Distribution of Income & Expense (DI)

Document Overview:

The Distribution of Income & Expense (DI) is a document used to distribute the income or expense
assets or liabilities from a holding account to one or more appropriate account(s) when one account has
incurred expenses or received income on behalf of other accounts. It can also be used to move income,
expenses, assets and liabilities to other sub-accounts, object codes, or sub-object codes.

How to Complete the Document:

The Distribution of Income & Expense (DI) document can be found by clicking on the Accounting Tab on
the side menu. Another option would be to type in “Distribution of Income and Expense” into the
“Jump To” search on the side menu.
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In the Accounting Lines section, information is input into the “From” and “To” sections of the document
to distribute income, expenses, assets or liabilities to the appropriate accounts. Make sure to click on

n to add an accounting line to the document. In the example below, the revenue was received in
account 2605001, and then distributed to account 2606290 and object code 6684. Deposits are then
moved to the Deposit Holding Account through the A/R billing process.
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Any support will need to be added in PDF format to the Notes and Attachments section.

NOTES AND ATTACHMENTS (1)

POSTED THIMESTAMP AUTHOR

1 08/18/2019 11:20 AM Swaro, John Joseph

Document Routing:

“Note Text:

NOTETEXT

packing slip

Attachment:
Choose File | No file chosen

Remaove Attachment

B KFS_Lookup,pdf (148 KB, application/pdf) ]

This document routes to Fiscal Officers for each account used in the document, the organization

accounting approver for each account number used. Once those have approved, this document routes

to Campus Services for final approval.



ROUTE LOG

Route joor 1d swaroj@colostate.edu is in use rdluh
Log
(" ID: 20110309 whe] \ ;
Title Distribution OF Income And Expense - C5U Housing Deposit
Type .ﬂ:;;nhy;ugg Of [ncome And Expenzs | Created 11:34 AM 08/1872019
| Initiator | swaro_John Josegh | Last Modified 111:38 AM 08/18/2015
Route Status ENROUTE Last Approved
Nu.d.:{s] |ccount '\ Finalized
: Actions Taken » hide “l.
| Action | Taken By | For Delegator | Time/Date . Annotation
SAVED Swarg, John Joseh 11:35 AM 08/18/2019
¥ show |COMPLETED | Swaro, John Joseph 11:38 AM 08/18/2019
7 Pending Action Requests ~ hide -\\
| Action | Requested Of | Time/Date . Annotation
¥ show | itpﬁir%" Lo Gardner, Helena Lonie 11:38 AM 08/18/2019 KFS-5YS Fiscal Officer CO 2606290
» show | AL | Gresnberg, Nangy Carol 11:38 AM 08/18/2019 KFS-SYS Fiscal Officer CO 2605001
” Future Action Requests whide | .
. Action | Requested Of | Time/Date | Annotation
¥ show | FERDING |0RG-8045 11:38 AM 08/18/2019 KFS-5YS Accounting Reviewer CO 99955539 DI 8045 0
» show :f,';gg’;g |0G-8032 11:38 AM 08/18/2019 KFS-5YS Accounting Reviewer CO 99699999 DI 8032 0
¥ show | :f,';g;':,'é |CampusServices 11:38 AM 08/18/2019 KR-WKFLW CampusServiceReviewer
Document Exceptions/Restrictions:
Below are the list of parameters related to the DI document. If the Constraint Code is “A” it means
“Allowed” and if “D” it means “Disallowed”.
Namespace Code Component Application 1D Parameter Name Parameter Description Parameter Value | Parameter Constraint
KFS-FP Distribution0fIncomeAndExpense (KFS ELECTRONIC FUNDS DOCUMENT DESCRIPTION |The wording that should ga in the descri... |Electronic Pyment Claim  |A
KFS-FP Distribution0fIncomeAndExpense KFS OBJECT CODES Object Code(s) restricted from use on th... 43536050 D
KFS-FP Distribution0fTncomeAndExpense |KFS QBIECT 5UB TYPES Object Sub-Type(s) restricted from use o... |FB;IN;MT:NM;CI: CE:BU;FR;SL D

The object codes 4353 and 6050 are restricted from use on the Distribution of Income and Expense

document

The DI does not allow the use of object codes that report the following Object Sub-Type Codes:

IN

cl

FB - Fund Balance

- Revenue Cash

MT - Mandatory Transfers

- Cost Recovery Income

CE - Cost Recovery Expense
BU - Budget Only Object Codes
FR - Fringe
SL - Salary

NM - Non-Mandatory Transfers
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