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Chapter 14: Budget Training Activities

State of Oklahoma’s Budget Training Environment – COR124
	User ID
	Budget Model

	TRAIN01
	BD_FY09_TRN01

	TRAIN02
	BD_FY09_TRN02

	TRAIN03
	BD_FY09_TRN03

	TRAIN04
	BD_FY09_TRN04

	TRAIN05
	BD_FY09_TRN05

	TRAIN06
	BD_FY09_TRN06

	TRAIN07
	BD_FY09_TRN07

	TRAIN08
	BD_FY09_TRN08

	TRAIN09
	BD_FY09_TRN09

	TRAIN10
	BD_FY09_TRN10


A) Logging In and Out of EPM; Basic Navigation

1. You should have an Explorer instance open on the login page.

2. Enter your USERID, as given to you by your instructor.

3. Enter your PASSWORD, as given to you by your instructor.

4. Enter, or click “Sign In”.

5. Once on the home page, click the link, Change My Password at the bottom of the menu. Familiarize yourself with the change password page.  DO NOT CHANGE THE PASSWORD.

6. On the menu, near the bottom, click the link, My System Profile.  Find the link, Edit Email Addresses, and click on it.  Familiarize yourself with the email address page.  DO NOT CHANGE ANY ITEM ON THIS PAGE.  Your email address will automatically be entered by CORE security.  It is your responsibility to keep it up to date when it changes.

7. On the menu, click on the item “Budgeting”.  This opens a new menu.  Click on “Budgeting Home”.  Familiarize yourself with the menu.  You may click on each of the menu items to familiarize yourself with the items under each.  To get back to this page, simply follow the instructions at the beginning of this paragraph.  Do not open any budgets or processes.

8. Click the “Sign Out” link at the top of the page and log out.

B) Check Out and Check In a Budget as Preparer

1. Log in to EPM.

2. Navigate to Budgeting > Budgeting Work Item Details.

3. Enter Business Unit 00700 and click on the Search button.

4. Select your model as a Preparer.

5. From the Budget Work Item Details page, select Version 1 on the first Budget Center.

6. Check out the Line Item Budgeting Activity.

7. Return to the Budget Work Item Version Details (use the link at the bottom of the page).

8. Check in the Line Item Budgeting Activity.

9. Return to the Budget Work Item Details (again use the link at the bottom of the page).
C) Check Out and Check In a Budget as Reviewer

1. Navigate to Budgeting > Budgeting Work Items.

2. Enter Business Unit 00700 and click on the Search button.

3. Select your model as a Reviewer.

4. From the Budget Work Items page, select 2009 Budget, the + sign to expand.

5. Click on the link for the first division.

6. In the grid below, choose the 7-digit budget center, then choose version 1.

7. Check out the Line Item Budgeting Activity.

8. Return to the Budget Work Item Version Details (use the link at the bottom of the page).

9. Check in the Line Item Budgeting Activity.

10. Return to the Budget Work Items (again use the link at the bottom of the page). Do step 4 again.

11. In the grid, choose the 2-digit division.  Note the difference when you choose the 2-digit and the 7-digit.

D) Check Out and Transfer to an Activity
1. Navigate to Budgeting >Budgeting Work Item Details
2. Enter Business Unit 00700 and click on the Search button.

3. Select your model as a Preparer.

4. From the Budget Work Item Details page, select Version 1 on the first Budget Center.

5. Check out the Line Item Budgeting Activity.

6. Sign out of PeopleSoft Budgets (do not close the window).

7. Sign back into PeopleSoft Budgets.

8. Navigate to Budgeting > Budgeting Work Item Details.

9. Enter Business Unit 00700 and click on the Search button.

10. Select your model as a Preparer.

11. On the Budget Work Item Details page, use the check out options to Transfer back into the Line Item Activity.

12. Return to the Budget Work Item Details page.

13. Check in the Line Item Budgeting Activity.

E) Copy a Budget Center Version
1. Navigate to Budgeting > Budgeting Work Item Details.

2. Enter Business Unit 00700 and click on the Search button.

3. Select your model as a Preparer.

4. Use the Copy link on the first budget center to copy Version 1 to a Master Version.

F) Edit a Filled Position
1. Navigate to Budgeting > Budgeting Work Item Details.

2. Enter Business Unit 00700 and click on the Search button.

3. Select your model as a Preparer.

4. From the Budget Work Item Details page, select Version 1 on the first Budget Center.

5. Check out the Position Budgeting Activity

6. From the Position Budgeting Menu, select the option to Edit a Position and click on Go.

7. On the Position Search page, leave all search fields blank to list all positions.

8. Click on position 00700016 (or any other that is filled).

9. On the Position Data page, click on the Job History link to find the employee’s Job History.

10. Click on the Details tab on the Employee Job History page and then click on the salary amount.

11. On the Salary Distribution page change the salary amount to $40,000 (or any other) and distribute the amount over two departments as follows:

12. Line 1:  75% to Department 6000001, Class 19901 and Budget Ref 09.

13. Line 2:  25% to Department 6000002, Class 19901 and Budget Ref 09.

14. Click on the link to go to the Earnings/Allowances page, and add a line for Comp Time Paid (CTP) with an amount of $1,500.  Use Account 511110.  You may have to add a line for longevity (LON) and/or delete the lines with codes RBA and BEA.

15. Click on the Distribution button for one of the lines, and apply the salary distributions to Longevity and Comp Time Paid and Save.

16. Click on the Benefits link and then click on the Distribution button to go and apply the salary distributions to the Benefits lines and Save.  If desired, you may update the health benefits line and/or either of the other two lines.  Your model is set up with a default for all positions.

17. Click on the Tax link and then click on the Distribution button to go and apply the salary distributions to the Tax lines and Save.

18. Go back to the Position Budgeting Menu.
G) Add a New Position
1. From the Position Budgeting Menu, select the option to Add a Position and click on Go.

2. Fill in the Position Data fields (use a classified job code).  Make sure you enter a description.

3. Go to the Salary Distribution page.

4. Verify/enter the Distribution chartfield values and salary amount.

5. Go to the Earnings/Allowance page.

6. Verify/enter the Distribution chartfield values and amounts for each line.

7. Go to the Benefits page.

8. Verify/enter the Distribution chartfield values and amounts for each line.

9. Go to the Tax Rate page.

10. Verify/enter the Distribution chartfield values amounts for each line.

H) Copy a Position and Exclude a Position
1. From the Position Budgeting Menu, select the option to Copy Positions and click on Go.

2. Fill in the Position Copy fields to create two new positions.  Use July 1, 2008 as the effective date and copy from any existing position.

3. Return to the Position Search page.

4. Click on the Find button to show the list of Positions.

5. Select the first copied position and change the number of FTE’s to 3.

6. Return to the Position Search page.

7. Select and change the second copied position so that it is excluded from the budget.

8. Return to the Position Search page, check the Show Excluded Positions checkbox and click on Find to refresh the list of Positions.  (The excluded position should show with zero budget impact.)
I) Adjust Employee Salaries
1. From the Position Budgeting Menu, select the option to adjust employee salaries by Job Code.

2. On the Salary Adjustment page, enter an As of Date of July 1, 2008 and enter Job Code 4903 (Administrative Officer).  Find the employees that match the criteria.

3. Select all employees and adjust the employee salaries by $700.

4. Use the Refresh button to see the effect of the adjustment and if satisfied then Execute the Adjustment.
J) Create a Private View for Line Item Budgets
1. Navigate to Budgeting > Budgeting Work Item Details
2. Enter Business Unit 00700 and click on the Search button.

3. Select your model as a Preparer.

4. From the budget Work Items Detail page, select the first budget center and checkout the Version 1 Line Item Budgeting Activity.

5. Click on the link Create a New Private View.

6. Use your first name as the View Name.

7. On the next page, enter the view description.

8. On the Row Display Filter tab, check the option to show Account Description and remove the checkmark for showing Department.

9. On the Row Display Options tab, check the options to show Method Amount, Adjustment Amount, and Total Amount.

10. On the Column Display Options tab, check the options to show Prior Year and Year to Date Actuals.

11. Save the new view and return to the Line Item search page.

12. Make sure your new private view is selected and go to Line Item Details.

13. Look at the History tab to see the prior and year to date actuals.

14. Return to the Line Item Search page.

15. Change your private view to remove the options for Adjustment Amount and Total Amount (on the Row Display Options tab).

16. Save the changed View and return to the Line Item Search page.

17. Go to Line Item Details to see your changes.
K) Enter Line Item Budget Amounts
1. Go to the Line Item Details page and make sure you are on the Account Summary tab.

2. Expand the ChartField Values area.

3. Click on the “Filter ChartField Values” tab.

4. Enter an account value range of 511000 to 513320.
5. Click on the Refresh Dimensions button.
6. For the first line item, use the Periods 1 – 4 tab to enter $1,000 for each period.

7. Click on Save and return to the Amount Summary tab.

8. For the second line item, click on the line item amount link and enter $3,000 into all periods.

9. Click on Save and return to Line Item Details.

10. For the third line item, use the hot key field to spread $20,000 over all periods.  Click on Save.  (Hint:  Use the Hot Keys Help link to find out how to format the hot key commands).

11. For the fourth line item, use the hot key field to repeat $800 in periods 1, 2 and 3.  Click on Save.  (Hint:  Use the Hot Keys Help link to find out how to format the hot key commands).

L) Enter Line Item Budget Amounts using Methods
1. Go to the Line Item Details page and make sure you are on the Account Summary tab.

2. Expand the ChartField Values area.

3. Click on the “Filter ChartField Values” tab.

4. Select the account range 530000 to 537310.

5. Click on the “Refresh Dimensions” button.

6. For the fifth line item, override the method id to Itemize (ITM) the budget values.

7. Add an Itemization line using the QTY*COST driver id and spread the total cost over all four periods.

8. On the sixth line item, override the method id to Annual Growth (ANN%).

9. Using the Year to Date Actuals as the base, use a weighted spread, and a growth rate of 5%.  Click on Save and return to the Line Items Details page.

10. Go back to the first line item and override the method to zero out the line item amount (METH=0 or BASBUD).  Click on Save.
M) Change Line Item Budgets using the Adjustment Column
1. Go to the Line Item Details page and make sure you are on the Amount Summary tab.

2. Expand the ChartField Values area.

3. Click on the “Filter ChartField Values” tab.

4. Select the account range 532000 to 532190.

5. Click on the “Refresh Dimensions” button.

6. On the second line item, click on the amount field.

7. Use the Adjustment spread fields to spread $2,000 evenly over all periods.

8. Save the adjustment.

9. Enter another adjustment for $600 in period 1 and 2.

10. Save the adjustment.

11. Click on the link next to the Adjustment column to view the adjustment history.

12. Return to the Line Item Details.

13. NOTE:  If the adjustment amount is not shown on the Line Item Details page then change your private view to show the Adjustments line and the Total Line for each line item.
N) Add a new Line Item Entry for Revenue Estimates
1. From the Line Items Details page, click on the Add Budget Entry link.

2. Enter the chartfield values for the new entry (use any combination of chartfields for which no line items already exist in the budget center or you may choose to use the account code 631100 – Appropriated Transfers In).

3. After returning to the Line Item Details page, click on the 0 amount link of the new line item.

4. Manually add 500 to each budget period (could also use the AMTPER method spread fields to save time).

5. Save and return to the Line Item Details page.

O) Add a new Line Item Entry to estimate Operational Expenditures during FY for Prior Year Obligations (for Estimate of Income report)
1. From the Line Items Details page, click on the Add Budget Entry link.

2. Enter the revenue chartfield values for the new entry.  Use account 499700 and Budget Reference 09.

3. After returning to the Line Item Details page, click on the 0 amount link of the new line item.

4. Manually subtract 400 from the first budget period.

5. Save and return to the Line Item Details page.
P) Add a NOTE to a Line Item
1. On the first line item, click on the NOTES icon at the far right of the line.

2. Create a public NOTE to say that this line item is no longer required.

3. Append the NOTE to the log.

4. Save and return to the Line Item Details.
Q) Customize the Line Item Details Grid
1. Click on the Customize icon on the Line Item Details grid.

2. Change Account to be in descending order.

3. Hide the Hold field.

4. Move the Amount field after the Budget Reference field.

5. Preview your changes.

6. Save and return to the Line Item Details.

7. Verify that the changes have been made in the Line Item details grid.
R) Run a Comparative Budget Analysis
1. From the PeopleSoft menu on the left-side, navigate to Budgeting >> Comparative Budget Analysis.

2. Fill in the run parameters to use your model and view by Account.

3. Once the report is displayed, add an optional view of Class.

4. Preview the report.

5. Close the report.  IMPORTANT:  When you run this inquiry, the BAM model is checked out – Therefore, you must click on the Close link in order to check in the model when you are finished reviewing the inquiry screen.
S) Run a Budget Period Analysis
1. From the PeopleSoft menu on the left-side, navigate to Budgeting >> Budget Period Analysis.

2. Fill in the run parameters to use your model and view by Budget Category.

3. Once the report is displayed, add the optional view by Class Funding.

4. Drag and drop the Class Funding to show Class within Budget Category instead of Budget Category within Class.

5. Preview the report.

6. Close the report.  IMPORTANT:  When you run this inquiry, the BAM model is checked out – Therefore, you must click on the Close link in order to check in the model when you are finished reviewing the inquiry screen.
T) Run a Position Budgeting Inquiry
1. From the PeopleSoft menu on the left-side, navigate to Budgeting >> Position Budgeting Inquiry.

2. Fill in the run parameters to use your model and view by Employee.

3. Once the report is displayed, show only the numbers for Budget Period 2009-1.

4. Preview the report.

5. Close the report.  IMPORTANT:  When you run this inquiry, the BAM model is checked out – Therefore, you must click on the Close link in order to check in the model when you are finished reviewing the inquiry screen.
U) Submit a Budget Center for Review
1. Navigate to Budgeting >> Budgeting Work Item Details.

2. Enter Business Unit 00700 and click on the Search button.

3. Select your model as a Preparer.

4. Select the first Budget Center in your model and check in any activities still checked out.

5. Click the Submit button next to Version 1.

6. Click on OK to confirm the Submit.

7. After the Status column has been changed to submitted, check out the Version 1 Line Item Activity (NOTE that you can only Check Out Read-Only).

8. Check in the Version 1 Line Item Activity.
V) Reject a Budget Center as a Reviewer
1. Navigate to Budget >> Budget Work Items.

2. Enter Business Unit 00700 and click on the Search button.

3. Select your model as a Reviewer.

4. Expand the Budget Center tree and click on the Roll-up Budget Center.

5. Find the Budget Center you submitted in the previous activity and click on the Reject button.

6. Click on OK to confirm the Reject.

7. Go back in the model (under Budget >> Budget Work Item Details) as a Preparer, and verify the status of the previously submitted Budget Center.
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