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Your presenters today are Roger Fredenhagen, Anne Larimore, and Jason Bane.
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This is your GoToWebinar control panel. You can interact with us by clicking on the
hand icon to raise your hand. To collapse the control panel, click the arrow in the top
left corner. To expand the control panel and view questions and answers or to ask your
own question, click the arrow again. You can ask questions any time during the webinar
by typing your question in this box and clicking Send. We’ll have designated question
and answer periods throughout the webinar where we’ll answer your questions. We’'ll
also provide a written response that you can read in the control panel.



Agenda

* Fact Sheet Overview

« Application Tour

» Fact Sheet Excel Attachment

« Gathering Financial Data for Fact Sheet Excel Attachment
» Case Study

« Resources and Contacts
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Here’s our agenda for the webinar. We’ll provide the big picture overview of the fact
sheet process. Then we’ll show a tour of the application. The application tour is where
we’ll spend the most time. During the application tour, we’ll cover the basic items that
are required for all fact sheets. We'll also talk about the data that’s reported on the
Fact Sheet Excel Attachment.




FACT SHEET OVERVIEW
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Let’s start by looking at the big picture.
We’'ll discuss the who, what, when, where, and how of fact sheets.



What are Fact Sheets?

* Year-end reporting process to record accruals, deferrals,
and/or inventory adjustments as of June 30

* A separate Fact Sheet is required for all Self-Supporting
Funds and certain types of health Service Plan funds

» Ensures financial statements are reported on the accrual
basis
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So, what are fact sheets? A fact sheet is a tool to update critical information about a
self-supporting fund’s business activities. It’s used to report accruals, deferrals, and
inventory adjustments that haven’t yet been recorded in Banner. A fact sheet needs to
be submitted for all self-supporting funds, even if there’s no financial activity to report
on the fact sheet excel attachment. There are some basic questions that need to be
answered annually for every self-supporting fund. If you use more than one
Organization or Program code with a self-supporting fund, you need to combine the
information from each FOP, or Fund, Organization, and Program code, into one
attachment by Fund.

The fact sheet is the process where we gather information to move from our daily cash
basis accounting to an accrual basis.

In cash basis accounting, we record revenue when we receive it from our customers
and record expenses when they’re paid.

However, the University is required to report its annual financial statements on an
accrual basis. In accrual basis accounting, we need to record revenue when it’s earned,
and expenses when the service is provided or the goods are delivered. For example, if
you sell a one-year subscription, you’ll receive payment for a 12-month period in
advance. For the fact sheet, you must report the beginning and ending date of the
subscription, and the revenue received. If this subscription started March 1st, we’ll




record an unearned revenue entry for the remaining 8 months that’s been paid for, but
not delivered.

It’s important to remember that there’s no minimum threshold for reporting. Even if a
transaction is only 5 dollars, it needs to be reported on the fact sheet.



Fact Sheet Life Cycle

* Download the FY20 Fact Sheet Excel Attachment

* Gather data where applicable (e.g., prepaid expenses, unearned
revenue)

* E-mail Notification sent out to Financial Managers on July 1%t at
approximately 8 a.m.

* Login to Fact Sheet Application

* Create a Fact Sheet for each Self-Supporting Fund

* If applicable, attach Fact Sheet Excel Attachment and submit Fact
Sheet

* Be prepared for clarifying questions from UAFR

* UAFR will record any applicable year-end adjusting entries
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The Fact sheet Excel Attachment is available for download on the Fact Sheet website
for year-end starting in the fall. Throughout the year, you should gather data where
applicable. For example, if you collect revenue in April but know that it relates to a
conference occurring in August, go ahead and add it to the Unearned Revenue tab of
the Fact Sheet Excel Attachment.

The person listed in Banner as the financial manager for the fund will get an email
listing all their self-supporting funds that require a fact sheet. The initial email will be
sent around July 1st. It’ll come from the generic email address OBFS UAFR Fact Sheet.
The financial manager can delegate the duty of completing and submitting the fact
sheet to any staff in their organization. Even if the financial manager doesn’t complete
and submit the fact sheet, they can still view the status of fact sheets they’re
responsible for. They can also modify any fact sheets that have been started, but not
submitted. If the fact sheet is delegated, we recommend that the staff member have
the financial manager review it before it’s submitted.

If you're acting as a delegate for the financial manager, you can still create and submit
fact sheets. You can view any fact sheets that you create under your NetlID. If fact
sheets are delegated to multiple people, each delegate can view fact sheets that they
create, but not fact sheets created by other delegates, or the financial manager. Only
the financial manager can view the fact sheets they’re responsible for, even if they




don’t create them.

After you submit your fact sheet, University Accounting and Financial Reporting reviews
it. We compare it to previous year’s fact sheets, and we check the fact sheet Excel
attachment against Banner data. If we need additional information, we will contact you
and return the fact sheet.

If there’s any information on the fact sheet Excel attachment that requires entries into
Banner, UAFR will make those entries in Period 14.



Due Date - Wednesday, July 22 at 5 p.m.
July

12 13 14 15 16 17 18
19 20 21 (22) 23 24 25
26 27 28 29 30 31
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Fact sheets are due by 5:00 pm on July 22nd. If there’s no data to report on the fact
sheet Excel attachment, you can submit fact sheets before that deadline. If you're
reporting data on the fact sheet Excel attachment, you should review your period 12
statements before submitting the fact sheet. Period 12 statements will be available to
view in My-Ul-Financials, Mobius View, or EDDIE on July 20th Information reported on
the fact sheet Excel attachment is data that’s not already recorded in Banner.



www.obfs.uillinois.edu
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Where will you find the fact sheet application and information?

Navigate to the Office of Business and Financial Services homepage at the address on
the slide. You can access the fact sheet application from two locations.

The Fact Sheet application is located on the right in the drop down with the other
applications.

Or, you can click on the Year-End Fact Sheet link under Accounting and Financial
Reporting, which will bring you to a webpage containing information on the fact sheet,
as well as, access to the Fact Sheet Application.
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Annual Fact Sheets for Self-Supporting Funds and Certain Health Service Plan Funds

Overview

Fact Sheets are a year-end tool used to report information related to accrual, deferral, and/or inventory adjustments as of June 30 for self-
supporting funds and certain health service plan funds to ensure proper financial reporting at year-end. University Accoun
Reporting (UAFR) will review each Fact Sheet and post the appropriate year-end adjustments to Banner.

'8 & Financial

Aseparate Fact Sheet is required to be completed and submitted for all self-supporting funds and certain health service plan funds. Any
accrual, deferral, and/or inventory adjustments which are not recorded in the unit’s normal accounting processes must be reported on the
Fact Sheet to ensure that Banner accurately reflects the fund's financial condition as of June 30.

Critical Dates
Fact Sheet Webinar June 9, 2020
UNIVERSITY
Last Day of FY20 June 30,2020 oOF [LLINOIS
SysTEM
Fact Sheet Webinar July 7, 2020
OBFS
Fact Sheet Open Lab - UIC July 8, 2020

Fact Sheet

809 5. Marshfield, Lab 723

Fact Sheet Open Lab - UIUC July 9, 2020

111 E. Green St Lab 11

Fact Sheet Open Lab - UIS July 10, 2020
Business Services Building, Lab 108

Period 12 Close July 18, 2020

Period 12 Financial Statements Available July 20,2020

in My-Ul-Financials, EDDIE, and Mobius View

Fact Sheets Due July 22,2020
at5:00p.m.
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Within the Year-End Fact sheet link you will find critical dates

b ]
2]

10



Year End Fact Sheet Application
As stated previously, a separate Fact Sheet must be submitted for all self-supporting funds and certain health service plan funds.
In order to create, complete, and submit a fact sheet of your applicable funds, loginto the Year End Fact Sheet App\i(atiun in the link below:

Year End Fact Sheet application will be opened on July 1, 2020 at 7am

Fact Sheet Excel Attachment

The Fact Sheet Excel Attachment has separate tabs for the various types of accrual, deferral, and/or inventory adjustments which may be needed for
your fund. These include accounts receivable, inventory for resale, publications, inventory for resale, prepaid expenses, accounts payable, and unearned
revenue.

If your fund requires any accrual, deferral, and/or inventory adjustments for year-end, then:

Download the FY20 Fact Sheet Excel Attachment;

Review each tab of the attachment to obtain an understanding of the type of information required;

Complete the tab(s) applicable to your fund and save the file for your records;

Upload the completed attachment to the Fact Sheet;

Save your changes; and

6. Submit the completed Fact Sheet.

nawN e

The Fact Sheet Excel Attachment is able to properly calculate any accrual or deferral adjustments which cross fiscal years, so keep this in mind when
entering in your applicable data. There is no need for you to try and calculate the split between the two years on your own. The Fact Sheet Excel
Attachment is smart enough to do this for you, as long as the appropriate date ranges are entered.

Each August, UAFR uploads the new fiscal year’s Fact Sheet Excel Attachment to this page. The updated attachment can be used to track information
related to these accruals and deferrals as they occur thr oughout the year (for example, when unearned revenue is received or when pl(-u.qid expenses
are incurred). We strongly encourage tracking these items throughout the year as this helps make year-end reporting for the Fact Sheets more efficient
and effective.

See below for a downloadable copy of the Fact Sheet Excel Attachment for the current fiscal year.

S FY20 Fact Sheet Excel Attachment

Training Resources
See below for various training resources available which will help you properly complete your Fact Sheet Excel Attachment.

+ M Account Receivable Reference Tool
Coming Soon: A
s Inventory for Resale Reference Tool \)

s Publication Inventory for Resale Reference Tool
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Scrolling down the page there is additional information including the most current Fact
Sheet Excel attachment, Training Resources, and registration links for training events.
Remember you must use the designated fiscal year’s fact sheet and you will always find
the last version here. Also, keep in mind that the Fact Sheet Excel Attachment for the
next fiscal year-end is typically uploaded in August. This allows you to enter data that
you know will be an accrual, deferral, or inventory throughout the fiscal year. For
example, the FY20 Fact Sheet Excel Attachment is already posted to this webpage.

11



APPLICATION TOUR
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Now let’s see what the application looks like.

12



Year-End Fact Sheet

ContactUs | Logoff

Enter a chart and fund code to create a FY 2020 fact sheet. Any fact sheets created are assigned to your Enterprise 1D.

Chart Fund Code m

In-Process Fact Sheets.

Fund Code Status. Last Updated

FY 2020

Submitted Fact Sheets

FY 2019

2301111 Submitted 711619
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This is the dashboard. The dashboard is where you’ll create fact sheets for fiscal year
20. You can also see the status of the fact sheets you create. If you’ve created fact
sheets before, you’ll see them in the dashboard. The dashboard is also where financial
managers can view the status of fact sheets they’re responsible for.

At the top of the screen is where you’ll create a fact sheet for fiscal year 20. Once a
fact sheet’s created, you’ll see the status in either the In Process section or Submitted
section. In the Submitted section, you can also see fact sheets for previous fiscal years
if you created them.

In the In Process section, you might see the following statuses. “In Process” means that
the fact sheet has been created and saved, but not submitted. “Returned” means that
the fact sheet was submitted to UAFR, but returned for additional information or
correction. “Reopened” means that UAFR completed their review, but reopened it.
This doesn’t mean that action is required on your part, though.

In the Submitted section, you might see the following statuses. “Submitted” means
that the fact sheet has been sent to UAFR for review. “Under review” means that UAFR
is currently reviewing it. “Updating Banner” means that the fact sheet contains data
that requires an entry into Banner in period 14. “Completed” means that UAFR has
completed their review and/or entries to Banner. “Subsequent complete” means that
the fact sheet was reopened by UAFR and completed again.

13



Remember, the financial manager can see all the fact sheets they’re responsible for,
even if they don’t create and submit them.
Let’s enter the Chart and Fund, then click on the Create button

13



Year-End Fact Sheet

Contact Us | Logoff

Fact Sheet Information

Why do | need to complete a Fact Sheet?

+ OBFS University Accounting and Financial Report

Deadline: 5:00 PM on Wednesday. July 22. 2020

Important

Questions?

Note: All fields are required unless noted

Fiscal Year: 2020

Chart: 4 Fund Code: Title: 305 ITS Media Local

Fund Type:3E  Entity

Financial Manager: Tulio Liosa
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Now a new tab has opened in your browser. This is the cover sheet with general
information about the fact sheet process and the fund.

The top section of the cover sheet emphasizes the importance of completing the fact
sheet and what funds need to submit fact sheets.

Next is specific information about the fund, like the fund title, fund type, entity code,
and financial manager. This data is from Banner.

14



Describe the type of revenue-generating activity which takes place within this fund:

Does this fund need to be terminated after year-end close?

Please select... w
Please select...

Yes

No

6/8/2020
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You’ll also need to provide a detailed description of activities for the fund. It’s
important that you provide an accurate description of the fund’s activities and how it is
currently used. This allows us to determine if the fund is classified into the correct fund
type and entity.

If you want the fund terminated, click Yes from the selection options. A fund doesn’t
need to have a zero balance to request fund termination.

15



Do you have any accrual, deferral, and/or inventory for resale amounts to report from the list below? (Click on a term to view its definition)

Accounts Receivable

i X
« Inventory for Resale Prepaid Expenses
« Publications Inventory for Resale ¥ known as. ges) are peneral ledger assets used to account for
» i situations where an expense is paid in the current fiscal year, but the related benefits of what we

i paid for (such as goods, services, etc.) are not received until a future fiscal year, Common
+ Accounts Payable |
examples of prepaid expenses are:

« Unearned Revenue

1. Payments in the current fiscal year for the annual renewal of membership fees,

subscriptions. software licenses, etc where a portion (or all) of the benefits received from
Please select... v the renewal will occur in 3 future fiscal year

2. Payments in the current fiscal year for conference registration fees where a portion for all) of
the related conference does not ocour until a future fiscal year;

3. Payments in the current frscal year for the cost of airline tickets (gxciuding any travel agent.
‘Comments you'd like to add (optional) fees) related to an employes's business travel when the flights will not occur until a future

fiscal year

4. Payments in the current fiscal year to reserve space (such s in a hotel, restaurant, etc) for
meeting. event, or meal related to University business which will not occur until a future
fiscal year; and

. Payments in the current fiscal year for §oods (such a5 suppiies, etc.) which were ot vet
received 35 of June 30, assuming the shipping terms were FOB destination (meaning that the
sale is complete & we take ownership once the goods are officially delivered

Now to the heart of the year end Fact Sheet process. Do you have any accrual, deferral
and or inventory for resale amounts to report? Here are the possible financials
situations to report on the fact sheet. By clicking an item from the list, like Prepaid
Expense, a secondary window will open providing a more in depth explanation.



Do you have any accrual, deferral, and/or inventory for resale amounts to report from the list below? (Click on a term to view its definition)

Please select... w
Yes

COMMENTS you u ke 1o aoa {optional)

Your information
Jason Bane [jabane@illinois.edu]

Phone

(217 ) 333 9243

Submit Fact Sheet % Print Fact Sheet

I © A  UNIVERSITY OF ILLINOIS SYSTEM

After reviewing the explanations of the financials situations, either click Yes or No from
the selection options to answer the question. If you respond No, then you simply move
the comments and your information and you can click Submit Fact Sheet.

17



Do you have any accrual, deferral, and/or inventory for resale amounts to report from the list below? (Click on a term to view its definition)

1 Please download, complete, and save the following Excel document:

Download Excel file
20nc d, attach the file to this Fact Sheet
Select Excel file
Choose File | No file chosen
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If additional financial information does need to be reported, then selecting yes provides
two more steps to follow to report your accrual, deferral, and/or inventory for resale
amounts. If you have not already accessed this year’s Excel attachment file from the
Fact Sheet website shown earlier, you can access it now. Once you have added the
financial information to the Excel attachment you can move to step 2 and Choose File
to locate the file to attach to this fund’s fact sheet.



Do you have any accrual, deferral, and/or inventory for resale amounts to report from the list below? (Click on a term to view its definition)

Because you have amounts to report, please complete the following two steps:
1. Please download, complete, and save the following Excel document:

Download Excel file

2.0Once completed, attach the file to this Fa
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Here you can see in step 2, the file was successfully attached and the Fact Sheet
application renamed the file. The naming convention is Chart, Fund, FY 2020, and FS,
for fact sheet. But you can save the Excel attachment on your shared drives with any

name you like.

19



Comments you'd like to add (optional)

Your information
Jason Bane [jabane@illinois.edu]

Phone

(217 ) 206 7848

Submit Fact Sheet Save for later =4 Print Fact Sheet
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The bottom of the cover sheet has a field for comments, a place to update your phone
number so that UAFR can contact you directly, and several Buttons. You can print the
fact sheet, save it for later, and submit a completed fact sheet.

Once you create the fact sheet and start entering information, remember to save it
every so often. Just click on the Save For Later button.

The final step is to submit the completed fact sheet. It's a good idea to close your
browser window and go back to the dashboard after you submit the fact sheet. This
lets you check the status of the fact sheet. You might need to refresh your browser.
You want to see the fact sheet in the Submitted section and not the In Process section.
If the fact sheet’s still in process, click the link for the fund and scroll to the bottom of
the cover sheet. Then click the Submit Completed Fact Sheet button. Any error
messages will be at the top of the cover sheet in red. You have to resolve all errors
before you can submit the fact sheet.

20



QUESTIONS?
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Let’s pause now to answer questions.

21



FACT SHEET EXCEL ATTACHMENT
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And now let’s review the fact sheet Excel attachment.

22



Do you have any accrual, deferral, and/or inventory for resale amounts to report from the list below? (Click on a term to view its definition)

Because you have amounts to report, please complete the following two steps:

se download, complete, and save the following Excel document:

Download Excel file

2 Once completed, attach th
Select Excel file
Choose File | No file chosen

e file to this Fact Sheet:
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Earlier, we talked about the cover sheet. Just a reminder, on the cover sheet, you’ll find
a link to the fact sheet Excel attachment. Click the link to open it in Excel.

You must use this fact sheet Excel attachment for FY20 information. Last year’s version
of the Excel attachment is no longer accurate. If you use last year’s version, you’d have
to resubmit the information with the new Excel attachment.

23



A link to the Excel attachment is also located under the Fact Sheet section of Year End
Procedures

Accounting & Financial Reporting age

Annual Fact Sheets for Self-Supporting Funds and Certain Health Service Plan Funds

Overview

Fact Sheets are a year-en
[ healtt

information related

o accrual, deferral, an

00! Lsed 1o repor

or Inventory adjustments as of June 30 for self-supporting
ervice plan

to ensure proper financlal reporting ot year end, University Accounting & Financial Reporting (UAFR) wil
review each Fact Sheet and post the appropriate year-end adjustments to Banner

Aseparate Fact Sheet

required to be completed and submitted for all se

supporting funds and certain health service plan funds. Any accrual

Geferral, and/or inventory adjustments which are not recorded in the unit's nOMMal acCounting Processes Must be reported on the Fact Sheet 1o ensure
that Banner accurately reflects the fund’s financial cony of June 30.
Critical Dates
Fact Sheet Webinar June5, 2020
Last Day of FY20 June 30, 202
P S — . BB s i, gttt b i, D o b W P cminit
Fact Sheet Excel Attachment

The Fact Sheet Excel Attachment has separate tabs for the various types of accrual, deferral, and/or Inventory adjustments which may be needed for
your fund. These include accounts receivable. inventory for resale, publications, inventory for resale, prepaid expenses, accounts payable, and unearned

1f your fund requires any accrual. deferral

/or inventory adjustments for year-end, then

1. Download the FY20 Fact Sheet Excel Attachment

2. Review each tab of the attachment 16 ob understanding of the type of information required:
3. Complete the tabls) applicable toyour fund and save the file for your records:

4. Upload the completed attachment to the Fact Sheet.

5. Save your changes: and

6. 5ul

ne completed Fact Sheet

The Fact Sheet Excel Attachment is able to properly calculate any accrual or deferral adjustments which cross fiscal years, so keep this in mis
entering in your applicable data. There is no need for you to try and cal
Attachment is smart enough to 8o this for you. a5 kong as the approp

o years on your own. The Fact She

Each August. UAFR uploads the new fiscal year's Fact She

ent hment can be used to track
e year (for example, when une. is received or when p
the year as this helps make year-end reporting for the Fac

red). We strongly encourage tracking these |
and etfective,

See below for a downloadabl

copy of the Fact Sheet Excel Attachment for the current fiscal year.

Training Resources
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FY20 Fact Sheet Excel Attachment
Accounts Receivable

Accounts receivable are general ledger assets used lo record sales made on credit 1o external customers (not other University depariments) for goods of services which
have been delivered 1o or used by the customer as of June 30. but for which the customer has not yet paid us as of June 30

Uncollectible accounts receivable (also known as an allowance for doubtful accounts) are general ledger conlra assels thal offset lotal accounts receivable They are
used to record receivables that are highly uniikely 1o be collected due to a customer who is efther unabie or unwilling 1o pay

@ND R W N -

9 1
Additional Points to Keep in Mind:

10 (1) Only report receivables and uncollectible amounts which have not yet been recorded 1o the applicable 53nnn receivable account codes in Banner as of the final period 12

11 statements

12

13 (2) If your accounts receivable are managed through the USFSCO Banner Accounts Receivable (AR) module and if your receivaibes were properly recorded in Banner AR by

14 the required year-end deadiines, then piease do not report any of your receivable information on this tab. The Banner AR module will ensure all receivables and uncoliectibie

15 amounts are properly recorded in Banner for those sales

16
(3) However, if your unit has been granted an exemption from using the Banner AR module and if you maintain your receivables outside of Banner AR, or f you do use Banner
18 AR but simply missed the June 30 deadline to enter your AR information into Banner AR, then please report your applicable receivable information below

19
20
21 Questions? Click here for the UAFR "Who to Ask™ website and then click on "Fact Sheets”
22
23 NOTE: If you are copying data over from another spreadsheet, please paste the information in using the "Paste Values” option. This will help ensure the formatting and formulas on this
24
Is this Customer a State of
Activity Location |Customer Name or Description llinois Agency? Gross Receivable
Chart | Fund | Organization | Account | Program (i appiicabie) | (rapeiicabie) of Cu B Select YES o MO ot e - i Description of the Receivable
down menu in the rows below
25
2|
27
Accounts Receivable | Inventory for Resale Publications inventory P Expense Al Payab Unearned Revenue ¥
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Here’s the open fact sheet Excel attachment. The tabs correspond to different accruals,
deferrals, and inventory adjustments, which you need to report only if those items
aren’t already recorded in Banner.

You’ll want to take a moment to read the blue and black text in the yellow information
box on each tab. The definitions and examples will help you provide the most
complete and accurate information. There are Cell Comments with additional guidance
in cells with the red triangle. Here, you’ll provide very detailed information, like the
Chart-Fund-Organization-Account-Program code, Banner transaction numbers, and
descriptions. Please complete this information accurately. It becomes supporting
documentation for the University of lllinois System’s financial statements. No amount
is too small!

If you have nothing to report on a particular tab, just leave it blank.

25
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1 FY20 Fact Sheet Excel Attachment
2 Accounts Receivable

a
ACCOUNTS FCHIVabI® are Qeneral INQer 3556t USed 10 60O SIS MAge On CrEaH 10 @XTRMAI CUSIOMET (Nl OINer Universily GEparments) 1or Goo0S Of SETvices which
han

4
5
6
7 U
8

AKHUONI PHINGE 1D KOSp (N MInd.
10 (1) Omy regort receabies and uncoliectiie amounts which have mot yel been recorded 1 e appicabie 53 receivatie account codes m Banner a5 of e fal penod 12

the USFSCO Banner Accounts Recenvatie (AR) module and i your recenvalbes were propery recorded in Banner AR by
sort any ol your recenvable information on thes tab The Bannies AR module wil ensure al receivabies and uncolet b

saies

R ——

ption rom using the Banner AR module and if you maintain your receivables outside of Banner AR. of if you 80 use Banner
AR bul simply messed the June 30 deadiine 1o enter your AR

AR informaton ito Banner AR hen piease repart your appiicatle rex eivable nformation below

21 Guestions? Click here for the UAFR “Who to Ask” website and then click on “Fact Sheets™
2

23 NOTE: M you are copying data over from ancther spreadsheet. please paste the information in using the “Paste Values” option. This will help ensure the formatting and formulas on this
24

this Customer 2 State of
Chart | Fund | Organization |Account | Program | A=W | Loestion |Customeriiome orDeseriprion)  Winoks Agency? | (Grose Fecelabie | Description of the Receivable
proskeducs .
2%
1 T i

2] 1 [

Accounts Receivable

L M N o P Q

Do You Anticipate thatthe | e
Start Date of Service Period | End Date of Service Period | Customer Will Pay You in Ful ou Ans D "h‘.""-ﬂ:;m";:lv:

Covared by the Sale or Date | Covered by the Sals or Date | for the Amount They Owe? | . e cid
e

Number of Days in
the New Fiscal Year
capie

the Goods Were Sold the Goods Were Sold

Go Unpaid?

Accounts Receivable
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While we’re here, let’s look at each individual tab. We’'ll discuss the information
needed, the resources you can use, and what to consider so you’re providing accurate
information.

The first tab is Accounts Receivable. Accounts Receivable is money that’s owed to you
from an external source. We do not record receivables from other University
departments.

Report any receivables here that haven’t already been recorded in Banner, as of the
period 12 statements. If you’re using Banner AR, only complete this tab if you missed
the Banner AR critical cutoff day and you haven’t already recorded the receivable in
Banner AR. If you’re using your own receivable system and have an exception from
using Banner AR, then you need to report all the information for any outstanding
receivables. Remember — it is University policy to use Banner AR, unless you’ve
received an exemption.

Some examples of Accounts Receivable would be if your department had a Banner AR
exemption and sold training manuals to an external customer on June 22"4, 2020, and
the external customer had not paid you for the training manuals as of June 30t, 2020.
Or, if your department uses Banner AR and sold professional services to external
customer on June 29, 2020, and the accounts receivable has not yet been recorded in
Banner AR by the required year-end deadlines.
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Accounts Receivable are typically recorded to a revenue account. You will be asked to
provide the start date and end date of the service period covered by the sale, or the
date the goods were sold when completing this tab of the Excel attachment.
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1 [FY20 Fact Sheet Excel Attachment

2 |Inventory for Resale
3

4 [Inventory for resale is a general ledger asset used to record the value (at lower of cast or market) of unsold goads and materials held for resale to both external and
5 |internal customers (such as other University units). Examples of inventory for resale include merchandise held for resale, raw materials used in creating a product for
6 |resale, finished/unfinished products held for resale, etc. Note that if the expected selling price (.., the fair market value) of the inventory for resale is below the original
7 cost, then the inventory for resale should be valued at the fair market value (as opposed to the original cost). This ensures the inventory is valued at the lower of cost or
g |market

9 . —

10 Additional Points to Keep in Mind:

47 (1) Inventory for resale only includes items which are truly held for resale. It does not include tangible items used in a unifs daily operations, such as consumable

operating supplies or equipment

1
12
13 (2) Units with inventory for resale must annually conduct physical inventory counts of their merchandise on hand and accurate inventory balances as of June 30 are required

1o be reported to ensure accurate financial reporting for the University's audited financial statements. If a physical inventory count is not able to be performed as of the close
15| of pusiness on June 30, then any inventory purchases and any sales activity from the date of the physical inventary count through the close of business on June 30 must be
}g tracked and reconciled in order o arrive at the correct ending inventory balance as of June 30

NOTE: If you are copying data over from another spreadsheet, please paste the information in using the "Paste Values” option. This will help ensure the formatting
21 |and formulas on this spreadsheet work correctly.

22
Original Cost of Fair Market Value (FMV) of |Amount to Record as
Activity Location | Description of Inventory \ ngina mHu d |Inventory on Hand as of 6130/ Inventory in Banner
S
Charti{E s Account|Program| o ciicuive) | ¥ apphicatic) | on Hand as of 630 "“"m";::;n AN Only Enter if FMV is Lowey/Than as of 6/30
= a0 Cost (Otherwise, Leave/Alank) (UAFR Use Only)
24 UAFR: $
25 If the current fair market value of the inventory on hand as of June 30 per your
26 physical inventory count is lower than the original cost paid for the inventory, then
27 enter the fair market value. Otherwise, leave this field blank.
28 I ] |
Accounts Receivable | Inventory for Resale | Publications Inventory Prepaid Expense | Accounts Payable | Unearned Revenue +

I © A  UNIVERSITY OF ILLINOIS SYSTEM

The next tab is Inventory for Resale. Please note we have a separate tab for
Publications Inventory, and we’ll talk about that in a moment.

You need to report the value of the inventory items you have for resale. It doesn’t
matter whether your customers are departments, students, faculty, staff, or external to
the University. These could be raw materials used in creating a product for resale,
merchandise, or publications. You must report the value as of June 30. If you didn’t take
a physical inventory count on June 30, you must make adjustments to the last physical
inventory value. You can do that by adding new purchases and subtracting inventory
that was sold.

The notes in the Excel attachment remind you of the proper way to report inventory
values. Hover over a cell with a red triangle to read the cell comments for even more
details.

We want to point out a couple things. Please make sure to include the exact expense
Account code you used to buy the inventory. Inventory for resale is purchased on
account 187100 “Purchase of Goods for Resale”. Also, take the shipping terms from
your vendors into consideration. FOB Destination or FOB Delivery means it’s our
property when it arrives on campus, even if it’s not physically in your possession yet,
whereas, FOB Shipping Point means that it is our property whenever the item is sent to
be shipped. Start looking at your vendor invoices and packing lists for shipping term
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details now.

Examples of Inventory for Resale are the t-shirts your department sells to students
within the department, or the medicine used during a medical procedure for an
external customer.

Consumable supplies and equipment, such as cleaning or office supplies, used during
your unit’s daily operations would not be considered Inventory for Resale.
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FY20 Fact Sheet Excel Attachment

1

2 Publications Inventory for Resale

3

4 Publications are tangible issues of printed matenal (Such as books, pamphiets, Joumals. magaznes, CookbookS. eic ) iIssued for sake 10 both external and internal customers (such
5 as other University units). The publication date s the date that the publication was published or issued for pubic sale.

&

7 These publicabions are classified as publications inventory for resale. which is a general ledger asset used 10 record the value (at lower of cost or market) of unsold public ations

8 heid for resale. If the expected selling price (i€, the fair market value) of the publications inventory for resale is below the onginal cost. then the publications inventory for resale should
9 be valued al the fair market value (as opposed 10 the onginal cost).

10 Agaitional Points to Keep in Mind:
11 (1) Publications inventory should be recorded lo general ledger account code 55063 ("Publications Inventory”) in Banner.
12

13 (2) In accordance with past practices, if the publicalion is no longer sold on a regular basis and if there is not an ongoing demand for the then the
14 |by 25% for each year following the publication date (1 e, the date which a publication was originally published or issued for public sale). This allows the inventory vt be written
15 |down 1o the lower of cost or market

161 ) Al it which ave Iventony for ressie nchding pubicaions nventory for resaie) must ansuslly conduct plysical iveniory counis of Shelr merchandies on hand, and accamte
inventory balances as of June 30 are required to ensure accurate financial reporting for the University's audited financial statements. if a physical inventory count is not able to be

18 performed as of the close of business. on June 30, then any inventory purchases and sales activity from the date of the inventory count through the close of business on June 30 must

19 |be tracked in order to arrive at the correct ending inventory balance as of June 30.

20
21
22 Questions? Click here for the UAFR "Who to Ask™ website and then click on "Fact Sheets”
23
24 NOTE: If you are copying data over from another spreadsheet, please paste the information in using the “Paste Values” option. This will help ensure the formatting and formulas on this sp
25
Is There Ongoing Demand
Activity Location for the P ? Quantity of Publications

Chant | Fund | Organization | Account | Proaram | ;. ucsvie) | mragpicene | Publication THle |y ™ | Seiect YES o WO fomme - | OT'0Inal CoatParlasue | © ey as of June 30
26 down menu in the rows beiow.
27]

Accounts Receivable nventory for Resale | Publications Inventory | Prepaid Expense | Accounts Payable | Unearned Revenue o
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This is the Publications Inventory tab. While publications are on a separate tab,
inventory is inventory. The principles are the same, like physically counting the
journals, pamphlets, or cookbooks on June 30th. Also, inventory value should be
recorded at the lower of cost or market. Remember to read the informational text
throughout the Excel attachment for guidance. Contact UAFR if you still have
questions.

Publication Inventory requires the department to provide the Publication Date for the
publication, as well as, whether the publication has an ongoing demand. This
information is used to calculate the depreciation on the publication, and the inventory
value to be written down to the lower of cost or market. If the publication does not
have an ongoing demand, then the publication is depreciated by 25% each year
following the publication date.

Examples of publication include your unit’s textbooks and journals sold to students and
external customers throughout the year.
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1 FY20 Fact Sheet Excel Attachment
2 Prepaid Expenses (Deferred Charges)

4 Prepaid expenses (3ls0 inown 35 deferred cha

20 ;

21 (1) Expenses incurred in the current fiscal year for goods of senvices received in the current iscal year are nol considered prepald expenses. For example, the following tpes
22 of current-year expenses would not e considersd 3 prepaid sxpense: (a) credit card procassing fees, (b) travel agent feas, and of goods (such as

23 supplies) which have been received as of June 30. Also, keep in mind that any goods purchased with FOB shipping point terms which were shipped in the cumrent iscal year
24 butnot yet recaived as of June 30 would nOt bé 3 Prepaid expense eithér, as e would take ownership in the current iscal year oncs the items were shipped

25
26 (21 Ony report prepaid expenses which nave not yet deen recorded to the appiicable 55nn prepaic expense (deferred charges) general ledger account codes in Banner as of
&5/ Ihe final period 12 statements

293 ifine prepaid expenss relaies fo a senvice. subscriplionimembership, employee iravel. slc. which spans a range of days, then enter ihe fotal amount paidfo the vendor of
0. amployee on or before June 30 in column H whil related stant & end dates in columns M & N. The spreadshest will men automatically calculate he comect
1| amouint of the peanain axmensa hasad o he (avs in aarh fisral vaar for hat data ranos

3 ,uuu;lnms?’ Click here for the UAFR “Who to Ask” website and then click on “Fact Sheets”

Activity | Location Banner Document Banner Name of the Vendor or
=
Chart| Fund OB | eopiicatie) | (wagpiicaniey | Amoumt Number Transaction Date Emy
3
3% I
unts Receivable nventory for Resale Publications Inventor Prepaid Expense = Accounts Payable | Unearned Revenue
L M N
Stort Date of the Service Pariod | End Date of the Sarvice Pariod
Descrlption of e P19 | Covered by this Prepaid Expense | Covered by this Prepaid Expensa
pen v apoicatie temiicace
N
sl

Prepaid Exp
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Next is the Prepaid Expenses tab.

Prepaid expenses are payments made to vendors and suppliers, in advance of receiving
the benefit. The item is prepaid only if the expense appears on your period 12 financial
statements. Some examples are maintenance agreements, memberships, and
publication subscriptions.

For example, in August 2019, we paid 120 dollars for a 12-month digital subscription to
Reader’s Digest. We've been getting every digital issue since last August, but we won’t
get the last issue until July 15, 2020. This is a prepaid expense for 10 dollar. That must
be reported on the fact sheet as a 10 dollar prepaid expense. Remember, the fact
sheet is about compliance, not about how small an amount it is. No amount is too
small!

Another example would be if your department purchased an airline ticket in May 2020
for a professor’s travel that will not occur until August 2020. This would be reported as
a prepaid expense on the Fact Sheet Excel Attachment.

| have received some questions lately about how to process travel that was delayed due
to COVID. For example, if your department purchased airline tickets for a faculty
member in FY20, could not travel due to the coronarvirus, and received a credit or
voucher to use the airline tickets in FY21, you would want to report this as a prepaid
expense on your Fact Sheet Excel Attachment.
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We ask for a lot of detail here, but this is information you can start gathering now,
because you’ve already paid for it. If you've paid for a product or service, and you won’t
get it until after June 30, then that’s a prepaid expense.

Prepaid expenses typically post on an expense account on a Banner document number
that has already posted, such as P-Card PCA number, TEM TM number, or invoice
number. Please provide this information, as opposed to, the log number, ER number, or
PO Number. The expense should have posted in Banner as of June 30" 2020.

Keep in mind that goods or services that are received in the current fiscal year are not
considered prepaid expenses. For example, credit card processing fees, travel agent
fees, and consumable supplies received as of June 30t 2020 would not be considered
prepaid expenses.

The credit card processor or travel agent has provided their services in June, even
though the item purchased has not yet been received, so their services are not prepaid
expenses.

Similar to accounts receivable, we ask you to provide the start date and end date of the
service period covered by the Prepaid Expense on this tab.
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1 FY20 Fact Sheet Excel Attachment

2 Accounts Payable

3

4 Accounts Pa & general leo, Hons 10 pay
§ accounts pa ot s of June 30
ess as of Jun

This would indude
o employees who have
on examples of

ef Universily Gepaniments) who we owe money 1o as ol
period 12 statements) as well as accounts paya
n reimbursed as of the final period 12 statements

g |1 Go0ds or senices received from vendorsisuppliers on of before June 30 butnol paid for as of the final Period 12 statements:

period 12 statements

2

'J 3. Goods shipped by 30fS prior 10 July 1 and received by the University on or after July 1 where the shipment lerms are FOB shipping point (which means the University takes ownership of

:; the nce they are shipped) and which the University has not yet paid as of the final Period 12 statements (note that shipping terms can be found on the related purchase order of related
ven e/packing slip

1®
17 Additional Points to Keep in Mind:

18 (1) Only report accounts payable which have mot yel been recorded to he applicable 61nan accounts payable general ledger account codes in Banner as of Ihe final period 12 statements.

20 (2) possidle, itemize your payables and include any details you may have relaled 1o the payable. such as he TEM expense report number, any related Banner document number, elc.

bil

22 (3)ifthe payable relates to a senice, subscription/membership, or employee iravel which spans a range of days, then enter the total amount of the payable as of June 30 in column H while

23 entering the related stan & end dates in columns M & N. The spreadsheet will hen automabically calculate the cofrect amount of e payable based on the number of days in each fiscal year for
24 that date range.

e
26 Questions? Click here for the UAFR "Who to Ask™ website and then click on “Fact Sheets™

28 NOTE: If you are copying data over from another spreadsheet, please paste the information in using the “Paste Values™ option. This will help ensure the formattin
3
Banner Transaction
Chart | Fund Accoul Activity | Location Amount Banner Document Number Dele Name of the Vendor or
Ogram | o cable) | ¥ aspiicabie) (f availatie) L0 Employee

30

31

Accounts Receivable inventory for Resale Publications Inventory Prepaid Expense Accounts Payable Unearned Revenue +
L '] ]
2

Start Date of the Service Period | End Date of the Service Period
Description of the Payable | Covered by the Expense o Date | Covered by the Expense or
the Goods Were Acquired Date the Goods Were Acquired
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Let’s talk about Accounts Payable.

An Accounts payable is a good or service that you’ve received from an external party,
which hasn’t posted as an expense by the close of FY20, period 12. It could also be a
reimbursement you owe to an employee that hasn’t posted by the close of FY20,
period 12. Please pay special attention when reporting this information. Improper
reporting of Accounts Payable is a routine audit finding.

Accounts Payable should not be reported until after Period 12 has closed on July 18t
2020, as University Payables is still able to backdate transactions throughout Period 12.
An example for an accounts payable would be if a faculty member of your unit travels
to attend a conference in the last week of June 2020, and they submit a TEM expense
reimbursement for their travel expenses that does not get paid in FY20.

Or, if one of your vendors ships your unit goods using FOB shipping point shipping
terms on June 29t, 2020.

The account code listed should be the same expense account code that you will
eventually use whenever you make the payment to the vendor or employee.

If known, list the Banner Document Number in Column |, which could be the purchase
order, log number, ER number, or P-Card Number, invoice number, or TM number if the
payment has been made already in July 2020 with an FY21 date.

If known, also list the Banner transaction date when the transaction posted in FY21.
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Similar to other tabs, this tab requires you to list the start date and end date of the
service period covered by the expense or the date the goods were acquired.
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FY20 Fact Sheet Excel Attachment

1

2 Unearned Revenue (Deferred Revenue)

3

4 Unearned revenue (also known as deferred revenue) is 3 general ledger liability used to account for revenue recorded in Banner on or before June 30 from sales made lo external

§ | customers (not other University units) which will not be eamed until the following fiscal year (1 e. the goods or senvices will not be provided to the customer until the following fiscal

6 year)

8 For example, if a depariment recorded revenue in Banner during May for the sale of a membership subscription which has a term ranging from June 1st of the current fiscal year to

9 May 31st of the following fiscal year, then 11 months of this membership subscription revenue (i e the 11 months ranging from 7/1 - 531 of the following fiscal year) won be earned

10 until the following fiscal year. Thus, we would need to defer that amount of revenue in the current fiscal year to the following fiscal year, since that is the year in which the revenue will
be eamed

12 .

:i {1) Only report uneamed (defermed) revenue amounts which have not yel been recorded lo Ine applicable §17nn general ledger account codss in Banner as of the final period 12
statements.

16 (2) It a senvice has been sold where the date range of senvices provided spans a range of days. then enter the total amount of revenue in column H while entering the applicable start
17 and end dates of the service sold in columns M and N. The spreadsheet will then automatically calculate the correct amount of uneamed revenue (i.e., the portion of the revenue
18 related to providing the senice after June 30}

20 (3) Finally, remember that uneamed (deferred) revenue should not be confused with “surplus” income from prior sales which have already been fulfilled. Also, uneamed (deferred)
21 revenue should not be confused with the self-supporting fund's ending fund balance.

25 NOTE: Ifyou are copying data over from another spreadsheet, please paste the information in using the “Paste Values” option. This will help ensure the

— = Name of the Customer or
b, Activity | Location Banner Document Banner
Chast | Fund | Org YOGTaM | . wooiicadie) | (fapoticavie) | Amount Number Transaction Data| Revenue-Generating
27 Event
28]
Accounts Receivable inventory for Resale Publications Inventory Prepaid Expense Accounts Payable Unearned Revenue O
E M N
Description of the SmréDatee:l Se;ices P':riod Enchate':; Ser;:cesl;eriod
Unearned Revenue e ey .
27 (it applicable) (if applicabie)
£
Accounts Receivable Inventory for Resale Publications Inventory

6/8/2020 I @ A  UNIVERSITY OF ILLINOIS SYSTEM

The next tab is Unearned Revenue. If we’ve received a payment from an external
customer, but we haven’t provided the good or service, the revenue is not earned. So
it’s called Unearned Revenue. We have to postpone showing that as true revenue until
the fiscal year in which we provide the service. Nothing’s happened to the cash. It's
still under Claim on Cash. We're just reclassifying the reported revenue, based on
when we can show it as earned revenue. The notes have a great example to illustrate
unearned revenue.

For example, if your department hosts a conference, event, or summer camp in July
2020, but receive the registration revenue in May and June of 2020, then we will want
to defer this revenue until FY21 when the conference, event, or summer camp is
occurring and will be earned.

The account code of the C-FOP listed will be the revenue account that the revenue was
initially recorded on.

This tab requires you to list the Banner document number and Banner transaction date
where the revenue was initially recorded. This should be the “F” document for
deposits, the “GP”, “CC”, or “CR” for credit card sales, or the JV for wire entries. The
Banner transaction date should have posted in FY20.

This tab also requires you to list the start date and end date of the service period
covered by the sale.
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Later, in our case study, we’ll explore an unearned revenue situation in detail.
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GATHERING FINANCIAL DATA FOR FACT
SHEET EXCEL ATTACHMENT
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We are often asked where to look to find the information for the fact sheet. To get into
the right mindset, we first need to review the fund activity in general. What is the
business that posts to this self-supporting fund? Where is the revenue coming from?
What type of expenses are posting to this fund? What are we expecting will post to this
fund in the future? For example, do we have an event coming up next year where we
receive revenue this year? Did a faculty member travel on this fund and are still owed
money?

What are the activities that are posting to your self-supporting fund? Please let us
know in the chat box.
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XK University or ILunois System  Organization Budget Status FGIBDST 9.3.6 (BANPROD) (ONONE)

Chart: * Fiscal Year: *

Index: Query Specific: *
Account

Include Revenue: Commit Type:

Accounts
Organization: [0 H 301624
Program: Account:
Account Type: Activity:

Location:

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER
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A method for reviewing the fund activity could be to look at your operating ledger on
either standard report like “Revenue Expense Detail Statement” or FGIBDST
Organization Budget Status.
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Organization: Fund: 301624
Activity:

~ ORGANIZATION BUDGET STATUS

Account Type
141500 E
-
-
E
E
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141 E
11 E
1M E
1418 E
19 E

mmmmmmmmm

Fiscal Year: 20  Index: Query Specific Account Include Revenue Accounts:
Program: Account: 141500
Location:

Title Adjusted Budget YTO Activity
000
B
F
s
P
B
B
By
B
Busin ppetizers-Ve
Net Total -21,550,214.00
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Commit Type: Both

=] a Y. Fiter

Commitments Available Balance

297388327

For instance, if you review the account codes posting to your self-supporting fund, and
see 141500 “Subscriptions Vendor Payments” or 141700 “Membership Dues”, you may

guestion whether the membership crosses fiscal years and needs to be reported as a
prepaid expense.



: 1 Fiscal Year: 20 Index: Fund: 301624 Organization:
™ DETAIL TRANSACTION ACTIVITY
Transaction
Account  Organization  Program  Field  Amount Increase (+)or |Type  Document®  pDage* Activity Date * | Description
Decrease (-)
141500 270 YTD 135 + PIL PCA3SZUJ 072272019 JPMorgan Chase Bank NA
141500 270022 YTD 9995 + PIL PCA36APQ Chronicle of Higher Education
141500 270022 YTD 5598 + 125 AR066393 0 Defer PCA32KMW Chronicle of Higher
141500 270300 270023 YTD 3,795.00 + PIL PCA38N68 12/20/2019  01/03/2020 GPCV: WHENTOWORK INC
141500 270300 270023 YTD 2997 + PIL PCA3559R 08/01/2019  08/20/2019 GPCV. FOOD NETWORK MAGAZINE
141500 270024 YTD 195.00 + PIL 09/0972019 GPCV: THEMYERSBRIGGS
YTD 1,083.91 + 100 03/ 020 OCLC Res Hall Libraries
YTD 338380 + PIL 11092019 EBSCO Industries Inc
YTD 29865 + PIL PCA3TYZ8 11092019 111192019 EBSCO Industries Inc
YTD 14479 + PIL PCA37551 09/28/2019  10/03/2019 EBSCO Industries Inc
YTD 1,075.00 + PIL 07112/2019 GPCV: COUNSELING AND PSYCHOL
YTD 20249 + 125 8/2019 Defer 17219679 Brady
YTD 52205 + 125 D PCA32N2P LITMUS Email Platfor
141500 YTD + 125 FY20 1st semi-annual Aux charge out
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We can look at the detail that makes up the account 141500 “Subscription Vendor
Payments” balance. For example, we can look into the P-Card transaction on PCA38N68
for $3,795.00.



@ The P-Card Web Solution - Transaction Detail - Google Chrome - a x
8 pcard.apps.villinois.edu/trans_find_detail.asp?t 40078271 & 7. # Minimize|

the P-Card File v [P-Card * | Audit
leb Solution™

Vendor Onginal Item Desc

University of Illinois

Transaction Detail

Cardholder: THURMAN B ETCHISON

Supplier. WHENTOWORK INC
Document No: PCA. Status: Sent to Costung System

Merchant Ref No: 9121978

Billing Date: Dec Upload: Jan

Trans Date: Dec 1§ Reconciled: Jan
Order Complete? Yes Extracted: Jan
Disputed? No

Comments Total Amount: $3,795.00
heduling for student employees in dining

1 Sales Tax $0.00
TITTR Item Item Expense Expense
Iem Qu UnitPrice po% . FOAP
- bcription 182021 301624
newal
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Using the P-Card solution to look up PCA38NG68, | discover at the bottom the Expense
Start and Expense End columns of 1/18/2020 and 1/18/2021. This expense crosses
fiscal years, and therefore, would need to be reported as a prepaid expense on the Fact
Sheet Excel Attachment.

Or, if you see 305300 “Seminar and Conference Revenue” posting in June for a
conference occurring in July, it may remind you that you have unearned revenue.
Accounts Receivable and Accounts Payable will not appear on your operating ledger as
these transactions have not yet posted in Banner. For these accruals, you need to think
of the activity occurring on the fund, and whether you know of any situations where
someone owes you money or you owe someone else money.
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QUESTIONS?
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Let’s pause again for some questions.
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CASE STUDY
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Let’s look at a case study to help us understand how to complete the fact sheet Excel
attachment.



Case Study - Accounts Receivable

Facts:
« A unit sells testing services for external customers.

« The unit has an exemption from using Banner Account
Receivable.

« On June 15, 2020, testing services were performed for
Boeing, and an invoice was sent for $15,000.

+ As of June 30, no payment has been received.
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Let’s look at the facts for Accounts Receivable.

A unit sells testing services for external customers out of Fund 2-301999.

The unit has an exemption from using Banner Accounts Receivable.

On June 15, 2020, testing services were performed for Boeing, and an invoice was sent
to Boeing for $15,000. As of June 30, no payment has been received from Boeing.
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Case Study - Accounts Receivable

Reminder:

* A receivable should be recorded once services have been
substantially completed or goods have been delivered,
and you have reasonable expectation to receive payment
for that service or good.
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A receivable should be recorded once services have been substantially completed or
goods have been delivered, and you have reasonable expectation to receive payment
for that service or good.

40



Case Study - Accounts Receivable

Question: What dollar amount should you report on
the Fact Sheet Excel Attachment for accounts
receivable?

Key Factors:
* No payment has been received as of June 30
» Unit does not use Banner Accounts Receivable

Answer: A receivable for $15,000 should be reported on
the Fact Sheet Excel attachment

6/8/2020 I @ A  UNIVERSITY OF ILLINOIS SYSTEM

What dollar amount should be reported as accounts receivable on your Fact Sheet
Excel Attachment? Let’s take a look at some key factors for this question. Remember,
on June 15th, we sent an invoice to Boeing for $15,000, and that no payment has been
received as of June 30. The unit has a Banner Account Receivable Exemption, therefore,
this accounts receivable would not already be recorded in Banner. Therefore, we would
want to report $15,000 on the Fact Sheet Excel Attachment as Accounts Receivable.

If the unit did use Banner AR, and we charged Boeing’s account in Banner AR by
5:00PM June 30, the receivable has already been recorded in Banner, and we don’t
report anything on the fact sheet Excel attachment. However, if we missed that
deadline, or our department doesn’t have to use Banner AR because we got an
exemption from the Bursar’s office, then we need to report a $15,000 receivable for
FY20 on the fact sheet.
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Case Study - Accounts Receivable

FY20 Fact Sheet Excel Attachment
Accounts Receivable

Tries Ursvver ity departrmerts] Tor goods o seraces
2 of June 30

‘Accounts receivable xe gererd ledger
wihvch have been debivered 1o or used by the cuskomer a2 o

an allowance for doublful accounts | x genersl ledger conirs

Uncollectible accounts receivable |
n 1o b collectad dus 1o 4 custormer wha it ather Unsble of U

ey are s corvables that are highi

Ackiitioral Peints te Kesa i Aod.

{0 Ory report recervabies and uncollectible amounts which have ot vel been recorded 1o the appiicable Sinn receivable account codes in Barner a3 of the find
penod 1 statermerts

12) F v sccourts recervable are managed though the USFSC0 Banrer Accourts Flecenabde | AR module and if your rece aibes rere properly recorded in Barrer
AR by the required year-end deadines. then please do not report any of your recervable informabon on this tab The Banner AR module will ensure all recervables and
uncollechiis amounts are properly recarded in Sanrer for thase sales.

(3) However, if yous urst has been granted an exermpiion from using the Blanner AR modue and if you mamkan your receivables outside of Banner AR o if you do use
Blarwer 4 but simply fressed the Jre 30 deadine to enter your AR informaiion irto Barrer AR, then please report your appiicable recenvable information below

Questions? Click here for the UAFR “Who o Ask” website and then click on “Fact Sheets™

NOTE: i you are copying data over from another spreadsheet, please paste the information in using the “Paste Values™ option. This will Relp ensure the formatting and formulas on th

. I this Customer a State of
Actvity | Location ustomer Name or minois Agency?
|| P avteativl | #spbeatits ustomer Base| s 1ES oo MO it Amount | D*SCTPUon of te Receivable
oo o e ou oo
Struckural stess testing on
prototypes performed on June
2 |s01000] 103000 |307800 | 103900 1 Bowng NO $ 1500000 15

Do You Anticipate that the
st s | netun ot s e | comr g o | o i, bt e
Covered by the Saie or Date | Coversd by the Sale or Date | for the Amount They Ows? | .
the Goods Were Sokd he GoOds Were SO | srwcr TES oo M0 st op. | L3010 AU Could
e vt ot . e
61152020 6152020 YES
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Let’s see how this looks on the fact sheet Excel attachment. We enter the FOP
combination used when we made the sale. We also enter the $15,000 that was unpaid
as of June 30.



Case Study - Inventory for Resale

Facts:

» School of Music sells music CDs of the University’s
marching band. The original cost of this inventory for
resale was $15 each, but the current fair market value is
now only $10 each.

« On June 30, the School of Music did a physical inventory
count and there were 500 CDs on hand.
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Let’s look at the relevant facts for the inventory for resale case study.

The School of Music sells music CDs of the University’s marching band. The musical CDs
were originally purchased for $15, and have a current fair market value and are being
sold for $10.

The School of Music did their annual inventory count on June 30 and noted that there
were 500 CDs on hand.
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Case Study - Inventory for Resale

Reminder:

« Inventory for resale should be recorded for any tangible items held
for resale as part of your self-supporting activity.

+ A physical inventory count required with a value as of June 30.

« If the expected selling price (i.e., the fair market value) is lower
than the original cost, then the inventory for resale should be
valued at the lower of cost or market (i.e., the fair market value).
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Let’s go over some reminders for inventory for resale. Inventory for resale is any unsold
goods or materials for resale regardless of whether your customers are internal or
external. This includes merchandise held for resale, raw materials used in creating a
product for resale, and finished/unfinished products held for resale.

If your self-supporting activity maintains an inventory of items available for resale, you
must conduct a year-end physical inventory count of the inventory on hand as of June

30.

The inventory should be valued at the lower of cost or market.
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Case Study - Inventory for Resale

Question: On the Inventory for Resale tab, what amount(s) should
you report on the Fact Sheet Excel Attachment?

Key Factors:
« On June 30, 2020, 500 CDs were on hand.

+ The cost of each CD was $15, but the fair market value on June 30 was $10.

+ Both the original cost ($15 * 500 CDs = $7,500) and fair market value ($10 * 500
CDs = $5,000) should be reported on the Fact Sheet.

+ The Fact Sheet Excel Attachment will automatically use the lower of cost or fair
market value.

érrlnsv\trer: Both the original cost $7,500 and FVM $5,000 will be reporting on the Fact
eet.
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What dollar amount should be reported for inventory for resale? Let’s look at the key
factors. As of the June 30 physical inventory count, 500 CDs were on hand.

Both the cost and fair market value will need to be reported on the Fact Sheet Excel
attachment. The cost of $7,500 ($15 per CD multiplied by 500 CDs) will be noted under
the “Original Cost of Inventory on Hand as of 6/30”.

The fair market value of $5,000 ($10 per CD multiplied by 500 CDs) will be noted under
the “Fair Market Value of Inventory on Hand as of 6/30”

The Fact Sheet Excel Attachment will automatically use the lower of cost or market
amount, or $5,000, in determining the inventory for resale adjustment.
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Case Study - Inventory for Resale

FY20 Fact Sheet Excel Attachment
Inventory for Resale

Inventory for resale s a general ledger assel used (o record the value (at lower of cost o market) of unsold goods and matenals heid for resale (o both external and internal
customers (such as other University units) Examples of inventory for resale include merchandise held for resale, raw materials used in creating a product for resale, finished/unfinished
products heid for resale, etc  Note that f the expected seling price (i e | the far market value) of the inventory for resale is below the onginal cost, then the inventory for resale should be
valued at the fair market value (as opposed to the original cost) This ensures the inventory is valued at the lower of cost or market

(1) Inventory for resale only includes lems which are truly heid for resale. I does not include tangible tems used in a unit's dadly operations, such as consumable operating supplies or
equipment

(2) Units with inventory for resale must annually conduct physical inventory counts of their merchandise on hand and accurate inventory balances as of June 30 are required to be
reported lo ensure accurate financial reporting for the University's audited financial statements. If a physical inventory count is not able to be performed as of the close of business on
June 30, then any inventory purchases and any sales activity from the date of the physical inventary count through the close of business on June 30 must be tracked and reconciled in
order to arrive at the correct ending inventory balance as of June 30

Questions? Click here for the UAFR "Who to Ask™ website and then click on "Fact Sheets™

NOTE: |f you are copying data over from another spreadsheet, please paste the information in using the "Paste Values” option. This will help ensure the formatting and formt

Activity " D g Original Cost of Fair Market Value (FMV) of |Amount to Record as
Chart | Fund | Organization | Account | Program L - Sy Inventory on Hand Inventory on Hand as of 6/30 | Inventory in Banner

(i applicable) | (¢ applicabie) on Hand as of 6/30 - of Only Enter if FMV is Lower Than Cost as of 6/30
L (Othenase, Leave Blank) (UAFR Use Only)
2 1301999, 103000 187100 | 103051 Musical CDs held for Resale| $ 750000 | § 500000 | § 5,000.00
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Let’s look at the inventory tab. Remember, the Account code is important. Please
enter the Account code used to buy inventory items, which is 187100 “Purchase of
Goods for Resale”. This allows us to make the appropriate entries.
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Case Study - Publication Inventory

Facts:
« A unit sells its quarterly magazine “Lab Safety For
Students” for $5.00 per issue.

* A publication inventory count was performed on June 30:
» January 2018 - 3 copies with an original cost of $3.25 each
» January 2020 - 10 copies with an original cost of $4.00 each
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Let’s look at the relevant facts for publications inventory for resale.

A unit publishes its quarterly magazine Lab Safety for $5.00 per issue.

The unit did a physical inventory count of their magazines for resale, and the remaining
inventory from past issues can be seen on the slide. As of June 30, there were three
copies of the January 2018 issue with an original cost of $3.25 each, and ten copies of
the January 2020 issue with an original cost of $4.00 each.
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Cast Study - Publication Inventory

Reminder:

 Publication inventory consists of the tangible issues of
printed materials held for resale.

« It is important to denote on the Fact Sheet the original
publication date and whether there is still an ongoing
demand.

* A physical inventory count required with a value as of
June 30.
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As a reminder, publication inventory consists of the tangible issues of printed materials
held for resale.

The publication inventory tab requires a bit more information than the inventory for
resale tab. This tab will require that you provide the original publication date.

This tab will also require that you note whether the publication has an ongoing
demand.

Some questions you may ask yourself to determine if a publication has an ongoing
demand are whether customers buy the publication on a regular basis, whether you
would reorder or produce more copies of the publication if it were to run out, and if
the publication is still relevant?

The Publication Date and ongoing demand responses are used to calculation the value
of the publication. Publications that no longer have an ongoing demand are valued at

25% less each year following the publication date.

Similar to the inventory for resale, you will need to conduct a physical inventory count
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to get the number of publication on hand as of June 30.
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Case Study - Publication Inventory

Question: What key information is reported on the Fact Sheet
Excel Attachment for publication inventory?

Key Factors:

« Magazines are issued on the first of every quarter to both internal
and external customers.

« As of the June 30 physical inventory count:
« January 2018: $3.25 cost - 3 Issues
» January 2020: $4.00 cost - 10 Issues
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What dollar amount would be reported for Publication Inventory for this case study?

Let’s look at the key factors for determining the publication inventory amount.
Magazines are issued on the first of every quarter to both internal and external
customers.

Remember, all inventory for resale needs to be counted, no matter who the customer
is. As of June 30, the physical inventory count is 3 issues of the January 2018 issue at
$3.25 perissue and 10 issues of the January 2020 issue at $4.00 per issue.
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Case Study - Publication Inventory

Key Factors (continued):
« No Ongoing Demand

» The Fact Sheet Excel Attachment will calculate the Publication
Inventory as $44.88, which is calculated by:
» $3.25 * 3 * 50% (valuation factor) = $4.88
*+ $4.00 * 10 * 100% (valuation factor) = $40.00

Answer: The publication date, ongoing demand, original cost per
issue, and quantity on hand all need to be reported on the Fact Sheet
Excel Attachment.
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If there is no ongoing demand, then the issue will lose 25% value each year following
the depreciation date. For example, the January 2018 does not have an ongoing
demand, and is two years old. Therefore, the publication is valued at 50% of its cost.

The publication inventory value would be $44.88. This is determined by taking the
original cost of the issue multiplied by the amount of issues on hand on June 30 taking
in consideration the valuation factor.
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Case Study - Publication Inventory

FY20 Fact Sheet Excel Attachment
Publications Inventory for Resale

Publicatlions are 1anginie 155ues of printed matenal (SUch 35 DoOKS, pamphiets jOUMMals, Magaznes, COOKBOOKS, 81c | I55ued for 53¢ 10 both external and lemal CUSIOmers. (5uch 35 omher|
Universilty units). The publication date is the dale thal the publicalion was published of issued for public sale.

These publications are dassified as publications inventory for resale, which is a general ledger asset used to record the value (at lower of cost or market) of unsold publications heid for
resale. If the expected selling price (1.6, the fair market value) of the publications inventory for resale is below the oniginal cost, then the publications inventory for resale should be valued at the
fair market value (a5 opposed o the original cost

Additional Points o Keeo in Mind:
(1) Publications inventory should be recorded lo general ledger account code 55063 (Publicabions Inventory”) in Banner.

(2) In accordance with ifthe longer sold ilar basis and if there is not an ongoing demand for he publicalion, then the publication is depreciated by
25% for each year following the pudlication date (1. te date which a pudlication was originally published of issued for public sale) This aliows the inventory value 1o be written down to the
lower of cost or market

(3) Allunits which have inventory for resale (including publications inventory for resale) must annually conduct physical inventory counts of their merchandise on hand, and accurate inventory
balances as of June 30 are required fo ensure accurate financial reporting for the University's audited financial statements. i 3 physical inventory count is not able to be performed as of e
dlose of business on June 30, then any inventory purchases and sales aciity from the date of the inventory count frough the close of business on June 30 must be iracked in order to arrve at
the comect ending inventory balance as of June 30

Questions? Click here for the UAFR “Who 10 Ask™ website and then click on “Fact Sheets”

NOTE: If you are copying data over from another spreadsheet, please paste the information in using the “Paste Values™ option. This will help ensure the formatti

ing and formulas on this spreadsheet work correctly

- Lo ';';'.“'?:"E ::":'; Valuation Amount to Record as
Activ ublica "
Chart | Fund |Organization | Account|Program| /i Locallon | bty rion Thia | Fotlication | O e o AD? sems| Originel Cost Per lase | Oty of Publications Publications Inventory
! ey | 1 icatier Date S a7 fen on Hand as of June 30 | jet/#7tive | in Banner as of 630
- S Onlyy LAFE Live Ot
Lab Safety for
2 |soises| 103000 | 1aras0 | w03ss9 Students vine NO s 325 3 0sols 488
Lab Salety for
2 30199 103000 | 141450 | 103589 Students 11120 NO 400 1 1.00 4000
[ - -
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Here, you can see we completed the fact sheet Excel attachment with all the facts.
Notice we used the first day of each quarter in the Publication Date column. No is
selected in each of the cells for the Ongoing Demand question. Since thisis a
magazine, we’re not going to reprint any issues. However, you may have a publication
that does have an ongoing demand. If that is the case, you would mark “Yes” and the
publication will have a valuation factor of 100% no matter what year it was published.
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Case Study - Prepaid Expense

Facts:

* On June 20, 2020, an airline ticket was purchased for
$350 including a $5 travel agent fee for Professor
Smith to travel for University business.

* The travel was scheduled for July 22nd through July
25th of 2020.
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Let’s look at the relevant facts for the prepaid expense tab.

On June 20, 2020, an airline ticket was purchased for $350 including a $5 travel agent
fee for Professor Smith to travel for University business. The airline ticket was
scheduled for July 22nd through July 25th of 2020.
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Case Study - Prepaid Expense

Reminder:

* A prepaid expense should be recorded when an
expense is paid in the current fiscal year, but the
related benefit is not earned or received until a
future fiscal year.

« Expenses for services received in the current fiscal
year are not considered prepaid expense (e.g.,
travel agent fees).

6/8/2020 I @ A  UNIVERSITY OF ILLINOIS SYSTEM

A prepaid should be recorded when an expense is paid in the current fiscal year, but the
related benefit is not earned or received until a future fiscal year.

Expenses for services received in the current fiscal year, such as the travel agent fee
expenses or credit card fee expenses, are not considered a prepaid expense.
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Case Study - Prepaid Expense

Question: What dollar amount should you report on the Fact Sheet Excel
Attachment for prepaid expense?

Key Factors
+ An expense for $350 was incurred in FY20 related to travel that will not occur
until the next fiscal year.

+ Expenses incurred in the current fiscal year for goods or services received in
the current fiscal year are not considered prepaid expenses. The $5 travel
agent fee represents services that are received when the travel is booked.

Answer: A prepaid expense of $345 ($350 - $5 = $345) should be recorded on
the Fact Sheet Excel Attachment.
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What dollar amount should be reported for prepaid expenses? Since the travel agent
fee is earned whenever the travel was booked in FY20, the amount listed for the
prepaid expense would be the amount for the airline ticket minus the travel agent fee,
or $345.
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Case Study - Prepaid Expense

FY20 Fact Sheet Excel Attachment
Prepaid Expenses (Deferred Charges)

Sets used o account for sAuabons where an eXpense fs paid in e current 15Cal rear. LUl e relaled benedls of whal we paid 1of (such a5 G00dS Sentces. eic ) are nol
s 00

Prepaid expenses (3150 known a5 deferred charges) are general 163,
™MON #13MEIES Of Pregal

23 F8CHSE WO 214 FeneWal WS 0CCUT N 3 AUtUre BSCAl yed,

CanSes, 410 WS 3 £Ordo

for e annual renew;

e for conference reg bl 3 faure s cal year.

el when the Bights will not occur unl a Raure 85cal rear

e for the cost of axiine Sckets (exchudmg any havel agent fees) related fo an emplojes's bus:

ear o rese ch as i a holel, restaurant efc ) for a meeting, event or meal related ko Unversily busimess whach will nal oceur unbl 3 Auure iscal year, and

spac

glerms were FOB destnation (meaning thal e sale is o te & we Lake ownership once e goods are

i e for Goods (such as suppbes, elc ) whech were no yel recerved as of June 30, assumng the shep

o #6 I0CLITe4 N The Curent BScal j8ar 1 GOOGS. o1 paid xpenses. For axample. e foBowing lypes of Gurment-1ear xpenses would not be CONsicered 2 prepaid erpense
(8) cret card processing fees. (b) avel agent fees, and (c) purchases of oods (UC 3 €onsuMatie SPphes) which have been recenved s of June 0. Also, keep In mind that any Goods purchased with FOB shipping pomt berms which were
SNIEPEQ in 1 Cument 15Cal 7831 DUl 0L r#l (4CeNe3 33 Of June 30 would BOL D# 3 HF8P3H0 SIDENS SMEL 35 Wi WOLIILakE CWNEISHIR i1 e Curment BSCaI Y31 0ACH The MM ware SpDed

) Only 80 PIEpaIa SXPANSES Which have ROL yB! DHSN FC0NSHD 10 THé SDOICITHE SSANN DIEpaid expense (detersd o ) General I6CgeT 3CCOUNE COOES In BINNS 35 of e BNl DENO3 12 Statements.

(301 prepaid expenss relaNeS 10 3 S61CE, SUDSCIOBONMAMBArSND, SMpoyes avel, #1C WhCH 5DINS 3 FANGE of Says, 1Hen 8nter 116 1oLl 3MOUNt D2 1o Ih4 VENCOI Of $MpITyes on Of Defors June 30 in CoMN H Whils entering e retated
start & end Gales in columas 8 & . The spreadsheel will Tven aulomalically caculale T corred amount of the prepasd expense Dased on B number of days n each Bscal yea for hat date range

Questions? Click here for the UAFR "Wha to Ask”™ website and then click on “Fact Sheets”

NOTE: If you are copying data over from another spreadshest, please paste the information in using the “Paste Values” option. This will help ensure the farmatting and formulas on this spreadsheet work correctly.
Start Date of the Service Period | End Date of the Service Period
Activity | Location Banner Document Banner Name of the Vendor or | Description of the Prepaid
Chart| Fund 1og1. Amount N T Date. E E memid(mm cmww?:umau Expense
Flight for July Conference
2_[301999] 103000 132400 | 103999 H 34500 TCO00ABC 620020 Amencan Adnes iLess Travel Fees) Tr2220 1725720
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Here, you can see we completed the fact sheet Excel attachment with all the facts.
Notice that the C-FOAP contains the expense account used to purchase the airplane
ticket, and that the Banner document number is the TC Banner document used to
purchase the ticket. Also, note that the amount listed is the $345, and that the travel
agent fee is not included.
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Case Study - Accounts Payable

Facts:

« On June 25, 2020, three laptop computers totaling $5,000
were ordered.

« The computers were shipped from the merchant on June 29,
2020 using FOB Shipping Point.

» As of Period 12 close, no payments had been made and no
payables have been recorded.

« The computers were received on July 5.
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Let’s look at the facts again for Accounts Payable.

On June 25th, three laptop computers totaling $5,000 were ordered. The computers
were shipped from the merchant on June 29 using FOB Shipping Point. As of period 12
close, no payments had been made and no payable had been recorded. The computers
were received on July 5t.
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Case Study - Accounts Payable

Reminder:

* Accounts Payable are used to record obligations to pay
external parties (not other University units) who we owe
money as of June 30.

« A payable should be recorded once legal ownership has
transferred from the merchant to the customer.

* Only report payables which have not yet been recorded in
Banner as of the close of Period 12.
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As a reminder, Accounts Payable are used to record obligation to pay external parties
(not other University units) who we owe money as of June 30.

A payable should be recorded once legal ownership has been transferred from the
merchant to the customer. It is important to check shipping terms when purchasing
tangible goods.

Remember, FOB shipping point or FOB origin means that the buyer pays shipping costs
and takes responsibility for the goods when they leave the seller’s premises. FOB
destination means that the seller pays shipping costs and remains responsible for the
goods until the buyer takes possession.

Also remember that Payables can backdate payments to June 30 throughout Period 12,
which ends on July 18 for FY20.
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Case Study - Accounts Payable

Question: True/False You should report $5,000 on the Fact
Sheet Excel Attachment for accounts payable.

Key Factors:

+ Since the purchase order stated "FOB Shiﬁping Point”, legal
ownership transferred to the University when the computers were
shipped on June 29.

« The University has not paid or recorded a payable for the laptops as
of the close of Period 12.

Answer: True. A ﬁayable of $5,000 should be reported on the Fact
Sheet Excel Attachment as accounts payable.

6/8/2020 I @ A  UNIVERSITY OF ILLINOIS SYSTEM

So what should be reported as Accounts Payable on the Fact Sheet Excel Attachment?
Since the shipping terms were FOB Shipping Point, a payable for $5,000 would be
required as of June 30. Legal ownership transfers to the University once the computers
are shipped.

If the shipping terms were FOB destination, though, a payable wouldn’t be recorded
until the University receives the computers. Shipping terms could be different for each

vendor. Make sure you know the shipping terms when you place orders in May or June.
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Case Study - Accounts Payable

FY20 Fact Sheet Excel Attachment
Accounts Payable

Questions? Click here for the UAFR "Who to Ask” website and then click on “Fact Sheets™

NOTE: 1 you are copying data over from another spreadsheet, pleass paste the information in using the “Paste Values” option. This will help ensure the formatting and

=

2 |sowes| 103000 | 127080 | 1000se | | |s somoo| POT40493 | 62520 | Do Compuerco
Start Date of the Service Period | End Date of the Service Period
Description of the Payable | Covered by the Expense or Date by the Expense or Date
the Goods Were Acquired the Goods Were Acquired
3 laplop computers shipped
626020 1 620120
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Let’s take a look at the completed fact sheet Excel attachment. Keep in mind that a
Fact Sheet Excel attachment that has accounts payable should not be submitted until
Period 12 has been completed, as UPAY has the ability to backdate to June 30
throughout Period 12.
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Case Study - Unearned Revenue

Facts:

« On December 31, 2019, a unit signed a contract to
perform testing services for the Chicago Department of
Labor from 1/1/2020 through 12/31/2020.

* The total compensation for the contract is $100,000.

* A check is received on January 15, 2020, for $100,000.
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Let’s look at the relevant facts for unearned revenue.

On December 31, 2019, fund 2-301999 signed a contract to perform testing services for
the Chicago Department of Labor for 1/1/2020 through 12/31/2020. The total
compensation for the contract is $100,000. A check is received on January 15, 2020,

for $100,000.
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Case Study - Unearned Revenue

Reminder:

» Unearned revenue is used to account for revenue
recorded in Banner on or before June 30 from sales made
to external customers (not other University units) which
will not be earned until the following fiscal year.
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Let’s review. Unearned revenue is revenue that’s collected in the current fiscal year, for
goods or services that’ll be provided in a future fiscal year from external units.
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Case Study - Unearned Revenue

Question: On the Unearned Revenue tab, what dollar amount should you
report on the Fact Sheet Excel Attachment?

Key Factors:
« $100,000 is received for services provided 1/1/2020-12/31/2020.

« On June 30, 2020, approximately 50% of the revenue has been earned.

« The Fact Sheet Excel Attachment calculates the unearned portion of the revenue
based on days in each fiscal year (important to rely on Fact Sheet Excel
Attachment formulas).

Answer: $100,000 is reported on the Fact Sheet Excel Attachment in the
"Amount” column. $50,273.22 will be recorded in Banner based on the Fact Sheet
Excel Attachment calculation.
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Here are the relevant facts that we need to review. $100,000 is received for services
for January 2020 through December 2020. On June 30, approximately half of the time
frame has passed, so approximately half of the revenue is earned. The amount of
$100,000 should be entered onto the Fact Sheet Excel Attachment with the beginning
and ending dates of service of January 1, 2020 through December 31, 2020. The Fact
Sheet Excel Attachment calculates the unearned revenue based on the exact number of
days in the fiscal year.

Therefore, the amount of unearned revenue recorded would be automatically
calculated by the Fact Sheet Excel Attachment to be $50,273.22.
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Case Study - Unearned Revenue

FY20 Fact Sheet Excel Attachment

(Deferred

1 ey R e P

Description of the
Unearned Revenue

2 |s0vse] 103000 | 307800 | 103999 $ 100,000 00

F1112223 1520 |Chcago Department of Lador

tron

Start Date of Service Period
Covered by the Sale
f agpiicatie)

End Date of Service Period
Covered by the Sale
f agoicavie)

Total Number of Days
Covered by the Sale

Number of Days in
the New Fiscal Year

Amount to Record as
Unearned Revenue in
630

Bann:
(UAF

Description Line for Feeder Enlww
(UAFR Use Oniy)

11720

12/31/20

5027322

Defer F1112223 Chicago Department o
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Let’s take a look at the fact sheet Excel attachment and the tab for unearned revenue.
Here, you can see where we’ve entered the FOP combination and the Account code
used to record the revenue. We need to enter the amount received from our customer
on or before June 30. That amount is $100,000. We also need to enter the Banner
document number for the receipt of the revenue. Don’t forget to enter the beginning
and end dates of the service contract. The fact sheet Excel attachment calculates the
amount that needs to be recorded as unearned revenue in Banner. Notice that the
amount calculated as unearned revenue is not exactly $50,000. The calculation is
based on the exact number of days in the fiscal year. UAFR will make this entry into

Banner in period 14.
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RESOURCES
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Let’s pause again for some questions.
Now Let’s check out the resources available to help you with fact sheets.
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Year-End Fact Sheet Open Labs

UIC
« July 8, 1:00 - 2:00

UIUC
*July 9, 1:15 - 3:30

UIS
* July 10, 10:15 -12:00
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This year, we have open labs scheduled at each university. There will be UAFR staff
there to help you complete your fact sheets and attachments. Bring any relevant

documents or invoices that you’ll need. Register in advance if you plan on attending.

Check out the course registration page for your university to register.
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Year End Fact Sheet Application

As stated previously, a separate Fact Sheet must be submitted for all self-supporting funds and certain health service plan funds.

Inorder to create, complete, and submit a fact sheet of your applicable funds. log in to the Year End Fact Sheet Application in the link below:
Year End Fact Sheet application will be opened on July 1, 2020 at Zam

Fact Sheet Excel Attachment

The Fact Sheet Excel Attachment has separate tabs for the various types of accrual, deferral, and/or inventory adjustments which may be needed for your fund, These include
accounts receivable, inventory for resale, publications, inventory for resale, prepald expenses, accounts payable, and unearned revenue.

If your fund requires any accrual, deferral, and/or Inventory adjustments for year-end, then:
1. Download the FY20 Fact Sheet Excel Attachment;
2. Review each tab of the attachment to obtain an understanding of the type of information required;
3. Complete the tab(s) applicable to your fund and save the file for your records;
4, Upload the completed attachment to the Fact Sheet
5. Save your changes; and
6. Submit the completed Fact Sheet
The Fact Sheet Excel Attachment is able to properly calculate any accrual or deferral adjustments which cross fiscal years, so keep this in mind when entering in your applicable
data. There is no need for you to try and calculate the split between the two years on your own. The Fact Sheet Excel Attachment is smart enough to do this for you, as long as the
appropriate date ranges are entered.
Each August, UAFR uploads the new fiscal year’s Fact Sheet Excel Attachment to this page. The updated attachment can be used to track information related to these accruals and
deferrals as they occur throughout the year (for example. when unearned revenue is received or when prepaid expenses are incurred). We strongly encourage tracking these
items throughout the year as this helps make year-end reporting for the Fact Sheets more efficient and effective.
See below for a downloadable copy of the Fact Sheet Excel Attachment for the current fiscal year.
@ FY20 Fact Sheet Excel Attachment

Training Resources < ——

See below for varlous training resources avallable which will help you properly complete your Fact Sheet Excel Attachment.
+ WAccount Re Reterence Tool

Coming Soon:

Inventory for Resale Reference Tool

Publication Inventory for Resale Reference Tool

Prepaid Expense Reference Tool

Accounts Payable Reference Tool

Unearned Revenue Reference Tool

Fact Sheet Excel Attachment Example
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To find the fact sheet reference tools and training, go to the Office of Business and
Financial Services website. Click on the Year-End Fact Sheet, and scroll down the page.
Under the Training Resources section, there are reference tools, job aids, and an
example of a completed fact sheet excel attachment. We plan on adding more
reference tools as time allows.
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Contacts

Roger Fredenhagen
+ 217-333-7156
» frednhgn@uillinois.edu

Anne Larimore
« 217-300-1793
« koesterl@uillinois.edu

« UAFR Who to Ask
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We can help with any fact sheet questions that may arise as you complete your fact
sheet.
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QUESTIONS?
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We'll pause for any last-minute questions.
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Jniversity Accounting and Financial Reporting

THANK YOU!
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On behalf of University Accounting and Financial Reporting, thank you for attending!



