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Policies, Procedures, and Documentation 
 

 
Stony Brook University policy maintains that the financial stability of IFR accounts is the 

responsibility of the President, Provost or Vice President within whose organizations the accounts 
reside.  An accrual basis is used to analyze each IFR account and its ability to remain sustainable.  
Each account manager must complete a semiannual (December and June) IFR accrual data 
worksheet for each IFR.  
 

On a semiannual basis, the Accounting Office requests information from IFR Account 
Managers to identify activity that is not reflected in the monthly accounting reports.  The information 
collected from each submission is critical in determining the fiscal viability of the account and it’s 
compliance with budgetary policies.  The IFR Accrual Schedule is utilized to analyze account 
information and identify any issues regarding the financial stability and going concern of each 
account.  Accrual balances are required for mid-year and end of year only.  This does not, however, 
diminish an account manager’s responsibility to maintain records for both audit reasons and the 
preservation of the IFR’s fiscal integrity. 
 
Inputting IFR Accruals in PeopleSoft HCM: 
 
Go to the following URL to sign in to PeopleSoft HCM: 
 http://www.stonybrook.edu/hcmprod 
 
Go to:  Budget-IFR Accruals-IFR Accruals 
 
Choose a Budget Model ID and Accounting period (example: Budget Model ID 2017, Accounting Period                      

12 = June 2017) 
 

Click “Search” to see all accounts that access has been granted for or input the account specifically 
and click “Search”. 
 
The following information may assist you in the completion of the schedule: 
 
Model Year:   2017 = 16/17 
   (Fiscal Year)  2018 = 17/18 
   2019 = 18/19 
 
Accounting Period:   6 = December 
   12 = June 
 
Account:  IFR Account Number 
 
Description:   IFR Account Name 
 
 

http://www.stonybrook.edu/hcmprod
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Completed:  This box should be checked when the user has finished inputting the IFR accrual.  

This is an indicator box intended to assist VP coordinators, deans, chairs, 
managers, and the Accounting Office in understanding whether an accrual is 
completed.  Once the completed box is checked, all areas will be greyed out, 
disallowing further input.  

 
Manager Name: The initial load of IFR Accounts will include the Account Director/Manager of the 

account.  This field can be modified to indicate the individual responsible for 
completing the accrual. 

 
1. Ending Cash Balance: This is the amount indicated on the month-end accounting report 

(AES).   
 
2. Revenue Summary for last 15 days: This is the last the 15 days of revenue that posts to 

the IFR account in the month following the accrual month; for December accruals, it is 
the December 16th to December 31st revenue that posts to your IFR account in January; 
for June accruals, it is the June 16th to June 30th revenue that posts to your IFR 
account in July.  

 
3. Accounts Receivable: Accounts receivable are the billings and/or invoicing which have 

been issued by your Department for services provided by your area for which payment 
has not been received or reflected in your current cash balance; for December accruals, 
it is billings and/or invoicing prior to 1/1/XX; for June accruals, it is billings and/or 
invoicing prior to 7/1/XX.  The accounts receivable balance should include all 
outstanding payments and deposits (cash, journal transfers, salary offset deposits 
and/or Research Foundation revenue transfers) that have not been posted to the cash 
balance in your account expenditure report as of the month-end of the accrual.  For 
financial reporting, please identify A/R by entity as indicated on the IFR Accrual 
Page.  Please note that backup must be provided and attached on the “File 
Attachments” tab for all accounts receivables reported on the IFR accrual.  Back-
up should include an aging schedule showing the invoice/bill date and days past 
due.  Attach a file using the “Add” button and select the “AR Flag”.  The IFR 
accrual cannot be saved without a corresponding attachment for accounts 
receivable. 

 
 
 



 
 

   3 of 13 
 

               7/11/17 

 
4.  Inventories:  For IFR accounts providing materials to other areas, inventory is the 

materials on hand at month-end used for sale to other areas.  The inventory should be 
valued at the cost of the material, not at its resale value. The recommended valuation 
method for inventory is FIFO (First In, First Out).  Each December may be a 
reasonable estimate.  Each June, a physical inventory must be performed and 
documented. This documentation must be a detail listing of all items and must be 
submitted to the Accounting Office along with your accrual data worksheet.  It 
must include the item description, quantity on hand at either December 31st or 
June 30th, cost of item, and the extended value.  The operations manager and an 
employee who participated in the physical count must sign this documentation. 
Please note that backup must be provided and attached on the “File 
Attachments” tab for all inventory reported on the IFR accrual.  Attach a file using 
the “Add” button and select the “Inv Flag”.  The IFR accrual cannot be saved 
without a corresponding attachment for inventory.  PLEASE NOTE for June 30 
IFR Accruals: SUNY’s Exhibit III Inventory Schedule has been included in the last 
pages of this document for your convenience. 

 
 
5.  Unrecovered Equipment Purchases: Only for IFR accounts that are service centers 

providing services to other areas.  Unrecovered Equipment Purchases is the portion of 
the equipment purchased that is not depreciated.  Please note that backup must be 
provided and attached on the “File Attachments” tab for all unrecovered 
equipment purchases reported on the IFR accrual.  Attach a file using the “Add” 
button and select the “Unrec Eq Flg”.  The IFR accrual cannot be saved without a 
corresponding attachment for unrecovered equipment. 

 
 

6. Subtotal:  A system calculated sum of 1, 2, 3, 4 and 5. 
 



 
 

   4 of 13 
 

               7/11/17 

 
 

 
7. Due to others (liabilities): Due to others includes the bills and/or invoices that you owe 

to others that are not reflected in your account reports as of month-end; 12/31 for 
December accruals, 6/30 for June accruals.  Please note that liabilities are input with a 
negative (-) sign.  The IFR accrual cannot be saved if a liability is input as a 
positive number.  

 
8. Net balance: A system calculated subtraction of 7 from 6.  If the net balance is a deficit 

(negative), a deficit reduction plan consistent with the budgetary policy must be 
submitted.  The policy requires accounts with deficit balances must be resolved in the 
same fiscal year. The IFR accrual cannot be saved in a deficit without a 
corresponding explanation of how the deficit will be eliminated consistent with 
budget policies in the box provided. 
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9. Uncollectible Accounts Receivable:  Uncollectible Accounts Receivable includes any 

accounts receivable that a Department cannot collect; accounts receivable should be 
monitored to ensure balances are collected timely.  Receivables deemed uncollectible 
should be written off when all efforts at collection have been unsuccessful.  Please note 
that backup must be provided and attached on the “File Attachments” tab for all 
uncollectible accounts receivable reported on the IFR accrual.  Attach a file using 
the “Add” button and select the “Unc AR Flag”.  The IFR accrual cannot be saved 
without a corresponding attachment for uncollectible accounts receivable.  

 
 

  
Running the IFR Accruals Report: 
 
Go to:  Budget-IFR Accruals-IFR Accruals Report 
 
Click Search for a Control ID 
 

If this is the first time you are running the IFR Accruals Report you will have to create a Control 
ID. 
 
 Click “Add New Value”
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Create a Control ID called IFR_ACCRUALS 

 

 
 

Select Control ID IFR_ACCRUALS 
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Choose the Fiscal Year and Accounting period and click Run (example: Fiscal Year 2017, Accounting Period                      

12 = June 2017) 

 
Select Server Name PSUNX, Format = CSV, Click “OK” 
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Go to the Process Monitor 
 

 
Click “Refresh” in the Process Monitor to check the status of the Report.  
  

 
 
 
 
 
 



 
 

   9 of 13 
 

               7/11/17 

 
 
Click Refresh until the Run Status shows Success and the Distribution Status shows Posted.  Please 
call the Accounting Office if the process takes longer than 5 minutes to run, stays in a Queued Run 
Status, or the Run Status is unsuccessful.  When Run Status is Success and Distribution Status is 
Posted, click “Details”. 
 

 
 
Click “View Log/Trace” 
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Click SUIFRRPT.csv to open the Report 

 
 

IFR Accrual Security: 
 

IFR Accrual Security is be piggy-backed off of CBM security.  Additional security can be added for 
IFR Accrual input that would not affect CBM security.  For example, if a user has access to all of 
VP10 SOM in CBM but also fills out an IFR Accrual for an account that rolls to VP03 Provost, security 
can be added to the IFR Accruals only for that one account.  The user would then be able to see all 
accounts that roll to VP 10 and the additional account in IFR Accruals.  Please note that CBM security 
would remain unchanged in this process.  CBM Security provides access to accounts at Organization 
Level only; meaning is only granted by Level 1 (VP), 2 (Sch & Div), 3 (Deans), or 4 (Parent) in 
CBM.  IFR Accrual security has the ability to add security at Level 1-4 and also at Account Level. 
 

Locking IFR Accruals: 
 
Once IFR accruals are marked complete and reviewed by VP Coordinators, a request can be sent to 
Accounting to lock accounts by organization level so that no further changes can be made.  Accounts 
can by locked by levels 1-5. 
  



 
 

   11 of 13 
 

               7/11/17 

 



 
 

   12 of 13 
 

               7/11/17 

 

  



 
 

   13 of 13 
 

               7/11/17 

 


