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THE	BUDGET	TIMELINE
2014 2015 2016 2017 2018

2014 Current Year 2014 Reserve  year

2015 Current Year 2015 Reserve  year

2016 Current Year 2016 Reserve  year

As you can see, you are running two budgets at a time.

• Encumbrance: per TAD 85‐1 and NJAC5:30‐5.2 encumbrances are created when a purchase order is prepared. Note that in
our system when a requisition is created , the funds show in the maintenance as requested. Once the requisition has been
approved, then purchase order is created and the corresponding funds go from requested to encumber.

• All open purchase orders utilizing fiscal accounts (starting with the year) MUST be canceled by the end of the year unless
permission has been received from the CFO or BA. However, under no circumstances will purchase orders remain open past
March 1 of the following year. End of year encumbrances for dollar amounts beyond what can reasonably be expended by
December 31 will NOT be accepted without prior approval of the BA or CFO.

• All prior year POs WILL be cancelled by the CFO March 1 of each year. This does not include POs that are written against a
bond ordinance for an on‐going project. A prior year PO CANNOT be used in the current year unless that item/service was
purchased/performed in the prior year. If you are not sure whether or not a PO should still be used Treasury or Purchasing
should be asked PRIOR to any purchase being made.
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BUDGET	ACCOUTS
Year ‐ Fund ‐ Use	Code	‐ Department	‐ Object	Code

6‐01‐ 20‐705‐ 042

FLEXIBLE	CHART	OF	ACCOUNTS
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o Budget	Accounts	/	Non	Budget	Accounts

Current	Year	2016	=	 6‐01‐20‐701‐042
Previous	Year	2015	= 5‐01‐20‐701‐042
Next	Year	2017	=	 7‐01‐20‐701‐042

o Ordinances							 Year	– Ordinance	#

General	Capital	=	 G‐04‐55‐915‐952
Water	Capital	=	 W‐06‐55‐915‐953
Sewer	Capital	=	 S‐08‐55‐914‐927

o Trust	

T‐12 Trust Other
T‐13 Open Space
T‐14 Escrow
T‐15 Animal Control
T‐16 St. Unemployment Ins
T‐17 Self Insurance
T‐18 Development Fee
T‐19 Housing Trust
T‐20 rec Special acct
T‐21 Public Assistance
T‐23 CDBG
T‐25 Local Public Agency

VARIOUS	TYPE	OF	APPROPRIATION	ACCOUNTS
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• Current Fund = 6‐01
• Payroll = 6‐03
• General Capital = G‐04
• Water Sewer Operating = 6‐05
• Water Capital = W‐06
• Sewer Capital = S‐08
• Recreation Utility = 6‐09
• Water Utility Assessment T = 6‐10
• Trust = T‐12 Trust Other, T‐13 Open Space, T‐14 Escrow, T‐15

Animal Control, T‐16State Unemployment Ins, T‐17 Self
Insurance, T‐18 Development Fee, T‐19 Housing Trust, T‐20 rec
Special acct, T‐21 Public Assistance, T‐23 CDBG and T‐25 Local
Public Agency

FCOA	=“	FLEXIBLE	CHART	OF	
ACCOUNTS”	– FUND	CODES
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FCOA	– USE	CODE

• Use Code designated by the State
• 20 = Administration/Finance
• 21 = Land Use
• 22 = Code Enforcement
• 23 = Insurance
• 25 = Public Safety
• 26 = Public Works
• 27 = Health / Human Services
• 28 = Parks
• 29 = Education / Library
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THE	STATE	BUDGET	DOCUMENT

2014

2015 DIFFERENCE OF $20,400 DUE TO A TRANSFER BY RESOLUTION APPROVE BY COUNCIL

• New Jersey budgets are prepared on a “line item” basis as opposed to performance or program budgets. Line items are divided into
two categories, “Salaries & Wages” and “Other Expenses”.  

• Each major operating department of the local unit has a line item budget that is separated into these two categories, to the extend 
appropriate.  Additional breakdown into sub‐accounts is done for internal budgeting and general ledger purposes.
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ABBREVIATED	BUDGET	ACCOUNT	
STATUS	REPORT

• EDMUNDS

• ‐FINANCE

• ‐‐‐‐BUDGET

• ‐‐‐‐‐‐ACCOUNT STATUS

• Click on the arrow for Status Type and
select Abbreviated.

• Type the range of accounts and date,
leave all the other options as a default.

• Report Type : Detail  

• Input the date of report 12/31/2014

• Check off “Include Requisition Items

• Default all other settings & Print      
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Transfers can only happen
by approved resolution.

2014

Per Budget State Document 

UNDERSTANDING	
THE	REPORT

Adopted
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UNDERSTANDING	
THE	REPORT

Per Budget State Document                                       FCOA             for 2015

2015
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MAINTENANCE	SCREEN	IN	A	CONTROL	BUDGET	LINE

• Select	Finance>Budget	Account>	Account	Maintenance

The purpose for this
account is to display the
summary totals for the
range of accounts under
the specific department
in this case i.e. 707
OTHER EXPENSE CONTROL.

Note that in a CONTROL
account no transactions
can be process. Nor can
run a detail report.

Includes 
Outstanding 
Requisitions

Displays totals for 
the user defined 
“Current Period”
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WHAT’S	THE	BALANCE	ON	MY	BUDGET	ACCT?

• note: if you cancel the amount encumber
the balance available to spent increases.

Transaction detail can be
viewed for a particular
account by clicking the Detail
button on the toolbar.

A date range may be entered
for the transactions. Select
the level of detail to be
shown for PO transactions by
using the drop down box in
the PO Transaction Selection
field. Check Include
Requisition Items to see
requisition activity on the
report.

The Budget Detail Inquiry
report will print to the
screen.

Requisitions 
Budgeted  4,536 

Plus: Trans In  7,100 

11,636 

11,636 
Less: Encumber ‐234 *

Expended ‐15,160
Balance ‐3,758
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WHAT	IS	THE	BALANCE	ON	MY	CAPITAL	ORDINANCE?

G‐04‐55‐915‐944

Note that Capital/Trust type accounts may span multiple budget years

Ord. 44‐2015

Analysis for Edmunds

Adopted Ordinance 124,500 
Less: Bond Cost    11,500

Balance for the Project  113,000 
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MAINTENANCE	SCREEN	FROM	A	REQUISITION	TO	AN	OPEN	PO

BEFORE PO IS CREATED AFTER PO IS CREATED
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How	to	Run	a	PO	Listing

Finance/AP/Purchase Order/PO Listing 

Select as need it
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