Instructions for the FY 2016 Reversion System

Introduction

The Reversion System collects estimates of year-end reversions by program. This
information is needed to help gauge our current financial position and to track the
status of the budgetary overappropriation.

Agencies should project the full-year expenditures and revenue collections for
each program. Project expenditures by object for salaries and benefits (above-the-
line expenditures), but in lump sum for other expenditures (below-the-line
expenditures). Project revenue collections by source. The reversion system will
automatically calculate the state appropriation requirement.

You will be providing an honest projection of year-end expenditures and revenues
by program without regard to anticipated changes in available funding. Do not
adjust your projections to reflect any allotment reserve, appropriation transfers, or
supplemental appropriations that you may anticipate will be necessary to close the
allotment code at the end of the fiscal year. If current spending and revenue
activities foretell a closing problem (negative reversion), then we would like to
know that now.

Setting up the System

The system is set up similar to the Budget Request (BR) system. It consists of two
Microsoft Access databases. One is the “back-end” data repository
(Revert2016.mdb) and the other is the “front-end” controls needed to use the
system (Revert2016¢ed.mdb).

Download the system from the following website:
http://tn.gov/finance/article/fa-budget-reversion-instructions

After downloading the zip file, you will need to unzip it into the default directory
“C:\BR2016”. This is the same default directory used by the BR system for that
year. Refer to the “Unzipping Example” section at the end of these instructions
for an illustration of how to unzip files.

If you do not want to set the system up in the default folder, you can save the
system anywhere you like, but be sure to read the section below entitled
“Database Attachments” to be sure you properly link the data repository to your
“front-end.”

Once you set up the system where you want, start the system by opening the
front-end file — “Revert2016¢cd.mdb.” You can make a desktop shortcut or you
can open this file directly from the MS Access menu bar. Contact your desktop
support staff if you’re unsure how to unzip a file or open a MS Access file.
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Load Initial Data

Now that you’ve set up your system, you are ready to load the initial data to use in
projecting the year-end reversion. You should receive from your F&A Budget
Analyst a set of three text files:

e nnnnnAllot. TXT
e nnnnnDept. TXT
o nnnnnRevert. TXT

where “nnnnn” is your five-digit department number (no decimals). Save these
into the same directory where you saved the system files above.

From the Main Menu screen, click the “Export/Import Data”
button to get a menu of choices (menu shown at right). Select B Do |

“ALL DATA” and click the “Import Data” button to load the

initial data into your system. Select type of Import

Work Program
WP Adjustments

YTD Actuals

Be aware that the “ALL DATA” option is intended for the
initial load operation. If there is any data on the reversion
system, it will be replaced by this load. You will receive two
warning messages on this operation to avoid inadvertent

Year End Projection

U i i B |

overwriting of data. If we need to update this information later Import Data |
this year, you will receive further instructions on the other
importing options. Cancel |

Entering Expenditure/Revenue Estimates

The Reversion System tracks the following information for each program:
e Current Year Work Program (before allotment reserves, if any, are taken).

e Budget revisions loaded with an effective date of 2/18/16 or earlier. These
revisions include the allotment reserves and all other budget revisions
(supplemental appropriations, reorganizations, transfers, and expansions)
entered as of this date. Revisions do not include any carryforward
revisions that may have been allotted, as these are addressed in the next
item.

e 6/30/2015 UEB and Capital Outlay Reserves (Carryforwards).

e YTD actual expenditures and revenue collections with an effective date of
12/31/15 or earlier (for information purposes — not used in calculations).

e Year-end projections of expenditures and revenue collections. You will
provide these estimates.

e An estimate of the anticipated carryforward amount required for
6/30/2016. You will provide these estimates.
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The initial data load populates most of these figures for your agency. The year-
end projection and carryforward to next year amounts are set to zero. You will
enter your full-year expenditure and revenue projections and the June 30, 2016,
carryforward estimate to calculate the year-end reversion to the General Fund.

To enter your projections, click on “Reversion Maintenance” from the Main
Menu screen. This will take you to the “Agency Reversion Estimate” screen
(shown below).

This screen shows the reversion from each program, as well as a total reversion
amount for the agency. Department and Allotment Code information can be
modified on this screen, if necessary.

Agency Reversion Estimate

Fiscal Yea
Click here to enter
999.00 Sample Department .
: program Detail
Go To Department EERS i
Allot Title ion Amt

i f >

Sample Program One 11 53,424,100 Detail
Sample Program Two 11 2,668,800 Detail
2 Sample Program Three 11 783,100 Detail
4 Sample Program Four 11 6,047,500 Detail
.05 Sample Program Five 11 30,463,000 Detail

& Sample Program Six 11 3,477,900 Detail
7 Sample Program Sewven 11 3,928,500 Detail

1

LY R — e miona aa e L

Add New Allotment Code

-

Departmental Summary

Current Year U.E.B/C.0. Reserves 535,333
Under/{0Over) Expenditure 111,351,500
Over/{Under) Collection -2,407,800
Carryforward to Next Year [u]

Reversion to General Fund 109,480,033

This shows the total reversion
for the department

4 Return Version 1.0

Each program has a “Detail” button. Click this button to go to the Reversion
Estimate Detail for that allotment code.
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On the “Reversion Estimate Detail” screen, you will enter your projections of
year-end expenditures and revenue collections by allotment code, as well as an
estimate of the June 30, 2016, year-end carryforward amount, if any. Round all
projections or carryforward amounts to the nearest $100 or $1,000,
depending on the size of the program.

Enter expenditure/ f : : -
. X Reversion Estimate Detail
collection estimates here
999.01
Revise D Projected YE Over/
Work Program  Adjustments Budget Exp/Collect Under
Salaries (70100) 41,185,400 132,400 41,317,300 23,925,338 a 41,317,300
Longevity (70102) 299,300 i) 299,300 133,500 a 299,300
Overtime (70104) a 0 a 0 a 1]
Benefits (702) 14,531,500 33,100 14,564,600 8,355,152 a 14,564,600
Subtotal Payroll 56,016,200 165,500 56,181,700 32,463,990 a 56,181,700
Other Expenditures 2,269,700 1] 2,269,700 1,295,163 a 2,269,700
Total Expenditures 58,285,900 165,500 58,451,400 33,759,153 a 58,451,400
State Appn 58,258,600 165,500 58,424,100 33,725,559 a 58,424,100
Federal (63001,02) 0 0 0 0 0
Counties (68030) a i} a 0 a a
Cities (53050) a 1] [v] 0 a [v]
Mon-Gov't (58060) a 1] a 0 a a
Curr Sves (53080) 5,000 i) 5,000 0 a -5,000
Inter-Dept (53030) 22,300 1] 22,300 33,584 a -22,300
Reserves a i} a 0 a a
Subtotal Other 27,300 0 27,300 33,584 a -27,300
Subtotal Dept Rewv 27,300 1) 27,300 33,584 a -27,300
Total Funding 58,285,900 165,500 58,451,400 33,739,153 1) 58,451,400
CY U.E.BfC.0Q. Reserves i]
r) Expenditure 58,451,400
Cal'\";"ﬁjl ward to Next Year
Reversion to General Fund
Enter anticipated
: { carryforward estimate - :
4 |Return to Main Menu Version 1.0

Since we have not loaded the revisions for the performance pay increases

effective January 1, 2016, you should project your payroll costs using salaries in
effect on December 31, 2015. The revisions we will load are based on the actual
salary adjustments made, so any impact on agency reversions would be minimal.

This “Reversion Estimate Detail” screen shows the work program; budget
revisions as “Adjustments”; a “Revised Budget” amount which is the sum of the
work program and revisions; Year-to-date expenditures and revenue collections as
of 12/31/2015 (for information purposes — not used in any calculations); the year-
end expenditure and revenue collection estimates you enter; and an “Over/Under”
column.

In the Over/Under column, savings (under-expenditures) and over-collections of
revenue are treated as positive numbers. Over-expenditures and under-collections
are treated as negatives.

At the bottom of the screen, the total June 30, 2015, UEB and Capital Outlay
reserves are shown, as are the under/(over)-expenditures and the over/(under)-
collections of revenue. You can enter a June 30, 2016, carryforward estimate, if
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any, for the current fiscal year end to calculate the final reversion amount to the
General Fund.

The carryforward estimate should include any of the current-year available funds
that you estimate will carry forward at June 30, 2016, whether in UEB or Capital
Outlay reserves, specific general fund reserves, special revenue fund reserves, or
reserves in other funds. This amount should be entered as a positive figure. If
you’re expecting to carry forward general fund or education fund appropriations
at year end, please submit a separate list identifying the carryforward amounts by
item.

Dedicated Funds

For programs that do not revert to the General or Education Funds, any reversion
amount should be shown as a carryforward to the next year (e.g. not reverting to
the General Fund). Although not technically a carryforward, this is the best way
to remove these funds from the reversion estimate. This includes certain state
appropriations in Internal Service, Enterprise, and Special Revenue Fund codes,
as well as other programs with dedicated funds. Any dedicated funds remaining at
year end should be shown as a carryforward to the next year so that they will not
be included in the reversion to the General Fund.

Reports

There are two reports set up in the Reversion Estimate System. They are accessed
from the Main Menu screen. “Reversion Detail” shows all of the information on
the “Reversion Estimate Detail” screen. It prints one page for each program. It
also has a departmental total page. “Reversion Summary” is a short summary of
the reversion estimates for each of your programs.

Exporting Data to F&A

When you’re ready to send your reversion estimates to Finance and
Administration, click “Export/Import Data” from the Main Menu screen. This is
the same screen you used earlier to load your initial data, but you should select
“Export” to create the files you need to submit to F&A. You will be prompted for
a location to save your files.

This export function will create three files prefixed by your five-digit department
number. You cannot change these filenames:

o nnnnnAllot. TXT
e nnnnnDept. TXT
e nnnnnRevert. TXT

These are the same filenames you used to import your data. If you export to the
same directory that you saved these original files, they will be replaced by this
export. This is okay, as you are really just updating the known information with
your year-end projections. Please send these three files to your F&A Budget
Analyst via email.
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Database Attachments

Just like the BR System, this system allows you to locate the system files
anywhere you desire. You just need to be sure to tell the “front-end” (the part you
see) where to find the “back-end” (where the data is). The default location is
“C:\BR2016.” You can change this using the attachments function.

Basically the “Attachments” screen tells your system where to find the data
(Revert2016.mdb file). For example, you could save the “Revert2016.mdb” file
on the network directory “F:\Budget\MyFiles\.” After saving the
“Revert2016.mdb” file in this location, you would go to the “Attachments” screen
from the Main Menu screen and change the default location to

“F:\Budget\MyFiles\.”.

Click “Attach Default” to trigger the process of actually attaching to this new

location.

You would only need to do this once for each version of the system (future
releases will also default to “C:\BR2016). The system will retain this location for

future sessions.

Unzipping Example

The following illustration uses the BR2016 process, but it works the same for the

Reversion System.

1. Open the Revert2016.zip file from the instructions website

w7l Libraries
3 Documents
rJT Music
[ Pictures
E Videos
A Rick Newton
% Computer
&, Default (C) ~ IR

A 2 items

===
m 1w« ContentIE5 » DNLOPCO) » BR201G (1).zip - | é3 | Szarch BR2016 (1).zi0 2|
Organize v Extract all files =~ 0l ®
Jr Favorites MName : Type Compressed size
B Desktop ) BR2016.mdb  Microsoft Access Database 328
& Downloads Bl BR2016cd.mdb  Microsoft Access Database 668 KB
=] Recent Places
FY2015
2014 Closing S
2014Project
Ml Desktop

Click “Extract all files” to
initiate the extract
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Instructions for the FY 2016 Reversion System

2. Select “Extract all files” to initiate the extract. Browse to C:\BR2016 and
click “Extract”. If you install to another location, be sure to change your
“Database Attachments” above

=
Y
Select a Destination and Extract Files
Files will be extracted to this folder:
If you install to another
location, be sure to update
your attachments

3. Close the zip file when done.
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