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OFFICE OF FINANCE -
THE PRIMARY MISSION
OF THE UNIVERSITY
CONTROLLER'S OFFICE
IS TO ENSURE THE
PROPER AND EFFICIENT
USE OF UNIVERSITY
FISCAL RESOURCES.
THE OFFICE IS
RESPONSIBLE FOR ALL
FINANCIAL
OPERATIONS OF ODU.

% The mission of the Payroll Office is to ensure that all employees of

> General Accounting ensures the accuracy of the University's

» Data Control is responsible for maintaining the integrity of the

financial ledgers by processing journal entries (including data
entry) or reports, handling problems/questions concerning Banner
data and cutoff dates, Master Signature list inquiries and Banner
report distribution problems.

» Student Accounts is responsible for posting departmental deposits,

student payments, and company/third-party student payments.
Accounts Receivable is responsible for biling of accounts, returned
checks, refunds, student account adjustments, student account
corrections, and Perkins loans, departmental biling and deposits.

the University are paid timely and accurately while maintaining
compliance with federal, state, and University regulations and
policies.

financial statements, maintains accurate accounting records an
responsible for grant, cost and fixed asset accounting and
reconciliations.



BUDGET UNIT DIRECTOR DESIGNATION


mailto:BUDRequest@odu.edu
https://www.odu.edu/sites/default/files/documents/bud-change-request-form.pdf
https://www.odu.edu/sites/default/files/documents/bud-change-request-form.pdf

E LIST

r Signature List allows authorized personnel the ability to
gainst their budget code(s) at University service areas,
travel.

pe a University employee in order to be authorized on the list.

S can be restricted to certain areas, for example: restricted to
kstore purchases only.

to add authorized signers located on the Office of Finance
site at the following link and submitted to Signlist@odu.edu:

/www.odu.edu/sites/default/files/documents/master-
re-list.odf



mailto:SignList@odu.edu
https://www.odu.edu/sites/default/files/documents/master-signature-list.pdf
https://www.odu.edu/sites/default/files/documents/master-signature-list.pdf

ACCOUNT CODES

hitp://www.odu.edu/facultystaff/university-business/budget/resources



http://www.odu.edu/facultystaff/university-business/budget/resources

BUDGET ADJUSTMENTS

Budget adjustments are used to increase, decrease or transfer
budgeted funding among line-items and/or budget pools within a
single budget code or between one or more budget codes.

Budget adjustments can move funds to another budget in order to
support conferences, special events, etc.

Budget Adjustment forms can be found on the Budget Office web
site at the following link:

Templates & Forms | Old Dominion University



https://www.odu.edu/budget-office/templates-forms

INTERDEPARTMENTAL TRANSFER REQUESTS

OLD DOMINION UNIVERSITY

INTERDEPARTMENTAL TRANSFER REQUEST Interdepartmental Transfer Requests (IDTs) — standard accounting
(E-mail signedscanned form (o [DTs@odu.edu). entry form to record debit and credit transactions
(transfers/corrections)to Banner
CHARGE (ORG/ACCT) | CREDIT (ORG/ACCT)
» Interdepartmental Transfers move year-to-date funds between

DEPT. WAME DEPT. NAME . .

budget codes in order to record charges incurred, correct
CONTACT NAME CONTACT NAME posted charges or to reimburse another budget.
CONTACT FHONE CONTACT PHONE » All coding for debit and credit sides must be complete —

organization (budget) code, subaccount code, amount
Authorized Signature Authorized Signature » Subaccount Pool accounts are NEVER used on an IDT - these
Accounting Distribution for Charge Accounting Distribution for Credit are for bUdgeT OdJUSTmenTS only (exomples 4999' 6999' 7999'

FUND ORG SUB | AMOUNT | FUND ORG SUB | AMOUNT 9899)

ACCOUNT ACCOUNT

» Allsupport must be present — explains reason for doing the
transfer/correction and MUST include proper Banner support
for any unusual balances (see section on Unusual Balances)

» Explanation must be complete and should include any Banner,
document code referenced when correcting/adjusting a
Additional accounting distribution sheets attached pl’eVIOUS|y pOSTed TI’O nSOChO N

Original Charge — attach supporting documentation » IDT forms can be found on the Office of Finance websi
following link:

Correction of Charge — attach Banner documentation

Explanation of Transfer:

» Seep. 11 foradditional information

» How-To Video on Completing an ID¥ Form found


https://www.odu.edu/sites/default/files/documents/IDT-form.pdf
https://www.odu.edu/sites/default/files/documents/IDT-form.pdf
https://www.odu.edu/finance/data-control/resolving-budget-discrepancies

UNUSUAL BALANCES

>

>



CORRECTIONS/RESEARCH

Each budget unit director (BUD) is responsible for ensuring that all
activity posted to their budget is identified and reconciled in @
timely manner. All discrepancies should be corrected timely.

The Office of Finance is responsible for processing data to budgets
and researching and resolving budget discrepancies to aid
departments.

Two mechanisms to aid in review:

» Interdepartmental Transfer (IDT) — when you know all correction
data (debit/credit)

» Accounting Service Request (ASR) — to inifiate research when a
transaction cannot be identified

V



INTERDEPARTMENTAL TRANSFER REQUESTS (IDTS)
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mailto:IDTs@odu.edu

ACCOUNTING SERVICE REQUESTS (ASR)


mailto:DataControlASR@odu.edu
https://www.odu.edu/sites/default/files/documents/accounting-service-request.pdf
https://www.odu.edu/sites/default/files/documents/accounting-service-request.pdf

YEAR-END OVERVIEW

>

>



ACCRUAL
ENTRY
ACCOUNTING

Accrual accounting

>

>

>

Revenues are recorded when they are earned

Expenses are recorded when they are incurred

The date that goods/services are received determines FY
» Itemsreceived on or before June 30 — current FY
» Itemsreceived on or after July 1 — new FY

Accrual entries are processed AFTER cash is closed on 6/30 and are
reversed in the new year, which net with the actual charge or
deposit

Departments must review budgets daily in Banner

» Ensure you request corrections by deadline on FY closing
calendar

» Pay attention to plus/minus transaction signs on FGITRND

Office of Finance must begin preparing financial statements as
required by the State

14



ACCRUAL ENTRY ACCOUNTING (CONT'D)

AP paid invoice in June

V



ACCRUAL ENTRY ACCOUNTING (CONT'D)

>

AP paid invoice in July new fiscal year

>
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ACCRUAL ENTRY ACCOUNTING (CONT'D)



ACCRUAL ENTRY ACCOUNTING (CONT'D)



ACCRUAL ENTRY ACCOUNTING (CONT'D)
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REPORTING TOOLS

20



REPORTING TOOLS (CONT'D)
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REPORTING TOOLS (CONT'D)
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mailto:budget@odu.edu

UNIVERSITY CODE OF ETHICS - POLICY
1002




INTERNAL CONTROLS/FRAUD

>

V
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https://osig.virginia.gov/program-areas/citizen-services/report-fraud-waste-and-abuse/
https://osig.virginia.gov/program-areas/citizen-services/report-fraud-waste-and-abuse/

RESOURCES

» Banner Hotline — bannerhotline@odu.edu

» Linda Meyers, Finance Systems Manager
Office of Finance
/57-683-3279, Imeyers@odu.edu

» Kristy Hammonds, Data Conftrol Supervisor
Office of Finance
7/57-683-5537, knhammon@odu.edu

25


mailto:bannerhotline@odu.edu
mailto:lmeyers@odu.edu
mailto:knhammon@odu.edu
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