledger custom inquiries. These transaction IDs are generally assigned either by the “automatic document numbering” table in Advantage (only an assigned “prefix” number needs to be entered by the transaction processor-) or by use of pre numbered forms, many of which are available in the university forms directory on the web at http://www.unr.edu/forms/. Cash receipt IDs are automatically assigned by the Cashier’s Office. 

# indicates the next sequential number automatically assigned by the financial system or the pre numbered form in the forms directory.
_ indicates the last digit of the current fiscal year i.e. 2007 = 7
	TR CODE
	Transaction Name
	ID#-ID Prefixes

	CR
	Cash Receipt 
	1Q#

	EB

EBA
	Expense Budget


	1_# Controller’s Office

	EB
	Expense Budget
	1_GC# Grants & Contracts

	EB
	Expense Budget 
	1_PBA# Planning, Budget and Analysis

	IN
	General Invoice
	1_GC# Grant & Contract Billings

	II
	Intra-Institutional Voucher

(Crediting Revenue)
	IPO (Internal Purchase Order) number

1II_#  older form or prior to June 2002

	IX
	Expense Transfer

(Crediting Object 39)
	IPO (Internal Purchase Order) number

	JV
	Journal Voucher – Payroll charge
	1PYC or 4PYC

	JV
	Journal Voucher – Payroll “pay period” encumbrance/ encumbrance reversal
	1PYE or 4PYE (The last character of the ID# will be assigned an “E” for encumbrance or an “R” for reversal of previous encumbrance)                                                        

	JV
	Journal Voucher – Payroll “daily” encumbrance/ encumbrance reversal
	1PYD or 4PYD (The last character of the ID# will be assigned an “E” for encumbrance or an “R” for reversal of previous encumbrance)                                                        

	JV
	Journal Voucher – Payroll change
	1PYT or 1_PRJV#

	JV
	Journal Voucher – Purchasing Card Transactions
	1PC or 1PCRD(prior to May 2002)

	JV
	Journal Voucher – Correction of non-payroll transaction
	Forms Directory = 1_5#

1_#  older form or prior to June 2002
1_JV# Controller’s Office 
1_GC# Grants & Contracts

1_CE# Division of Extended Studies

1_VPR# VP Research

	JV
	Transfer Voucher-Moving cash between accounts
	Forms Directory = 1_TV5#

1_TV#  older form or prior to June 2002

1_GCTV# Grants & Contracts

1_CETV# Division of Extended Studies

1_VPRTV# VP Research

	TR CODE
	Transaction Name
	ID#-ID Prefix

	JV
	Journal Voucher – Student fee/scholarship distributions
	1_CA# Cashier’s/Student Accounting

	JV
	Journal Voucher – Indirect Cost
	$MMDD#

	JV
	Internal Purchase Order
	IPO number

	JV
	Monthly Copy Center Charges
	1AT

	JV
	Monthly Postage Charges
	1AT

	JV
	Postage – Individual Order
	1AT

	JV
	Monthly Telephone Toll – Equipment Charges – AT&T Cell Phone Charges
	1TSW#
CELAT#

	JV
	Nevada State Motor Pool Charges
	1MT#

	JV
	Monthly Calling Card Charges
	1TSW#

	JV
	JV-Excel File Uploads for:

Correction of non-payroll transactions; payroll funding; monthly investment income allocation; monthly bank/ credit card discount distribution/ student fee or scholarship distributions
	1AT#

	MW
	Manual Warrant (handwritten check)
	Check Number

	PV
	Request for Payment (RFP)
	RFP number

	PV
	Vendor invoice referencing a commodity based purchase order (PC or SC)
	AV# or if non-linking 1_#

	PV
	Utility bills-Facilities Services
	1_FS#

	PV
	Guest Speaker Payments
	1_G# or 1_GS#

	PV
	Independent Contractor Payments
	1_IC#

	PV
	Participant Support Payments
	1_PS#

	PV
	Payroll Liability Payments
	1_PR#

	PV
	Refund Vouchers
	1_REF#

	PV
	Agency Fund Vouchers
	1#AGCY

	RB

RBA
	Revenue Budget
	1_# - Controller’s Office or Department

	RB
	Revenue Budget
	1_GC# - Grants & Contracts

	RB
	Revenue Budget
	1_PBA - Planning, Budget and Analysis

	TB
	Expense Transfer Budget (Budget Revision)
	1_GC# - Grants & Contracts and Departments 

	TB1
	Expense Transfer Budget
	1_PBA# - Planning, Budget and Analysis

1_# - Controller’s and Departments

	TE
	Travel Authorization (approved request to travel) – Cash Advance
	Forms Directory = 1_TE5#

1_TE# if not through the directory 

	TC
	Travel Check (handwritten check for a travel advance or reimbursement)
	Check Number

	TR CODE
	Transaction Name
	ID#-ID Prefixes

	TP
	Travel Claim
	Forms Directory = 1_5#

1_TP# if not through the directory


Budgets and Budget Controls
State Appropriated Funds (Fund 1101-1199) and Self-Supporting Budget Accounts 
Expense budget lines may be established in all state appropriated and self-supporting budget accounts for the following object codes:

10 – Letter of Appointment

14 – Classified Salary

20 – Employee Travel

11 – Professional Salary

15 – Wages


30 – Operating


12 – Graduate Assistant Salary

16 – Fringe Benefits

60 – Equipment


The system will not allow transactions to be processed in excess of the current “Uncommitted Amount” in the specific expense budget line (object code).  

To increase or decrease the budget in a specific expense budget line for State appropriated funds only, a “Request for Transfer of Funds” (TB1) http://www.unr.edu/forms/#Budget  must be initiated and then approved by Planning, Budget and Analysis.  

Generally, state appropriated fund accounts have to be expended or committed (encumbered) prior to the end of each fiscal year and do not carry forward.  Cut-off dates for certain transactions, earlier than the end of the fiscal year, may be specified.

To increase or decrease the budget in a specific expense budget line or to move budget authority from on account to another, a “Revision of Self-Supporting Budget” http://www.unr.edu/forms/#Budget  must be initiated and then approved by Planning, Budget and Analysis.

Self-supporting budget accounts will also be monitored for overall cash balance (referred to as “Appropriation” in financial (Advantage) terminology) to assure that sufficient revenues are being realized budgeted expenditures.  The overall account balance of self-supporting budget accounts will carry forward each fiscal year.

Grants and Contract Funds (Fund 1320-1371)

Expense budget lines may be established in all grant and contract fund accounts for the following object codes:

11 – Professional Salary

25 - Hosting



50 - Scholarships 

12 – Graduate Assistant Salary

30 – Operating



60 – Equipment

14 – Classified Salary


40 – Participant Support


61 – Other Fixed Assets


15 – Wages



41 – Sub-agreement W/O I/C

89 – Indirect Cost


16 – Fringe Benefits 


42 – Sub-agreement W I/C



20 – Employee Travel


44 – Tuition and Fees

The financial system will not allow transactions to be processed in excess of the current “Uncommitted Amount” in the specific expense budget line (object code).  To increase or decrease budget authority in a specific budget line or to move budget authority from one account to another, a “Sponsored Projects Budget Revision” http://www.unr.edu/forms/#Budget  must be initiated and approved.  Because Sponsored Projects accounts do not necessarily begin or end on the state fiscal year, they are budgeted and accounted for on an inception-to-date basis.  

Non-Budgeted Accounts
Non-budgeted accounts include any account other that state appropriated funds, self-supporting budgeted accounts, and grant and contract accounts from which have less than $25,000 in activity and do not have salary or wages expensed.  Expense budget lines are automatically established for $0 for the following object codes:

20 – Employee Travel


30 – Operating 


60 – Equipment

The financial system (Advantage) will not allow transactions to be processed in excess of the current uncommitted overall account balance (referred to as “Appropriation” in financial Advantage terminology) or if the budget line does not exist on the account.  If an expense budget line for other than the objects listed is required in a specific non-budgeted account, a “Request to Establish/Modify Account” form http://www.unr.edu/forms/#internal must be initiated, approved and routed to the Controller’s Office MS 124.  The overall account balance of non-budgeted accounts will carry forward each fiscal year.
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