TEXAS3 STATE
UNIVERSITY

SAN MARCOS
The rising STAR of Texas

BUDGET OFFICE

Funds Reservations

Creating, Changing, Displaying and Reducing Funds
Reservations

Transaction
FMX1-Create Funds Reservation
FMX2-Change Funds Reservation
FMX3-Display Funds Reservation
FMX6-Manually Reduce Funds Reservation

Purpose

Funds Reservations create an encumbrance in an account. Funds
Reservations are managed by the department and are not automatically
reduced by follow-on postings.
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FMX1-Create Funds Reservation

Step One:
Initial Screen:

Funds reservation: Create InitScrn

Document type ER

Document Date D4/14/2021

Posting Date D4/14/2021

Company Code 754 Texas State University
Currency/rate usD

Translation date

Document Type: Enter PR
Document Date: Populates with today’s date
Posting Date: Populates with today’s date

@

Hit Enter = Green Check Icon

Step Two:

Entry Screen:

Document number & New

Document type PR Funds Res-Expected Expendi.. Posting Date 04/14/2021

Company Code 754 Texas State University Currency/Rate USD

Doc.text

Currency usp

Grand total 0.00

Line Items
D... Orignal Amount  Text Commitment it... Funds ce... Fund Fu... Gr... G/L Account Bu... Cost Center |Order WBS Element [T
-
-
-
1 (N
Position

Document item o}/ o
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Header Field:
Doc.text: Enter the description or reason for the reservation. Because you could have

multiple lines in the reservation, use a general description for this text field. (Example:
Rsrv funds for dept for estimated summer expense)

Line-ltem Fields:

Original Amount: Enter the amount that is needed to be reserved
Text: Specific purpose of this line-item reservation

Fund: Enter the Fund

GL: Enter the GL (this must be an expense GL 7*****)

Business Area: Leave Blank (will auto-populate with 1000)

Cost Center, Order or WBS: Enter the Cost Center, Order (if a funded program or Grant)
or WBS (if a WBS Grant)

&

Hit Enter = Green Check Icon

Result:
i¥\.] Funds reservation: Create Overview scrn
Document number ‘}q New
Document type PR Funds Res-Expected Expendi. Posting Date 04/14/2021
Company Code 754 Texas State University Currency/Rate uUsD
Doc.text Rsrv funds for dept for estimated summer expense
Currency usD
Grand total 15.00
Line Ttems
D... Overal ... Original Amount  Text Commitment it... Funds ce... Fund Fu... Gr... G/L Account Bu... Cost Center Order wid
1 10.00 10.00 Printed Budget Books 727300 14110000.. 2000011021 1700 NOT.. 727300 1000 1411000000 -
2 5.00 5.88 Summer Conference 710610 14110000.. 2000011021 1700 NOT.. 710610 1000 1411000000 -
-
LI 10
Position Document item s 2

Note that the areas that are not available for entry automatically populate and the grand
I}f = total updates to the total for all lines entered.

Click “Check” - " - Should get this result at the bottom:
Checks completed successfully
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]
Click “Save” - - Document number will be created and you’ll be returned to the

initial screen.
Funds reservation: Create InitScrn

Document type PR Funds Res-Expected Expenditure
Document Date 04/14/2021

Posting Date 04/14/2021

Company Code 754 Texas State University
Currency/rate UsSD

Translation date

Reference

Reference document

Document 3300000444 posted

The document is now encumbering funds in the budget in the specific
account listed in each line item.
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FMX2-Change Funds Reservation

This transaction is used to update the original entry, for example to correct
which GL is being encumbered.

Step One:
Initial Screen:
Menu .| & -« eee | A FE E

Funds reservation: Change InitScrn

Document number [+

Line Item

Enter Document Number:
Menu .| @ - | « aae AR

Funds reservation: Change InitScrn

Document number 3300000444

Line Item

(Line Item is optional)

@

Hit Enter = Green Check Icon

The Document will be dlsplayed and the flelds can be updated.

Flcdece 28 BROT Y e onana
& Mmmbmm.mammwm

Pusten

]
Click “Save” - - Document number will be updated and you’ll be returned to the
initial screen.
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FMX6-Reduce Manually Funds Reservation

This transaction is used to reduce or close the original entry.

Step One:
Initial Screen:

Menu .| & - | & aace AE

Funds reservation: Reduce manually InitScrn

Document number 3300000444
Line Item 1
Doc.date (reduct.) 04/14/2021

Enter the Document Number and Line Item

@

Hit Enter = Green Check Icon

Reduction information
Currency usD
Reduction amt

Reduction text

Control data

Completion indicator & More |
Values
Currency usD
Original Amount 10.00
Overal amount 10.00
Open amount 10.00
Coding Block
Fund 2000011021
Cost Center 1411000000 Grant NOT_RELEVANT FOR_GM
Functional Area 1700
Funds center 1411000000 Commitment item 727300

ETE

[Menu .| @ -~ | « e D EE A F Sy [Ecornsu
& .| Funds reservation: Reduce manually Detail scr

Line Item 3300000444 1 Pasition /|2

Text Printed Budget Books

From here you can manually reduce the original amount or you can complete the entire

line item.
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To reduce the amount:
|« @ee@ L6 E AR @y [Hons

‘Menu _| @

Line Item 3300000444

Reduction information
Currency usb
Reduction amt

Control data

| Completion indicator

Values

Currency usD
Original Amount

Overal amount

QOpen amount

Coding Block

Fund 2000011021
Cost Center 1411000000
Functional Area 1700

Funds center 1411000000

1 Position /

Text Printed Budget Books

5.

Reduction text Printed half the budget books

10.00
10.00

10.00

Grant

Funds reservation: Reduce manually Detail scr

2

|ﬂ> More ‘

NOT_RELEVANT_ FOR_GM

Commitment tem 727300

Enter the amount to reduce

Click Save -

= More

Earmarked fund 3300000444 changed

Get a message -

To complete that line item:

|Menu .‘ @

Reduction information
Currency usb
Reduction amt

Reduction text

Control data

/| Completion indicator

Values

Currency usb
Original Amount

Overal amount

Open amount

Coding Block

Fund 2000011021
Cost Center 1411000000
Functional Area 1700

Funds center 1411000000

v | & @n?ﬁgﬂ a D; S i @ REntry ECunsum[
Funds reservation: Reduce manually Detail scr

Line Item 3300000444 1
Text Printed Budget Books

10.00
10.00

5.00

Position

Grant

Commitment item

Click the Completion indicator

Click Save -

/|2

= More

NOT_RELEVANT FOR GM

727300
= More

Earmarked fund 3300000444 changed

Get a message -
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FMX3-Display Funds Reservation

This transaction is used to display the document. This is where you would see

any reductions that have been entered or the document in general.

Step One:
Initial Screen:

® el eaee

Funds reservation: Display InitScrn

|Menu 5

Document number Ed

Line Item

Enter Document Number:

Menu .| @ l«H @@ AR

Funds reservation: Display InitScrn

Document number 3300000444

Line Item

(Line Item is optional)

@

Hit Enter = Green Check Icon

The Document will be displayed.
Mew ] & -« Q0@ B R R P Eomsmpin = Do A0 oE
[# .| Funds reservation: Display Overview scrn

Document number  [3200000444] & Posted

Document type R Funds Res-Expected Expendi_ Posting Date 04/14/2021
Company Code 751 Texas State Universty Currency/Rate usD
Doctext Rsrv funds for dept for estrmated summer expense
Curency UsD
Grand total 15.00
Lne Ttems
D... Overal amount  Orginal Ama... Text Com... Funds center Fund Fu... Grant G/l Account  Bu... Cost Center  Order
1 10.00 10.00 Prited Budget Books 727300 1411000000 2000011021 1700 NOT_RELEVANT_FOR_GH 727300 1000 1411000000
2 5.00 5.00 Summer Conference 710088 1411000000 2000011021 1700 NOT_RELEVANT FOR GM 710088 1000 1411000000
“
Postio Docum: n 2

Funds Reservation Instructions

i B |

Al

Page 8 of 10



From this transaction you can check each line individually or the consumption
of the funds.

Click on Detail line item - =]
Menu .| & - | « @ &R &E A [F [ilconsumption
Funds reservation: Display Detail scr

Line Item 3300000444 1 Position /2

Text Printed Budget Books
Control data

| Completion indicatc = More

Values

Currency usD

Original Amount 10.00
Overal amount 10.00

Open amount 0.00

Coding Block
Fund 2000011021
Cost Center 1411000000 Grant NOT RELEVANT FOR GM
Functional Area 1700
Funds center 1411000000 Commitment tem 727300
| = More |

Notice this is line item 1. You can see that the original amount was $10. The
Open amount is SO. Also note that the Completion indicator has a
checkmark.

Click Next item - [%
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Grant

Commitment item

Position

Funds reservation: Display Detail scr

Line Item 3300000444 2
Text Summer Conference

Control data

-

Values

Currency usD

Original Amount 5.00

Overal amount 5.00

Open amount 0.00

Coding Block

Fund 2000011021

Cost Center 1411000000

Functional Area 1700

Funds center 1411000000

7100598

= More

NOT RELEVANT FOR GM

|'-Jt> More |

Notice this is line item 2. You can see that the original amount was $5. The
Open amount is $SO. Also note that the Completion indicator has a

checkmark.

To view the consumption information from the overall Display

screen:

Click on “Consumption” - [i ] Consumption

‘Menu ,} @ v &

eqe <

=
=

Earmarked Funds: Display Consumption History

TP E &

DIHT Rl BHES G

Earm. Fnds | “Ttm Business Transaction | Reference Consptn in Doc.Crncy Crcy Consumption in LC LCurr Non-relevant (FC) Non-relevant (LC) Delete Date

3300000444 1 Receipt amt
Manual Reduction 00001
Total Manual Reduction
Consumpt.
Set "complete"
Open amount
2 Receipt amt
Consumpt.
Set "complete"
Open amount

10.00

5.00
5.00
5.00
5.00
0.00
5.00
0.00
5.00
0.00

usb
usD
usD
usD
UsD
usb
usb
usb
usb
usb

10.00
5.00
5.00
5.00
5.00
0.00
5.00
0.00
5.00
0.00

usb
usb
usb
usb
usb
usb
usb
usb
usb
usb

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

04/14/2021

04/14/2021

04/14/2021

=

Doc. Date

04/14/2021

HE @

Text for reservation reduction

Printed half the budget books

Notice this shows both line items of the document. You can see that the
original amounts for each line item, as well as any manual reductions and
when it was set to complete (reducing any open encumbrances). This now
reflects both line items to have nothing “open” (or encumbered).
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