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A8. 612 Est abl i shnent and ©Mai nt enance of Account Codes
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Pur pose

To establish and maintain University accounts.

Definition

An account represents the smallest unit of activity or

| onest | evel of responsibility at which accounting data are
collected and naintained. It is required with each
accounting transaction and is used to access data fromthe
master file for various levels of financial reporting.

The conponent parts of an account are described in

Adm ni strative Procedures Manual (APM A8.611. The
functional codes and fund groups assigned to each account
for financial reporting purposes, are described in APMs
A8. 617 and A8.619, respectively.

oj ective
To establish and nmmintain an account and its rel ated data.

Gui del i nes

a. New accounts shall be established whenever separate
accounting and reporting are required for |egal,
organi zati onal or functional reasons. Accounts shal
not be established for record-keepi ng purposes which
can be acconplished by the proper use of source and
obj ect codes as described in APM A8. 615.
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b. Advance accounts for extranurally funded research and
training projects may be created when authorized
according to APM A8. 952.

C. New appropriation, school and departnent codes shall be
coordinated with the General Accounting and Loan
Col | ecti on.

d. Service ordered and RCUH cl earing accounts (A 993)
shall follow the guidelines for establishnent and
mai nt enance of accounts described in APM A8. 930.

Responsi bilities

Fiscal Oficers prepare the Account/Record Mai ntenance
Control Sheet, FM S-6 and the Account Code Mai ntenance Form
FM S-21G.SL, herein collectively referred as the “Request
for Account Code Forns”.

The O fice of the Chancellor for Community Coll eges revi ews
and approves the Request for Account Code Forns for al
community colleges. Refer to formFM S-6 instructions.

The respective canpus Budget O fices reveiw and approve the
Request for Account Code Fornms. Refer to formFM S-6
i nstructions.

O fice of Research Services (ORS) reviews the Request for
Account Code Forms and conpl etes applicable central office
FMS fields for the follow ng types of funds: federal (F
and S2XX), trust (P excluding scholarships & gifts
(restricted)), and R86x revolving (research and training).
Refer to GL and SL Bl ocking Table in APM A8. 611 Account
Code, for ORS account ranges.

CGeneral Accounting and Loan Collection (GALC) reviews the
Request for Account Code Fornms and conpl etes applicable
central office FMS fields for all other fund types not
revi ewed by ORS.

ORS and GALC establish and update accounts in the Financi al
Managenment I nformation System (FMS).
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6. Procedures for Fiscal Oficers

a.

Est abl i shnent of Accounts

(1)

(2)

(3)

(4)

Prepare the Account/Record Mi ntenance Contro
Sheet, FM S-6, in accordance with form
instructions. The formcan be found at
http://ww. fno. hawai i . edu/ fm s/fornfair.htni

Prepare the Account Code Mai ntenance Form FM S
21G.SL, in accordance with forminstructions,
whi ch can be found at

http://ww. fno. hawai i . edu/ fm s/fornfair.htni

As specified in formFM S-6 Instructions, Request
for Account Code Fornms should be routed directly
to the appropriate adm ni stration/budget office
for review and approval prior to routing to ORS or
GALC.

a) Except as specified informFM S-6
I nstruction, forward the Request for Account
Code Forns directly to ORS for the foll ow ng
types of funds: federal (F and S2XX), trust
(P excluding scholarships & gifts
(restricted)), and R86x revolving (research
and training). Refer to GL and SL Bl ocki ng
Table in APM A8. 611, Account Code, for ORS
account ranges.

Refer to appropriate APMs, (e.g. A8.930 for
RCUH servi ce ordered accounts), for
addi ti onal procedures on the preparation and
di stribution of forns.

ORS can further assist with the conpletion of
the FM'S CGS Record Mi nt enance Forns
attached to form FM S-6.

Mai nt enance of Accounts

Once established, request to change, freeze or


http://www.fmo.hawaii.edu/fmis/formfair.html
http://www.fmo.hawaii.edu/fmis/formfair.html
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del ete an account may be nade. Request for
Account Code Fornms, (FM S-6 and FI S-21G.SL),
shoul d be submtted identifying the account and
action (change, freeze, deletion) to be taken.
Change requests should indicate the account data
field to be nodified on FM S-21G.SL.

Reports

Al'l accounts and rel ated date are displayed in
FHVR040, G./SL Attribute Records Sorted by Canpus
and Map Code, and Report FHQRO40H, Summary of FM S
Account Code GASB Attributes which are distributed
quarterly.



