LOUISIANA TECH UNIVERSITY NUMBER D-1

Office of the Comptroller REVISED 10/26/90

ACCOUNTING LEDGER EXPLANATIONS

A major flnanCLal tool for departments is the monthly ledger repori
which gives a budget summary and a detail transaction ledger. The
monthly ledger consists of several reports to provide information to
the department concerning financial activity.

(1) The account number assigned for the budget unit.

(2)
(3)

(4)

(5)

(6)

The account title and distribution address.

Dates relating to the information in the report, the month-
end summary gives information through the end of the

month while the current budget summary reflects information
up to the date the report is actually run. Any transactions
in the new month that have been processed will be reflected
in these updated totals.

Budget-Current Budget approved for the department-reflects
any changes in the budget since the budget was first set up.

Open Encu-Current open encumbrances (outstanding purchase
orders) for which no cash payment has been made to the
vendor. Also see (13) and (14).

YTD Actual- Year To Date - actual expenses recorded by the
department which represents cash paid for goods and services
purchases.

Balance-Balance of funds remaining in each budget or budget
group (See (8) and (9). This column tells the department
what funds are still availakle to be spend in the current
ficcal year. (Budget less Open Encumbrances less YTD
Actual equals Balance.)

Percentages- The three management percent figures are shown
to assist the department.

%¥A - the percentage of the current fiscal year's budget
expended to date this year (YTD Actual divided by Budget).

%B - the percentage of the prior fiscal year's budget
expended to date (FY YTD divided by FY Total).

%C - the percentage of free balance available to be
spent (Balance divided by Budget).

FY 90 TOT - Prior fiscal year total representing the total
funds expended by the department in the previous fiscal year.
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(7)

FY 90 YTD - Actual funds expended through the current month
by the department in the previous fiscal year. Compare
FY90YTD and YTD Actual to see the relationship of expenses
between the current and previous fiscal years.

(8) & (9) - GP -Grouped budgets are a control technique that

(10)

(11)

allows line item budget categories to be grouped together
for free balance checking (Travel, Services and Supplies

have unique line item budgets but, the department expends
against the total of the three budgets. This eliminates

the need for budget changes and allows more departmental

flexibility in spending. Budget groups are identified by
the unique GP codes 1, 2, 4, etc. and the # on the right’
hand side next to the balance column.)

07-01-90 BUDG - The department's original budget that was
set at the beginning of the current fiscal year. It can be
compared with (4) to see what budget changes have been made
in the current fiscal year.

Monthly Transaction Ledger - Listing of detail transactions
(one line per transaction) of the account for the current
month for 12's, 22's and 62's and year-to-date for 32's.
Transactions are sequenced by budget category and totaled for
each month or group.

The TC or Transaction Code denotes the type of transaction

- processed.

TRANSACTION CODES (TC)

'JR - Journal Voucher - Internally prepared accounting entries

usually initiated from a departmental request (memo), a
correction, or other internal entry such as computer
services, postal services, telephone etc.

CR - Check Request - indicates a check has been written for
payment of goods or services.

PO - Purchase Order - indicates a purchase order has been

issued to a vendor based on a requisition submitted by a’

department. This reduces your free balance and represents
a future commitment of funds. '

EC - Encumbrance Change - indicates a change to an existing
purchase order (encumbrance). Used to increase or decrease
a purchase order and also to process a partial liquidation
(payment) of a purchase order where the amount of the check
written the vendor (CR) differs from the amount to be
liquidated on the purchase order.
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PA - Payroll - indicates a charge entry based on the
processing of a Biweekly, Student or Monthly Payroll.

ID - Interdepartmental - indicates the processing of
interdepartmental charges based on the processing of an intr
campus requisition from one department on campus to another,
such as Bookstore, Printing Department, Food Services, Motor
Pool, etc.

RF - Receipts Form - represents cash or checks deposited wit
Comptroller's Office, Cashier.

I8 - Invoice Statement - represents a billing to an off-
campus (non-university) entity for which an amount is due to
be paid Louisiana Tech. Billings by Housing, Food Services,
Athletics, etc. for goods or services received.

OB - Original beginning balance.

.BA - Budget Adjustment - Increases or decreases the budget.

A brief description accompanys all transactions and the Dept # an
the Admin # assist in identifying the transaction to the department an
the Comptroller's Office.

Changes in Actual - Represents actual cash paid out or received

(-) into the account.

Changes in Free Balance - Represents transactions that increase o

(12)

decrease (-) the balance the department can spend. For
example, a PA (payroll entry) results in a change in actual
(cash paid out) and a change in free balance. A BA (budget
adjustment) will not affect changes in actual (cash paid out
but will affect changes in free balance as the departments
budget is increased or decreased. A CR - paying a purchase
order (encumbrance) will show a change in actual of the
amount paid and no change in free balance if the payment is
exactly for the amount encumbered; however, payment for a-
larger or smaller amount will also show a decrease or
increase in free balance.

X and U - X represents a complete liquidation and payment of
an outstanding purchase order. This is the final closing of
an open purchase order. Results from a complete receiving
report or purchase order cancellation.

U represents a partial llquldatlon and part paymen
of an outstanding purchase order. It may also represent a
change order increasing or decreasing a purchase order
amount.

(13) & (14) Open Encumbrances - This is a detailed listing of all

open (unpaid and merchandise not received) purchase orders.
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This report should be reviewed by the department to assure
that purchase orders do not remain open for an excessive
period of time. For goods not received, please contact
Purchasing. For goods received and not paid, please contact
Accounts Payable in the Comptroller's Office. The report
shows the original amount of the purchase order and the
current amount open and unpaid. For regular orders, invoices
with correct Purchase Order Numbers should be promptly
forwarded to the Comptroller's Office to assure that
discounts can be taken and that your orders are efficiently
and accurately paid.

Each year money is lost because some departments do not keep
track of outstanding orders. The list of outstanding orders
should be checked each month to assure that:

1. Items received are paid for. If not, money could be
lost and the department would have to be charged again
for the same item when paid.

2. Items not to be received are cancelled; the
department can then use the money for something else.

All coding should be done carefully to insure that the proper
department is charged and the proper expenditure code is
used. Please remember to include fund numbers on your
requisitions as many accounts have numbers which are very
similar.

For errors detected on your ledger, please make a copy of the
ledger and highlight the transactions you have a question-
about and forward to our office for attention. Please bring
all questions to our attention as soon as possible so that
any needed adjustment can be made by your next month's
ledger. ) )
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6P BU__ xA B FY90 TOTXC FY90 YTD | . BUDGET—| OPEN ENCU” [YTO ACTUAL “BALANCE 09-30
1124 UNCLASS INST 11 |13 59,489 |88 /8201 54167700 .00 67075422 489601+ 78
12 OTH |COMP «+00 «00 «00 «00
1241 STU |[LAB-REG pok\ 1 234820 8l 29728 234000.00 «00 44365.81 189634.19
1242 STU JLAB=N/S /12 743115 f—9,091 .00 .00 104921464 109921 .64
20 TRAMVEL 8 31233 100 rp ) 205 3,168400 .00 .00 34168400
65  OTHR CHES  \_ N .00 .00 <00 .00
6506 MISCH UTHER C I «00 «+00 «00 «00
1 11 SALARIES it it «00 # «00 # «00 #
1 1120 SALARIES 24 |26 179933 # (75 44483 4| 19,187.00 # W00 # | 49796473 #
I 1121 UN-REG=9NO #* al .00 # .00 # .00 ?
1 1123 UN-INSTR-12M 24 |24 312,570 # |75 754911 # | 420,152.00 # <00 # |105,037.86 #
1 1125 UN-IINSTR-0OTH # 3 «00 # «00 # «00 #
1 1126 SUMMER SAL #* #| .00 # .00 # <00 #
1 1127 CLASS-12 MO 22 |21 2614116 # |77 55,591 # | 2634312.00 # .00 # | 59,059.75 #
1 1130 GRAQ ASST 24 |29 2,999 # |75 24333 4| 8,000.00 # .00 # 1,999,968 #
1 15 FR WENEFITS 23 [23 119,827 #[76 284401 #| 139,714+00 # .00 # | 329379.40 # "
x4 {TOTAL GR 719,448 |** 1664720 | 850,365.00 .00  |203,273.72 | 6474091.28
2 30 OPEW SVCS 56 |47 249546 # |43 119740 #| 279572.00 # .00 # | 154600469 # A #
2 3035 BINGING 19 [16 354413 # (50 59923 #| 35,500.00 #| 109888.98 # | 64861.02 # #
2 3042 cond SVCS 100 |12 367 # 46 # 26454 it .00 it 26454 1 4
2 40  SUPHLIES 16 [30 18,116 # 69 54553 # | 149949.00 #| 19953416 # | 24540466 it M
. *+ &4 4{TOTAL GR 78,443 |%% 23,264 78,047454 124842414 254028491 404176449
3 50 ann SERVICE # it «00 # «00 # « 00 #
3 chc PROA TRAVEL " 1 «00 ¢ «00 # «00 # o
ok kHTOTAL GR *% « 00 «00 «00 +00
4 73 EQUIIPMENT 6 474963 # 3,289 # «00.% 576.80 # 7697 # @
4 7361 LIB [REF MAT 2 20,515 # 606 # .00 #| 5,000.00 i .00 # ;
4 7362 SUBYCRIPTIUN 52 |50  84y407 # |47 424474 #| 54489857 # .00 # | 284777.53 # 1
4 7363 STANDING ORD 48 |28 37,034 # |51 10,533 #| 7,100.00 # .00 # | 3,433.01 # o
#x2x2{TOTAL GR 189,922 |#* 564903 619998.57 59576400 32,207.51 249134426
sxkdd ACCOUNT #%%%8  1,14B9473 * [*% 267,195 *1,071,256+11 * | 184418.94 * [281,952.81 * | 770,0884.36 *
s o e kot ol otk ok oKk Rk olok ok CURRENT [BUDGET SUMMARYL AS OF 09 30 90 s iokookaoion sk bk ook ol ook odol ko ok &k &
GP BU |07 o1 90 BUDG [cARRYFWD BUDG | CURRENT BUDG | OPEN ENCU  [YTD ACTUAL  [BALANCE 09-30
1124 UNCLASS INST /"~ L~544677.00 .00 54y677.00 .00 6+075.22 48,601.78
12 oTH |conp 10 .00 .00 .00 .00 .00 .00
1241 STU |LAB-REG \ 23,000.00 .00 23,000.00 .00 44365481 184634419
1242 STU |LAB-M/S .00 .00 .00 .00 Ho.om_.ow.\/ 10992164~
LOUISIANA TECH UNIVERSITY YC
9 30 90 12 5490 - 09

%k LA TECH MONTH END LEDGERS %X
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BOX 0800 .
ook Rk R Rk ks okkxk CURRENT m@umm4iquz>w45Nwicﬁllldaluﬁradlﬁﬁﬁﬂﬂﬁ#ﬂﬂawﬂﬁﬁﬁﬂa*ﬁauuﬁuﬁ***g*i*****
07 01 90 BUDG |CARRYFWD BUDG | CURRENT BUDG OPEH ENCU YTD ACTUAL BALANCE 09-30
EL 37168.00 00 - 3,168.00 00 .00 3,168.00
CHGS «00 «00 «00 «00 «00 «00
OTHER C «00 «00 «00 «00 «00 «00
RIES «00 # «00 # «00 # «00 # «00 # 13
RIES 19,187.00 # 00 # 199187.00 # «00 # 49796473 & 1"
EG-9MO : «00 # «00 # «00 # +00 # «00 # [
MSTR-12M 4209152.00 # «00 #| 4204152.00 # «00 # [1059037.86 1 t#
NSTR-0TH «00 # .00 # «00 # «00 # «00 # 1
ER SAL <00 # .00 # «00 # .00 # « 00 i
S-12 MO 26349312.00 # «00 #| 2634312.00 # «00 # 599059475 # it
ASST 8,000.00 # «00 # |-, 849000.00 # «00 # 19999.98 # #
ENEFITS 1394714400 # «00 #['1394714.00 # «00 # 32937940 # #
TOTAL GR 8509365.00 «00 8509365.00 «00 2034273.72 6474091.28
SVCS 27¢572.00 # «00 ¥# 274572.00 # «00 # 159600.69 # ’ i
ING 359500.00 # «00 # 354500.00 # 10488H.98 # 69861.02 # it
SVCS «00 # «00 # 26454 # «00 2 26454 & 44
LIES 149949.00 # «00 ¢ 149949400 1¢953.16 # 29540466 # [/}
TOTAL GR 78,021.00 «00 784047454 129842.14% 259028.91 409176449
SERVICE «00 # «00 # «00 # «00 # . «00 # 4
TRAVEL «00 # «00 # «00 #t «00 # «00 # i
TOTAL GR «00 «00 «00 «00 «00 «00
PHENT «00 # «00 # «00 # 576.80 # 76.97 # #
REF MAT 139,000.00 # «00 # «00 5900000 # «00 # 3
CRIPTION 149,000.00 # «00 # 549898.57 «00 # 289777.53 it
DING ORD 110,000.00 # i .00 # 79100.00 # .00 # 39433.01 # ]
TOTAL GR 3984000.00 1 .00 L 619998.57 59576480 324287.51 249134.26
ACCOUNT *%%x1y4079231.00 * e «00 *Uy0719256.11 18941894 * [2819952¢81 *| 7704884435 *
5k 4 o R oK ok R ok A ok oK 3024:hﬂxq»>zm>nq~cz LHDGER 09 30 90 koot akok dig sk oj ok Ak o ok o e e ok A ek ook ok ook o ok
INV ADMIN ADMIN CHANGES CHANGES IN ACCT
DESCRIPTION DATE OEPT # # DATE VO # M IN ACTULL FREE BAL SERYV
PAYROLL- MONTHLY 0928 000003 |0928 69075422 64075.22~ 1838
~ *¥2x%TOTAY BDG 1124%%%x* 69075622 * 69075422-%
PAYROLL- STYDENT 0928 000003 (0928 19874462 118724462~ 1827
*kukTOTALY BDG 124 1%%%& 19874462 * 191874.62-%
LOUISIANA TECH UNIVERSITY 4 50 00 12 sus0 - 05
*% LA TECH %

MONTH END LEDGERS
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BOX 0300

Hodopokok dokk kol Rk Rk MONTHLY [TRANSACTTYTON CHOGER 09 30 90 ¥FFkFRXKFHRFHXFFEFRKTERRERTH TR F 8ok dokokk ik

n INV ADMIN ADHIN CHANGES CHANGES IN ACCT
TC_H_DESCRIPTION DATE (EPT # DATE VO # M IN ACTUAL FREE BAL SERV
JR XEROX 9200--AUG 90 0912 000438 [0925 468.00 468.00- 1824
JR LONG DISTANCH 0920 000400 0920 38.23 38.23- 1883
JR COMPUTER MAINT-9/90 0927 000482 (0927 14.09 14.09- 1885
JR POSTAGE 08/24-09/26 0927 000485 0930 247424 247e24- 1906
RF STATE OF WASHINGTON 0914 153387 002534 0918 4464~ 4464 1755
RF PML 0919 153575 002537 214466~ 214466 1800
CR HERTZIBERG NEY METHOD 0726 (05056 081729V 3,559.78 .00 1721
CR HERTZBERG HNE}W METHOD 0816 05056 081729U |0917 40492~ .00 1721
CR | HERTZBERG NEW METHOD 0828 (05056.081729U |0917 39293.33 «00 1721
CR HERTZBERG NEW METHOD 0615 (05056 081729U |0917 233.90- .00 1721
CR | HERTZBERG NEW METHOD 0215 (05056 081729U |0917 5.30- «00 1721
CR | HERTZBERG NEW METHOD 0823 (05056 081729U |0917 28.71- «00 1721
CR HERTZBERG NEW METHOD 0702 (05056 081729U |0917 308.96 «00 1721
CR | HERTZBERG NEW METHOD 0731 (05056 081729V (0917 7.78 .00 1721
BA COMPUTING 08/90 0924 100021 |0924 ' «00 21.80 1822
JR COMPUTING 08/90 0924 000439 |0924 21.80 21.80- 1825
CR UNIVERSITY PRODUCTS, 0810 Q04356 314217 [(0904 224467 224467~ 1633
CR DEMCO ) 0816 04703 314226 (0911 122.10 122.10- 1604
CR GAYLORD BROTHERS INC 0814 (04704 314225 [0911 115.35 115.35~- 1684
CR | HIGHSMITH CO |INC 0814 404707 314224 [0911 14.10 14.10- 1684
CR BRODARTY 0815 404708 314223 (0911 232.78 232.78- 1684
CR | BRODART 0905 (05374 314239 0919 11.95 1).95- 1771
CR HOLLINGER CORPQRATIO 0905 Q05377 314235 (0919 140.89 140.89- 1771
CR | QUILL CORPORATION 0830 405378 314233 |0919 113.57 113.57- 1771
CR | DEMCO 0831 (05379 314234 (0919 246463 246463~ 1771
CR STEPHENSON LUMBER & 0730 (05473 314242 |0921 15.83 15.83- 1793
CR PEARCE LUMBER 0803 405474 314241 (0921 26.35 26435~ 1793
CR | PEARCE LUMBER 0802 (05474 314241 [0921 52469 52¢69- 1793
1D BOOKSTORE 0917 (03424 000085 [0924 84453 84453~ 1018
1o BOOKSTORE 0919 403245 000090 |0925 204.85 204.85~- 1837
PO | GAYLORD 0919 314208 093346 {0924 .00 «00 1820
PO | GAYLORD 0919 3114208 093346 0927 .00 340.39- 1900
PO | HOLLINGER CORP 0924 A14221 093374 {0925 «00 19612477~ 1840

*kkkTOTAL GRP 2 Hokokk 104615.94% 59686¢28-*
PO | DESIGN STATI(N 0913 314210 092988 |0917 .00 576.80- 1732
DA GENERAL 0925 100023  |0926 .00 139,000.00~- 1843
PO | BOOK HOUSE INC 0827 081776 |0910 .00 54000.00- 1676
BA | GEMERAL 0925 100023 0926 «00 9449101443~ 1843
LOUISIANA TECH UNIVERSITY 54 50 12 5490 - 09
LEDGERS  *x
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Ak Aok ko Rk ROk R Rk kA kR kR k% MONTHLY |[TRANSACTION LEOGER 09 30 90 #FFARAER AR RARKFEFERATE ERFREEE R RRE
P INV ADMIN AIDMIN CHANGES CHANGES IN ACCT
GP__BU__YC_ I DESCRIPTION DATE DEPY # DATE VO # M| IN ACTUAL FREE_BAL SERV
4 7362 CR CONGRESSIONAL INFORM 0816 (04364 081747 (0904 49197425 44197425~ 1634
4 7362 CR | CONGRESSIONAY INFORM 0817 (04368 081771 [0904% 29477.15 29477415~ 1634
4 7362 CR GALE RESEARCH , 0813 (04369 081772 0904 106450 106450~ 1634
4 7362 CR UHIVERSITY MICROFILM 0813 (04370 081768 (0904 619.88 - 8l19.88- 1634
4 7362 CR | UNIVERSITY MICROFILM 0813 004370 081768 [0904 187.46 187.46- 1634
4 7362 CR UNIVERSITY MICROFILM 0813 (04370 081768 (0904 11429.64 19429464~ 1634
4 7362 CR UNIVERSITY MICROFILM 0813 004370 081768 (0904 417.15 417.15- 1634
4 7362 CR | UNIVERSITY MICROFILM 0813 (04370 081768 [0904 B51.81 851.81- 1634
4 7362 CR | UNIVERSITY MICROFILM 0813 004370 081768 |0904 840448 840,48~ 1634
4 7362 CR | UNIVERSITY MICROFILM 0813 (04370 081768 |0904 669.50 669.50~ 1634
4 7362 CR RESEARCH PUBUICATION 0824 Q04999 091786 (0917 158.31 158.31~ 1712
4 7362 CR READER®*S DIGHST ASSO 0904 Q05404 091789 (0919 13.08 13.08- 1772
4 7362 CR | NEWS STAR WORLD PUBL 0910 (05405 091788 (0919 148432 148432~ 1772
4 7362 CR UNIVERSITY MICROFILM 0730 405406 081769 (0919 29733.98 29733.98- 1772
4 7362 CR FAXON CO INC 0907 Q05468 091790 |0921 459.51 427651~ 1793
4 7363 BA | GENERAL 0925 100023 |0926 «00 1024900400~ 1843
4 7363 CR BANTAM BOOKS [INC 0803 (04360 314219 |0904 25.38 25.38- 1633
4 7363 CR OIALOG INFORMATION S 0824 (04361 081760 |0904 24472 24472~ 1634
4 7363 CR | SHOE SPRING HARESS 0824 (04561 081777 |0907 50.98 50.98- 1661
4 7363 CR | ST MARTINS PRESS INC 0827 Q04833 091795 |0912 55.21 55.21- 1691
4 7363 CR DUN'S MARKETING SERV 1001 Q04837 081778 [0912 1,058.32 19058432~ 1691
4 7363 CR PHYSICIAN DESK REFER 0905 004998 091796 |0917 120.36 120.36- 1717
4 7363 CR MARCEL DEKKERy INC 0822 Q05000 091783 |0917 132.86 132.86- 1717
4 7363 CR KR R BOWKER 0824 pomaow 091800 0919 678.01 678.01~ — 1772
oo *xekTOTAL GRP 4  #kk% | 179655.86 * [3599234.09-%
13 *ekxTOTAY ACCT kx| 1119025619 * [4474673.76= 14
AR A AOK oK ORoK A oKk ok ok AR R koK () mm ENQUMBRANCES 09 3( 90 *¥ik ks ;**fwv¥Aﬂﬂﬂu*q******§***
TC BU/O0D |VENDOR REQ-DT |DEPT-# P.0.-# | OBJ. ORIG ENCU OPEN™ ENCU
PO 3035 [IERTZBERG-NEW |[METHOD 0809 081729 | 35 17+750.00 10,888.98
PO 7361 |DOOK HOUSE INC 0827 081776 | 61 59000.00 $59000.00
PO 273 DESIGN STATION 0913 |314210 092988 | 20 " 576480 576.80
PO 40 HOLLINGER CORP 0924 314221 093374 | 10 1961277 1961277
PO 40 GAYLORD 0919 093346 314208 | 10 340.39 340.39
18+418.94 *
LOUISIANA TECH UNIVERSITY | .. o0 1, sis0 - 00
*% LA TECH MONTH END LEDGERS x*



