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Distributed by Oracle under license from Global Knowledge Software LLC. © 1998-2007. All
rights reserved.

The information contained in this document is subject to change without notice. If you find any
problems in the documentation, please report them to us in writing. This document is not
warranted to be error-free. Except as may be expressly permitted in your license agreement for
these Programs, no part of these Programs may be reproduced or transmitted in any form or by
any means, electronic or mechanical, for any purpose.

If this documentation is delivered to the United States Government or anyone using the
documentation on behalf of the United States Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

The U.S. Government’s rights to use, modify, reproduce, release, perform, display, or disclose
these training materials are restricted by the terms of the applicable Oracle license agreement
and/or the applicable U.S. Government contract.
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and/or its affiliates. Other names may be trademarks of their respective owners.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data and collect data in
NIS. Itis the responsibility of the agencies to comply with State Statutes, Federal Rules and
Regulations, and State policies. For further information concerning State Statutes and policies,
please refer to both internal agency resources and the Department of Administrative Services
website: http://www.das.state.ne.us/.



http://www.das.state.ne.us/

a Training Guide
eerices Account Structure Manual

F
Administra

Table of Contents

ACCOUNT STrUCTUTE IMANUAL. ... e e 1

Page iii



o Training Guide
Rdministrn ¥eSerices Account Structure Manual

Account Structure Manual
Overview

The Account Structure Manual provides guidance on the following:

The significance of level of detail in copying and/or deleting object accounts from a business
unit

Creating model business units [i.e. simple grant business units, simple fixed asset responsible
business unit]

Utilizing current/existing business units as models

Significance of Level of Detail

The level of detail associated with an object account is used for detail roll-up in reporting. In
order for this roll-up to accurately reflect data in the system, business units with object accounts
with a level of detail 5 or below must have the corresponding object accounts with levels of detail
4 and 3 (and 5 if applicable for object accounts at level of detail 6 and below). Object accounts
with level of detail 6-9 are optional accounts created/added at the agency level. Agencies that
have created object accounts with level of detail 6-9 need to be sure that the corresponding object
accounts with level of detail 3-5 are set-up. The following are examples of incorrect object
account set-up:

Incorrect Object Account Setup

Example 1.

T
Add Busifiads Uniri « OFiginsd Budger | Aidount Mstei 58 qsini s

Note: Notice that the Permanent Salaries-Wages — 511100 account (level of detail 5) does not
have the corresponding Personal Services — 510000 account (level of detail 4), but does have the
corresponding Expenditures — 500000 account (level of detail 3).

Example 2:

Page 1



Training Guide
Account Structure Manual

ldnlnhtu@ wices

#
Add Butlnett Unite - Oviginal Budget / Az count Master Sequencs

PeopleSolt,

Tl ]

Chaet Tgw T

it FERMAMERT BALA +

Note: The objects accounts would also be set-up incorrectly if the Permanent Salaries-Wages —
511100 account (level of detail 5) does not have the corresponding Expenditures — 500000
account (level of detail 3), but does have the corresponding Personal Services — 510000 account

(level of detail 4).

Warning: If you currently have Business Units set up with the wrong account structure, please
correct them immediately. Incorrect account structure may cause Payroll processing issues and

inaccurate reporting.

Correct Object Account Setup

Example 1:
PeopleSaft.
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Note: Notice that Permanent Salaries-Wages — 511100 (level of detail 5) has the corresponding
Personal Services — 510000 (level of detail 4) and Expenditures — 500000 (level of detail 3)

Creating New Model Business Units

In order to create a new model(s) business unit for your agency, follow the General Accounting

work instructions for Adding Agency Business Units.

Each agency can establish a numbering convention for its model business units (Letters should

not be utilized).
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There are several types of models that will be highlighted in this manual: 1) Fixed Asset
Responsible Business Units, 2) Interest Business Units, 3) Simple Grant Business Units, and 4)
Simple Operating Expense Business Units.

Fixed Asset Responsible Business Units

A fixed asset responsible business unit is one that is used only to record fixed asset purchases or
used as a responsible business unit in the fixed assets module. In this case, an agency can set up a
model business unit that includes the minimum number of object accounts.

Business units that are used as responsible business units in the fixed asset module must have
(please see example below):

e  Expenditures — 500000 (3),
e  Depreciation Expense — 560000 (4)
e  Specific Depreciation Expense object accounts 560300-569999 (5)

PeopleSaoft.

-
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If the business unit is also used to purchase fixed assets in the financial area, it will need the
following accounts (with level of detail in parentheses) in addition to the depreciation expense
accounts (please see example below):

e Capital Outlay — 580000 (4)
e Specific Capital Accounts — 580300 — 586999 (5) (i.e. 582100 = Heavy Equipment)
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Interest Business Units
A business unit that receives/collects interest revenue needs (please see example below):
e Revenue — 400000 (3)

e Revenues-Miscellaneous — 480000 (4)
e Investment Income — 481100 (5)
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Simple Grant Business Units

A simple grant business unit is one that only receives revenue and pays aid. The necessary
accounts (with level of detail in parentheses) are:

Revenue — 400000 (3)
Revenue-Intergovernmental — 460000 (4)
Operating Fed Grants — 461100 (5)
Expenditures — 500000 (3)

Government Aid — 590000 (4)

Aid to Local Governments — 591100 (5)
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Simple Operating Expense Business Units

A simple operating expense business unit is one that pays invoices, but does not receive revenue.
The maximum range of accounts necessary for this type of business unit would be 500000-
599999. We encourage agencies to eliminate object accounts in this range if those accounts will
not be utilized and to only establish those object accounts your agency is planning to utilize.
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Update an Existing Business Unit to Serve as a Model Business Unit

An existing business unit can be updated to serve as a model business unit. Begin by deleting
those object accounts from the selected business unit that are not used. To delete object accounts
from a business unit, following the General Accounting work instructions to Delete Accounts.

After all of the unused object accounts are deleted from the business unit, the business unit can
be used as a model. For example, instead of copying accounts from the Nebraska Master to a

new business unit, an agency can copy accounts from the revised business unit to a new
business unit.
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