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Document History

Doc Rev Date Description

1.0 04/01/2005 Initial Document

11 05/18/2005 Revised to replace screen shots with Snaglt

12 07/20/2005 Revised to include additional user documentation

13 08/02/2005 Revised with comments from Budget Analysts

14 04/17/2006 Revised to include ‘Update Email Address’; add Chapter 8, Reports;

edit ‘Prior Year Expenditure in Current Year’, and ‘Position Distribution
Customization’

15 10/01/2007 Revised to update dates and features; include instructions on ‘Add
Budget Entry’ codes; include a flowchart of the budget cycle; include
the new reports library; and include a chapter on ‘Filing a Help Desk
Case'.

1.6 01/01/2008 Revised to add a chapter on Line Item Mass Adjustments (Chapter 10).
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Chapter 1: General Information and
Navigation

Contact Information

If you have questions related to budget input, contact your Office of State Finance (OSF) Budget
Analyst(s).

Cabinet / Agencies Budget Analyst Phone Number
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Security

You must have authorization to access and work with PeopleSoft 8.8 Budgeting functions. A
budget center is driven by a department throughout the budgeting application. Each user is
assigned a specific budget center(s) and budget role for budgeting:

Budget Preparer — responsible for preparing, modifying, and submitting a detailed line item
budget for their budget center(s)

Budget Reviewer — responsible for reviewing, analyzing, and approving the budget center’s
(department’s) budgets submitted by budget preparers

Agency Coordinator — a role that has access to run processes necessary for reporting purposes;
is a separate log-in username and password; additional training is needed for security access
within this role

Budget Coordinator — OSF is responsible for reviewing and approving agency budgets

e If you do not have access to the application or need access to a different budget center(s),
please contact your Budget Analyst. OSF Form 301BUD, Budget User ID Form must be
submitted, which can be found on the CORE Website:
http://www.ok.gov/OSF/CORE/Security/index.html

Accessing PeopleSoft 8.8 Budgeting
To access PeopleSoft 8.8 Budgeting, perform the following:
1. Click g on your desktop to launch the Internet browser.

2. Enter the following URL in the IP address box:
For Budgeting: http://www.ok.gov/OSF/CORE/Budget/index.html >> Budget

P124 Budget Manual Page 8 of 243
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PeopleSoft.

User ID: |TRAIND1 Select a Language:

P “'i English Espafiol
Dansk Deutsch
Sign In | Frangais Italiano
Frangais du Canada B ¥ &
To zettrace flags, click here Folski Fortugués
Mederlands Svenska
{3 S

Copyright @ 2002 PeoplaSoft, Inc.

All rights resenred. Copyrights to portions of
this sofhware may be cwned by others.
FeopleSoft Proprietany and Confidential.
FeoplaSoft and the PeopleSoft logo are
registered trademare of PeopleSoft, Inc.

3. Click the Favorites menu. Select Add to Favorites. Click .

4. Enter your User ID and Password. Click . The home page displays.

NOTE: User IDs and passwords are case sensitive.

P124 Budget Manual
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Changing Your Password

When you are granted system access, you are assigned a User ID and a password. This password
is used to access the system for the first time only. After your initial sign-on, you are prompted to
change your password. Follow the steps below to change your password:

1. Click the Change My Password link. The Change Password page displays.

[+ Ny Fawvorites
[ Budgeting
[ Tree Manager

[» Reporting

— My Systemn Profile
— My Dictionary

&hange Password

User ID: SOOMERTO

Description:  Test Preparer

*Current Passwaord: |

*Mew Password: I

*Conhirm Password: |

Change Password I

2. Enter the following:

Current Password Note: Passwords cannot contain special characters ($, %, etc.)
New_Password or spaces. Do not copy and paste the new password to the
Confirm Password Confirm Password field.

3. Click Change Passward | o, password has been changed for the next time that you sign in.
It is recommended that you sign out and sign back in with your new password.

P124 Budget Manual Page 10 of 243
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Budgeting Home Page

The Budgeting Home Page is a central place where you can access pages for Budget Preparation as
well as Budget Analysis and My Profile.

Home

PaopleSoft.
(Menu 8|

Mew Window | g,

Search:
®
[+ hly Favorites Budgeting Home
=~ Budgeting =
S Budgating Homa Budgeting Home Page - Test Preparer

— Budget Wark [tem Details
— Budget Wark ltems - ) N
N Perform budgeting work, including line-item
— Comparative Budoet ) " ; )
analvsis budgeting, position budgeting, asset budgeting,
_ Sulslizls . mazs adjiustments, and budaet allocations.
Buduet \;_fersmn “iew budgeting guidelines.
Comparison
— Budget Period Analysis

— Position Budaeting Inguiry Profile
[> Tree Manager Access options specific to users such as emsil

[ Reporing Tools and operator defaults.
[» PeopleToaols

— Change by Password
— hiy Personalizations
— hity Systern Profile

— hity Dictionary

Budget Analysis
Perform analysiz on prepared budgets. Yiew,
dowvnload, and run reports.

Buiiet Preparation

PeopleSoft Navigation

The pages to perform line item budgeting, position budgeting, and analysis are located under the
Budget Work Item Details menu. This is your “home page” where you access the pages to
enter your budget information.

1. Click Budgeting to expand and display budget menu options.

Search:

[
Budgeting

er
[ Reporting Tools
[ PeopleTools
— Change My Passward

— My Personalizations
— My Systemn Profile

— My Dictionary

P124 Budget Manual Page 11 of 243
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2. Click Budget Work Item Details.

L

Search: Note: To minimize the menu and enlarge your working

. L. . 3
area, click E To maximize, click .

[ My Favarites
Note: The [* denotes a collapsed section that can be

expanded by clicking on the [+

— Budget Wark Item Details

=T Ark

— comparative Budget
Analysis

— Budget Version
Comparison

— Budget Period Analysis

— Position Budgeting Inguiry

— Asset Budaeting Inguiry

[ Tree Manager

[ Reporing Tools

[ PeopleTools

— Change My Password

— My Personalizations

— My Systemn Profile

— My Dictionary

If you get lost at any time during your budget input, click the Budget Work Item Details link on
the menu to return to your “home page”.

Standard Features

PeopleSoft uses standard Windows functionality. Some of the basic features are highlighted below.

|User|D j Drop down box displays available options

| Search | Begins a search

Q To look up a predefined list of values

| Laakup | Begin a lookup based on search parameters

B szve) Save button is usually found in the lower left of the page.
NOTE: You may need to scroll down on a page to access this
button.

P124 Budget Manual Page 12 of 243
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View

SRerieR Taleiet Explorer

Favortes. Tools:

Help

Q- ¢ 2] ] s ormen )

e

PeopleSoft.

Search:

®

[> lly Favorites
I Budgeting
— Budaeting Home

— Budget Work Item Details

— Comparative Budget
Analysis
— Budget Version
Comparisan
— Budget Period Analysis
— Position Budoeting Inguiry
— Asset Budgeting Inguiry
[> Tree Manager
[> Reporting Tools
[- PeopleTools
— Change Wy Password
— My Persaonalizations
— Wy System Profile
— My Dictionary

Do not use the Back button to igat

Add to Favorites

Sign out

This results in the loss of data.

Line Item Details

Goto:  Line ltem Search Line ltem Details

Business Unit:

Budgeting Model ID:  BUD_007_FY03

00700 OK Capitel Comp & Centen’l Com

New Windaw | Help | E, =

Budget Phase ID: Phase
Budget Center: 6000001 General Operations
Ledger Hame: 2008 Budget Scenario:  ORIGINAL
Version: kil Version 1
» ChartField Values le—___|These are expandable
sections
~ Line Item Toolbar — =
View Cptions Comparative Budget Analvsis
Planning Target Budget Version Comparisen
Add Budoet Entry Budqget Period Analvsis
Validgate ChariFields | Howan | HotkeisHsio \-
Amount Summary Pericdzs 1 -8 Periode 7-12 History
Account Class Field Budget Reference  Amount Type Default  Method ID Hot Keys

Ok Cap Complex & Cent l—_[
[# 499700 PY Exp in Current FY 23000 CommERd 08 Method BASBUD i
e Ok Cap Complex & Cent
[ agg7oo PY Exp in Current FY 23000 Comm Fnd 08 Adjustment
& 499700 PY Exp in Current FY 23000 {xCay Complecicento, Total

Comm Fnd
® 511110 Sals-Regular Pay 19801 GRF-DUTIES 08 Method POSBUD POSBUD
& 511110 Sals-Regular Pay 19801 GRF-DUTIES 08 Adjustment
# 511110 Sals-Regular Pay 19801 GRF-DUTIEE 08 Total
—a | nnneyite Pav-Stata =

< : |

e |
FT L] (e,
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Logging Out
When you have completed your input and have checked your budget center in, make sure that you
sign out of PeopleSoft. DO NOT CLICK 2] TO EXIT PEOPLESOFT!

1. To sign out, click sianout , located in the upper right corner of the page.

R ER Veu ol ok Heb La

Q-0 =) & 3] s @) 2 e I

Addl'ESS Ifﬂ Ptp://webdev oklaosf state ok us:7067/pep/epaa/EMPLOYEE/EPM/h/ #ab=DEFALLT

PeopleSoft.

| @& |Links”

Add to Favories

Menu &
Search:

[* Wy Favorites

[» Budgeting

[* Tree Manager

[ Reporting Tools

[ PeopleTools

— Change My Password
- Iy Personalizations
- My System Profile

- iy Dictionary

™ BeopleSoft

NOTE: PeopleSoft automatically logs you out of the Production system if there has been no activity
for 60 minutes (20 minutes in training). However, if you have a budget checked out when the
system times you out, the budget is still considered checked out. You will need to log back in
and check in your budget.

P124 Budget Manual Page 14 of 243
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Updating User E-mail Address

This workflow feature enables an email while you are working with budget versions on the Budget
Work Items or Budget Work Item Details pages. It is a feature in addition to the PeopleSoft
Budgeting features that enables you to automatically generate email when milestone events occur

within a budgeting cycle.
e Log into the Budget module

e Click the “My System Profile” hyperlink on the main menu

Search:

| @

[ My Favorites

[- Budgeting

[* Tree Manager

[ Reporting Tools

[ PeopleTools

— Change My Password
— '.'1‘1"

Wy System Profile

e Click the “Edit Email Addresses” hyperlink on the General Profile Information page

P124 Budget Manual Page 15 of 243
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General Profile Information

Test Preparer

Change password
Change or set up forgotten password help

My preferred language for PIA web pages is: English

My preferred language for reports and email is: IEninsh vl
Currency Code: I &}
Default Mobile Page: | Q,

dit Email Addresse

If you will b= temperarily unavailable, you can select an alternats user to receive your routings.

Alternate User ID: | Q,
From Date: | El (example:12/31/2000)
To Date: | El (example:12/31/2000)

Workflow Attributes

¥ Email User ¥ Worklist User

Miscellaneous User Links

B Sawel

e Review the email address and change as needed.
o If no changes are needed, press the “Cancel” button

o If changes are made, press the “OK” button

Email Addresses
Choose the email type from the drop-down box

UserD: LSERID

Customnize | Find | View All | 88 First [ 4 or 1 [ Last

Primary Email
Account

¥ | j |ynuremailaddress@ynuragencyaddreaafnrmat [=]

Email Type Email Address

The screen will return to the General Profile Information page. Be sure to save your changes.

B Save |

NOTE: The CORE office provides the initial email address setup. Users are expected to
maintain their own profile system information.

P124 Budget Manual Page 16 of 243
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Definition of Budget Terms

Some Agencies will budget by month and most by quarters. PeopleSoft provides both 12 monthly
budget periods and 4 quarterly budget periods, for example, 2009-1, 2009-2, 2009-3, etc. State
of Oklahoma'’s fiscal year begins in July, so 2009-1 equals July 2008; 2009-12 equals June 2009.

Prior Year Actuals = actuals for the prior fiscal year
Year to Date Actuals = year to date actuals for the current fiscal year
Current Year Budget = budget for the current fiscal year

PeopleSoft General Ledger defines journal entries by using a combination of GL Business Unit,
Account, Department, Class Fund, Budget Reference, Ledger, Fiscal Year, Period and Currency
Code and Scenario. Ledgers define whether data represents Actual, Budgets or Forecast data.
The budget input will go to the GL in the BUDGETS Ledger. The original budget will be defined by
the Scenario column with the value of ORIGINAL and revised budgets will have their own REVISED
scenario (i.e. Revision 1). (Each agency’s budget activities drive the number of revisions for the
Scenario field.)

GLBU | Ledger | *Account | Department | Class | Budget Scenario | **Period | Fiscal | Currency
Fund | Reference Year

* NOTE — Some agencies will budget at the Account Summary level or the Account Detail level.

** NOTE — Some agencies will budget by a Monthly period or Quarterly period.

The initial budget distribution rows will be driven by the Actuals data. Any changes to the
distribution or additional distribution rows in Position Budgeting will require the Model
Recalculation Process be run so the new chartfield strings will be populated to line-item
budgets. An agency employee will need “Agency Coordinator” access to run this process, or the
agency can request an OSF analyst to run the process. (Agency Coordinator access is given after
taking a separate training class).

What are Budgeting Activities?

In PeopleSoft Budgeting, budget preparers are responsible for preparing, modifying, and
submitting a detailed line-item budget for their respective budget centers (departments). State of
Oklahoma is utilizing only two budget activities: Line Item Budgeting and Position Budgeting.
Line Item budgeting is used for budgeting expenses for the new budget year. Position Budgeting
is used for budgeting positions for the new budget year.

Budget preparers start with a base budget that is based upon the budget numbers from the prior
year. The user will enter or update expenses for specific accounts that are direct user input
(travel, training, supplies, etc.). The other expenses, such as salaries and benefits, are
automatically calculated from Position Budgeting, if the agency is using Position Budgeting.

The sum of the line items for all budget centers makes up your organization’s budget.

P124 Budget Manual Page 17 of 243
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To access a budget, you must “check out” an activity for your budget center (State of Oklahoma
has budget center = department). A user can only check out one budget center at a time. A
budget center can only be checked out by one user at a time. Other users who want access to the
same activity for the budget version you checked out can view the budget in read-only mode.

When you have finished working on the budget, you must “check in” the budget version.

NOTE — First work in the Position Budgeting activity and then go to the Line Item Budgeting
activity. This will allow for edits to position budgeting pages to appear in the line item budgeting
pages. Once the position budget numbers are in line items they can also be changed using Line
Item Adjustments.

1. Click = Search |

Budget Work Item Details
Enter any information you have and click Search. Leave fields blank for a list of all values.

j Find an Existing Value

Role Hame: |hegins with j|

Business Unit; |hegins with j|

Budgeting Model ID:| hegins with j |

L2 0 00

Ledger Hame; |hegi|15 with j|

@, Clear | Basic Search Save Search Criteria

NOTE: For training only — if the search results list displays more than one role, select the
Preparer role from the list.

NOTE — There will be opportunities to transfer from Position Budgeting pages to Line Item
Budgeting pages. You need to check in the Position Budget before it will show up in the Line Item
Budgeting pages. As a rule of thumb, if you’re making changes make sure you save and check in
before moving between Position Budgeting and Line Item Budgeting pages.
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2. The Budget Work Item Details search page displays and lists the budget models and ledgers
to which the user has access. Select the BD_FY09 TRN## Budgeting Model ID from the
Search Results (where the ## will be the number you have been assigned in training class;
e.g. 01, 02, etc.).

Search Results

Freparer 00700 BD FYOOETEMO1Y 2009 Budget

3. The Budget Work Item Details page displays the Budgeting Model’s Budget Center Versions.

Budget Work Item Details

Role Mame: Freparer

Business Unit; Q0700 OK Capitol Comp & Centen’l Com
Budgeting Model ID:  BD_FY09 _TRMN##
Description:

Ledger Hame: 2008 Budget

To view or change a budgst, 2elect Budget Center. To copy a budget verzion, click Copy. To 2ubmit the

completed budget for approval, click Submit.

Budget Work ltem Details Customnize | Find | View All | B First [] 1.8 ars [ L ast
Budaet Center Description Version Status Email Scenario
6000001 General Cperations Base #  Open O Submit | Copy  ORIGIMAL
G000001 General Cperations 1 Open O Submit | Copy  ORIGIMAL
- 5 General Ops Data . :

& L | apy !
6000002 frzees Base Cpen o Lkmit Copy  ORIGIMAL
- - General Ops Data : ) T

W+ = | apy GIMA
G000002 Processing 1 Open o Lkrmit Copy  ORIGIMAL
9000001 Land Rush Monument Base # Open O Sukmit | Copy  ORIGIMAL
9000001 Land Rush Monument 1 #  Open O Submit | Copy  ORIGIMAL
9200001 Childrens Wellness Facility Base ¥ Open L Sukmit | Copy  ORIGIMAL
9200001 Childrens Wellness Facility 1 ¥  COpen Lo Submit | Copy  ORIGIMAL
£L Return to Search
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The following explains the information on this page:
Column Explanation

Budget Center | The budget center code that is assigned to the user for budget
input. Department is the budget center for State of Oklahoma.

Description Budget Center name.

Version Versions are like electronic scratch pads for the budget. They are
used for data manipulation and comparison. Each budget center
can have up to 3 working versions. Choose one version to submit
as your final budget. The submitted budget will be copied to the
Master version. Master versions can be created using the Copy
feature if the user is not ready to submit for approval. The Base
and Master versions are read-only. The Base Version will not be
used for input. It displays in read-only mode. The Base Version is
simply a skeletal view of what the budget looks like before the user
inputs any amounts. For State of Oklahoma, this is zero (0).

Status Current status of the budget work item.

Open: Budget version is open and available to be worked on and
has not been submitted.

Submitted: Budget version at the Preparer level is submitted and
ready for Reviewer action. All versions at the Preparer level are
locked and cannot be modified.

Rejected: Submitted version is rejected at the Reviewer level. All
versions at the Preparer level are unlocked and in Rejected status
and allow update.

Approved: Submitted version is approved at the Reviewer level.

Complete: A budget plan at the Coordinator level defined for the
budgeting model is approved and completed.

Not Ready: (Available only to Reviewers). The budget version is
not available because not all of the budget versions at the Preparer
levels are submitted. Once all Preparers have submitted their
budgets, the status changes to Open.

Submit Click this button when ready to submit a version for review.
Individual versions that have been submitted at the Preparer level
have a Submitted status.

Copy Use this link to copy one version to another (See ‘Using the Copy
link’ following).

Scenario PeopleSoft ChartField used to identify different assumptions or
types of budget information. The user cannot edit this value.
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When the user clicks on the Version 1 for a Budget Center, the user goes to the Budget Work
Item Version Details page where the budget can be “checked out”.

Budget Work Item Details
Budget Work Item Version Details

Business Unit: 00700 OK Capitel Comp & Centen’l Com
Budgeting Model ID:  BD_FVYO9_TREM&##

Budget Center: 6000001 General Operations
Ledger Hame: 2009 Budget

Scenario: ORIGIMNAL

Status: Cpen

Version: 1 Yersion 1

To access the pages for a budget activity, select an Action from the drop-down box and click Go. If an activity is checked out, 2elect an Action
to check in an activity and click Go to return the budget data to the databaze.

Budget Activities

Activity Budaget Status Select Check Out Option
Line ltem Budgeting Budget is available | =l o
Position Budgeting Budget is availakle |Check Cut Budget “v_! ﬂ

Return to: Budget Work tem Details

Check out/Check in Options

Option Explanation

Check Out Budget The system retrieves the budget data from the budgeting model
needed to perform the activity.

Check Out Read-Only | The user can view budget data as read-only, but cannot modify
Budget budget data.

Check In Budget The system returns the updated budget data to the budgeting
model that was used to perform the activity.

Check In Read-Only Check in a budget activity that has been previously checked out in
Budget read-only access.

Transfer to Activity Enables the user to access a budgeting activity that is currently
checked out.
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Using the Copy link

The user can use the Copy link to copy budget data from one version to another.
the user wants to increase salary and wages by 10% but does not want to input the entire budget
data again, the copy link allows the user to copy what has been entered and apply the new
percentage amount to view this situation. However, the user cannot have more than three working
versions for a budget center level at one time. If three working versions already exist or if the user
selects to copy to a working version that already exists, the system copies over the selected

For example, if

version. The application cannot copy working versions from one budget center to another.

To copy one version to another:

1. Select the Copy link next to the version desired to be copied on the Budget Work Item

Details page.

Budget Work Item Details

Role Hame:

Business Unit:

FPreparer

00700 QK Capitol Comp & Centen’l Com

Budgeting Model 1D: BD_FvO9_TRM&&

Description:

Ledger Hame:

To wview or changs a budget, ®slect Budget Center. To copy a budgst werzsion, click Copy. To ubmit the

2002 Budget

completed budget for approwal, click Submit.

First El 1-8 of 8 El L

Budget Work em Details

Budget Center

Description

S000001
S5000001
5000002
S000002
9000001
9000001
9200001
9200001

General Operations
Seneral Cperations

General Ops Data
Frocessing

Seneral Cps Data
Processing

Land Rush Monument

Land Rush Monument

Zhildrens Wellness Facility

Childrens Wellness Facility

£4 Return to Search I

2. The Copy Budget Version page displays. In the
(Master, Version 1, Version 2 or Version 3) and enter a Description in the description field (i.e.
‘Master Version’ or ‘10% Decrease’).
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Base
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Base

[
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1

448 % 4 48

Customize | Find | View All | i
Version

Status Email
Cpen Lo
Open o
Open T
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Cpen Lo
Open o
Open T
Open T
“To Version”

Scenario

0

el
[=]

] P ) },
(=] (=]

E
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CORIGIMAL

CORIGIMAL

ORIGIMAL

CRIGIMAL

CORIGIMAL

CORIGIMAL

ORIGIMAL
ORIGIMAL

field, select the New Version
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Eudget Weork Item Details:

Copy Budget Version

Business Unit: 00700
Budgeting Model 10 BD_FYO9_TRN##

Budget Center: G000001 General Operations
Ledger Hame: 2009 Budget
Version:
To Version: ilaster Version
Description:
QR | Cancel | Apply |
3. Click M The Budget Work Item Details page displays with the copied version in the

Budget Work Item details list.

Budget Work Iltem Details Customize | Find | View All | B First (4] 1.0 ora [ Last
Budget Center Description Version Status Email Scenario

G000001 General Cperations Base #  Open L Submit | Copy  ORIGIMNAL
6000001 General Cperations 1 ¥  Open o Submit | Copy  ORIGINAL
G000001 General Operatiocns @ «  Open LB Submit | Copy  ORIGIMAL
- - General Ops Data . )

bl w | Qi

G00000Z Processing Base Cpen o Submit Copy  ORIGIMAL

P124 Budget Manual Page 23 of 243

Revised: January 1, 2008



CORE Oklahoma

Chapter 2: Position Budgeting

General Information for Position Budget

Positions

Budgeting is driven by the positions in the HRMS system, but then changes can be made to the
data in Budgeting. Data added or edited in Budgeting does not affect actual data in the HR
system; however, it does integrate with the HR system for reporting purposes. Currently, there is
no budget-to-actual reporting, but CORE hopes to have this functionality in the near future.

When adding new positions in Position Budgeting, the position number will be driven by a prefix
“NP” for New Position and a sequential number following the prefix. Any new positions added in
Budgets will not be filled with an employee and will show as Vacant. In HRMS, the position
number is driven by the Agency.

Job Codes

Job codes will be Classified, Unclassified or Invalid. Positions are tied to Job Codes. If a job code
is associated to a Salary Grade and the position is unfilled then the midpoint of the grade will be
used for the salary. If the position is filled then the actual employee’s salary, as of the date of the
data export from HRMS to Budget, will be used.

Job Code Format Salary Plan Salary Grade
Classified e.g. A10A (Alpha- | Yes Yes

Numeric-
Numeric-Alpha)
Unclassified e.g. 2222 Yes No
(Numeric-
Numeric-
Numeric-
Numeric)
Invalid e.g. A299 Yes No
(Alpha-Numeric-
Numeric-
Numeric)

Employee Data

Budgeting uses employee data from the HRMS system.
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Checking Out the Position Budget

1. Click = Search |

Budget Work Item Details
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Role Hame: |hegins=.-n‘ithj|

Business Unit: |hegins=.-n‘ithj|

Budgeting Model ID:|hegins with j|

L2 e L L

Ledger Hame: |hegins=.-uithj|

@, Clear | Basic Search Save Search Criteria

NOTE: For training only — if the search results list displays more than one role, select the
Preparer role from the list.

2. The Budget Work Item Details search page displays and lists the budget models and ledgers
to which the user has access.

3. The Budget Work Item Details page displays the Budgeting Model’s Budget Center Versions.
Select the appropriate Version for the desired Budget Center by clicking on the Version link
or the Budget Center link.
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Budget Work Itemn Details

Role Hame: Preparer

Business Unit: 00700 OK Capitol Comp & Centen’l Com
Budgeting Model 10 BD_FYO9_TRMN#&##

Description:

Ledger Name: 20092 Budget
To wieww or change a budget, 2=lect Budget Center. To copy a budget werzion, click Copy. To =ubmit the
complsted budget for approwval, click Submit.

Budget Work Item Details Customize | Find | View All | First [4] 1.9 of 3 [*] L ast
Budget Center Description Version Status Email Scenario
General Cperations = <  Open Fe Submit I Copy ORIGIMNAL
General Operations = Open Fe Submit I Copy  ORIGIMAL
Seneral Cperations daster «  Jpen Fa Submit I cop ORIGIMNAL
6000002 Efj”;f;iﬁgs e Bass ¥ Open o submit | Copy ORIGINAL
£000002 S?oncir:;iﬁgs Data 1 « Open Lo Submit | Copy ORIGINAL
9000001 Land Rush Monument Base =  Jpen Fe Submit I Copy  ORIGIMAL
9000001 Land Rush Monument 1 <  Open Lo Submit I Copy ORIGIMNAL
8200001 Childrens Wellness Facility Base #  Open Fe Submit I Copy  ORIGIMAL
9200001 Childrens Wellness Facility 1 =  Qpen Fe Submit I cop ORIGIMAL

&4 Return to Search I

4. The Budget Work Item Version Details page displays. State of Oklahoma is utilizing only two
budget activities: Line Item Budgeting and Position Budgeting. Select Check Out
Budget under the Select Check Out Option column for Position Budgeting activity.
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Budget Werk ltem Details
Budget Work Item Version Details

Business Unit; 00700 CK Capitol Comp & Centen’l Com
Budgeting Model ID: BD_FY09_TRM&##

Budget Center: 5000001 General Operaticns
Ledger Hame: 2009 Budget

Scenario: ORIGIMNAL

Status: COpen

ersion: 1 Yersion 1

To access the pages for a budget activity, 2elect an Action from the drop-dewn box and click Go. If an activity iz checked out, =elect an Action
to check in an activity and click Go te return the budget data to the databaze.

Budget Activities
Activity Budget Status Select Check Qut Option
Line ltem Budgeting Budgetis available | j (&1} |
Faosition Budgeting Budgetis available Check Out Budge d Gl:u_!
Return to: Budget Waork ltermn Details @
. G0 | ... . .
5. Click . The Position Budgeting Menu page displays.
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Position Budgeting Menu

Add, copy, edit, or fill positions

Position: =] Ga

L}

Adjust Zalary, Benefit and Earning amounts by Union Code, Job Code, or Position

By Salary: | x| Go
By Earnings: | j [E]x]
By Benefits: | x| G

Access to Budget Analysis to query and dowwnload position-related budget data

Analysis: Position Buddgeting Analysis

Calc Position Distributions

Inguire on Human Rezources Setup Default

Inguire: | j Go

From the Position Budgeting Menu, the user can do any of the following:

1. Add, copy, or edit position (NOTE — Fill Position will not be used since all employees
coming over from HR will be assigned to a position.)

2. Adjust Salary, Earnings or Benefits

3. Look at Budget Analysis views for position data in an online report or download to excel

4. Copy Salary Distributions to Earnings, Benefits and Taxes using the Calc Position
Distributions link. This is done for the entire budget center.

5. Inquire on HR Setup Defaults which will not be used by Preparers & Reviewers.
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Editing a Filled Position

This page displays after you check out the budget for the position budgeting activity. Select Edit a
Position and click on Go.

Position Budgeting Menu

Add, copy, edit, or fill positions
Position: ( !Edita Faosition , G

Adjust Salary, Benefit and Earning amountz by Union Code, Job Code, or Position

By Salary: | -] Go
By Earnings: | d So
By Benefits: | d Go

Acceszs to Budget Analyziz to query and downlead pozition-related budget data

Analysis: Position Budgeting Analysis

Calc Position Distributions

Inguirg on Human Rezources Setup Default

Inguire: -~ Go

Return to: Budaget Work ltem Details  Lineg ltem Budgeting

This takes the user to the Position Search page. After clicking Find, the user will see a list of
positions for the budget center. Depending upon the desired display, the user can change the
search option from “Position” to “Job Code” or “Employee”. The user may also enter criteria
according to a specific Job Code, Position Code, Employee Number or Employee Name to narrow
down the search. (Union code is not used at the State of Oklahoma). Click on Find.
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Position Search

+ Budget Center

Search Criteria
Job Code; I Q ™ show Excluded Positions
Union Code: [ a Search Option: | Position -]

Position Number: I Q @'
Employee I I Q

Hame; |

Return to: Position Menu

We’'ll start with editing a position that is Filled (where there is an incumbent). Click on the Deputy
Director position.

Position Search Results
Empl Rec # Position Search Description Vacant —Eggzlfnc Budget Impact Budget Calc
1 0 00700001 Executive Director Yes usD 104,242 Include
2 0 00700002 Yes UsD 73,959 Include
3 0 00700004 Ma UsD §9,965 Include
4 0 00700007 Yes UsSD 98,799 Include
5 0 00700008 % ; Yes UsD 71,545 Include
] 0 00700016 Administrative Assistant Yes LsD 51,558 Include
7 0 00700017 Administrative Officer Yes LsD 13,146 Include
a8 0 00700018 Director of Finance Yes LsD 13,145 Include

This brings up the Position Data page. Look at the bottom under the Employee List to see
employees associated to this position. When there is an incumbent to a position, changes must be
made in the Job History page. If position has multiple FTEs then you may have more than 1
employee id. Check your row count to see how many employees are tied to a position. Click on

the Job History link.

NOTE:

It is important to go to Job History and to not use the Salary, Earnings, Benefits and Taxes links on
the Position Data page, under the header Distribution Defaults. These are called the Default
Position Data and are only used when no employee exists. Any information entered into the
Default Position Data will be ignored in the budget as the Employee information in Job History
takes precedence.
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Position Data

F Budget Center

Position Humber: Q0700007 | Exclude from Budget Calc
* Position Data Find | View All First [4] 1of1 [+ Last
*Effective Date: Im B Status: Active Reason: I— Q =
Description: |DeputyDireu:1|:|r Short Desc: I

*Job Code: [4102 1@ Deputy Director HR Department: 5000001

EulllPart Time: IFL|II—Time vI RegularTemporary: IReguIar vI
Standard Hours: | 000 Fre: [ 1.000000 Currency:  USD
Budget Factor; IW *Max Head Count; I_1 Union Code:; I_Q«
Spread ID: Spread Evenly

Salary Plan: I—Q Grade: I_Q Step: I_Q

Distribution Defaults

Do not use when
Salary Distribution  Earnings/Allowance Defaults  Benefits Defaults  Tax Default - 'Job History® link

exists!
Employee List Customize |Find | 8  First [4] 1 or 1 [¥] Last
EmpllD Empl Rec # Personal Hame JO T
100536 ]

Return to: Position Menu Paositicn Search

B save |

Position Data

Employee Job History (::(

Employee Info

Employee ID: 100536 Empl Rec # 0

Job History Customize | Find | BH

First El 10f1 El Last

General Detailz,
) \—'{ﬂective Employee ) - . .
Effective Date Sequence  Status Action Position Position Data Job Code Description
07012008 0 Active PAY 00700007 Deputy Directar 4102 Deputy Directar E|
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On the Employee Job History page, click on the Details tab.

Position Data
Employee Job History Cj
} Budget Center

Employee Info

Employee It 100536 Empl Rec # 0

customize |Find| 8 First (4] 4 o1 [ Last

General

Effective Date Seoucace Salary  Subject Earnings Gross Pay Allowance Benefits Tax OTP Currency FTE
07/04/2008 0 79,080 2.000 72,000 a 21.031 4274 ousp Job Detail  1.000000 [=

On the Employee Job History page click on the Salary link.

Pesition Data )

Salary Distribution ¢ {

Goto: Position Data Salary  EarningsiAllewance Benefits Tax Jobk Detail Job History

} Budget Center

Employee Information

Position Humber:007 00007
Employee 1D: 100526 EmplRec# 0

Effective Date: 07/01/2008 Effective Sequence: 0

Account: |51111D Q| gals-Regular Pay

Distribution Customize | Find | 2 First 4] 4 or 4 [M Last

Class Fielq ~ Budaet
Reference

1[ 100,00 70,000 [5000001|C,  [19901 |Q |02 Q .:
Total Salary: I 70,000

Total Salary Applied: 70,000

Percentage Amount Department

Amount Remaining: 0 UsD

Return to: Positicn Menu Positicn Search

=] S‘EEEJ rt Refresh

1 |Cl'i.ck Sfave after changezs havre been made.

2 |W]En Salary iz camplete, click to Earnings §f Allowame .
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Budget Reference with the respective percentages and the Total Salary Amount. If desired, the
user can split the distribution by inserting a row (i.e. 50%/50% or 75%/25%). Use the + button
to add a new row. Click on the Save pushbutton after updates are entered. Click on the
Earnings/Allowance link.

Position Data

Earnings/Allowance C
Goto: Position Data Zalary  Eamings/Allowance Benefits  Tax  Job Detail  Job History

Position Number:00700007

Employee ID: 100535 EmplRec# [
Effective Date:  07/01/2008 Effective Sequence: 0

Earmings/Allowance

% Salary Fixed Amount  Earnings Amount *Earning Code Add Gross One-Time pay *Account
1] | 2000 2000floN QA @ r [617210 | @ Distripution| (¥ [=]
Gross Salary: 70,000
Earnings (Added to Gross): 2,000
Allowance: 0
Total Earnings: 2000 UsD One Time Pay: 0

Returnto: Paosition Menu Pasition Search

B save | beefreshl

Validate and/or enter the % of Salary or Fixed Amount for the Earning Code(s) and Account. Click
on the Distribution pushbutton.

NOTE ON DISTRIBUTION:

There is an automated process ‘Calc Position Distribution’ that will enable the user to more quickly
and more efficiently populate the salary distribution for Earnings, Taxes, and Benefits. See page
75 of this user manual for more information.
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Position Data

Earnings/Allowance Distribution

Goto:  Position Data Zalary  Earningsisllowance Bepgfits  Tax Johk Detail  Jok History

Empiloyee Information

Position Number:00700007

Employee ID: 100536 EmplRec# 0

Effective Date:  07/01/2008 Effective Sequence: 0

Eamings/Allowance i First [ 4 or4 [H Last
Account; 311210 Longevity Pay-State Employees
Earning Code: Lo Longevity
Earnings Amount: 2,000
Earnings Applied:; 2,000
Apply Salary Distribution
Amount Remaining: 0 usD J
Distribution “
Percent Amount Department Class Field Budaget
- Refer
1 I 100.00 2,000 IEEIEIEIEIEH '] % %
Total Earnings: 2,000
Total Earnings Applied: 2,000
Amount Remaining: 0 usD
Return to: Paosition Menu Paosition Search
B Saye | % Refresh
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If the user wants to distribute the earnings to the same ChartFields as the salary distribution, click
“Apply Salary Distribution”. However, if a distribution is desired that is different than the salary
distribution, enter the Department, Class Field and Budget Reference distribution with the Percent
and Save. See the following screen-shot for an example of fields that have been completed.

Position Data

Earnings/Allowance Distribution

Goto: Position Data Zalary  Earnings/Allowance Benefits  Tax  Job Detail  Job History

F Budget Center

Employee Information

Position Number;00700007

Employee ID: 1005836 EmplRec# 0

Effective Date: 07/01/2008 Effective Sequence: 0

Eamings/Allowance ind First E 1 of 1 |I| Las
Account; 311210 Longevity Pay-State Employees
Earning Code: LOM Longevity
Earnings Amount: 2,000
Earnings Applied: 2,000
Amoumt Remaining: 0 LsD Apply Salary Distribution |
Distribution
Percent Amount Department ~ ClassField  ouddet

ence
1| 100.00 2,000 (5000001 1@ 2 (o9 Q [+ [-]

Total Earnings: 2,000
Total Earnings Applied: 2,000
Amount Remaining: 0 UsD

Returnto: Position Menu  Position Search

B save % Refresh

Clicking on ‘Apply Salary Distribution’ automatically populates the Class Field and Budget
Reference fields with the values that were input on the ‘Salary’ page.
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Click on the Benéefits link.
Position Data

Benefit Plan G

Goto: Position Data Zalary  Earmnings/Allowance Benefits Tax  Job Detail  Joh History
F Budget Center

Employee Information

Position Number:00700007

Employee | 100536

EmplRec# 0
Effective Date: 07/01/2008 Effective Sequence: 0
Benefits
% Salary Fixed Amount Benefits Amount *Plan Type *Account
1] | 10,991 10,991 | Benefit Program =] 12110 | @ Distribution | [¥] [=]
2| | 320 320 | SoonerSave =l 513280 |Q Distrihutinnl =]
3| 1350 | 9,720 | OPERS =l |513230 O\E@_LM =]
W
Gross Pay: 72,000
Total Benefits: 21,031 UsD

Return to: Position Menu  Paosition Search

B save % Refresh

Enter the Plan Type and Account with the respective % of Salary or Fixed Amount and click on any

of the available Distribution pushbuttons — clicking on one will expand all lines to the distribution
fields, as shown below.
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Position Data
Benefits Distribution

Goto: Position Data Zalary  Earnings/allowance Benefite  Tax  Job Detail  Job History

* Budget Center
Employee Information

Position Number:00700007

Employee 1D: 100536 Empl Rec# 0
Effective Date:  07/01/2008 Effective Sequence: 0

First E 1-3 of 3 |£| Last

Account: 512110 Insur.Prem-Hith-Life-State Pin
Plan Type: 01 Benefit Frogram

Benefits Amount: 10,991

Benefits Applied: 10,991

Apply Salary D|str||:1utmn

Amount Remaining: Is0
Distribution

Percent Amount Department ield R“fd Budaget
1| 100.00 10.991|EDDDDD1 o] |i : O\ + El

Account: 513280  StMatch-Ad Fee-State Annuity
Plan Type: 03 Soonersave

Benefits Amount: 320

Benefits Applied: 320

Apply Salary D|str||:1utmn

Amount Remaining: 150
Distribution

Percent Amount Department Class Field R:fd Budaget
1 | 100.00 320 IEEIEIEIEIEI‘I o'} @ ﬁ
Account; 913230  State Share CPERS
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Enter the Department, Class Field, Budget Reference and Percent or click on the Apply Salary
Distribution for each Plan Type and then click on Save. Click on the Tax link.

Position Data

Tax Rate ({ I:

Goto: Position Data Salary  Earnings/Allowance Benefits Tax Joh Detail  Job History
+ Budget Center

Employee Information

Position Humber:00700007

Employee I0: 100536 EmplRec# [
Effective Date:  07/01/2008 Effective Sequence: 0
Tax Defaults
S Salary W Fixed Amount Tax Amount *Tax Class *Account
1] 100/ 13.000] 130 [OASDIDisabiliy - ER 7] [513110 | @ | Distribution | [#] [=]
2| 1.45] | 1,044 [FICA Med Hospital Ins[z] [513120 | @ | Distribution | [#] [=]
3| 620 50000 3,100 [UnemploymentER 7] [512210 | @ | Distribution | [#] [=]
G
Gross Pay: 72,000
Total Tax: 4274 USD

Returnto: Position Menu  Position Search

B save % Refresh

For each unique Tax Class enter the % of Salary, Max Gross or Fixed Amount and the Account and

click on any of the available Distribution pushbuttons — clicking on one will expand all lines to the
distribution fields.
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Position Data

Tax Distribution (' n

Goto; Position Data Salary  Earnings/dllowance Benefits  Tax  Job Detail  Job History

* Budget Center
Employee Information

Position Number00700007

Employee ID; 100536 EmplRec# 0
Effective Date: 07/01/2008 Effective Sequence: 0

First E 1-30f 3 |E| Last

Account: 513110 State Share-FICA
Tax Class: E QASDIDisakility - ER
Tax Amount: 130

Tax Applied: 130

Apply Salary D|5tr|butmn
Amount Remaining: 1z0
Distribution
Percentage Amount Department Class Field Budaet

Re nce
1| 100.00 13EI|EIZIIIIIIIIIIIII1 Q 6

Account: 513120 State Share-MQFEFICA
Tax Class: Qi FICA Med Hospital Ins [ ER
Tax Amount: 1,088

Tax Applied: 1,098

Apply Salary D|5tr|bl_t|nn

Amount Remaining: 1z0
Distribution

Fielg Dudaet

Percentage Amount Department 5
1| 100.00 1.nga|annnnn1 & 5 ﬁq # [=]
For each Tax Class enter the Department, Class Field and Budget Reference with the respective

Percentage or click on the Apply Salary Distribution pushbutton and click on Save. Click on the
Job Detail link.
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Position Data
Employee Job Detail { |

Goto;  Position Data Salary  Earnings/Allowance Benefits Tax Job Detail  Job History

* Budget Center

Employee Info

Position Humber: 00700007

EmpliD: 100534 Empl Rec# O
Effective Date: 07/01/2008 Sequence: 0
Job Details

Employee Status:  Active *Action/Reason: |Pa-,-' Rt Chg =] IC21 Q

Job Code: I‘”':'E Q Union Code; I_Q\

FullPart Time:  [FUlFTime ] *Reg/Temp: | 'l -]
Standard Hours: I 40.00 FTE:
Salary Plan; Imox Grade; I_O\ Step:

Salary: | 70000 Lgsp | APRIGFTE |

— i

Return to: Paosition Menu  Pasition Search

B Save | LIpdate/Display | Carrect History

To change the FTE, enter the new value and click on the Apply FTE pushbutton and Save. Click
on the Job History link.
Position Data

Employee Job History Cj

Employee ID: 100536 Empl Rec # 0

Job History Customize |Find | 88  First [ 4 or4 [ Last

{ General | Detailz

Effective Employee

Effective Date Sequence  Status Action Position Position Data Job Code Description
070112008 0 Active PAY Qovooooy Deputy Director 4102 Deputy Director E|

The user can insert a new effective dated row to change salary mid year, change funding sources
and for transferring an employee to another department in the middle of the year. To navigate
back to Position Data, click on the Deputy Director in the Position Data Column.
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Position Data

L

r Budget Center

Position Mumber: Q0700007 ™ Exclude from Budget Calc

¥ Position Data Find | View All First [4] 1 of 1 (] Last
*Effective Date: IWE'J Status: Active Reason: I—O\ =]
Description: |DepL|ty'Directnr Short Desc: I

*Job Code: [4102 | @ Deputy Director HR Department: 5000001

Full/Part Time: |FU“-TimE -] Regular/Temporary: |Hegular N
Standard Hours: | 0.00 FTE: [ 1:000000 Currency:  USD
Budget Factor: I 1.00 *IMax Head Count: I 1 Union Code: I Q

Spread ID; Spread Evenly

B —
Salary Plan: I QL Grade: I_C{ Step: I_Cl

Distribution Defaults

Zalary Distribution Earnings/alowance Defaults  Benefits Defaults  Tax Default

Employee List Customize [Find | %8  First (4] 1 or 1 [¥] Last
EmpliD Empl Rec # Personal Hame Job History
100536 0 Jab Histary

Return to: Paosition Menu Paosition Search

B Save |

Click on Position Menu or Position Search to return to the Position Search or Position Menu.
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Editing an UnFilled Position

We’'ll now edit a position that is UnFilled (where there are no incumbents). Click on the Director of
Finance position. This brings up the Position Data page.

Posifion Search Results

Empl Rec # Position Search Description Vacant —“Eg[lfnc Budget Impact Budget Calc
1 0 00700001 Executive Director Yes LzD 104,242 Include
2 0 00700002 Administrative Officer Yes UsD 73,958 Include
3 0 00700004 Administrative Officer Mo UsD 69,965 Include
4 0 00700007 Deputy Director Yes LISD 98,799 Include
5 0 00700008 Administrative Officer Yes UsD 71,545 Include
] 000700016 Administrative Assistant Yes UsD 51,558 Include
7 acma Administrative Officer Yes UsD 13,146 Include
a Director of Finance Yes LzD 13,145 Include

0 00700018

Position Data

} Budget Center

Position Number: 0ovooo1a Il Exclude from Budget Calc

* Position Data Find | View All First [4] 1 0f 1 [ Last
“Effective Date:  |07/01/2008 [ status: Active Reason: I_Q =
Description: |Diren:1-:|r of Finance Short Desc: I

*Job Code: 5766 | QU Director of Finance HR Department: 5000001

FullPart Time: | Full-Time ] RegularTemporary: |[Regular =]
Standard Hours: I 0.00 FTE: |1-':”:”:”:”:'Ij Currency:  USD
Budget Factor: IW *Max Head Count: |_1 Union Code: I_O\
Spread ID: Spread Evenly

Salary Plan: I_Q Grade: I_Q Step: I_Q

Distribution Defaults

Salary Distribution Earnings/Alowance Defaults  Benefits Defaults  Tax Default

Return tt@asitian IMenu Paosition Search
B save |

Click on the Salary Distribution link.
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Position Data

Salary Distribution C::

Goto: Position Data Salary  Earnings/gllowance Benefits  Tax

* Budget Center

Employee Information

Position Number:00700018

Effective Date:  07/01/2008 Effective Sequence: 0

Salary
Account: |51111EI 2 Sals-Regular Pay
Distribution Customize | Find | & First (4] 4 051 [ L as
: Budget
Percentage Amount Department Class Field Reference
1| 100.00 55,000 {s000001Q,  [19901 |Q |09 Q =]
Total Salary: |
Total Salary Applied: 55,000
Amount Remaining: 0 usD

Return to: Position Menu  Pasition Search

B save | % Refresh

If the position has an unclassified job code, the salary amount will need to be entered. If the
position has a classified job code, the mid-range salary amount will be populated. Enter the
Account, Department, Class and Budget Reference Chartfields (and update the classified salary as
necessary). If the distribution is for one set of chartfield values, then enter 100% and the Total
Salary amount. If there needs to be another set of chartfield values for distribution, click on the

Insert Row button and enter the % and department, class and budget reference values.
NOTE — If costs are split between more than one department, the budget center in which the
change is made will be the owning department. Save the page. Click on the Earnings/Allowance
link. This brings up the Earnings/Allowance page.
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Position Data

Earnings/Allowance Distribution G

Goto:  Position Data  Salary  Earmnings/Allowance Benefits  Tax

* Budget Center

Employee Information

Position Number:00700018

Effective Date: 07/01/2008 Effective Sequence: 0

Eamings/Allowance i First [4] 1 of 1 [H Last
Account; 211210 Longevity Pay-State Employees
Earning Code: LM Langevity
Earnings Amount: 200
Earnings Applied: 200
Amount Remaining: T uso | Apply Salary Distribution |
Distribution
Percent Amount Department Class Field %r%tnce

1| 100.00 300 (5000001 Q [19901  |Q Jog Q =
Total Earnings: 200

Total Earnings Applied: 300

Amount Remaining: o usp

Return to: Position Menu  Pasition Search

B save | ™t Refresh

For an Earning Code, enter the fixed amount or % of Salary and the Account code. Click on the
Distribution pushbutton to define the remaining chartfield values.
If Earnings are to be distributed the same as Salary then click on the Apply Salary Distribution

pushbutton and click Save.
for the Earning Code.

Otherwise, enter the Department, Class Field and Budget Reference
If only one set of chartfield values are necessary, enter 100%. To distribute

across more than one set of chartfield values, insert another row and modify the % to reflect the

correct percentages for the chartfield values.
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Click on the Benéefits link.

This brings up the Benefit Plan page. The user can either accept the defaults or make changes to
the Plan Types with the respective Account and % of Salary or Fixed Amount and then click on the
Distribution pushbutton.

Position Data

Benefits Distribution { |

Goto: Position Data Salary  Earningsi/fllowance Benefits  Tax

F Budget Center

Employee Information

Position Humber:00700018
Effective Date:  07/01/2008 Effective Sequence: 0

First E 1-3 o0f 3 |E| Last

Account: 312110 Insur.Prem-HIith-Life-State Fin
Plan Type; 01 Benefit PFrogram

Benefits Amount: 10,281

Benefits Applied; 10,991

| #pply Salary Distribution |

Amount Remaining: 0 LsD
Distribution “
t

Percent Amaount Department Clgss Field

il
1| 100.00 1n.991|annnnn1 s | W s

Account: 513280  3tMatch-Ad Fee-State Annuity
Plan Type; 03 Soonersave

Benefits Amount: 320

Benefits Applied: 320

.i‘xppl'y'Salary'Distrihutinn_I

Amount Remaining: 0 LsD
Distribution “
t

Percent Amount Department udge

Class Fielg  Sudaet
R nce
1[ 100,00 320 [000001 | @ gld I a =

NOTE — All Benefits appear on the page. If Benefits are to be distributed the same as
Salaries, then click on the Apply Salary Distribution pushbutton and Save. Otherwise for
each Plan Type enter the Department, Class Field and Budget Reference and Percent and
click Save. Notice that the Class Field and Budget Reference values default in when you

§ click on the Apply Salary Distribution pushbutton.
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Click on the Tax link.
Position Data

Tax Distribution (
Goto: Position Data ZSalary  Earningsiéllowance Benefits  Tax

} Budget Center
Employee Information

Position Number:00700018

Effective Date: 07/01/2008 Effective Sequence: 0

First El 1-30f3 Last

Account: 513110 State Share-FICA
Tax Class: E OAZDIDisakility - ER
Tax Amount: 130

Tax Applied: 130

Apply Salary Dlstrlhutan

Amount Remaining: gD
Distribution

Percentage Amount Department  Class Field

&1
1| 100.00 13n|annunn1 Q w aQ,

Account: 513120 State Share-MQFEFICA
Tax Class: o FICA WMed Hospital Ins / ER
Tax Amount: 802

Tax Applied: 802

Apply Salary DIStthLIfIE'I'lJ

Amount Remaining: IsD
Distribution

Percentage Amount Department Field Budaget
1[ 100,00 s02 6000001 | Q é ﬁq [+ [=]
The user can either accept defaults or make changes for each Tax Class enter the % of Salary, Max
Gross or Fixed Amount along with the Account code and Save. Click on the Distribution
pushbutton.
If Tax Classes are to be distributed the same as Salary, then click on Apply Salary Distribution.
Otherwise for each Tax Class enter the Percentage and click Save. Notice that the Class Field and

Budget Reference values default.
Click on the Position Data link.
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* Budget Center

Position Number: 00700018 I Exclude from Budget Calc

~ Position Data Find | View Al First [*] 1 or 1 [*] Last
*Effective Date: IWIEJ Status: Active Reason: I—O\ &=
Description: |Directnraninan|:e Short Desc: I

*Job Code: |5?55 QU Director of Finance HR Department: 6000001
Full'Part Time: IFL|II—Time 'I ﬁr_lTempDrﬂrl_ll: IF:eguIar 'I
Standard Hours: I 0.00 FTE: Currency:  LUSD

Union Codle: I R

Budget Factor: I 1.00 *Max Head Count:
Spread ID: Spread Evenly

Salary Defaults
Salary Plan: I &, Grade: I_Q Step: I_Q

Distribution Defaults

Salary Distribution Eamings/alowance Defaults  Benefits Defaults  Tax Default

Return to: Paosition Menu Paosition Search

B Save |

To update FTE on an unfilled position, modify the FTE value under the Position Data values and

click on Save. Click on the Position Menu link.
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Adding a Position
This page displays after checking out the budget for the position budgeting activity.

1. Select Add a Position and click on Go.

Position Budgeting Menu

[ Add a Paosition
Adjustment

Adjust Salary, Benefit and Earning amountz by Unien Code, Job Code, or Position

Position Management

Add, copy, edit, or fill pozitionz

Position:

\?

By Salary: | Go
By Earnings: | o
By Benefits: | Go

Position Analysis
Access to Budget Analyziz to query and download position-related budget data

Analysis: Position Budgeting Analysis

Default Position Distributions

Calc Position Distributions

Inguire on Human Resources Setup Default

Inquire; | Go

Return to: Budget Work ltem Details  Line ltem Budgeting
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2. This brings up the Position Data page.
Position Data

} Budget Center

Position

Positipn Humber: DEFALLT " Exclude from Budget Calc
=

~ Position Data Find|ViewAll  First [] 1 051 [*] Last
T —

*Effective Date: I':'?J'U“EUU? Bl status: Active Reason: I Q =
Description: | Short Desc: I
=Job Code: I o) HR Department:

FulliPart Time: IF'-'”‘T“T'E :I" RegularTemporary: I *I
Standard Hours: I 0.00 FTE: I 1.0000000 cyrrency:
Budget Factor: I 1.00 Max Head Count: I 1 Union Code: I Q

Sprea Spread Evenly

Salary Plan: I Q Grade: I_O\ Step: I_Q

—.
Distribution Defaults

Zalary Distributicn  Earnings/Allowance Defaults Benefits Defaults  Tax Default

Returnto: Position Menu  Position Search

B an&l
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3. Enter values for the following fields under the Position Data section:

Effective Date,

Description, Short Description, Job Code, Full/Part Time, Regular/Temporary, Standard Hours, FTE,

Budget Factor, Max Head Count.

Job Code

Salary Defaults

Distribution Defaults

Classified Job Code is defined | Salary Plan and Salary Grade | Salary — Salary Amount,
by 4 characters Alpha- | will default in. Account and Department
Numeric-Numeric-Alpha (e.g. default in. Class Fund and
A10A) Budget Reference do not
default in.
Earnings/Allowance — Earnings
Code and Account default in.
Class Fund and Budget
Reference do not default in.
Benefits — Plan Types and
Accounts default in. Class
Fund and Budget Reference do
not default in.
TJax — Tax Classes and
Accounts default in. Class
Fund and Budget Reference do
not default in.
UnClassified Job Code is | Salary Plan defaults in but | Salary - Account and
defined by 4 characters | Salary Grade and Salary Step | Department default in. Salary
Numeric-Numeric-Numeric- do not default in. Amount, Class Fund and
Numeric (e.g. 1200) Budget Reference do not
default in.

Earnings/Allowance — Earnings
Code and Account default in.
Class Fund and Budget
Reference do not default in.
Benefits — Plan Types and
Accounts default in. Class
Fund and Budget Reference do
not default in.

4. Distribution Defaults must be added and/or verified for each of the following defaults:
Defaults, Earnings/Allowance Defaults, Benefits Defaults and Tax Default.

Distribution link.
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Position Data

Salary Distribution ¢:I

Goto: Position Data Salary  Earnings/Allowance Benefits  Tax

} Budget Center

Employee Information

Position NumberrP_10146

Effective Date; 07/01/2003 Effective Sequence: 0

Salary

Account: |51‘11‘1D Q) sals-Regular Pay

Customize | Find | & First (1] 1 o1 [ Last
Budget

ence
1| 100.00 33,308 Ennuumq i(i I Q. [# [=]

Percentage Amount Department Class Field

Total Salary: | ‘ 33-3':'3,

Total Salary Applied: 33,308

Amount Remaining: 0 uso

Returnto: Position Menu  Paosition Search

B save | % Refresh

In the example above, the job code was classified so the salary amount, account and department
have default values. The chartfield values Class Field and Budget Reference still need to be added.
Enter the values and Save.
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'ﬁosition Data
Salary Distribution

Goto: Position Data Salary  Earnings/Allowance Benefits Tax

F Budget Center

Employee Information

Position Number:MP_10029
Effective Date: 0411 3/2005 Effective Sequence: [
Salary

Account: |511EIIZIIZI L salary Expense

Distribution

First [4] 1of 1 [H] Last

. Budget
Percentage Amount Department Class Field Reference
1 | 100.00 0 |eoooom | Q| Q =
Total Salany. | 0
Total Salary Applied: 1]
Amount Remaining: 0 UsD

Returnto: Position Menu  Position Search

In the example above, the job code was unclassified so the salary amount does not default in but
the account and department do show default values. The Salary amount, Class Field and Budget
Reference will need to be entered. Click Save.

NOTE — In either examples above, if it is desired to distribute across more than one combination of

chartfield values, then the user needs to insert a row and modify the percentages and then Save.
5. Click on the Earnings/Allowance link.
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Position Data

Earnings/Allowance
Goto: Position Data Salary  Earnings/Allowance Benefits  Tax

Position Number:tF_10146
Effective Date:  (07/01/2008 Effective Sequence: [

Earnings/Allowance

% Salary Fixed Amwt Earnings Amount *Earning Code Add Gross One-Time pay *Account

1] | ( ’ [con aQ F r [E11210 | Q@ |Distribution| [#] [=]

Gross Salary: 33,308 db

Earnings (Added to Gross): a0
Allowance: ]
Total Earnings: o usD One Time Pay: 0

Returnto: Position Menu Position Search

B save | beefreshl

This example is for both a classified and unclassified job code. Earning codes and accounts can be
added or modified. Save the page then click on the Distribution pushbutton.

P124 Budget Manual Page 53 of 243
Revised: January 1, 2008



CORE Oklahoma

Position Data

Earnings/Allowance Distribution

Go o Position Data Salary  EarningsiAsllowance Benefits Tax

+ Budget Center

Employee Information
Position NumberrP_10146
Effective Date: 07012008 Effective Sequence: 0

1 of 1 [»] Last

Account: 511210 Longevity Pay-State Employees
Earning Code: L Longevity

Earnings Amount: i

Earnings Applied: u]

Apply Salary Distgibution I

Amount Remaining: ja] UsD
Fercent Amount Department Class Field
Refarence
1 o000 o [soooood Q @l Q Q =1
Total Earnings: n]
Total Earnings Applied: o
Amount Remaining: o wusD

Return to: Positicn Menu Position Search

B save I "bRefreshI

For each earning code and account combination, if the salary distribution is desired, click on the
Apply Salary Distribution. Otherwise, enter the remaining chartfield value distributions. The user
can also distribute across multiple combinations by inserting a row. Be sure to Save.

6. Click on the Benefits link.
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Position Data

Benefit Plan

Goto:  Position Data Zalary  Earningsidllowance Benefits  Tax

+ Budget Center
Employee Information

Position Number:rP_10146

Effective Date: 07:01/2008 Effective Sequence; 0

Benefits
% Salary  Fixed Amount Benefits Amount *Plan Type *Account
1] | 10,991 10,991 | Benefit Program Bl 512110 @ Distrihutinnl =
2| | 320 320 | SocnerSave =l [513280 | Distrihutinnl =
3| 1350 4,497 | OPERS Bl 513230 |Q Emﬂﬂl [=]
&
Gross Pay: 33,308
Total Benefits: 15,808 U=D

Returnto: Position Menu Pasition Search

This example is for both a classified and unclassified job code. Plan type(s) and account(s) can be
added or modified. Save and click on the Distribution pushbutton.
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Benefits Distribution

Go to: Fosition Data  Zalary  Earnings/Allowance Benefits Tax

F Budget Center
Employee Information

Position Humber:kP_10146

Effective Date: 07/01/2008 Effective Sequence: 0

Find First E‘ 1-2 of 3 E‘ Last

Account: 512110  Insur.Prem-Hith-Life-State Pin
Plan Type: o1 Benefit Frogram
Benefits Amount: 10,991
Benefits Applied: 10,991
Amount Remaining: © Ueo ApplyﬁalawDistrinutiunJ
Percent Amount Department Class Field %&I’IEE
1| 100.00 10,991 [so00001  |Q [19901 | oo ') [=]
Account: 513280 St.Match-Ad Fee-State Annuity
Plan Type: 03 Soonerzave
Benefits Amount; 220
Benefits Applied: 320
Amount Remaining: 0 USD Appl}.salawDismhmigu

For each plan type and account combination, if the salary distribution is desired, click on the Apply
Salary Distribution. Otherwise, enter the remaining chartfield value distributions. The user can
also distribute across multiple combinations by inserting a row. Be sure to Save.

7. Click on the Tax link.
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Position Data

Tax Rate

Goto: Position Data Zalary  Earninas/llowance Benefits Tax

* Budget Center

Employee Information
Position Number:rfP_10146

Effective Date:  07/01/2008 Effective Sequence: 0

Mw Fixed Amount Tax Amount *Tax Class *Account
1| 100 13000 130 [OASDIDIsability - ER |3 [513110 | @ | Distribution | [ [=]
2| 1.45] | 483 [FICA Ved Hospital Ins)z] [513120 | @ | Distribution | [ [=]
3| 620 50000 2,085 [UnemploymentER =] [512210 | Q MEL‘””LI =
&
Gross Pay; 33,308
Total Tax: 2678 USD

Return to: Position WMenu  Position Search

This example is for both a classified and unclassified job code. Tax class(es) and account(s) can
be added or modified. Save then click on the Distribution pushbutton.
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Position Data

Tax Distribution

Goto:  Position Data Salary Earninagsiéllowance Benefits Tax

* Budget Center
Employee Information

Position Number:P_10146

Effective Date: 07/01/2008 Effective Sequence: 0

First E 13 0f3 |E| Last

Account; 513110 State Share-FICA
Tax Class: E OASDIDisability - ER
Tax Amount; 130
Tax Applied:; 130
Apply Salary Distribution _I
Amount Remaining: UsD
Distribution
Percentage Amount Department Class Field Budaget

Ence
1| 100.00 13n|annnnm Q ? 09 ' G, =]

Account; 513120 State Share-MOFEFICA
Tax Class: 0 FICA Med Hospital Ins / ER
Tax Amount; 433
Tax Applied:; 433
Apply Salary D|str|but|n
Amount Remaining: JsD
Distribution

Percentage Amount Department 5 Field ﬂ%nce
1 I 100.00 4583 EEIIZIIZIIIIIII‘I ﬁ ﬁo\ [+ [=]
For each tax class and account combination, if the salary distribution is desired, click on the Apply

Salary Distribution. Otherwise, enter the remaining chartfield value distributions. The user can
also distribute across multiple combinations by inserting a row. Be sure to Save.
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Copying a Position

This page displays after checking out the budget for the position budgeting activity. Select Copy
Positions and click on Go.

Position Budgeting Menu

Adjustment
Adjust Salary, Benefit and Earning amountz by Union Code, Job Code, or Position
By Salary: | Go
By Earnings: | [}
By Benefits: | Go

Access to Budgst Analyzis to query and download position-related budget data

Analysis: Fosition Budgeting Analysis
Default Position Distributions

Calc Paosition Distributions

Inquire on Human Resources Setup Default

Inguire: I Ga

Return to:  Budoet Waork ltem Details  Ling ltem Budgeting

This brings up the Position Copy page. Enter the Effective Date, Number of Positions to Create,
Copy from Position and click on the Copy pushbutton. See the steps for Editing a Position for
instructions on modifying any of the data for these new positions.
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Position Copy

F Budget Center
Copy from Position

*Effective Date: 0770172003 Eﬂ *Humber of Positions to Create: I
*Copy From Position: | QL Copy |

Hew Positions Created: Custornize | Eind | First [4] 1 of 1 [¥] Last
Position Effective Date

Returnto: Position Menu  Position Search

Excluding a Position

Positions cannot be deleted in Position Budgeting, but they can be excluded from calculations in
Position Budgeting. This page displays after checking out the budget for the position budgeting
activity. Select Edit a Position and click on Go.

Position Budgeting Menu

Add, copy, edit, or fill pesitions
Position: Edit a Position Go

Adjust Salary, Benefit and Earning amounts by Union Code, Job Code, or Position

g

By Salary: | - Ga
By Earnings: | d Go
By Benefits: | o

Access to Budget Analysis to gquery and download position-related budget data

Analysis; Position Budgeting Analysis

Calc Position Distributions

Inguire on Human Resources Setup Default

Inquire; d Go
Return to: Budget Work Item Details  Line Item Budgeting
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Click on Find and select the position that is to be excluded. This takes you to the Position Data
page. Select the Exclude from Budget Calc checkbox to omit this position from the budget and
Save.

Position Data

* Budget Center

Position

Position Number:; Q0700017 clude from Budget Calc

~ Position Data Find|View Al First (1] 1 or4 [*] Last

*Effective Date: |n?m1xznne [ status: Active Reason: | Q [=]
Description: |.i‘u:lministrati'v'e Officer Short Desc: I
*Job Code: |4EIE'3 QL Administrative Officer HR Department: 5000001

Full/Part Time: IFL'”'T“T'E :I' RegularTemporary: IHenglar vI
Standard Hours: | 0.00 FrE: 1000000 cyrrency:  UsD
Buclget Factor: IW lMax Head Count; I_1 Union Code: I_O\
Spread ID: Spread Evenly

Salary Plan: I—Q Grade: I—CL Step: I_Q

Distribution Defaults

Zalary Distribution Eamings/allowance Defaults  Benefits Defaults  Tax Default

Return to: Position Menu  Position Search

Bl save |
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Adjusting a Position

When the same change needs to be made to more than one employee or position in a Budget Center then a
Mass Adjustment can be made. Mass Adjustments can be used to change existing effective dated rows or in
creating future effective dated rows.

Mass Adjustments are made from the Position Budgeting Menu after the Position Budgeting Activity has been
checked out.

NOTE: Mass Adjustments can only be performed on Salary, Earnings/Allowances and Benefits. Mass
Adjustments cannot be made to any Tax amounts as taxes are generally based upon percentages of salary.

Step 1:

On the Position Budgeting Menu, determine if the adjustment is for Salary, Earnings or Benefits. Select the
appropriate field and select if the adjustment is to be made to all employees or positions, or if it is to be made for
a specific position or job code. Then click on Go.

Position Budgeting Menu

Add, copy, edit, o fill positions

Position: =] Ga

L}

Adjust Salary, Benefit and Earning amountz by Union Code, Job Code, or Position

By Salany =] Go

By Earnings: Al E [£]x]
Job Code

e s FPosition Go
Inion Code

Access to Budget Analysis to query and download position-related budget data

Analysis: Fosition Budgeting Analysis

Calc Position Distributions
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Enter the following information into the fields:
As of Date:

Enter the date when this change should take effect. If it begins at the start of the Fiscal
Year then enter 07/01/20XX otherwise it can be a future date.

Currency Code:

Should default to USD
Employee Data:

Check this box to make adjustments to the Employee Data under the Job History link

Include Position Default Data:

Check this box to make adjustments to the Default Position data. This would include any
unfilled positions that do not have Employee Data.

Position Data

Salary Adjustment

Search Criteria

As Of Date: [101/01/2009 pi)
*Currency Code: |USD O

Display the following:

IV Employee Data @ lude Position Default Data F|n|:|
Adjustment Options Adjustment Total
Row Count: ] Before Adjustment: I
Percentage: I Adjustment: 0.00
Amount; |
After Adjustment: 0.00
Fefresh | Execute Adjustment
Return to: Paosition Menu
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Step 3:
Click on the Find button to show all selected positions

Position Data

Salary Adjustment

* Budget Center
Search Criteria
As Of Date: ID /0112000 | [

*Currency Code: IUSD Q
Display the following:

¥ Employee Data M Include Position Default Data &I
Adjustment Options Adjustment Total
Row Count: 16 Before Adjustment: 0.00
Percentage: I Adjustment: 0.00
Amount: I
After Adjustment: 0.00
Refresh | Execute Adjustment I

Adjustment Details

Customize | Find | View All

100323 0 00700002 07/01/2008 G 1

O 100375 0 00700004 07/01/2008 rsooo| | ]

O 100535 0 00700007 07/01/2008 o000 | ]

100707 000700008 07/01/2008 asoo[ | ]

100708 0 00700004 12101/2008 asoon[ | ]

N 100742 000700016 07/01/2008 ason[ ]
Step 4:

If only certain positions are desired to be changed, select only those by clicking on each position
in the Select column or click on the Select All link at the bottom of the page to change all
positions.
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AMount: | i
After Adjustment: 410,805 .00
Refresh I Execute Adjustment I

Select Empl IVPosition Empl Rec # Position Humber Effective Date Before Adjustment Percentage
= 100323 0 00700002 07F/01/2008 soooo[ |
= 100375 0 00700001 07012008 rsooo |
I~ 100536 0 00700007 07/01/2008 roooo [ |
= 100707 0 00700008 O07/01/2008 asooo [ |
= 100708 0 00700004 12/01/2008 asooo [ |
100742 0 00700016 0F/01/2008 z1so0
00700001 0 00700001 070112008 1
[~ ooFooooz 0 00700002 0F/01/2008 |
= 00700004 0 00700004 0F/01/2008 |
[~ 00700007 0 00700007 0F/01/2008 |
= o0o0700008 0 00700008 O07F/01/2008 1
= 00700015 0 00700016 O07/01/2008 1
¥ 00700017 0 00700017 07/01/2008 |
00700018 0 00700018 0F/01/2008 ssooo[ |
=  MNP_10148 0 MP_10146 0F/01/Z008 zzz0s [ |

‘J% selectan Tl clear ol ,

Step 5:

Enter the Adjustment Percentage or Amount and click on the Refresh button. The After
Adjustment amount is shown for each Position in the far right column. The changes have not been
made on the database yet — this only demonstrates what will happen.

Adjustment Options Adjustment Total

Row Count: 16 Before Adjustment: 410,808.00
HerCeage | N Adjustment: 16,000.00
Amount:
After Adjustment: 426,808.00
Rafresh | Execute Adjustment |

Adjustment Details Customize | Find | View All |
Select Empl ID/Position Empl Rec # Position Number Effective Date Before Adjustment Percentage Calculated Amount Amount  After Adjustment

100323 0 00700002 07012008 50,000 I I 1,000.00 51,000.00

W 100375 000700001 0710112008 rsoon[ | [ .oo0.00] 78,000.00
P 100536 0 00700007 07/01/2008 roo00[ | [ +ooooo) 71,000.00
100707 0 00700008 07/01/2008 agooo[ | [ +ooooo] 49,000.00
100708 000700004 12/01/2008 agooo[ | [ .oo0.00] 49,000.00
100742 000700016 07/01/2008 e[| [ oo0.00 32,500.00
00700001 0 00700001 07/01/2008 1 [ 100,00 1,000.00
W 00700002 000700002 0710112008 1 [ .oo0.00] 1,000.00
I 00700004 0 00700004 07/01/2008 ] [ +ooooo) 1,000.00
I 00700007 0 00700007 07/01/2008 ] [+ ooooo] 1,000.00
00700008 000700008 07/04/2008 ] [ .oo0.00] 1,000.00
00700015 000700016 07/01/2008 1 [ oo0.00 1,000.00
00700017 0 00700017 07/01/2008 1 [ .oo0.00 1,000.00
W 00700018 000700018 0710112008 ssoon[ | [ .oo0.00] 58,000.00
F  NP_10146 0 NP_10146 07/01/2008 azzos[ | [ +ooooo) 34,308.00
|7

MNP_10147 0 MNP_10147 10/04/2008 I I 1.000.00 1,000.00
X X o

®l selectan T clear an
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Step 6:
Click on the Execute Adjustment button to apply the changes to the database. A warning message

will appear since there is the potential of changing many records. Click on the OK button on the
warning message.
EWarning -- Adjustment Details will be overridden with new Values, Continue with update? (9370,885)

Click Ok to continue with the adjustment updates or Cancel to return to the adjustment page without updating.

] 4 | Cancel |
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Additional Notes:
If the adjustment is made for a future date and that effective dated row did not previously exist
then it will be created e.g. 01/01/2009 row was created for this employee.

Position Data
Employee Job History

Employee Info

Employee ID: 100275

Job History
."( General :|' Details \'||

) Effective .
Effective Date —S Jence Salary Subjec
010172009 1 0 37.7549
avmiz2ang ] 83.280

If the adjustment for a future date is made to the Default Position Data then the additional
effective dated row is shown as follows: 01/01/2009 row was created for the Default Position Data.

Position Data

» Budget Center

Position Number: 00700018 [ Exclude from Bugget Calc

i
~ Position Data Find | View All First 4" 1012 3 Last
*Effective Date: 01/01/2009 [ status; Active Reason: 2 =]
Description: Director of Finance Short Desc: I

*Job Code; |5?55 Cl Director of Finance HR Department: 6000001

FullPart Time: | Full-Time 5] RegularTemporary: [Reguar <]
Standard Hours: m FTE: Im Currency:  USD
Budget Factor: IW Max Head Count; I—1 Union Code: I_Q
Spread ID: Spread Evenly

Salary Plan: I_Q Grade: I_Q Step: I_Q

Distribution Defaults

Salary Distribution  Earnings/Allowance Defaults Benefits Defaults  Tax Default

Return to: Pasition Menu  Position Search
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Position Data

» Budget Center

Position Humber: 0ovoo0o1s [ Exclude from Budget Calc
~ Position Data Find | View All =l
*Effective Date: Wl |07/01/2005 ¥ status: Active Reason: Q
Description: Directar of Finance Short Desc: I

*Job Code: [E785 @ Director of Finance HR Department: 5000001

FulllPart Time: IFuII—Time vl RegularTemporary: IReguIar 'I
Standard Hours: IW FTE: Im Currency:  LsD
Budget Factor: IW IMax Head Count: I_1 Union Code; I_Q
Spread IC: Spread Evenly

Salary Plan: I_Q Grade: I_Q Step: I_Q

Distribution Defaults

Salary Distribution  EarningsiAllowance Defaults Benefits Defaults  Tax Default

Return to: Position Menu  Position Search

Earnings and Benefits Adjustments

When making adjustments to Earnings or Benefits, instead of entering the amount of the
adjustment a new actual amount must be entered. This works differently from the Salary Mass
Adjustments. Click on the Refresh button in order to see the changes. A warning message will
appear when Execute Adjustment is clicked.

Adjustment Options Adjustment Total

Row Count: 16 Curr: nings: 18,800.00
Percentage: | let Change: -15,600.00

Amount: 200
Proposed Earnings: 2.200.00
Refresh | Execute Adjustment |
Adjustment Details Customize | Find | View All | i First [4] 1-16 of 16 [ Last
Select Empl ID/Position Empl Rec # Position Number Effective Date Gross Salary  Current Earnings Percent of Pay Amount Proposed Earnings
1 W 100323 0 00700002 07/01/2008 50,000 1,500 | | 200.00 200.00
2 ¥ 100375 0 00700001 07/01/2008 75,000 1,500 | | 200.00 200.00
3 W 100536 0 00700007 07/01/2008 70,000 2,000 | | 200.00 200.00
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Scheduling Longevity by Position

When a position has longevity, the amount will be spread evenly across all periods in the fiscal
year. OSF rules state that the longevity amount should be shown in a specific period. This can be
handled two different ways in the PeopleSoft Budgets system depending upon how many positions
there are in the Budget Center.

If there are a manageable number of positions, the longevity can be modified in Position Budgeting
using effective dated rows. If there are too many positions, then an adjustment can be made by
period to the payroll accounts in Line Item Budgeting. This method will be shown in the Line Item
Budgeting chapter.

Step 1:
Click on the Job History link for the Employee

Position Data

r Budget Center

Position Humber: 00700004 " Exclude from Budget Calc

* Position Data Find | View All First [*] 1 or 1 [*] Last
“Effective Date:  |07/01/2008 |5 status: Active Reason: | |a HE
Description: Iﬁ.u:lministrati'v'e Officer Short Desc: I

*Job Code: IW QU sdministrative Officer ~ HR Department: 000001

Full/Part Time: IFU”'T““E ] Regular Temporary: IREQLIIEF -]
Standard Hours: I 0.00 FTE: I 1.000000] cyrrency:  usD
Budget Factor: IW *Max Head Count; I_1 Union Code: I_Q-
Spread I Spread Evenly

Salary Plan: I—Q Grade: I_Q Step: I_Q

Distribution Defaults

Salary Distribution Earnings/Allowance Defaults  Benefits Defaulits  Tax Default

Employee List Customize | Find | i First [+] 1 of1 [¥] Last
EmpliD Empl Rec # Personal Name Job History
100708 0 Jobdistory

Returnto: Position Menu  Position Search
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Create a new effective dated row for the employee on the Employee Job History page by clicking
on the + button. Make the effective date for the period where the longevity should be budgeted
i.e. if working with a monthly model and the period needs to be in December (Period 6) then use
12/01/2008. If working with a quarterly model and the longevity needs to be in the second quarter
(Period 2) then use 10/1/2008.

Position Data

Employee Job History

Employee Info

Employee ID: 100708 Empl Rec #: ]

Job History Customize |Find | B8  First [ 12 002 [M] Last
}f General ‘( Detailz \1‘

*Effective Date Effective Employee

Action *Position Position Data Job Code Description
Sequence  Status
210172008 J 51 | 1 active  POS [00700004 | QL Administrative Officer 4903 g%‘;;”r“;"a“'“'e =
07/01/2008 0 Acive  PAY 00700004 Administrative Officer 4903 g%‘;;”ris“aﬂ'“'e ==

Step 3:

Click on save to create the effective dated row.

Job History Customize |Find| 8 First [ 42002 [ Last
{ General | Detailz |

Effective Date Sequence  Status Action Position Position Data Job Code Description

1210112008 0Acive  POS 00700004 Administrative Officer 4903 g%‘;;”r'smt"”'e =
07/01/2008 0 Active PAY 00700004 Administrative Officer 4903 ';%‘C‘g“r's”ame =

Returnto: Paosition Menu  Position Search

B Sail Update/Display Al Include History Correct History
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Go to the Details tab and click on the longevity amount under the Subject Earnings column in the
original effective dated row (07/01/2008).

Position Data
Employee Job History

Employee Info

Employee ID: 100708 Empl Rec # 0

Job History Customize | Find | - First A 1-20f2|E Last
General ?‘ Details

Effective Date E" nie Salary  Subject Earnings Gross Pay Allowance Benefits Tax OTP Currency FTE

12/01/2008 ] 43,000 1.500 49 500 i 17.994 3917 1.500 USD Job Detail  1.000000 =

07/01/2008 0 48.000 1,500 49,500 1] 17.993 3917 ouso Job Detail ~ 1.000000 =

Step 5:

Change the longevity amount to O and save.

Position Data

Earnings/Allowance

Goto, Position Data Salary  EarningsiAllowance Benefits  Tax Job Detail  Job History

» Budget Center

Employee Information

Position Number:00700004

Employee ID: 100708 EmplRec# 0
Effective Date:  07/01/2008 Effective Sequence: ()

Eamings/Allowance

% Salary Fixed Amo Earnings Amount *Earning Code Add Gross One-Time pay  *Account
1] | 0 lon~ a® r [F11210 /@ Distrbution| [&] [=]
Gross Salary: 43,000
Earnings (Added to Gross): ]
Allowance: ]
Total Earnings: 0 usD One Time Pay: 0

Returnto: Position Wenu Position Search

B . save | %ty Refresh
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Step 6:

Go back to Job History using the link at the top of the page, click on the Details tab, and click on
the longevity amount under the Subject Earnings column for the new Effective Dated row
(12/01/2008 for this example).

Job History
."( General :|' Details \'||
- Effective : .
Effective Date —SEHI Lence Salary Subject Earn Gross Pay Allowan
12/01/2008 ] 48.000 48 500
0710112008 ] 43 000 43,000

Step 7:

Enter the correct longevity amount and click the One Time Pay checkbox. (Clicking the One Time
Pay checkbox puts the Longevity into only that period instead of spreading the amount over the
remainder of the year). Reminder: You will need to ‘Apply Salary Distribution’ on each of the
data on this new row that has been created, or use ‘Calc Position Distribution’.

Position Data
Earnings!Allowance

Goto: Position Dats Salary  Earnings/éllowance Benefits  Tax  Job Detail  Job History

+ Budget Center

Employee Information
Position Number:00700004
Employee ID: 100708 EmplRec# 0O

Effective Date:  12/01/2008 Effective Sequence: 0

Earmings/Allowance
% Salary Fixed Am Earnings Amount *Earning Code Add Gross One-Tj a *Account
1] [ 200

2DD|LON Q = v |51121D aQ, Distrihutinnl =

Gross Salary: 48000
Earnings (Added to Gross): ]
Allowance: ]
Total Earnings: 200 UsD One Time Pay: 200

Return to: Paosition Menu Position Search

B .save | i Refresh
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Step 8:
As seen by the Position Budgeting Analysis report, longevity is now only shown in that period and
the taxes will be calculated correctly.

Position Budgeting Inquiry

Role Hame: Preparer Budgeting Model 1D ED_FY03_TENf# Budget Center: 000001
View by: IP-:-Siti-Jn vl Refresh Return to: Selection Criteria
Close

2 A&

Prewview Ewcel

Rows To Scroll: m [~)l~] Rows
© Business Unit : I[][]?(](] vI O Ledger Hame : Izggg Budget -l

B Budget Center: Tgtal O Version: 1 @ Currency: usp
Position Position Position Eamings by Position by Position Position
Position
© 00700004
B 20091 51,483 50 50 50 55,829
B 2009-2 51,483 R0 50 R0
B 2008-3 51,483 50 50
B 2009-4 51,483 50 50 50 31
B 20095 51,483 50 50 $306
B 2009-6 $1,510 50 50 53
B 2009-7 51,483 50 50 $346
B 2009-8 51,482 50 50
B 2009-9 51,483 R0 50
B 2008-10 51,483 50 50
B 2009-11 51,483 50 50 50
B 2009-12 51478 50 50 50 $306

NOTE: This method is currently not working for an unfilled position. The system is not calculating
the longevity correctly when using the Default Position Data. The Line Item Adjustment method
will need to be used if there are unfilled positions with longevity. A case has been logged with
PeopleSoft GSC.
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Adding Seasonal or Temporary Employees

Seasonal or Temporary Employees can be handled using effective dates to budget amounts in the
correct periods.

For example, a temporary employee is needed with the following employment dates and
payments. NOTE: A quarterly budget is used for this example — this will also work with a monthly
budget.

First Quarter $1500
Second Quarter $0
Third Quarter $0
Fourth Quarter $1500

An effective date will need to be created each time there is a change in the amount so for this
example there will need to be three effective dated rows. The following steps will demonstrate how
to add the temporary position with the effective dates. Reminder: ‘Apply Salary Distribution’
needs to be applied when changes are made to Earnings, Benefits, and Taxes.

Step 1:
From the Position Budgeting Menu, select the option to add a position and click on Go.

Position Budgeting Menu

Add, copy, edi, or fill positions

L]

Position: Add a Position j Go

Adiust Salary, Benefit and Earning amounts by Union Code, Job Code, or Position

By Salary: | |  Go
By Earnings: | j [e]]
By Benefits: | R D]
P124 Budget Manual Page 74 of 243

Revised: January 1, 2008



CORE Oklahoma

Enter the first quarter with an effective date of 07/01/2008. Enter a job code and change the

Full/Part Time field to Part-Time and the Regular/Temporary field to Temporary. Click on the Save
button.

Position Data

Position NMumber: DEFALLT I Exclude from Budget Calc

~ Position Data Find | View All First [4] 4 or4 [H] Last
. ) . o4
*Effective Date: IU?-'U 1/2008 |5 gtatus: Active Reason: I =N =l
Drescription: |T porary Position Short Dresc: I

*Job Code: S Temporary HR Department:

Full/EPart Time: Fart-Time Regular Temporary: ITEI‘I‘ID-ZIF-‘EIF,—' "I
Standard Hours: I 4olo0 FTE: I 1.000000) cyrrency: usD
Budget Factor: I 1.00 *Max Head Count: I 1 Union Code: I =N

Spread ID: Spread Evenly

Salary Plan: IL_,INCI_Q Grade: I L&} Step: I (=

Distnbution Defaults

Salary Distributicn Earmmings/allowance Defaults Benefits Defaults Tax Default

Return to: Position Menu Positicon Search

[2 save |
)

Step 3:

Click on the link for Salary Distribution. Enter the annual salary amount which would be 1,500 x 4
quarters = 6,000. Also enter the distribution fields for Class and Budget Reference. Click on save.
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Position Data

Salary Distribution

Go toe: FPosition Data Salary Earnings/sllowance Benefits Tax

=

» Budget Center

Employee Informatiomn
Position NumberitP_10147

Effective Date: aFio1s2008 Effective Sequence: u

Account: |511110 3 Sals-Regular Pay

Crustomize | Eind | i First [«] 1 of 1
Percentage Amount Department Class Fielg Budaset
Reference
A | 10000 5,000 [500000-1| 3, [23000 | |EE] (<} [=1
Total Salary: | 5,000
Total Salary Applied: 5,000
Amount Remaining: u} uso

Return to: Position Menu Position Search

= Save I f:.;RefreshI

Step 4:
Click on the Earnings/Allowance link and check the default Earnings/Allowances. Make any
necessary changes and save.

Position Data

Earnings/Allowance

Goto: Position Data Zalary  EarningsiAllowance Benefits Tax

» Budget Center

Employee Information
Position NumbernP_10147

Effective Date:  07/01/2008 Effective Sequence: [

EamingsiAllowance

% Salary Fixed Amount Earnings Amount *Earning Code Add Gross One-Time pay  *Account
1] | [fon—  Ja® r [511210 | @ |Distribution| [¥] [=]
Gross Salary: 6,000
Earnings (Added to Gross): 0
Allowance: 0
Total Earnings: 0 usD One Time Pay: ]

Returnto: Paosition Menu  Position Search

Step 5:
Click on the Benefits link and check the default Benefits. Make any necessary changes and save.
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Position Data
Benefit Plan

Goto: Position Data Salary  Earnings/Allowance Benefits  Tax

» Budget Center
Employee Information

Position NumbertF_10147

Effective Date:  07/01/2008 Effective Sequence: 0

Benefits
% Salary  Fixed Amant Benefits Amount *Plan Type *Account
1] [ | Benefit Pragram =l 512110 |@ Distribution | =]
2| [ [ Soonersave =] |513280 | Distribution | =
3 [ [oFERS =] 513230 @ Distribution | [¥] [=]
Gross Pay: §,000
Total Benefits: 0 uso
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Click on the Tax link and check the default taxes. Make any necessary changes and save.

Position Data

Tax Rate

Go to Position Data Salary  Earningsfallowance Benefits Tax

* Budget Center
Employee Information

Position Humber:rP_10147

Effective Date: 07/01/2008 Effective Sequence: [

Tax Defaults

Maximum

B Salary Gross Fixed Amount Tax Amount *Tax Class *Account
1] 100 13,000 | 50 [OASDIDisability - ER o] [513110 | @ | Distribution | [+] [=]
2| 1.45/| | 57 [FICA Ved Hospital Ins ] [513120 | @ | Distribution | [#] [=]
3| ezo| 50000 | 372 [UnemploymentER =] [512210 | | Distribution | =
Gross Pay: 6,000
Total Tax: 519 USD

Step 7:
Click on the Position Data link and add a second effective dated row using the + button. For this
example the effective date will be 10/01/2008 for the start of the second quarter.
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Position Data

» Budget Center

Position Number: MP_10147 ™ Exclude from Bucge

~ Position Data

“Effective Date:  |10/01/2008 I{:.s; Active

Find | View All

Reason:
Description: |T9|'”I3'3F3|'3‘ Fosition Short Desc:
*Job Code: WO\ Temporary HR Department:
Full’Part Time: IF'C"F"T““E 'I RegularTemporary: Im
Standard Hours: Im FTE: Im Currency: UsD

Budget Factor: I 1.00 *Max Head Count: I 1 Union Code: I Q
Spread 1D: Spread Evenly

Salary Defaults

Salary Plan: IUNGLQ Grade: I Q Step: I Q

Distribution Defaults

Salary Distribution Earnings/Allowance Defaults Benefits Defaults

Tax Default

Returnto: Paosition Menu Paosition Search

Step 8:

Click on the Salary Distribution link and change the salary amount to 0. You will also need to add

the Salary Distribution fields, as they are not copied across when you add an effective date to an
unfilled position. Click on Save.
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Position Data

Salary Distribution

Goto: Position Data Salary  Earnings/Allowance Benefils Tax

» Budget Center

Employee Information

Position Humber:tpP_10147
Effective Date:  10/01/2008 Effective Sequence: 0

Account: |51111D C, sals-Regular Pay

Customize |Find | #  First [ 1 of 1
. Budget
Percentage Amount Department Class Field Reference
1[ 100,00 0 |so00001Q,  |23000 | o9 &} =
Total Salary:
Total Salary Applied; 0
Amount Remaining: 0 LIsD

Step 9:
Click on the Earnings/Allowance link and check the default Earnings/Allowances. Make any
necessary changes and save.

Position Data

Earnings/Allowance

Goto: Position Data Salary  Eamnings/llowance Bensfits — Tax

» Budget Center
Employee Information

Position NumbernP_10147

Effective Date:  10/01/2008 Effective Sequence: 0

Earnings/Allowance

% Salary Fixed Amount  Earnings Amount *Earning Code Add Gross One-Time pay  *Account
1] | LON Q= r 511210 |Q Distrihutiunl =
Gross Salary: 0
Earnings (Added to Gross): ]
Allowance: 0
Total Earnings: 0 UsD One Time Pay: 0
Step 10:

Click on the Benefits link and check the default Benefits. Make any necessary changes and save.
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Position Data

Benefit Plan

Goto: Position Data Salary  Earninas/Allowance Benefits Tax

} Budget Center

Employee Information

Position Number:hP_10147

Effective Date:  10/01/2008 Effective Sequence: 0

Benefits
% Salary  Fixed Amount Benefits Amount *Plan Type =Account
1 | | 0 |EleneﬂtPrngram d |5'12'11D Q Distrihutiunl =]
2| | 0 | Soonersave = |513280 & Distrihutiun| =]
3| o/ |oPERS |2l 513230 | Distrihutiunl =
Gross Pay: 0
Total Benefits: 0 UsD

Step 11:
Click on the Tax link and check the default taxes. Make any necessary changes and save.

Position Data

Tax Rate

Goto: Position Data Salary  Earnings/Allowance Benefits  Tax

» Budget Center

Employee Information

Position Number:MP_10147

Effective Date:  10/01/2008 Effective Sequence: 0

Tax Defaults
ShSalary W Fixed Amount Tax Amount *Tax Class *Account

1] oo 13000 [0sDiDisabiity -ER 7] 513110 | @ | Distribution | [+] [=]

2| 148 | [FICA Hed Hospital Ins)z] [513120 | @ | Distibution | [#] [=]

3| 620| s0000f [UnemploymentER 7] [512210 | Q@ | Distibution | [+] [=]

Gross Pay: 0

Total Tax: 0 usD
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Step 12:
Click on the Position Data link and add a third effective dated row using the + button. For this
example the effective date will be 04/01/2009 for the start of the fourth quarter. (NOTE: An

effective dated row is not needed for the third quarter, as the amount ($0) remains the same from
the second quarter).

Position Data

Position Number: MP_10147 [ Exclude from Budget Calc

-

* Position Data Find | View All First [«] 10f3 | ast
-

*Effective Date: |D4.-'D1.-'EDDE| I:<jug; Active Reason:

Description: |Temp-:|rar-,-' FPosition Short Desc:

*Job Code: |DDED Q. Temporary HR Department:

FulllPart Time: IPart—Time 'l RegularTemporary: ITEHTDDI’C‘II",’ 'I

Standard Hours: I 40.00 FTE: I 1.000000) cyrrency:  USD

Budget Factor: 1.00 *Max Head Count: I 1 Union Code: I Q

Spread ID: Spread Evenly

Salary Defaults

Salary Plan: |UNCLQ Grade: | Q Step: I Q

Distribution Defaults

ZSalary Distribution Earnings/Allowance Defaults Benefits Defaults  Tax Default

Return to: Position Menu Position Search

Step 13:

Click on the link for Salary Distribution. Enter in the annual salary amount which would be 1,500
X 4 quarters = 6,000. The Salary Distribution fields will need to be entered, as they are not copied
across when an effective date row is added to an unfilled position. Click on Save.
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Position Data

Salary Distribution

Goto: Position Data Salary  Earnings/Allowance Benefits Tax

» Budget Center
Employee Information

Position Number:nP_10147

Effective Date:  04/01/2000 Effective Sequence: 1

Account: |51111D Q) Sals-Regular Pay

Customize |Find | B First [1] 4 051 [F] Last
. Budaget
Percentage Amount Department Class Field Reference
1| 100.00 6,000 (5000001, [23000 |, |og o} =
Total Salary:
Total Salary Applied: 6,000
Amount Remaining: ] sD

Step 14:

Click on the Earnings/Allowance link and check the default Earnings/Allowances. Make any
necessary changes and save. Reminder: ‘Apply Salary Distribution’ on all pages.

Position Data

Earnings/Allowance

Goto: Position Data Zalary  Earnings/Allowance Benefits  Tax

* Budget Center

Employee Information

Position Number:MP_10147

Effective Date:  04/01/2009 Effective Sequence: 0

Earnings/Allowance

% Salary FixedAr‘n’q Earnings Amount *Earning Code Add Gross One-Time pay  *Account
1] | ( ’ LON Q & (I 511210 | @ Distrihutinnl =
Gross Salary: 5,000
Earnings (Added to Gross); 0
Allowance: 0
Total Earnings: 0 UsD One Time Pay: 0
Step 15:

Click on the Benefits link and check the default Benefits. Make any necessary changes and save.
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Position Data

Benefit Plan

Goto:  Position Data Salary  Earnings/allowance Benefits  Tax

} Budget Center

Employee Information
Position Number:iP_10147

Effective Date:  04/01/2009 Effective Sequence: 0

Benefits
% Salary  Fixed Amount Benefits Amount *Plan Type *Account

1] | | Benefit Pragram =] [F12110 |@ |pistribution | [ [=]
2| | |SnnnerSave -] |51328E| 3, | Distribution | =]
3 | | oPERS =] [F1z230 |@ |Distribution | [ [=]
Gross Pay: 6,000

Total Benefits: 0 ush

Step 16:

Click on the Tax link and check the default taxes. Make any necessary changes and save.
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Position Data

Tax Rate

Goto:  Position Data  Salary

Earmningsiallowance Benefits

* Budget Center

Tax

Employee Information
Position Humber:rP_10147

Effective Date:  04/01/2009

Effective Sequence: 0

Tax Defaults

Fixed Amount Tax Amount *Tax Class

%Salary g 2Xmum
1| 100/ 13000 |
2| 1.as/] |
3| s=zo0/| soo00 |
Gross Pay: 5,000
Total Tax: 518 USD
Step 17:

*Account

80 | DASDIDisability - ER =] [513110 C | Distribution | =1

87 | FICA Med Hospital Ins =] [513120 @, Distribution | =1

av2 |Unem|3|0'fmentER ;l |51221D i Distribution I =]

W

To check that the position has been created correctly, run the Position Budgeting Analysis report
from the Position Budgeting Menu.

Position Budgeting Inquiry

Role Name: Preparer
View by: |Positi0n vl
Close
B %
Freview Eucel

Rows To Scrolk

Budgeting Model ID:

Eefresh

Return to:

ED_FY0S TEN§#

Budget Center:

Selection Criteria

6000001

Rows per Page: m IEI EI 1-11

© Business Unit: IUU?UU 'l

O Ledger Name: |2009 Budget 'l

B Budget Period : ITgta| l

M Budget Center: [Total  |~|

Position

i Benefits by

' Eamings by
Position

i Allowance
Eamnings by
Position

@ Currency :

uspD

i OneTimePay by | & Employer Tax

Position

by Position

i Total Cost by
Position

i FTE by Position

© 00700001 $1,500 50 50 56,104
© oo700002 $1,500 50 50

© 00700004 0 50 F200

© 00700007 50 50

© 00700008 $1 50 50

© 00700016 $1 50 50

© 00700017 $1 50 50

© 00700018 5 50 50

O NP_10146 B _' 50 50 50

O NP_10147 N 50 0 50 0

© Total $413,808 $158,611 $9,800 50 200 53
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Step 18:

. O iod :
Click on the green box Budget Period

amounts budgeted by period.
i &

Preview Excel

Rows To Scroll: m@ =
© Business Unit: |[][]7(][] 'l O Ledger Name:: IQUUEI Budget 'l IE|E|91PE‘FIDE| ITotaI vl

M Budget Center : Tgtal O Version: renc',I

il Salary by il Benefits by i Eamings by
Position Position Position

00700001

and drag the Budget Period field into the report to see the

RowsperPage:m E E 111 ¢

00700002
00700004 | _-m""
%+
00700007
00700008
00700016
00700017
00700018
NP_10146
NP_10147

(-0 - T - - - - - - -

Total 5413808

Step 19:
Look at the amounts by period for the position that was just created. The dollars should be in the
right periods because of the effective dates.

] A

Fresvisw Excel

Rows To Scroll: UE -] Rows per Page: m E IIl 1-20
© Business Unit: I(](]?(](] -l O Ledger Name: |2009 Budget .l

B Budget Center: Tgta| O Version: ® Currency: usp
Position Position Position Eamings by Position by Position Position
Position
© 00700001
B 20091 $125
B 2008-2 §12
B 2009-3 $125 50 50
B 2009-4 $125 50 50
B 2008-5 512
B 2009-6 5125
B 2009-7 $128
B 2009-8 $125
B 2009-9 $12
B 200910 $125 50 50
B z009-11 $125 50 50
B 2009-12 $125 50 50
© 00700002
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Calc Position Distribution Customization

This customization takes the Distribution values from the Salary Distribution page and defaults
them into the Earnings/Allowance, Benefits and Taxes Distribution pages. This saves the user from
manually going into the Earnings/Allowance, Benefits and Taxes Distribution pages and clicking
on the Apply Salary Distribution button for each distribution line.

The Position Distribution Customization is run for each Budget Center while the Position Budgeting
Activity is checked out.

The recommended sequence for running the process is:
1) Check that the Salary Distribution fields are correct for existing positions that have come
across from HR
2) Add any new positions, and check that the Salary Distribution fields are correct
3) Run the Calc Position Distribution process
4) Change the Earnings/Allowance, Benefits and Taxes Distribution fields where the Salary
Distribution defaults need to be overridden.
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Finding Missing Position Distributions

All included Positions must have values for the Account, Department, Class Fund and Budget Ref
distribution fields. If the values are missing then line items will be created with missing chartfields
and your budget cannot be approved.

Several queries have been created that will help check for the missing Distributions. The queries
run from the Master version on the extract tables so the working version must first be copied to
Master and then the Extract process run (see Chapter 4 Extracting for Customized Reports).

There are five queries that start with OCP_POS_DISTRIB. The first query, OCP_POS_DISTRIB_ALL,
shows distributions for Salary, Earnings, Benefits and Taxes combined. However, this query shows
multiple rows in the spreadsheet based upon how many different salary, earnings, benefits and tax
distribution lines exist. It is a little difficult to read, so four other queries were created that split up
the distributions by Salary, Earnings, Benefits and Taxes. To run the queries use the following
steps:

Step 1:

Navigate to Reporting Tools >> Query >> Query Viewer. Use Search to find the query that
you want to run and click the Run to Excel link.

Juery Viewer

=nter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: |Ouer:.-' Mame j begins with OCP_POS_DISTRIB

Search | Advanced Search

Search Results

‘Folder View: |--.'~".II Faolders —- d
Customize | Find | View All | 8 First (1] 4.5 0¢5 (] Last
_— Runto Runto Add to
Query Hame Description Owner Folder HTML Excel Schedule Favorites
QCP_POS_DISTRIB_ALL All Position Distributions Fublic HTML Exgel Schedule Favorite
OCP_POS_DISTRIBE_BMFT  Benefit Position Distributions Fublic HTRIL @ Schedule Favorite
QCP_PO5_DISTRIB_EARM  Earning Fosition Distributions Fublic HTKML Eiel 3Schedule Favorite
QCP_PO3 DISTRIB_SLRY  Salary Position Distributions FPubklic HTKML Excel 3chedule Favorite
QCP_POS_DISTRIB_TAX Tax Position Distributions Public HTML Excel 3Schedule Favorite
P124 Budget Manual Page 88 of 243

Revised: January 1, 2008



CORE Oklahoma

Enter the Business Unit, Model Id and Budget Center. The % wildcard character can be used in the
Model Id field and the Budget Center field. In Model Id, entering BUD%09 would select the Original
2009 Budget Model. To select all Budget Centers enter a % in the Budget Center field or enter
10% for all Budget Centers beginning with 10. Click on the View Results button.

OCP_POS_DISTRIB_SLRY - Salary Position Distributions

Business Unit: II:IIII?IIIEI

Model Id: |EIUD‘.-‘:IIIEI

Budget Center: %

Wiew Results |

Step 3:

Click on the Save button to download the data to Excel. Once saved in a spreadsheet, the rows
can be sorted, or an AutoFilter can be used to find the missing Distribution fields.

File Download x|

Do you want to open or save this file?

@ MName: gxls
-i—'-] Type: Microsoft Excel Workshest, 10.0 KB
From: corebudget oldaosf state ok us

Cpen el Cancel

¥ Ahways ask before opening this type of file

ham your computer.  you do net trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentialhy
save this file, What = the nsk?

NOTES:

e The query does not select excluded positions and does not select the Default position when
there is an employee job history record.

e Earnings, Benefits and Taxes with zero dollars do not require distribution values.

e There is a limit on how much data can be returned from a query. You will see an error
message in the browser or in your Excel Spreadsheet if you reach the limit. In this situation
you will have to select one Budget Center at a time or limit the query by using the %
character to select fewer Budget Centers.
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Checking in the Position Budget

Be sure to check in the position budget before moving to the Line Item Budgeting activity or at the
end of the day. This is important because if the budget is left checked out overnight then you may
not be able to get back in the next day. Also, the Position values will not be pulled into Line Item
Budgeting unless the Position Budget is checked in before Line Items are checked out.

Budget Work Item Details
Budget Work Item Version Details

Business Unit; 00700 OK Capitol Comp & Centen’l Com
Budgeting Model ID: BD_FY0D9_ TERN##

Budget Center; 000001 General Operations
Ledger Name: 2009 Budget

Scenario: ORIGIMNAL

Status: Open

Version: 1 Yersion 1

To accez=s the pages for a budget activity, 2elect an Actien from the drop-down box and click Ge. If an activity iz checked out, 2elect an Action
te check in an activity and click Go to return the budget data to the databaze.

Budget Activities
Activity Budaget Status Select Check Out Option
Line ltem Budgeting Budgetis availakle | j G0 |
. ' Checked out on 10/2/2007 09:07 AN by =y
Faosition Budgeting TRAIN1Z Check In Budget J E[E_;
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Budget Model Recalc Process

The Budget Model Recalc process is a batch job run by the Agency Coordinator or OSF Budget
Analyst. It is run on the entire model to sync up Position Budgeting with Line Item Budgeting. This
process can take 15-30 minutes to run depending upon the size of the model but often has to be
run overnight because of the resources that it uses.

The Recalc process will add any new line items that are needed in line item budgeting based upon
the position distributions. The Recalc will also distribute any dollars that need to be distributed to a
different budget center e.g. when a position is funded by multiple departments.

Before running a Recalc, the working version must be copied to the Master for each Budget
Center. This is because the Recalc will only distribute the dollars to other Budget Centers from the
Master. However, once the Recalc has been run there is no need to copy the Master back into the
Working Version.

If dollars are distributed within a Budget Center, running the Recalc process may be avoided by
going into Line Item budgets and adding any missing line items that will be needed by the Position
Budget. This must be done before going into Position Budgeting. However, some users have also
been able to make this work after they have done Position Budgeting by adding the missing line
items, checking out Position Budgets, saving a position and checking in.

Only the Agency Coordinator can run the Model Recalc process at the agency level. Otherwise, if
this process is needed, contact OSF Helpdesk to request the process be run.
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. Line Item Budgeting

Working with the Line lItem Budget

Checking Out the Line Item Budget

1. Click GSearch |

Budget Work Item Details
Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value 1\

Role Hame: | begins with j|

Business Unit: |hegins with j|

Budgeting Model ID: | begins with »| |

L P PP

Ledger Name: |hegins=.-vithj|
@‘ Clear | Basic Search Save Search Criteria
"

NOTE: For training only — if the search results list displays more than one role, select the
Preparer role from the list.

2. The Budget Work Item Details page displays and lists the budget centers for which the User
ID has responsibility.
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Budget Work Item Details

Role Name: Freparer

Business Unit: 00700 OK Capitol Comp & Centen’l Com
Budgeting Model |D:  BED_FY0S5_TRN##

Description:

Ledger Hame: 2009 Budget
To view or change a budget, select Budget Center. To copy a budget version, click Copy. To submit the

completed budget for approval, click Submit.

Budget Work Item Details Customize | Find | View All | First 4] 1.9 or9 ("] Last
Budaget Center Description Version Status Email Scenario
5000001 General Operations Base «  Open Fe N Submit | Copy  ORIGINAL
5000001 General Operations 1 ¥  Open i Submit | Copy  ORIGINAL
5000001 General Cperations Master #  Open Fec Submit | Copy  ORIGIMNAL
£000002 gf}“c‘:r:;iﬁgs Data Base ¢ Open & | submit | Copv ORIGINAL
£000002 gfﬂ“c‘:r:;iﬁgs Data 1 ¢ Open & | submit | Copv ORIGINAL
9000001 Land Rush Manument Base ¥ Open feN Submit | Copy  ORIGINAL
9000001 Land Rush Manument al «  Open Fe N Submit | Copy  ORIGINAL
9200001 Childrens Wellness Facility Base ¥ Open feN Submit | Copy  ORIGINAL
9200001 Childrens Wellness Facility 1 #  Open Fee Submit | Copy  ORIGIMAL

3. Select the appropriate Version for the desired Budget Center by clicking on the Version link or
the Budget Center link.
Budget Work Item Details
Role Hame: Freparer
Business Unit: 00700  OK Capital Comp & Centen’l Com
Budgeting Model ID: - TST_007_FY09
Description:

Ledger Name: 2009 Budget
To wiew or change a budget, 2elect Budget Center. Te copy a budget versien, click Copy. To 2ubmit the

completed budget for approval, click Submit.

Budget Work ltem Details Customize | Find | View All | First (] 19009 (] L
Budget Center Description Version Status Email Scenario
GOGGE01 General Operations Base ¥  Open e Submit | Copy  ORIGIMNAL
6000001 General Operations N ¥  Open F Submit | Copy  ORIGIMNAL
G000001 General Operations ter & Open e Submit | Copy  ORIGIMAL
- - General Ops Data . ) PR
— ¢ LY (aIMA
G00000z Processing Base Qpen FeN Submit | Copy  ORIGIMAL
- - General Ops Data i |
6000002 e 1 ¥  Open e Submit Copy  ORIGIMNAL
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4. The Budget Work Item Version Details page displays. State of Oklahoma is utilizing only two
budget activities: Line Item Budgeting and Position Budgeting. Line Item budgeting is
used for budgeting expenses for the new budget year. Position Budgeting is used for
budgeting positions for the new budget year. Select Check Out Budget under the Select
Check Out Option column for Line Item Budgeting.

Budget Work Item Details
Budget Work Item Version Details

Business Unit; 00700 OK Capitol Comp & Centen’l Com
Budgeting Model ID;  BD_FY0S _ TRINH#HE

Budget Center: 6000001 General Operations
Ledger Name; 20089 Budget

Scenario: ORIGIMAL

Status: Cpen

Version: 1 Yersion 1

To access the pages for a budgst activity, select an Action frem the drop-down box and click Go. If an activity iz checked out, select an Action
te check in an activity and click Go to return the budget data to the databasze.

Budget Activities

Activity Budget Status Sel jion

Line ltem Budgeting Budget is availahle Check Out Budget d Go
Fosition Budgeting Budget is available d [

Return to: BudgetWork ltem Details

5. click 22|

6. The Select Line Item Budgets page displays.
Select Line Item Budgets

Go to: Line Item Search Line ltem Details

Business Unit: 00700  OK Capitol Comp & Centen’l Com
Budgeting Model ID:  ED_FY0S_ TRM##H
Budget Phase ID: Fhase_1
Budget Center: 000001 General Cperations
Ledger Name: 2009 Budget Scenario: ORIGIMNAL
Version: 1 Version 1
Public Views: |

=
=l

Private View: I Create Mew Private View

ChartField Values
Dimensions Y Filter ChartFisld Walues

ChartFields Dimension Level Showr Code Show Description
Account ™ -
Department = [
Class Field |l |l
Budget Reference ™ -
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Entering Line Item Expenses

Select Line Item Budgets page

This page displays after checking out the budget. This page lets the user work with line-item
budgets in data slices. This increases the efficiency of the system and enables multiple budget
users to access different data slices of the budgeting model at the same time. With line item
budgets, fixed budget amounts can be entered into line items directly or the system can calculate
budget amounts by applying methods (See ‘Methods’).

Select Line Item Budgets

Go to Line ltem Search Line ltem Details

Business Unit: 00700 OK Capitol Comp & Centen’l Com

Budgeting Model ID:  BD_FY0S_ TRMN#H

Budget Phase ID: Phase_1

Budget Center; G000001 General Operations

Ledger Name: 2009 Budget Scenario:  ORIGIMNAL

1 Wersion 1

[
| d Create Mew Private View

ChartField Values
Dimensions

Fiter ChartField Valuez

ChartFields Dimension Level Show Code Show Description
Account I+ -
Department [ -
Class Field I+ -
Budget Reference I+ -

The user can select a Public View (i.e. Default). This is the default view set up by the Budget
Coordinator and only shows the method line (i.e. the Adjustment line does not show). The user
can set up a private view (see ‘Adding a Private View’), use the Default Public View, or simply click
on ‘Line Item Details’ to see the Method row, Adjustment row and Total row.

The Chartfield Values section enables the user to set up filters to control the amount and type of
data that appears on the Amount Summary page. The Chartfield Values section provides two ways
to filter and view budget information:

The Dimensions tab displays the defaults currently set to display the Code and Description for the
Account and Class field, and the Code for the Budget Reference field.

P124 Budget Manual Page 95 of 243
Revised: January 1, 2008



CORE Oklahoma

The Filter Chartfield Values tab allows the user to narrow the selection of line item budgets by
entering an account range in the ‘From’ and ‘To’ fields. The Budget Category drop down list allows
the user to select a budget category from a list to only view a category of line items that you
specify.

Select Line Item Budgets

Goto: Line ltem Search Ling [tem Details
Business Unit: 00700 Ok Capitol Comp & Centen’l Com

Budgeting Model ID:  BED FVOS TRN#H#
Budget Phase I0: Phase_1

Budget Center: 6000001 General Operations
Ledger Hame: 2009 Budget Scenaric: QRIGIMNAL
Version: 1 Yersion 1

Public View: |DEFAULT =

Private View: | j Create MNew Private View
ChartField Values

ChartFields From To Budget Cateqory
Account | Q | Q| -]
Department

Class Field | Q| Q

Budget Reference | a, | a

Select the “Default” value in the Public View field to filter the data in the Line Item Details page.
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Adding a Private View

Once you’ve checked out a line item budget and you’re on the Select Line Item Budgets page, you
can add a Private View to help filter the data in the Line Item Details page. Click on the Create
New Private View link.

Select Line Item Budgets
Go to: Line lterm Search Ling ltem Details
Business Unit: 00700 OK Capitol Comp & Centen’l Com

Budgeting Model ID:  BED_FY0S TERN##

Budget Phase ID; Phase_1

Budget Center: G000001 General Qperations
Ledger Hame: 2009 Budget Scenaricc QRIGIMNAL
Version: 1 Yersion 1

Public View: | j

Private View: | j Create Mew Private View

ChartField Values
Dimensions K Fitter ChartField Values

ChartFields Dimension Level Show Code Show Description
Account I~ r
Department I~ r
Class Field I~ r
Budget Reference I~ r

Enter a View Name and click OK.

Enter a User View Name

View Hame: |MY_PRIVATE_VIEW

QK | Cancel |
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Enter a Description and click on the Row Display Filter folder tab.

[ User View Details | Row Display Filter | Rgw Display Options '} Column Display Options ',

Business Unit; DD?DMK Capital Comp & Centen’l Com
Budgeting Model ID:  BD_FY0S_TERN##

Phase IO: Fhase_1

View Name: MY _PRIVATE_VIEW

Public/Private: Private Copy |

Description: Private view to remave allocation row

Returnto:  Line ltem Search

Identify which Chartfield dimensions you want to display codes and descriptions along with
whether you want to display a certain level in the chartfield tree. Click on the Filter Chartfield
Values folder tab.

[ User View Details | Row Display Filter | Row Display Ontions | Column Display Options )

View Hame:  KWY_PRIVATE_VIEW
Description:  Private view to remove allocation row

Row Display Help

ChartField Filters Customize | Find | ¥  First [4] 44 ora [*] Last
Dimensions Y Fiter ChartFicld Values
ChartFields mﬂ Show Code Show Description

Account I - I ¥ I

Department I "I v I
Class Field I "I v I
Budaet Reference I "I ¥ I
Returnto:  Line ltem Search
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| User View Details | Row Display Filter { Raow Display Options | Caolumn Display Options

View Name:  MY_PRIVATE_VIEW @
Description:  Private view to remove allocation row

Fow Display Help

. . =h .
ChartField Filters Customize | Find | & First (1] 1.4 ora [ Last
Dimenzicnz  Filter ChartField Values

ChartFields From To Budget Category

Account | Q| Q| -]
Department | Q, | Q,

Class Field | Q| Q

Budget Reference | Q, | Q,

Returnto:  Line Item Search

If you'd like to filter on a range of chartfield values and Budget Category, enter the values here.
Click on the Row Display Options folder tab.

/ UserView Details " Row Display Filter | Row Display Options % Column Display Options

View Name: MY _PRIVATE_VIEW @

Description: Frivate view to remove allacation row

Eow Display Help

[ Row Summary
¥ Row Detail
[ Hide Zero Total Amounts for Proposed Budget/Forecast

¥ Method Amount

[ Adjustment Amount
[ alocation Amount
" Total Amount

= Display Entry Currency
[ Display Statistic Rows

Returnte: Line ltem Search
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Establish the rows to be displayed in this view from the following: Summary Detail options (Row
Summary, Row Detail and Hide Zero Total Amounts), Amount Types (Method, Adjustment,
Allocation and Total Amounts) and Currency/Statistic Options.

NOTE — State of Oklahoma is not currently using the Allocation Amount functionality. Click on the
Column Display Options folder tab.

| User view Details ' Row Display Filter /' Row Display Options " Column Display Options

View Name:  LIY_PRIVATE_VIEW
Description:  Private view to remaove allocation row

Column Display Help

" Period Summary
¥ Period Detail

Analysis Base to Display
[T Prior Year Actuals

[T YearTo Date Actuals
[T Current Year Budget

[Tl CurrentYear Forecast

Returnto:  Ling ltem Search

Establish the rows to be displayed in this view from the following: Budget Periods (Period
Summary and Period Detail) and Analysis Base to Display (Prior Year Actuals, Year to Date Actuals,
Current Year Budget and Current Year Forecast).

NOTE — Only Prior Year Actuals and YTD Actuals are available in the Original Budget Model.
Current Year Budget will be available in the Revision Budget Model.

Save the new Private View. Now the user is ready to use this view to filter data.

To enter line item expenses, perform the following:

1. On the Select Line Item Budgets page under the View Definitions section, leave the
default as the following:

Public View — Default
NOTE: Views can be defined in the budget model or when viewing the checked out budget.

2. Click the Line Item Details link at the top of the page.
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Select Line Item Budgets
Go to: Line ltem Search Line ltem Details
Business Unit: 00700 QK Capito mp & Centen’l Com

Budgeting Model ID; ED_FY0S_TRNFH

Budget Phase ID: Fhase_1

Budget Center: 000001 General Operations
Ledger Name: 2009 Budget Scenario;  QRIGINAL
Version: 1 Wersion 1

Public View: IDEFF.ULT s B

Private View: | j = Create Mew Private View
ChariField Values

Dimensions ' Filter ChartField Values

ChartFields Dimension Level Show Code Show Description
Account W W
Department I I
Class Field ¥ ¥
Budget Reference [~ -

3. The Line Item Details page displays.

Line Item Details _:

Goto: Line ltem Search Li;ltem Details

Business Unit: 00700 OK Capitol Comp & Centen’l Com
Budgeting Model ID:  ED_FY09_TRN##
Budget Phase ID: FPhase_1

Budget Center: 5000001 General Operations
Ledger Name: 2009 Budget Scenario:  ORIGINAL
Version: 1 ‘Version 1

» Chartfield Values
~ Line ltem Toolbar

Yiew Options Comparative Budget Analysis

Flanning Target Budget Version Comparison

Add Budaet Entry Budaget Period Analysis
validate ChartFields Hold All Hot Kevs Heln

First [ 1-18 of 18 ] Last

— X X Fes |
Customize | Find | View All | &

Y Periodz 1-6 | Periods 7-12 | History

Amount Summary

Account Class Field Budget Reference  Default Hot Keys Amount  Hold
& 511110 Sals-Regular Pay 19801 GRF - Duties 09 POSBUD 442,579 O
& 511210 pongest Car st 19901 GRF - Dutiss 09 POSBUD 2500 [T
P124 Budget Manual Page 101 of 243

Revised: January 1, 2008



CORE Oklahoma

The Line Items Detail page is the primary page where the users work with line-item budgets. At
the bottom of the page, the annual budget data for each line item appears in a grid.

The ChartField Values section is the same Chartfield values section as seen on the Select Line
Item Budgets page. Again, this section enables the user to set up filters to control the amount of
data that appears in the grid.

The Line Item Toolbar section contains links where you can access other options:

Add Budget Entry — Preparers can add new line items.

Line Item Details

Add Line Iltem

Business Unit: 00700 OK Capitol Comp & Centen’l Cam
Budgeting Model ID: ~ BD_FY0OS  TERIN#H

Customnize | Find | View All | 38 First [4] 1 o1 (¥ Last

) Budget
Account Department Class Field Reference
| Q. 6000001 | Q | QB[
ok || cancel || appiy |

Hot Keys Help - Hot keys are used to assist you in entering budget amounts. Hot keys are
characters that you enter in the Hot Keys column to quickly enter budget data across
periods. For example, to enter 1000 for all 12 periods if budgeting monthly or 4 periods if
budgeting quarterly, you would enter ‘R1000’ in the Hotkeys field. If you click the Hot
Keys Help link, a separate window displays the codes for the hot keys:
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Het Key Information:

Jze the helow characters in the Hot Keys column to guickly enter
hudget data across periods. Click the save buttan to execute the

commands.

Characters for Hot Keys:
F=Repeat

5= 5Spread

P = Prorate Spread

| = Increased Percentane

0= Decreased Percentage

(For example, typing R100 in the Hot Keys column would place 100 in
all periods, or use R100#{1:3 to repeat 100 in onty periods 1-3.)

R (Repeat) = Repeats across all cells.

S (Spread) = Spreads value evenly across all cells
P (Prorate Spread) = Spreads value across all cells using the same percent-to-total
relationship of existing data

I (Increased Percentage) = Increases all cells by the percentage specified

D (Decreased Percentage) = Decreases the input by the percentage specified
The Grid

Amount Summa

Customize | Find | View All | i First 1-18 of 18 Last

¥ Periods 1-5 ' Perivdz 7-12 | History

R Class Field Budget Reference  Default Hot Keys Amount Hold
& 511110 Sals-Regular Pay 19801 GRF - Duties 09 POSBUD 442 579 I
e Longevity Pay-State e . - - :
W 511210 Employees 18901 GRF - Duties 0g POSBUD 2,500 -
[ 511420 Excess Benefit Allowance 19901 GRF - Duties 08 POSBUD o I

The Amount Summary tab displays annual line item information in summary form. This page
displays the Account and Description, Class Field and Description, Budget Reference, Default
method and Method ID (see ‘Methods’), Hot Key fields, Amount, and NOTES () button by
default.

If the budget model is quarterly then the Periods 1 — 4 tab allows you to view detailed line item
information for periods 1 — 4.

If the budget model is monthly then the Periods 1 — 6 and Periods 7 - 12 tabs allow you to view
detailed line item information for periods 1 — 6 and 7-12 respectively.

The History tab allows you to view line item information and their historical values.

The button allows you to view all columns on one page.
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Methods

The Line Item Details page assigns each line item a method. Methods are used to facilitate
budget calculations and derive the budget amounts. For example, the AMTPER method is used to
manually input the budgeting amounts for each period. The default methods assigned to each
account are determined by the OSF Budget Coordinator and are listed under the ‘Default’ column
in the grid. In most cases, the default method can be overridden (see Overriding Default
Methods). Common methods are explained in detail in the ‘Using Methods’ section.

History N

ass Field Budget Reference efault) NMethod ID Hot Keys Amount Hold

1901 GRF - Duties 09 wa 442579 [
1901 GRF - Duties 09 POSBUD 2500 [
1901 GRF - Duties 09 } POSBUD [
1901 GRF - Duties 09 POSBUD 39384 [
1901 GRF - Duties 09 I :“; AMTPER = [
1901 GRF - Duties 09 POSBUD 910 [T
1901 GRF - Duties 09 POSBUD 2834 [
1901 GRF - Duties 09 POSBUD 26415 [
1901 GRF - Duties 09 POSBUD 1145 [0
1901 GRF - Duties 08 AMTPER | =l o O

Depending on the Default Method (POSBUD vs. AMTPER in the example above), selecting the blue
hyperlink of the amount will take the user to a page where the values can be entered or, if the
default method is POSBUD, clicking on the blue hyperlink will open Position Budgeting (i.e. will
check out the position budgeting model for this budget center).
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Displaying Additional Information

Once the user clicks the blue hyperlink ‘0’ in line items, the page displayed is the Method Details
page. Additional information can be displayed on the Method Details page. This additional
information can include ChartFields, Totals and Historical Values for a specific line item.

To display details, click l next to any or all of the following: ChartFieI_ds, Totals and/or
Historical Values, depending on which details are desired. To minimize, click M.

Amount Per Period
Go to: Ling Item Search Line ltem Details

= ChartFields

Business Unit: 00700 OK Capital Comp & Centen’l Com

Budget Center: 6000001 General Operations

Ledger Hame: 2008 Budget Scenario:  QORIGIMAL

Version: 1 Wersion 1

Budget Category: 531000

Account; 531120 Fostage

Department: 5000001 General Cperations

Class Field: 19901 GRF - Duties

Budget Reference: o9 2009 Operating Budget

Base Budget: Prior Year Actuals: 1,532
Year to Date Actuals: 36

IMethod Amount:

Adjustment Amount: Current Year Budget:

Allocation Amount: Current Year Forecast:

Total Amount:

* Method

Default: AMTPER Amount ! Period Spread Amount: |

Override: I AMTPER = I Amount/ Pericd Spread Type: | J
Spread |

Currency: =D

The sections on this page are described below:

ChartFields — This section identifies general information for the line item you are working on.
Totals — This section identifies the total calculated amount.

Historical Values — This section allows you to see the historical annual amounts for the line item
you are viewing for comparisons.
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Add a Budget Entry

If Preparers need a line item that does not already exist in the list of line items, they can use the
hyperlink, ‘Add a Budget Entry’.

The Line Item Toolbar section contains links where preparers can access other options. Choose
Add Budget Entry.

Version: 1

} ChartField Values
* Line ltem Toolbar

View Options Comparative Budget Analvsis
P lapeFrer=ra Budaget Version Comparison
~dd Budaget Entry Budget Period Analvsis
—

Valdate ChanFields | Hold Al HotKeys Help

Add Budget Entry — Preparers can add new line items.

Line Item Details

Add Line Iltem

Business Unit; 00700 Ok Capitol Comp & Centen’l Cam
Budgeting Model ID::~ ED_FYOS_ TENH##

Customize | Find | View All | B First [4] 1 or1 [F] Last
) Budget
Account Department Class Field Reference
[ |a &ooooo | Q| Q B =
oK | Cancel | Apply |

Enter the Account, Class Field and Budget Reference.

If the ‘Add Budget Entry’ screen appears with blank Currency and Statistics code fields, enter the
value ‘USD’, in all capital letters, in the Currency field. Leave the Statistics field blank.
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Line ltem Details

Add Line ltem

Business Unit: 09000 Office of State Finance
Budgeting Model ID: BUD_090_Fyor

Custornize | Find | View Al | B8 First [ 1001 0 Last

Account Department Class Field Budget Currency Statistics
Reference perlin

| C, 1000008 | Q|

0] | Cancell Apply |

C
&

NOTE: The ‘Add Budget Entry’ screen does not appear this way in all budget models.
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Methods are used to see the monthly or quarterly budget detail and how the annual amounts are
derived. The Budget Coordinator has set up default methods per line item. The only default
methods used are POSBUD and AMTPER. The methods being used for PeopleSoft Budgeting are:
Amount Per (AMTPER), Annual % (ANN%o), Base Budget (BASBUD), Itemization (ITM), Method=0
(METH=0), Period % (PER%) and Position Budget (POSBUD). Position Budget is described in
Chapter 2. Certain rules apply to each method and each method is described in detail in this
section.

Entering Line Items Using Amount Per (AMTPER) Method

The Amount Per method allows you to enter an amount for each budget period. The user can
manually enter the amount to apply to each period, or the system can spread the amount equally
over all periods or repeat the amount over each period. This section details how to perform both
of these actions.

To manually enter line item amounts using the AMTPER Method:

1. On the Line Item Details page, click the amount link for an account where AMTPER is the
default method. The Amount Per Period method details page displays.

Customize | Find | View All | i First E 1-18 of 18 E| Last

Y Pericdz1-6 | Pericd=7-12 | History

Amount Summary

Account Class Field Budget Reference  Default LMethod 1D Hot Keys Amount Hold
® 511110 Sals-Regular Pay 19901 GRF - Duties 09 POSBUD 442579 [

Ean Longevity Pay-State e . = o
# 511210 Sl 19901 GRF - Duties 09 POSBUD 2500 [0
W 511420 Excess Benefit Allowance 19901 GRF - Duties 09 FOSBUD O -
™ 512110 'F'fli““Pre'“'H““"-”e'Sme 19901 GRF - Duties 0a FOSBUD 0388 [
W 512310 Insur.Prem-Workers Comp. 19801 GRF - Duties 09 AMTPER j | o -
# 513110 State Share-FICA 19901 GRF - Duties 09 POSBUD 910 O
® 513120 State Share-MQFEFICA 19901 GRF - Duties 09 POSBUD 2834 O
W 513230 State Share OPERS 19901 GRF - Duties 09 POSBUD 26415 [
& 513280 SUlatch-AdFee-State 49901 GRF - Duties 09 POSBUD 1145 [
¥ 531120 Postage 19301 GRF - Duties 09 AMTPER  [AMTPER =] | o 0
o 531130 Telecommunication 19901 GRF - Duties 09 AUTPER | = | 0, [

Senices P

The Amount Per Period page displays expandable sections at the top of the page for additional
information, method information, and the grid for budget period details.

2. Enter the numeric values directly into the Amount fields. For example, enter 20 in the Amount
field for every period.

3. Click M The Amount Per Period page remains and the Method Amount and Total Amount

fields are populated with values.
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Default: AMTPER Amount/ Period Spread Amount: [ || Spread Amount:

Override: I."~'-f'-'1TPER 'I Amount/ Period Spread Type: :l‘ Spread Type: :I'
Spread | Spread |

Currency: UsD

Amount Per Period

| Budget Period Details | Analysis-1

Method Amount Current Adjustment

Adjustment Amount

Allocation Amount

Budget Period Amount
2009-1 20
2009-2 20
2009-3 20
2009-4 20
2009-5 20
2009-8 20
2009-7 20
2009-8 20
2009-9 20
2009-10 20
2009-11 20
2009-12 20

B save |

4. Click Line Item Details to return to the previous page.

Total Amount

To spread the amount equally over all periods or repeat the amount over each period

using the AMTPER method:

1. On the Line Item Details page, click the amount link for an account where AMTPER is the

default method. The Amount Per Period method details page displays.
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Amount Per Period

Goto:  Line ltem Search Line ltem Details

» ChartFields

» Historical Values
~ Adustment
Default: AMTPER Amount! Period Spread Amount; Spread Amount:

Override: I.'~"J'-'ITF'ER 'l Amount/ Period Spread Type: :I' Spread Type: :I'
Spread | Spread |

Currency: usD

Amount Per Period
{ Budget Period Details | Analyziz-1 b

Budget Period Amount Method Amount Current Adjustment Adjustment Amount  Allocation Amount Total Amount Base Budget

2008-1 7 7
2008-2 | |
2008-2 1 1
2008-4 7 7

2. Enter the amount in the Spread Amount field. For example, enter 12000.

3. Select the appropriate spread type from the Spread Type drop down box:

Spread evenly - spreads the amount equally over all the periods.

NOTE: The ‘Spread evenly’ option may cause rounding issues. It is not a recommended ‘Spread
Type’.

Apply to all - applies the specified amount to each of the periods.

Amount Per Period
Goto:  Line ltem Search Line ltem Details

* ChartFields
Historcal values

* Adjustment

Default: AMTPER Amount/ Pericd Spread Amou

Override: I-i-|"-'1'|'F'ER 'l Amount/ Period Spread Type:

Epread Amount:

Spread Type: vI
Spread |

Apply to All
Currency: usD

Amount Per Period
{ Budget Period Details i Analysiz-1 b

Budget Period Amount Method Amount Current Adjustment Adjustment Amount  Allocation Amount Total Amount Base Budqet

2008-1 1 1
2008-2 ] 1
2008-3 ] 1
2008-4 ] 1
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4. Click ﬂl. The values are spread evenly or applied to all fields in the grid.

5. Click M The Amount Per Period page remains and the Method Amount and Total Amount
fields display the spread amount evenly distributed across periods.

Amount Per Period
Goto: Lineltem Search Line ltem Details

» ChartFields

> Historical Valuos
* Method * Adjustment
Default: AMTPER Amount f Period Spread Amount: 1200 Spread Amount:

Override: I.'—".I'-.-]TF'ER 'I Amount ! Periad spread Type: Apply to Al Spread Type: 'I

Spread Spread |
Currency: LsD

Amount Per Period

{ Budget Period Details i Analysiz-1 Y

Budaet Period Amount Method Amount Current Adjustment Adjustment Amount — Allocation Amount Total Amount Base Budget
2008-1 [ 1200 1
2008-2 1200 7
2008-3 1200 7
2008-4 1200 [

6. Click Line Item Details to return to the previous page.

Entering Line Items Using Annual %6 (ANN2%6) Method

The ANN% method is used to increase a budget center’s distribution by an annual percentage.
This method may not be used in FY 2006, but possibly in future budget years.

To enter a line item using the Annual % Method:

1. Change the Method ID to ANN%. This will automatically go to the ‘Annual Growth Percentage’
page.
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Amount Summary % Pericdz 1-5 | Perigds7-12 | History =
Account Class Field Budget Reference  Default IMethod ID Hot Keys Amount Hold
W 511110 Sals-Regular Pay 19901 GRF - Duties 09 POSBUD 442579 [
& 511210 Longevity Pay-State 19901 GRF - Duties 09 FOSBUD 2500 [
Employees
W 511420 Excess Benefit Allowance 19901 GRF - Duties 0g FOSBUD O -
& 512110 'F',“Ii“r'Pre'“'H““'L”e'State 19901 GRF - Duties 09 POSBUD 39384 [T
& 512310 Insur.Prem-Workers Comp. 19901 GRF - Duties 0g AMTPER dl a -
W 513110 State Share-FICA 19801 GRF - Duties 09 POSBUD /Mo
W 513120 State Share-MQFEFICA 19901 GRF - Duties 09 POSBUD 2,834 O
' 513230 State Share OPERS 19801 GRF - Duties 09 FOSBUD 26.415 O
& 513280 SILRE RN REEEE 19901 GRF - Duties 09 POSBUD 1145 [
Annuity N
™ 531120 Postage 19901 GRF - Duties 09 AMTPER | - | s O
4 Telecommunication - - T - 5
[« 531130 Senices 19901 GRF - Duties 09 AMTPER | MTFER ” 240 [
Annual Growth Percentage
GO to: Ling lterm Search Line ltem Details
» ChartFields
> Historical Values
v Method ~ Adjustment
Default: AMTPER Amount/ Period Spread Amount:
Override: I.#.HN‘.-’: 'I Annual Growth %6 Spread Type:
Base: Year To Date Actuals d a5 Sprez
Spread Type: Spread Evenly d
Currency: UsD
Annual Growth Percentage Per Year
Fiscal Year Growth Percentage Calculated Amount
2008 I 36
2009 5.00 38
|/ Budget Period Details *{_ Analyzis-1
Budget Period Method Amount  Current Adjustment Adjustment Amount Allocation Amount Total Amount
2009-1 3 | 3
200%-2 3 | 3
2009-3 3 | 3
2009-4 3 | 3
2009-5 3 | 3
2009-6 3 | 3
2008-7 3 | 3
2009-8 3 | 3
2009-9 3 | 3
2008-10 3 | 3
2009-11 2 | 3
2009-12 4 | 4
B save |
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2. The Annual Growth Percentage page displays. If there are not any amounts, enter a spread
amount in the Adjustment section and choose a Spread Type and click on Spread and Save. If
there is already an amount that the user wants to increase by a percentage, select the Base,
Spread Type under the Method section and then enter the Growth Percentage in the Annual
Growth Percentage Per Year and Save.

Base

Current Year Budget — Uses the Current Year Budget as the Base from which to calculate an
Annual % increase or decrease.

Prior Year Actuals — Uses the Prior Year Actuals as the Base from which to calculate an
Annual % increase or decrease.

Year to Date Actuals — Uses the Year to Date Actuals as the Base from which to calculate an
Annual % increase or decrease.

Spread Type

Spread Evenly — the system distributes the spread amount equally across the budget periods for
the line item.

Spread Weighted — the system adjusts the amount on a proportional basis against the base ledger
selected when performing the spread.

3. Click on Line Item Details.

Entering Line Items Using Base Budget (BASBUD) Method

The BASBUD method is used to change the values back to the base budget amounts. State of
Oklahoma is not seeding base budget amounts, so this would make the values zero if this method
is used. This method is useful if the budget is seeded with values in future years, or to correct an
item which has had a value entered. BASBUD changes the value to default back to the Base
Budget amount values, which are all zero.

To enter a line item using the Base Budget Method:

1. Change the Method ID to BASBUD and Save. This will update the amount values to the base
budget values.

1312 Slate share-h ]| A (] - Dutes = £.038 ¢
W 513120 State Shars-IOFEFICA 19901 GRF-Duf 08 POSBUD 28 [
o 513230 State Share OPERS 19901 GRF-Duties 09 POSBUD 284158 [
St Match-A I

™ 513280 Sulsen-AdFesSEE  qo001  GRF-Duties 08 POSBUD 1145 [7
™ 31120 Postage 19901 GRF-Dufies 08 antper  [Baseun J ] | a I
¥ 531130 li'ff;e'z”“”“CG”'J” 19901 GRF - Duties 09 AMTPER  [AMTPER 5] | 240 [0
™ 31170 Informational Serics 19801 GRF-Dufies 09 AUTPER | Bl [
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W 513230 State Share OPERS 19901 GRF - Duties 09 POSBUD 28415 [
o 513280 ?tn’n'ﬁltfh‘d pessiale 19901 GRF - Duties 09 FOSBUD 1145 [0
& 531120 Postage 19901 GRF - Duties 09 AMTPER  [BASBUD o | @ r
™ 531130 Lolseommunisston 19901 GRF - Duties 09 AMTPER  [AMTPER 5] | 240 [0
& 531170 Informational Service 19801 GRF - Duties 0g AMTPER | j | o -

Entering Line Items Using Itemization (1ITM) Method

The Itemization Method is used to detail components of the account expense. The method
default for an account assigned the ITM method cannot be overridden, however, CORE does not
set up any models using this as the default value.

To enter a line item using the Itemization Method:

1. On the Line Item Details page, change the Method ID to be “ITM”. If a distribution row already
has a Default of “ITM”, then select the amount link.

& 513120 State Share-MOFEFICA 19901 GRF - Dufies 09 POSBUD
& 513230 State Share OPERS 19901 GRF - Dufies 09 FOSBUD
=t M _A -
513280 Sthlateh-Ad Fee-State 49901 GRF - Duties 09 POSBUD
Annuity 22\
™ 515420 Marketing Consulting 12901 GRF - Duties 09 aurper (o E=l
SEMVICES
& 531120 Postage 19901 GRF - Duties 09 AMTPER | =l
= Telecommunication : . .
53113 CRF - AM AM -
& 531130 S— 19901 RF - Duties 09 MTPER  [AMTPER =] |
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2. The Itemization method details page displays.

Itemization

Goto: Lineltem Search Line Item Details

b ChartFields

Default: ANTPER Amount/ Period Spread Amount:

Override: IITH 'l Iternization Spread Type: —;[
Driver ID: IOTY*COST 'l Spread |
Currency: usD

Itemization Customize | Find | View All | # First 1| 10of1 [ Last
*From Budget

- SRS T = = - a *
Description Driver [0 Number of r Unit Calculated Amount *Spread Type TD.B“El =
1 ﬁ : - PE E =

JfBudgetPeriod Details ' Analysis-1 |

Budaet Period Method Amount Current Adjustment Adjustment Amount  Allocation Amount Total Amount Base Budget
2009-1 ]
2009-2 ]
2009-3 ]
2009-4 ]
20095 ]
2009-5 ]
2009-7 ]
2009-8 ]
2009-9 ]
2009-10 ]
2009-11 ]
200912 ]
& Save |

3. As appropriate, complete the following fields:

Description (Required)

Driver ID (Required) — The Driver ID determines how the amount is derived. The two options for
Driver ID are:

PERSUM (sum of periods) — If selected, enter a value in the Calculated Amount field. Then it
spreads or repeats the amount across budget periods.

QTY * COST (quantity * cost) - Multiplies the number of units by the cost per unit and displays the
result in the Calculated Amount field. Then it spreads or repeats the amount across budget
periods.

Number of Units/Cost Per Unit - Enter values if QTY*COST is selected as the driver. The system
uses the values to determine the calculated amount for the item.

Calculated Amt - Displays an entered value if PERSUM is selected as the driver or displays the
calculated amount if QTY * COST is selected as the driver.
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Spread Type (Required) — Used to define how the calculated amount is applied to the budget
period. Two options are available:

Repeat — repeats the calculated amount across all periods.

Spread — spreads the calculated amount evenly across the range of budget periods specified.

From Budget Period and To Budget Period (Required) - Enter the range of the budget periods for
the item.

NOTE: The From Budget Period and the To Budget Period are based on the fiscal year and not
the calendar year. The ‘From’ period must be smaller than the ‘To’ period.

Default: AMTPER Amount/ Pericd Spread Amount: |

Override: IITr-.-1 'l ltemization Spread Type: —;l

Driver ID: IOT‘r’*COST vl Spread |

Currency: LsD

itemization Customize | Find | View All | B First [4] 4 of 1 [F] L ast

*Description *Driver 1D Number of Units ~ Cost Per Unit Calculated Amount *Spread Type ;Fer%dBuclqgt ;Lt;i_ﬁt:tlt&t

1 |Advertising TV Slots [aTrcosT =] | 100.000] | 200 30,000 [spread || 20081 =] [2009-10 7] [#] [=]

Jr’ Budget Period Details ' Analysis-1 |

Budget Period Method Amount Current Adjustment Adjustment Amount Allocation Amount Total Amount Base Budget

20091 3,000 1 2,000

2009-2 3,000 1 3,000

2008-3 3,000 1] 3,000

2009-4 3,000 1] 3,000

2009-5 3,000 1] 3,000

2009-5 3,000 1 3,000

20097 3,000 1 3,000

2009-8 3,000 1] 3,000

2009-9 3,000 1] 3,000

200910 3,000 1] 2,000

200911 1

2009-12 1

B save |
4. Click M The values are populated in all fields and the Method Amount is derived.

5. Click Line Item Details to return to the previous page.
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Entering Line Items Using Zero (METH=0) Method

The METH=0 method is used to change the values to zero amounts. State of Oklahoma is seeding
the base budget to have zero amounts, so using METH=0 to make the values return to zero
amounts is similar to using the method BASBUD.

To enter a line item using the Zero Method:

1. Change the Method ID to METH=0 and Save. This will update the amount values to be zero.

& 513280 ftn’nﬁttc“‘d FEREED 19901 GRF - Duties 09 FOSEUD 1145 [0
& 515420 e 19901 GRF - Duties 09 AMTPER ‘I [ oo ot L :> [ -
& 531120 Postage 19901 GRF - Duties 09 ANTPER | [
& 531130 L unIca N 19901 GRF - Duties 09 AMTPER  [AMTPER j | 240 [0

Services

Overriding Default Methods

To override the default method set by the Budget Coordinator, select the appropriate method from
the Method ID drop down box. The Method ID field will now display the actual method being
used. Most of the methods can be overridden, except for POSBUD which pulls in the data from
Position Budgeting.
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Using the Adjustment Column

If no filtering has been done by the Preparer in the Line Item Search page, each chartfield will
show 4 rows (Method, Adjustment, Allocation and Total) for Amount Type. To enter values in the
Adjustment bucket, click in the Hot Keys field or click on the Amount.

» ChartField Values
* Line ltem Toolbar

View Options Comparative Budget Analysis
Flanning Target Budget Version Comparison
Add Budqget Entry Budget Period Analysis
B —r ot Key: e
validate CharFields Holgan | HotkersHeln

Customize | Find | View All | 8 First [4] 130 o

Amount Summary Y Periods1-5 Y Periods 7-12

Account CDepartment Class Field Budget Reference Amount Type Default Method ID Hot Keys Amount
[ 555110 000001 23000 09 Method AMTPER = 0
W 555110 5000001 23000 09 Adjustrent [ 0
# 555110 6000001 23000 09 Allocation z{ﬂ 0
[ 555110 6000001 23000 09 Total 0
& 548120 6000001 19901 09 Method AMTPER =l 0
& 548120 5000001 19901 09 Adjustment [ i
& 548120 6000001 19901 09 Allocation
® 543120 £000001 19901 09 Tatal i

When clicking on the Amount column, the user is taken to the Amount Per Period page. The user
can enter Spread Amounts and Spread Type in the Adjustment section or just go to the Budget
Period and enter the Adjustment Amounts. Save the page. Each time an adjustment amount is

entered it is date stamped with user identification. The user can double-click on the next to
the adjustment amount to see this history.
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Default: ANTPER Amount/Period  SpreadAmount: [ ||| SpreadAmount| |

Override: IWR;, Amount/ Period Spread Type: —;l Spread Type: ﬁ
Spread | Spread |

Currency: UsD

Amount Per Period

| Budget Period Details i Anahyziz-1 I

Budaget Period Amount

Method Amount Current Adjustment Adjustment Amount  Allocation Amount Total Amoun

2009-1 1 [
2009-2 [ [
2009-3 [ ] [
20094 [ [
2009-5 1 1
2009-5 [ [
20087 [ 1 @
2009-8 [

2009-9 [ 1 [ ]
2009-10 ] [
2009-11 [ 1 [ ]
2008-12 1 1

Scheduling Longevity in Line Item Budgets

For agencies with many positions it may be better to change the Salary Expense Account by period
at the line item budgets level. The user will also need to manually adjust the Tax Account as the
tax amounts will not be in the correct period.

Step 1:

In Line Item Budgets change the private view so that an adjustment and total line are shown for
each line item. Click on the Salary Expense Account adjustment amount.

Customize | Find | View All | i First E 1-30 of 57 [} Last

Amount Summary Y Pericds 1-6 Y Peripds 7- 12

Class Field

Account Budget Reference  Amount Type  Default Method 1D Hot Keys Amount Hold

& 511110 Sals-Regular Pay 19901 09 IMethod POSBUD 442579 [0
& 511110 Sals-Regular Pay Adjustment [ [
™ 511110 Sals-Regular Pay 19901 09 Total 442 579 [l
¥ 5112 Longevity Pay-State eth ) 25 7
[ 511210 Employees 19901 09 Method FOSBUD 500 [
v Longevity Pay-State . .
™ 511210 Employees 19901 09 Adjustment I r
¥ 5112 Longevity Pay-State ‘ 25 }
[ 511210 Employees 19901 09 Total 500 [
W 511420 Excess Benefit Allowance 19801 09 Method FOSBLUD 0 [l
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Step 2:
Enter in the adjustments to each period and save.
From Position [Judgeting

Go to: Line tem Search Ling ltem Details

¥ ChartFields

 istorcal Vaiues
~ aament

Default: POSBUD From Pos Budget Spread AmoLmtlI
Override: FOSBUD =] From Pos Budget Spread Type: I 'I

Currency: usD Spread

Line item Period Details
Budget Period Details i Analysiz-1

Budaget Period Method Amount  Current Adjustment  Adjustment Amount Allocation Amount Total Amount Base Budget

2008-1 192 I -192 192
2009-2 192 I 58 192

2009-2 192 -192 192
2009-4 192 -192 192
2009-5 192 -192 192
2009-6 392 142 392
2009-7 192 -192 192

2009-8 192 I -192 192
2009-9 192 I -192 192
2008-10 192 I -192 192

2009-11 192 808 192

200912 188 I -188 188
E save |

From Position Budgeting
Go to: Line Item Search Line Hem Details

» ChartFields
> storcal atues
~ Aaustment

Default: FOSBUD From Fos Budget Spread Amount:l

Override: IF'OSEUD =| From Pos Budgst Spread Type: | ']

Currency: uso Spread

Line ltem Period Details

{ Budget Period Details i Analysiz-1

Budget Period Method Amount Current Adjustment Adjustment Amount Allocation Amount Total Amount Base Budget

20091 192 sz By [
20092 192 O
20093 192 a2 B[]
2009-4 192 oz B[ |
2009-5 192 A2 B[] ‘

20095 392 a2 B[
2009-7 192 A B[]
2009-8 192 a0z B |
20099 192 sz By [

2008-10 192 192 By
2008-11 192 1208 B
200912 188 188 By

Step 3:

Return to Line Item Details and then make period adjustments to the other Position Budgeting
account for taxes etc. to coincide with the periods in which the longevity payments occur.
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Prior Year Expenditure in the Current Year — Account
4997 XX

To enter prior year expenditures into the current year, a special budget only account has been
created that can be used in line item details. If an agency is budgeting at the summary level, the
preparer will use account 499700. If an agency is budgeting at the detail level then use account
499701. This takes the place of OSF Form 33 - Estimate of Income as used in the ICS system.

To enter the prior year expenditures use the following steps in Line Item Details.

Step 1:
Click on the Add Budget Entry link

Version: 1 Wersion 1
+ ChartField Values

¥ Line tem Toolbar

View Qptions Caomparative Budaget &nalysis
Flanning Target Budaget Version Comparison
Add Budnet Entry Budget Pericd Analvsis

validgl MhartFields Holdan | Hotkeus Help

A=

Amount Summary Y Perisdz 1-8 | Periodz 7-12
Account Class Field Budget Reference Amount Type
[ 511110 Sals-Regular Pay 19901 09 Method
& 511110 Sals-Regular Pay 19901 09 Adjustment
[ 511110 Sals-Regular Pay 19901 09 Tuotal

Step 2:

Enter in Account 499700 or 499701 and the Class field. Budget Reference should be for the current
year i.e. when entering the 2009 budget use a Budget Reference of 09. Click Apply. Click on the
OK button.

Line Item Details

Add Line Item

Business Unit: 00700 Ok Capitol Comp & Centen’l Com

Budgeting Model 10 BD_ FYO0S9 TRN##

Customnize | Find | View Al | B8 First [*] 1 or1 [¥] Last
Account Department Class Field Budaget
Reference
|4E|E|?D1 Gy, 5000001 |2z000 |2 |09 a =1
ok | [ cancel | [ appy |
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Step 3:

Click on the new line item amount.
Ledger Name: 2009 Budget Scenario:  ORIGIMNAL
Version: 1 “ersion 1

» ChartField Values

~ Line ltem Toolbar

View Options Comparative Budget Analvsis

Planning Target Budget Version Comparison

Add Budaet Entry Budaet Period Analvsis
validate CharfFields Hold Al Bt hais Heln

Customize | Find | View Al First [ 130 ofs0 I Last

Amount Summary Y Pericd=1-6 Yy Periods 7-12

Account Class Field Budget Reference Amount Type Default — Method ID Hot Kevs
& 492701 PY Exp In Current FY 23000 03 Method wrrer [ H
& 499701 PY Exp In Current FY 23000 03 Adjustment 1
M 489701 PY Exp in Current FY 23000 09 Total
& 511110 Sals-Regular Pay 19201 03 Metnod POSBUD
Step 4:

Enter a negative amount for prior year expenditure into the first period, and click on Save.

Amount Per Period

Goto:  Line ltem Search Line ltem Details

¥ ChartFields

> Historca olues

Default: AMTPER Amount/ Period Spread Amount: | Sprea

Override: IM-.-1TF'ER *I Amount/ Period Spread Type: | =| || sprea
Spread |

Currency: 5D

Amount Per Period
J.f Budget Period Details Y Analysis-1

Budget Period Al Method Amount Current Adjustment Adjustment Amount
2008-1 | -5000 |
2009-2 | |
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Changing Bud Ref on Revenue Accounts

When Revenue Accounts (4xxxxx) are created in Line Item Details from the GL system, the Budget
Reference field usually comes in as blank. This is happening because the Budget Reference field is
not being entered for Revenue Accounts in the GL system so it cannot be mapped to the new
Budget Reference value in the Budgets system. CORE Budget intends to develop a process that
will automatically populate the Budget Reference for revenue accounts. If, however, the user finds
that there are still missing budget references, please execute the following steps to add the budget
reference manually.

To enter the Budget Reference for a line item, use the following steps:

Step 1:
Go to the Line Item Details page and click on the green checkmark for the line item that needs a
budget reference entered.

Ledger Name: 2009 Budget Scenario:  QRIGIMAL
Version: 1 Wersion 1
* ChartField Values

* Line ltem Toolbar

View Options Comparative Budget Analvsis
Planning Target Budget Version Comparisan
Add Budget Entry

Validate ChartFields Hold All I

Amount Summary Pericdz 1-6

Account Class Field B et Reference  Default Method 1D
[ 456101 ggf;E’Gra”tS&DD”E't'fm 23000 areer [ 5

& 489701 FY Exp in Current FY 23000 ne AMTFER I.-'f-.l-.-1TF'ER 'I

Step 2:

Enter in the correct Budget Reference and click on the OK button. The user will then be taken
back to the Line Item Details page where the Budget Reference has been changed. Click Save on
the line item details page.
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Line Item Details

Modify ChartFields

Business Unit: 00700 OK Capitol Comp & Centen’l Com

Budgeting Model 1D ED_FY¥Y0S_TRM##H

ChartFields Information

ChartFields ChartField Value Description To Value Description

ReErT 456101 Private Grants&Donat.for 156101 a Private Grants&Donat.for
dpns Qpns

Department 6000001 General Operations G000001 General Operations

Class Field 23000 Ok Cap Complex & Cent WO\ Ok Cap Complex & Cent

Comm Fnd Comm Fnd
Budget Reference ‘ Q) 2009 Operating Budget

oK | Cancell Apply

Adding Notes

PeopleSoft provides the capability to add Notes to a particular line item. These Notes can be
created for Public or Private View. If a Private Note is created, only the user who created it can
see it — no other user can view the Note.

Entering Line Item Notes

Line Item Details

Goto:  Lineltem Search Line ltem Details

Business Unit: 00700 ©OK Capitol Comp & Centen’l Com
Budgeting Model ID:  BD_FY09_TRN##
Budget Phase ID: Phase_1

Budget Center: 5000001 General Sperations
Ledger Hame: 2009 Budget Scenario:  ORIGINAL
Version: 1 Version 1

¥ ChartField Values
~ Line ltem Toolbar

Planning Target
Add Budget Entry
Validate ChartFields Haold All

Customize | Find | View All | i First [1] 1-21 of 21 [¥] Last

Amount Summary

Account Class Field BudgetReference Default Method ID Hot Keys Amount Hold

W 456101 S’D"‘;astEGramS&D””a””’ 23000 09 autpER  [anTPER o | 500000 [
™ 499701 PY Exp In Current FY 23000 09 AnTPER  [AMTPER o] | s000 M &

To add a Note:

1. On the Line Item Details page, click .
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Line Iltem Notes

Go to: Line tem Search Line ltem Details

» ChartFields

Enter Notes

iblic Mote 1. Chaoose Public or Private an the left. =
g . 2. Enter your text here.
rivate Note 3. Click ®™ppend Mote to Log'
Append Mote to Log (Motice the changes in the log below)
4. "Save'
[ -
Find | view All__ First ] 4 or 4 [ Last
UseriD: USERID [
 Public Note
 Private Note Your note from above is copied to this area.

Date Time Stamp:
RAWIDD ™™ HH: bl ;l

2 sae |

2. Select Public Note or Private Note to indicate whether or not the Note can be viewed
publicly.

3. Enter the Note in the text box.

4. Click Append Hote to Ll:ng_

5. Click B5=ve)

Viewing Notes

If a Note has been added to a line item, the system displays a Note icon with a blue pushpin to
indicate that a Note exists for the entry.
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Ledger Hame: 2009 Budget Scenario:  ORIGIMNAL
Version: 1 “ersion 1
» ChartField Values

* Line Item Toolbar

View Options Comparative Budaget Analysis

Flanning Target Budget Versicn Compariscn

Add Budaet Entry Budaget Period Analysis
validate CharfFields Holdan | HotkevsHelo

First [« 1-24 of 21 Last

- . P She
Customize | Find | View All | &=

Amount Summary Y Pericdz1-8 Y Perisds 7-12

Account Class Field Budget Reference Default Method 1D Hot Keys Amount  Hold
& 486101 Do raneERNaLor 23000 09 AnTPER  [aMTPER o | 500000 [
& 499701 PY Exp in Current FY 23000 09 AMTPER  |AWTPER =] | £000 [0

To view a Note:

1. Click "{%

Line Item Notes

Go to: Ling tem Search Line Item Details

» ChartFields
Enter Notes
& public Note =l

i~ Private Note
Append MNote to Log |

Find | View All First E 10f1

UserID: USERID Sent thank you note to donor.
' Public Note

% Private Note

Date Time Stamp:
1000572007 9:34AM ;l

2. Click View All to display all Notes for this line item, if there are multiple Notes.

3. As appropriate, enter additional Notes.
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You can delete Notes that have been created.

To delete a Note:

1. On the Line Item NOTES page, click e on the NOTE to be deleted. A message displays.

Microsoft Internet Explorer

o]

Cancel

@ Delete currentiselected rows From this page? The delete will occur when the transaction is saved.

I,

2. Click

3. Click Line Item Details to return to the previous page.

to delete the Note. Click

P124 Budget Manual
Revised: January 1, 2008
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Customizing the Line Item Details Page

PeopleSoft provides the capability to customize the page by allowing the user to change the
column order, sort order, and to hide and freeze fields.

Accessing the Customize Page

1. On the Line Item Details grid, click Customize.

Line Item Details

Goto: Lineltem Search Line ltem Details

Business Unit: 00700 OK Capitol Comp & Centen’l Com

Budgeting Model 1Dt BD_FY09_TRN##

Budget Phase |D: Fhase_1

Budget Center: 6000001 General Operations

Ledger Name: 2009 Budget Scenario:  ORIGINAL
Version: 1 Version 1

» ChartField Values
¥ Line Item Toolbar
View Oplions
Flanning Target
Add Budget Entry
Validate CharFields

Comparative Budget Analysis
Budaget Version Comparison
Budaet Period Analysis

Hot Kevs Help

Hald All

Amount Summary % Periods 1 -8 | Peripds 7-12

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

(Column Order

Tab Amount Summary (frozen)
{column 2) {frozen)
Account

(column 8)
Department (hidden)
Class Field

Budget Reference
Default

Method 1D

Hot Keys

Sort Order
Account =]

@&

I~ Descending

Haold

{column 65)

Tah Periods 1-6
1

ab Periods 7 - 12

D00 - — e Lo D

Preview

OK Cancel I

P124 Budget Manual
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Changing Column Order

To change the column order:

1. Click the column heading to move and click the up or down arrow until the column heading is
moved to the desired location. In this example, the amount field is moved to show just after

budget reference.

2. Click _Freview |

Column Order

Tab Amount Summary (frozen)
{column 2} (frozen)
Account

(column 8)
Department (hidden)
Class Field

Budget Reference
Amount

Default

Method 1D

Hot Keys

Hold

{column 65)

Tab Periods 1-6

[T Hidden
I~ Frozen

ab Periods 7 - 12

oK | Cancell Pre'v'iejw;J Ca
s

Amount Summary (" Pericds 1-6 | Periods 7-12

The order selection displays in preview mode at the bottom of the page.

Sort Order

Account
Dy
=

I~ Descending

y Settings Share Settings Delete Settings

e==tomize |Find | View Al | B First [ 14 021 0 Last

Account
¥ 456101 Private Grants&Donat.for 23000
apns
¥ 420704 FY Expin Current FY 23000

Class Field

Budget Reference Amount DRfault Method 1D Hot Keys Hold
09 500,000 JMTPER  AMTPER - &
09 -5,000 AMTPER  AMTPER -

3. Click LI if satisfied with the customization which then returns the user to the previous
page. The Line Item Details page displays as specified on the Customization page.

Hiding/Freezing Fields

The user can temporarily hide a field from display. Additionally, the user can “freeze” a field so
that the field remains displayed as the user moves from tab to tab.

1. Click on the field(s) that the user wishes to hide or freeze.

2. As appropriate, check ™ Hidden o [ Frozen
A notation displays next to the field indicating that the field is hidden or frozen.

P124 Budget Manual
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Download to Excel

data manipulation or analysis. When the

PeopleSoft allows the user to export line item data to a spreadsheet in Microsoft Excel for further
) button is clicked, the system opens a new window,

loads Excel, and imports the line item data into an Excel worksheet.

To download line item data to Excel:

P124 Budget Manual

On the Line Item Details page, click the Ei
then you will need to hold down the Ctrl key when you click on the
holding the Ctrl key until the spreadsheet has fully loaded.)

Line Item Details

Goto: Lineltem Search Line ltem Details

Business Unit: 00700 QK Capitol Comp & Centen’l Com
Budgeting Model ID:  ED_FYOS_TRN##
Budget Phase ID: Fhase_1

Budget Center: 5000001 General Operations
Ledger Name: 2009 Budget Scenario:  QORIGIMNAL
Version: 1 “ersion 1

¥ Line ltem Toolbar

» ChartField Values

View Options

Flanning Target
Add Budaet Entry
validate CharFields Haold All

First [« 1-21 of 21 ] Last

— _ X N ]
Customize | Find | View Al | &5
—

Amount Summary (" Peripds 1-5 § Pericds 7 - 12

Account Class Field Budget Reference Default IMethod ID Hot Keys Amount  Hold
™ 456101 Private Grants&Donatfor — 53ppg 09 AuTPER  [AMTPER =] | 500000 0 &

Qpns

Revised: January 1, 2008
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2. A separate window displays in Excel with the line item information.

“ https://budgettrg.oklaosf.state.ok.us/eptrg/psft/V-3911

Fle Edit ‘View Inset Fomat Tools Data GoTo Favorites Help
O Back - O - \ﬂ @ \_:] j_Pj Search ‘-;:\L{ Favorites @;ﬂ ﬁ
Address I@ https://budagettrg oklaosf state ok .us/eptrg/psftAV-351142226/ps xs
Al - b
A B C D E

1 lIlAccount| [Class Field| Budget Reference
2 |Meodify Chartfields [456101 |P|23000 9

3 |Modify Chartfields (499701 |F[23000 09

4 |Meodify Chartfields |511110  [S]19901 9

5 |Modify Chartfields (511210 |L [19801 9

6 |Modify Chartfields (511420 |E[19801 9

T |Modify Chartfields (512110 |1 [18801 9

8 |Modify Chartfields (512310 |1 18901 9

9 |Modify Chartfields (513110 |S]18901 9

10 |Medify Chartfields (513120 |S]19801 9

11 |Medify Chartfields (513230 |S]19801 9

12 |Medify Chartfields (513280 |S]19801 09

13 |Modify Chartfields (515420 |M| 19801 09

14 |Modify Chartfields (531120 |P|19801 9

15 |Modify Chartfields (531130 |T|19801 19

16 |Modify Chartfields (531170 |1 |19801 9

AT |Modify Chartfields (532110 |R|18901 9

18 |Modify Chartfields (532140  |R|18901 9

19 |Medify Chartfields (533120 |M|12801 9

20 |Meodify Chartfields (536140 | O[19801 9

21 |Modify Chartfields (548120 | [19901 09

3. Save the file as an Excel file (.xIs) by clicking on File — Save As.
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Checking In the Line lItem Budget

Once the preparer has completed entering the expense budget for the current budget center, the
budget must be checked in. If the budget is not checked in, it will remain unavailable to others
except in Read-Only mode.

1. On the Line Item Details page, click Line Item Search.

Line tem Details

Business Unit: 00700 QK Capital Comp & Centen’l Com
Budgeting Model ID: BL_FYOS TRIN#H
Budget Phase I: Fhase_1

Budget Center: G000001 General Qperations
Ledger Name: 2009 Budget Scenario:  ORIGINAL
Version: 1 Yersion 1

¥ ChartField Values
* Line ltem Toolbar

Wiew Qptions Comparative Budget Analysis

Flanning Target Budget Version Comparison

Add Budaget Entry Budget Period Analvsis
Validate ChanFields Holdan | HetkessHelo

Amount Summary Pericdz 1 -6 Pericds 7 - 12

Account Class Field Budget Reference Default [etl
[ 456101 Tmslbrosesisl oy 0g AMTPER  [AW
2pns
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2. The Select Line Item Budgets page displays.

Select Line Item Budgets
Goto:  Lineltem Search Line ltem Details
Business Unit: 00700 OK Capitol Comp & Centen’l Com

Budgeting Model ID: EBD_FY03 TRN#E
Budget Phase |D: Phase_1

Budget Center: 5000001 General Operations
Ledger Hame: 2009 Budget Scenario:  QORIGINAL
Version: 1 Wersion 1

Public Views: | j

Private View: | d Create Mew Private View
ChartField Values
ChartFields LDimension Level Show Code Show Description
Account [~ I
Department [~ |
Class Field [~ I
Budget Reference W |

Returnto:  Budaget Worlsitermn Details

3. Click Budget Work Item Details at the bottom of the page. The Budget Work Item Version
Details page displays.

4. Select Check In Budget under the Select Check Out Option column.

Budget Work Item Details
Budget Work Item Version Details

Business Unit: 00700 ©OK Capitol Comp & Centen’l Com
Budgeting Model ID: ED FY0S TRN##

Budget Center: 000001 General Operations
Ledger Name: 2009 Budget

Scenario: ORIGINAL

Status: Open

Version: 1 Yersion 1

To access the pages for a budget activity, select an Action frem the drop-dewn box and click Go. If an activity iz checked out, =elect an Acticn
to check in an activity and click Go to return the budget data to the databaze.

Budget Activities

Activity Budaget Status

Ling ltem Budgeting Checked out on 10/5/2007 07:53AM by J an I
USERID |

Fosition Budgeting Budget iz available d @

Return to: Budaet Work Itermn Details
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5. Click EI. The Budget Work Item Version Details page remains and the budget activity is
available.

Budget Work Item Details
Budget Work Item Version Details

Business Unit: 00700 OK Capitol Comp & Centen’l Com
Budgeting Model ID:  BD FYDS TEN##

Budget Center: 000001 General Operations
Ledger Hame: 2009 Budget

Scenario: ORIGINAL

Status: Open

Version: 1 Wersion 1

To access the pages for a budget activity, 2elect an Action from the drop-down box and click Go. If an activity iz checked out, =elect an Action
to check in an activity and click Go to return the budget data to the databaze.

Budget Activities

Activity 1eES Select Check Out Option

Line Item Budgeting Budaetis available | j Go |
Position Budgeting Budget is available | j G0 |

Return to: Budget Work Item Details
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Chapter 4: Budget Analysis

PeopleSoft Budgeting offers numerous analysis features to perform analysis to compare budgets,
versions, and budget periods. Initially, we are using four online analysis pages: three for line item
budgeting and one for position budgeting. The analysis pages for line item budgeting are:
Comparative Budget Analysis, Budget Version Comparison, and Budget Period Analysis. The
analysis page for position budgeting is Position Budgeting Inquiry. The user does not have to
check out a budget version to run analysis reports. However, the system automatically
checks out the budget to run the report. so it is very important to close the online
analysis report when finished viewing the report.

All online analysis pages can be accessed via the Budgeting Home or via the links under Menu.

PeopleSoft,

Search:
©)
I~ Budgeting Budgeting Home
Budgeting Home Page - User

— Budget Work Itermn Details
e il

Budget Preparation
Perform budgeting work, including line-item %
budgeting, position budgeting, azset budgeting,

mass adjustments, and budget allocations.

View budgsting guidelines.

Ly Profile
Access optiens =pecific to uzers such as email
[ PeopleTools

and cperator defaulta.
— Chanae My Password
— My Personalizations
— My System Profile
— My Dictionary

Budget Analysis

erform analyziz on red budgets. View,
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PeopleSoft. S ——

Search:
[> My Favorites Budgeting Horme  # Budget Analysis
= Budgeting

udget Work Iterm Details

— Budget Work lterms Menu Options

— Comparative Budrget

Analysis Anahsis
— Budget wersion ’ - - . . -
: Dynamically viewy or dovenload budget reparts using on-line analysis and repaorting.
Comparison
— Budget Period Analysis
— Position Budgeting Inguirg Beports
I Tree Manager Fun a repart, such as Version Analysis, Ledger Type Comparizon, Summary of Methods,

Budget Compariszons, Posttion Infarmation, Az=set Infarmation, Planning Target Comparizion, ar

[» Repoting Tools - ! !
Business Unit Comparisan.

[ PeopleTools

— Change My Passward
— My Personalizations Data Extraction

— hiy Syrsterm Profile Extract data from a Budaeting Model far custamized repoting purposes .
— Mty Dictionary

Or, the line item analysis page links can be found on the Line Item Details page.

Line Item Details

Goto:  Line ltem Search Line tem Details

Business Unit; 00700 QK Capitol Comp & Centen’l Com
Budgeting Model ID: TST_007_FYy09
Budget Phase 1D FPhase_1

Budget Center: G000001 General Operations
Ledger Name; 2009 Budget Scenario:  QRIGIMNAL
Version: 1 Wersion 1

* ChartField Values

* Line ltem Toolbar

omparative Budget ~|

Budget Version Comparisan
, Budaget Period Analysis

Yiew Options
Flanning Target
Add Budaget Entry

Yalidate ChartFields Hald All
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The analysis page for position budgeting can also be found on the Position Budgeting Menu
page.

Position Budgeting Menu

Position Management

Add, copy, edit, or fill pesitions

Position: | Go
Adjust Salary, Benefit and Earning amountz by Union Code, Job Code, or Pozition
By Salary: | G0
By Earnings: | G0
By Benefits: I Go
Position Analysis

Access to Budgst Analysis to que

Analysis:

FPaosition Budaeting Analysis

Default Position Distributions

Calc Position Distributions

Inquire on Human Rezources Sstup Default
Inquire: I Go

Return to; Budget Work ltem Details  Line Item Budgeting
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Online Budget Analysis

The following online budget analysis options are available:

Report

Purpose

Comparative Budget
Analysis

This report shows the current year proposed budget data against
historical budget data and can calculate variances.

Budget Version
Comparison

This report shows the proposed budget amounts for each version.

Budget Period Analysis

This report shows the proposed budget amounts for each budget
period for a budget version.

Position Budgeting
Analysis

This report displays the salary, benefits, earnings, allowance earnings,
one time pay, employer tax, total cost and FTE by position, job code
or employee for your budget center.

The analysis pages all function in the same manner. We will begin describing the standard features
and functions of the analysis pages using the Comparative Budget Analysis report.

P124 Budget Manual
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Comparative Budget Analysis

1. From the home page, select Comparative Budget Analysis on the menu.

Budgeting Home » Budget Analysis »  Analysis

Analysis

Menu Options

arative Budget Analysis

Budget Version Comparison

Anakyze and download budget data for a budget version
bazed on 2elected paramsters.

Analyze and download budget data across budget verzionz
bazed on 2elected paramsters.

Anahyze and download budget data across budget periods

Budaget Period Analysis for a budget werzion bazed on 2&lected paramsters.

Anahyze and download position-related budget data for a

Position Budgeting Inguiry budget wverzion bazed on 2elected paramsters.

2. The Comparative Budget Analysis page displays.

Comparative Budget Analysis

(0]

*Role Hame: |F'reparer

*Business Unit; | o}

*Budgeting Model 1D: | -]
*Ledger Name: | -]
*Budget Center: | Q
*Version: | -]
[ statistical Analysis
*Wiew By: | j
Optional View By: | j
Chartfield Display Option: |Di5|:|la'y' Code and Description j

Fun |
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Standard features of analysis pages

All analysis pages require you to enter:

¢ Role Name — normally defaults according to the current user profile. However, if you have
more than one role, and you want to review information at the Division level, select the
Reviewer role. If you want to view information at the Budget Center level, select the
Preparer role.

e Business Unit — normally defaults according to the current user profile — State of
Oklahoma has a business unit representing Agency.

e Budgeting Model ID — will change every year. Displays as ‘BD_FY09 TRN##’ (where
Business Unit and Fiscal Year define unique budgeting model values). After the Budgeting
Model ID, a grid displays at the bottom of the page for you to filter analysis results (see
below).

e Ledger Name — will change every year. Displays as ‘2009 Budget'.
e Budget Center — represents a department value.
e Version — select the version to display.
e View By - determines how the data will be displayed in the left column of the grid. Select
to view by Account, Budget Category, Budget Reference, Class or Department.
Comparative Budget Analysis
*Role Name: |F'rE|Jarer ;I
*Business Unit: IWO\ QK Capital Comp & Centen’l Com
*Budgeting Model I |Br_Fvos_TRu## =
*Ledger Name: |2IJDQ Budget ;l
*Budget Center: |s000001 2L General Operations
*Version: |"-.-"er5i-:|n 1 ;l
[ statistical Analysis
“\iew By: |.-"4.cc-:|unt -
Optional View By: | =]
Chartfield Display Option: |Di5|:|la:.-' Code and Description _v|
Description Value
Account | [
Department | (')
Class Field | Q
Budget Reference | (')
Budget Category Filters Customize | Find | B8 First [4] 1114 or 114 [*] Last
Select Budget Category Description
1 [l 411100 Beverage Taxes
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Optionally, the user can enter filter criteria in the Chartfield Filters or Budget Category Filters
sections in the grid at the bottom of the page.

ChartField Filters
Description Value

Account

L2 L L

Class Field

|
Department |
|
|

Budget Reference

0

Budget Category Filters Customize |Find| 8  First [ 1114 o114 [*] Last
Select Budget Category Description
1 411100 Beverage Taxes
2 412100 Business Taxes
3 I 413100 Insurance Taxes
4 I 414100 Local Taxes

After you have completed the required fields, click Run and the report displays. All reports

display with basic information at the top of the page and the report in a dynamic grid at the
bottom.
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Comparative Budget Analysis
Role Name: Preparer Budgeting Model ID; BD_FY0S_TRN## Budget Center: 6000001

*View By: |-"\CC°U“t = Optional View By: -] Refresh Returnto: Selection Criteria Clicking here will

= = = «take you hack to
The 'View By' selection determines how the the previous padge.
dats will ke displayed in the left-hand
column of the report.

] i

Preview Excel

Rows To Scroll: ME [+
© Business Unit: I[][J?[J[J 'I

Close

O Ledger Name: |2005| Budget 'I E

Budget Center : 6000001 |l Version D : 1 Amount Variance »=: 0 %
® Base Name: ICurrent Year Budget j H Budget Period : ITotaI j % Variance »= ; 0%

Currency : usD

il Proposed i Historical Data

Budget by by Account
Account

456101 Private Grants&Donatfor Opns

489701 PY Exp in Current FY

511110 Sals-Regular Pay

511210 Longevity Pay-State Employees

512110 Insur.Prem-HIth-Life-State PIn

513110 State Share-FICA

513120 State Share-MQFE/FICA

513230 State Share OFERS

513280 StMatch-Ad Fee-State Annuity

531130 Telecommunication Services 5240 &0

Total $1,011,007 &0
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The report can be broken up into sections for further explanation:

The first section of the page details information entered on the previous page as well as links and
options for displaying data on the report.

Comparative Budget Analysis

Role Name: Preparer Budgeting Model ID: BD_FY0S_TRN## Budget Center: 5000001
“ViewBy: [ccount = Optional View By: | -] Refresh Retunto: Selection Criteria
Close

i &

Preview  Excel

Rows To Scroll: mEl El Rows per Page: m E El 111 of 11 El IEI

© Business Unit: IW O Ledger Name: IW’ E IW;,
Budget Center : 5000001 M version ID: 1 Amount Variance »>= :
® BaseName: [Curent Year Budget ||| Budget Period: Im % Variance »= : 0%

Currency : UsD

i Proposed il Historical Data
Budget by by Account
Account

@ 455101 Private Grants&Donatfor Opns $50

@ 499701 PY Exp in Current FY

Role Name, Budgeting Model ID, and Budget Center - default based on information entered
on the previous page.

View By - drop down box lists options to indicate the order in which to display the results. Options
are to order by Account, Budget Category, Budget Reference, Class and Department.

Optional View By - drop down box lists the same options in the View By list, and is used to
display the data using a second dimension of data.

Refresh — click this link if you make changes to any of the parameters this section. This will
refresh the report based on the new parameters.

Selection Criteria — click this link if you want to return to the previous page where you entered
your initial parameters.

Close — click this link to close the report and return to the previous page where you entered your
initial parameters. It is important to click “Close” when finished because running the

online analyses ‘checks out’ your budget and the budget must be ‘checked in’.
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The second section of the page contains two buttons to preview the report and export the report to

Excel.

i i

Freview E el

When the Preview button is selected, the report opens in a separate window and is available for

printing, if needed.

: 111 of 11

Budget Analysis Inquiry by Account

Business Unit: 00700
Budget Center :

Base Name: Current Year Budget Budget Period: Total

When the Excel button is selected, the report opens in a separate window in Excel.

6000001

456101 Private Grants&Donatfor Opns
499701 PY Exp in Current FY

511110 Sals-Regular Pay

511210 Longevity Pay-State Employees

n

512110 Insur.Prem-Hith-Life-State Fln

i

o

212110 State Share-FICA

tn

13120 State Share-MOFE/FICA
13230 State Share OPERS

13280 5t Match-Ad Fee-State Annuity

oo

n

31120 Telecommunication Services

Total

Ledger Name: 2009 Budget Amount

Version ID: 1

% Variance ==

'Proposed Budget by
lAccount

1 Amount Variance >=

: D%

Currency |

|Historical Data by

Account

51,071,007

0

usD

Once the

report is open in Excel, the user can save the file as an Excel file and format the cells as needed to

see all values. Exporting to Excel allows the user to see all accounts on one page.
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73 hitp://172.16.48.182/BAM/EX
. L.

Favortes Help

View Inset Format Tools Data GoTo
— - £ Budget Analysis Inquiry by Account
A | B | ¢ | ™ | E

1 |Budget Analysis |I1C|Li|",' by Account |

2
| 3 |Business Unit : 00700 Ledger Mame : 2009 B Amount
| 4 |Budget Center :6000001 Version ID - 1 Amount Variance == 0
| & |Base Name : Current Year Budget Budget Period : Total % Variance == 0%
| 6 | Currency -USD
7|
| 8 | Proposed Budget by Ac Historical Data by Account
| 9 |456101 Private Grants&Donat.for Opns 5500.000 50
| 101499701 PY Exp in Current FY {55,000} 50
| 111511110 Sals-Regular Pay 5442 579 50

12 (511210 Longevity Pay-State Employees 52.500 50
| 13 [512110 Insur Prem-Hith-Life-State Pln 539 384 50
| 14 |513110 State Share-FICA | 5910 50
| 15 513120 State Share-MQFE/FICA 52,834 50
| 16 |513230 State Share OPERS 526.415 50
| 17 |513280 St.Match-Ad Fee-State Annuity | 51,145 50
| 16 |531130 Telecommunication Services 5240 50

19 |Total $1.011,007 50

an

The third section of the page contains parameters to help the user determine what information
displays in the report. This section is dynamic, and the information in this section can be dragged
and dropped into the grid to view information according to the user’'s needs. The icons next to the

field names are used to drag and drop the fields to the grid.

Comparative Budget Analysis

Role Name: Preparer Budgeting Model ID; BD_FYOS9_TRN##
*\iew By: |-*"'-CC'3'L”"t =l Optional View By: =
Close
] b
Presvien Encel

© Business Unit I(](]?(](] 'I

Budget Center : 6000001

O Ledger Hame: |20(]E| Budget "I E

B version D : 1

Budget Center:

Eefresh

6000001

Return to:  Selection Criteria

I Amount j

Amount Variance »= : 0

® BaseName: [Current Year Budgst =] B Budget Period: [Total =] % Variance >= : 0%
Currency : uso

Business Unit - the available options depend on the business unit assigned to the User ID

Budget Center — displays the Budget Center for which the data is extracted and report

generated

Base Name —select the base ledger to which to compare the proposed budget

Ledger Name — select the proposed budget (or Total) to which the base ledger is compared

Version ID — the version from which the budget data is extracted for the report

Budget Period — select the budget period (or Total) to display in the report
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The drop down list in the last column is used to see different views of the report. The
information in the report can be viewed by the dollar amounts, Variances by Account, and Variance
% by Account.

Amount Variance >= - a data entry field used to filter the data in the report. (EX: to only
see amounts greater than or equal to $10,000, enter 10,000 in this field and press the TAB

key).
%0 Variance >= — a data entry field used to filter the data in the report. (EX: to only see
percentage variances greater than or equal to 5%, enter 5% in this field and press the TAB
key).

Currency — leave as the default.
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Budget Version Comparison

The Budget Version Comparison report allows the user to specify the parameters for a
comparison across budget versions. The report shows the proposed budget amounts for each
version based on the parameters defined.

To run the Budget Version Comparison Report:

1. On the menu, click the Budget Version Comparison link.

Search:
+ Budgeting

— Budqgeting Home

— Budget Work ltermn Details
— Budget Work ltems

— Comparative Budget

Budaget Version
Comparisor

od Analysis
— Position Budgeting Inguiry
[- Tree Manager
[ Reporting Tools
[ PeopleTools
— Change My Passwaord
— My Personalizations
— My Systermn Profile
— My Dictianary

2. The Budget Version Comparison page displays.

Budget Version Comparison

*Role Name; |F'reparer ;I

*Business Unit: IWQ QK Capitol Comp & Centen’l Com
*Budgeting Model ID: |Bp_rFvos_TrRus## =

*Ledger Name: |ZDDEI Budget ;I

*Budget Center: |5E|E|EIUEI‘I A General Operations

“Wersion: |"-.-"ersi-:|n 1 ;I

I statistical Analysis

*Wiew By: |."~'.cc-:|unt =
Optional View By: I ;I
Chartfield Display Option: |Disp|a-,-' Code and Description ;I

(ChartField Filters

Descr Value

Account

Department

Class Field

L L L L

Budget Reference

NOTE: If other reports have run during your current PeopleSoft session, the criteria fields default
from your previous inquiry.
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3. Complete the following:

Role Name (defaults to current user profile)
Business Unit (defaults to current user profile)
Budgeting Model ID

Ledger Name

Budget Center

Version

View By

4. Optionally, enter filter criteria in the Chartfield Filters or Budget Category Filters sections.

5. Click . The Budget Version Comparison report displays based on chosen
parameters.

Budget Version Comparison

Role Name: Preparer Budgeting Model ID: ED_FY0S_TRIN## Budget Center: 5000001
*\iew By: |-¢-CC'3LII11 J Optional View By: d Refresh  Returnto:  Selection Criteria
Close

i %

Preview Excel

© Business Unit: [00700 =] O Ledger Hame: [2009 Budget =] E [Amount 7]

Budget Center : 000001 @ Proposed Budget by Account|H Budget Period : |Tma| .[

Currency :

455101 Private Grants&Donat.for Opns

499701 PY Exp in Current FY 30
511110 Sals-Regular Pay 50
511210 Longevity Pay-State Employees %0
212110 Insur.Prem-HIth-Life-State Pln 50
513110 State Share-FICA 50
513120 State Share-MQFEFICA 50

i

i

L

13220 State Share OFERS %0

i

13280 St.Match-Ad Fee-State Annuity 30

531130 Telecommunication Services 50 5240 50 50 50

OOOOOOOOOOO
[

Total 50 51,011,007 50 50 $354,270

6. As appropriate, drag and drop various data fields for analysis.

i
7. As appropriate, click Freview ¢o preview the report.

&

K Excel

8. As appropriate, clic to transfer to Excel.
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Budget Period Analysis

The Budget Period Analysis view allows the user to specify the parameters for an analysis
across budget periods for a budget version. The report shows the proposed budget amounts for
each budget period based on the parameters defined.

To run the Budget Period Analysis Report:

1. On the menu, click the Budget Period Analysis link.

|Search:
+ Budgeting

— Budgeting Home
— Budget Wark Iltem Details

Budget Wark ltems

— Comparative Budget
Analysis

— Budget Version

- 4] —
Budget Period ﬁ.nal-.-'si§>)

o s iy
[* Tree Manager

[ Reporting Tools

[ PeopleTools

— Chanage My Password

— My Personalizations

— My System Profile

— My Dictionary

2. The Budget Period Analysis page displays.

Budget Period Analysis

*Role Hame: |Preparer =]
*Business Unit: IWQ QK Capitol Comp & Centen’l Com
*Buclgeting Model 1D: iBD_FYDQ_TRN## d
*Ledger Name: | 2009 Budget -]
*Budget Center: |s000001 2 General Operations
“Version: | versien 1 -]
I statistical Analysis

“\liew By: Iﬁ.ccaunt =]

Optional View By: | d

Chartfield Display Option: IDispla-,-' Code and Description d

NOTE: If other reports have run during your current session of PeopleSoft, the criteria fields
default from your previous inquiry.
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Complete the following:

Role Name (defaults to current user profile)
Business Unit (defaults to current user profile)
Budgeting Model ID

Ledger Name

Budget Center

Version
View By
4. Optionally, enter filter criteria in the Chartfield Filters or Budget Category Filters sections.
. Fun . . .
5. Click . The Budget Period Analysis report displays.
Budget Period Analysis
Role Name: Preparer Budgeting Model 1D; BD_FY0S_TRHNH## Budget Center: &000001
*\View By: Account ~| Optional View By: ~| Refresh Returnto: Selection Criteria
Close
I
Preview Excel
Rows To scro: FIIE| ] Rows per Page: NEE| 4] [ 141 of 11 [] B
© Business Unit: [ 00700 = O Ledger Name: [ 2009 Budget = (5] Proposed Budget by Account
Budget Center :  G0000071 H vVersionID: i Currency ; USD
I N e e e e e N e N e S
@ 455101 Private Grants&Donatfor Opns
@ 499701 PY Expin Current FY 0 0
@ 511110 Sals-Regular Pay $36,883 536,883 536,883
@ 511210 Longevity Pay-State Employees
@ 512110 Insur.Prem-Hith-Life-State Pin 52,748 52,748
@ 512110 State Share-FICA $137 $28
@ 513120 State Share-MQFEFICA 5198 $198 $198
© 513230 State Share OPERS 51848 51848 51848
© 513280 Sthlatch-4d Fee-State Annuity 581 $81 $81
[ ] 531130 Telecommunication Services 520 $20 $20
@ Total $86,915 $92 165 591,848 591,806 591,794 593 66! 59 593,570 $93,491 $93,416
6. As appropriate, drag and drop various data fields for analysis.

© ®

E

As appropriate, click FPreview ¢ preview the report.
EM
As appropriate, click E*€8l to transfer to Excel.

Click Close.
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Position Budgeting Inquiry

The Position Budgeting

Inquiry report displays the salary,

benefits, earnings, allowance

earnings, one time pay, employer tax, total cost and FTE by position for a budget center.

To run the Position Budgeting Inquiry Report:

On the menu, click the Position Budgeting Inquiry link.
displays. Enter the following fields:

Role Name (defaults to the current user profile)
Business Unit (defaults to the current user profile)
Budgeting Model ID

Ledger

Budget Center

Version

View by

|Search:

®

= Budgeting
— Budgeting Home
— Budget Work Item Details
— Budget Woark Items

Position Budgeting Inquiry

The Position Budgeting Inquiry page

Role Hame:

— Comparative Budget |Preparer

L |

QK Capitol Comp & Centen’l Com

Analysis
— Budaet Version Business Unit: IDD?DD QL
Comparison Budgeting Model 1D |BD_FYDQ_TRN§##

— Budget Period Analysis

ENJEN

Q General Operations

- Position Budgeting Inguiry Ledger: |2'3|'3IEI Budget
v Tree Manager BudgetCenter:  [5000001
[» Repaorting Tools ——
[ PeopleTools Version: |'-.-'Er5|-:|n 1 j
— Change My Password View by: Im

— My Personalizations
— My Systermn Profile
— My Dictionary

Run |

NOTE: When running the report, if you are a Preparer, be sure to specify the correct version.
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Click . The Position Budgeting Inquiry page displays.

Position Budgeting Inquiry

Role Name: Preparer Budgeting Model ID: TST_007_FY0Q Budget Center: 000001

View by: Faosition vl Refresh Returnto: Selection Criteria

Preview Excel

Rows To Scroll: mEl El Rows per Page: m ] [{] 111
© Business Unit : |(](]?(](] -l O Ledger Name: |2(](]9 Budget | = B Budget Period : ITDta| .l

B Budget Center: Tgta| O version: @ Currency:

i Salary by il Benefits by il Eamings by il Allowance i OneTimePay by i Employer Tax | Total Cost by il FTE by Position
Position Position Position Eamings by Position by Position Position
Position
$22, 0 T 11

00700001

00700002
00700004

00700007
00700008
00700016
00700017
00700018

MP_10148

MP_10147

00| 0[O0 O0| 00|00 O

Total 5445578 $162,898 59,800 50 5200 536997

5. As necessary, drag and drop data for analysis.
6. As necessary, click to open Excel and work with data in a spreadsheet.

7. Click Close.
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Budget Analysis Batch Reports

There are seven delivered PeopleSoft batch analysis reports. They can only be accessed from the
Budgeting Home menu. Navigation: Budgeting >> Budgeting Home >> Budget Analysis >>
Reports. See Chapter 9 for more information on Reports.

Search:

Q]

[= My Favorites
Budgeting

— BudgetWork [tem Details
— Budget Work terms
— camparative Buddget
Analysis
— Budget Version
Comparison
— Budget Period Analvsis
— Position Budgeting Inguiny
[ Tree Manager
[ Reporting Tools
[ PeapleTools
— Change My Password
— My Personalizations
— My Systern Prafile
— My Dictionary

Budgeting Home ¥ Budoget Analvsis ® Reports

Reports

Menu Options

Yersion Analysis

Ledger Type Comparison

Summary of Methods

Budget Comparison

Define the report and process options for & budget data
comparizon report across budget versions.

Define the report and process options for & budget data
comparizon report across ledger types.

Define the repart and process options for a repoart listing the
methods, method amounts, adjustment and allocation amounts,
and total budget amounts for a budget version.

Cefine the report and process options for & budget data
comparizon report against historical data

Defing the report and process options for & report

Bosition Information summarizing postion budget amounts for & budget version.

Planning Target Anak/sis Define the_ repart a_nd process options for a report )
summarizing planning target amounts for a budget version.
Define the report and process options for a repart

Business Unit Comparison summarizing data across Business Units.

Budget Comparison Report

As an example of running a batch report select the Budget Comparison link and add a new Run
Control. (This run control will be available for next time you want to run the report).
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Budgeting Home » Budaet Analvsis » Repors »  Budget Comparison

Budgyget Comparison

% Find an Existing Value | Add a New Value '

Run Control ID: [RUN_REFORT|

Add

Find an Existing Walue | Add a Mew Value

Enter the Run Control parameters and click on the Run push button. Make sure to change the
Process Frequency to Always Process.
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Budgeting Home » Budget Analysis » Repors » Budget Comparison

Budget Comparison

User ID: USERID Report Manager
Fun
Run Control I REPORTS

Frocess Monitor
Process Request Parameters

' Don't Run Request Humber: 1
 Process Once

*Description: |EIL|chetCDm|:|arisun
% Always Process
*Role Hame: | Preparer =]
*Business Unit; IWQ QK Capitel Comp & Centen’l Com
“Budgeting Model ID:  [BD_FYoo TRN## <
*Ledger Hame: |2UI:IEI Budget j
*Analysis Base: |2UI:I?‘ Actuals j

*Budget Center: |BDDDDD1 2L General Operations
“Wersion: |"v"ersi0n‘l vl

Report Options

“View by: |Accuunt d

ChartFields From Value To Value

Account: | Q| Q
Department: | Q | Q
Class Field: | aQ | Q
Budget Reference: | Q | Q

On the Process Scheduler Request page, enter in a Server Name of PSUNX and click on the OK
button.
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Process Scheduler Request

User ID: T3ERID Run Control ID: REPORTS
—
Server Name: ‘ PSUNX *| RunDate: Im-"UE-"ZUU? ]
Recurrence: *| Run Time: 12:34:35FPM Resetto Current Date/Time |
Time Zone: I Q
Process List
Select Description Process Name Process Type Type *Format Distribution
W Budaget Comparison Report BFS1005 FEJob (Mone) (Mone) Distribution

OK_I Cancel

Click on the Process Monitor link to see the report processing. Periodically click on the Refresh
button to update the Run Status.

[ Process List Y{_ SenverList

User ID: | USERID Q. Type: | j Last: |_1 IDC-I';'S 'I Refresh |
Server: I -I Name; I Q, Instance:l to |

Run | .I Distribution | -] ¥ save On Refresh

Status: Status
Process List Customize | Find | View All | First [ 1 o1 [M] Last
Select Instance Seq. Process Type ﬁ;crvr?gss ser Bun DateTime Run Status Details
= 1070 PSJob BPS1005 USERID 10/05/2007 12:34:35PM POT  Success Details

Once the Run Status has changed to Success, click on the link under Process Name BPS1005.
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Process Detail

Process Name: BF31005 Fefresh |

Main Job Instance: 1070

B 1070-BPS1005 Success
[ 1071 - BPEEFORT Success
2 1072 - BPEAODS Success

Click on the last link which has the report name, i.e. BPS1005, to display the Process Detail.

Process Detail

Instance: 1072 Type: S0OR Report

Name: BPS1005 Description: Budget Comparsion - Total Year
Run Status: Success Distribution Status: Fosted

Run Control ID: REFPQORTS £ Hold Request
Location: Senver © Queue Request

" Cancel Request
" Delete Request
" Restart Request

Server: PELUMNX

Recurrence:

Request Created On: 10/05/2007 12:37:42FPM FDT Parameters Transfer
Run Anytime After; 10/05/2007 12:34:35PM PDT Message Log

Began Process At 10/05/2007 12:38:31PM FDT Batch Timings

Ended Process At 10/05/2007 12:38:44PM POT View LogTrace

Click on the link for View Log/Trace. A PDF file is created. Adobe Acrobat must be installed on
your PC to view this type of file.
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View Log/Trace

Report 1D: 1047 Process Instance: 1072 lMessage Log
Hame: BPS1005 Process Type: S0R Report

Run Status: Success

Budget Comparsion - Total Year

Distribution Node:  pshitp Expiration Date:
File List
Hame File Size (bytes) Datetime Created
Message Log 1,582 10/05/2007 12:38:44.000000FPM PDT
hps1005 1072 RDF 2,882 1000542007 12:38:44 000000PM PDT
Trace File b 2,164 10/05/2007 12:38:44.000000PM PDT
Distribute To
Distribution ID Type *Distribution 10
=er "USERID

Click on the link under Name BPS1005 1072.PDF where the 1072 represents the process instance
for your report (that is, for each report run, this number will be different).

Budget Comparison Report BPS1005
12:38:31_PK
05-0CT-2707

Pusinsss Unit:
Pudgeting Model ID:
Ledger Hame:
Curzency Code:
Budget Center:

QK Capitel Comp & Cemten'l Com

General Opsrations

Vereion:
View By:
Account Deascription 2000 Budgst 2007 Actuals Variancs i
456101 Private GrantsiDonat.for Opns 500,000 o 0.00
4099701 PY Exp in Current FY -5,000 o 0.00
Total:
Reverus 495,000 o 495,000 0.00
511110 Eals-Reqular Fay 442,570 381,183 51,396
511210 Longevity Pay-Etate Bmployses 2,500 9,702 -7,202
511420 Excess Benefit Allowance 0 5,322 -5,322
512110 Insur.Prem-Hlth-Life-State Pln 390,384 37,932 1,452
512310 Ingur.Prem-Workers Comp 0 18 -18
513110 Etate Ehare-FICA a10 24,598 -23,688
513120 Etate Ehare-M(FE/FICA 2,834 5,753 -2,919
513230 Etate Fhare OFERE 26,415 48,857 -22,442
5l3za0 Et.Match-Ad Fes-Ctate Annuity 1,145 1,608 -463
515420 Marksting Consulting Ssrvices 0 0 1}
531120 Postage il 1,522 -1,532
£11130 Telecommunicaticn Eervices 240 8,440 -B,209
£11170 Informational Cervics 0 1,850 -1,8E0
£12110 Eent of Office Epace 0 13,500 -13,500
£32140 Rent-Equipment And Machinery 0 1,464 -1,464
£13120 Mtce-Rep. -Equipment -Vendore 0 117 -117
S16140 Office Cupplies (Expendabls) 0 7,408 -7,498
£48120 Interest Paymente-Bond Debt 0 0
EEE110 Pmts-Local Cov't-Gsn Govt 0 275,350 -275,3E50
Total:
Expenditurs 516,007 824,733 -308,726 -17.42
Total:
Budget Center 6000001 1,011,007 824,733 186,274 22.59
pags 1 of 1
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Extracting Data for Customized Reports

The customized reports (check limits, forms, etc) are run differently from the delivered PeopleSoft
batch reports. To run the customized reports the data has to be extracted from the Budget model
into separate tables that have specifically been set up for customized reports. The Preparer can
run this Extraction process, however, it is not efficient and, since it runs for each budget center, it
takes a long time to run and uses many resources. It is not recommended to run this process as a
preparer. Instead, CORE offers a short training class for those wishing to gain access as an
Agency Coordinator, who can run the Extract process at the roll-up level, allowing the agency a
more timely and efficient method to run the processes. See Chapter 7 for information on the
Agency Coordinator Role. If your agency does not have an Agency Coordinator, call the OSF Help
Desk to request OSF run the Extraction and Composite Budget processes for you.

The customized reports should only be run from the Master Version so if the budget centers have
not been submitted, or it has been rejected, then you should first copy the working version to the
Master version for the Budget Centers that you want to use in the report. A batch extract process
is then run that will extract the data from the Budget model into the Customized reporting tables.

Step 1:
Determine which of the Budget Centers you want to use for the customized report and click on the
working version copy link on the Budget Work Item Details page.

Budget Work Item Details

Role Hame: Freparer

Business Unit: 00700 QK Capitol Comp & Centen’l Com
Budgeting Model ID: - BD_FY0S_TRN##

Description:

Ledger Name: 2009 Budget
To view or change a budget, 2elect Budget Center. To copy a budget verzion, click Cepy. To submit the

completed budget for approval, click Submit.

Budget Work item Details Customize | Find | View All | B First [] 1.9 or9 [* Last
Budqget Center Description Version Status Email Scenario

G000001 General Operations Basze ¥  Open G Submit | ORIGINAL
G000001 General Operations 1 #  Open O Submit | DORIGIMNAL
5000001 General Operations IMaster ¥  Open $n Submit | Lopy  ORIGINAL
6000002 gfj'?:if:;ﬁgs Data Base ¢ Open & | submit | Copy ORIGINAL
B000002 ESE:;ESS 2rs il «  Open G Submit | ORIGINAL
9000001 Land Rush Manument Base &  Open G Submit | CRIGINAL
9000001 Land Rush Manument al ¥  Open e Submit | CRIGINAL
0200001 Childrens Wellness Facility Base #  Open L Submit | ORIGINAL
9200001 Childrens Wellness Facility 1 ¥  Open G Submit | ORIGINAL
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Step 2:
Select Master in the To Version field, enter a description (optional), and click on the OK button.

Budget Work ltem Details:
Copy Budget Version

Business Unit: 00700

Budgeting Modlel 1D: EDl FYO9 TRN##H

Bucdlget Center: 5000001 General Qperations
Ledger Name: 2009 Budget

Version: Version Cne

To Version: IHESTEF 'I lMaster Version
Description: |I.—Iaster Copy

QK | Cancell Apply
Step 3:

Navigate to Budgeting Home >> Budget Analysis >> Data Extraction >> Reporting Data Extract

Budgeting Home » Budoget Analvsis » Data Extraction »  Reporting Data Extract

Reporting Data Extract
Enter any infarmation you hawve and click Search. Leave fields blank for a list of all walues.

[ Find an Existing Value Y Add a New Value

Search by Run Control ID begins with

[ Case Sensitive

search | Advanced Search

Find an Existing alue | Add 3 Mew Value

Step 4:
Enter a Run Control ID. This id cannot contain embedded spaces and will be available next time
the extract is run. Click on the Add button.
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Reporting Data Extract

/" Eind an Existing Value {" Add a New Value

Run Control ID: [EXTRACT_DATA|
Add

Find an Existing Yalue | Add a Mew Value

Step 5

Fill in the Data Extract run control using the Budget model information and the options shown

below.

NOTE:

e Make sure you select Master in the Version field and click on Always Process under

the Process Frequency section.

e You may or may not have Position Data depending upon your model.
e Click on the Select All button if you are running for all Budget Centers, or check only

the Budget Center that you want to use in the reports.

Save the Run Control and then click the Run button at the top of the page.

Budgeting Home » Budget Analysis » Data Extraction » Reporting Data Extract

Data Extraction Control

User ID: USERID

Run Control ID: EXTRACT_DATA

Run I

' Don't Run Request Humber:
' Process Once . . -
Description: |Rep-jrt|ng Data Extract

i+ Always Process
*Role Namae: |Preparer =
*Business Unit: |UU?UU QL oK Capitol Comp & Centen’l Com
*Budgeting Model 1D iBD_FYDQ_TRN -l

Phase ID: Fhase_1

Ledger Name: |ZDDEI Budget ;l
Version: Ir.-1aster vl

Budget Data

Asset Data Line Item Data
| =

Select this checkbox to extract selected Budget Centers and all Budget Centers rolling up to them.

I+ Include lower level Budget Centers

Clear All I
Select Description
= .. 6000001 - General Cperations
= .. 6000002 - General Ops Data Processing
~ 9000001 - Land Rush Manument
~ 9200001 - Childrens Wellness Facility

& save | B notiny
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Step 6:

CORE Oklahoma

Click on the OK button to start the extract. The extract should be run on the PSUNX server.

Process Scheduler Request

User ID: TSERID Run Control 1Dt EXTRACT_DATA
—
Server Name: ‘ PEUNX >l Run Date: 10/05/2007
RECUITENCE: | Run Time: |1:28:14Pr-.-1 Resetto Current Date/Time |
Time Zone: I Q
Process List
Select Description Process Name Process Type Type *Format Distribution
I Data Extract from BAM BPDATAEXT Application Engine  Web TXT Distribution

oK J Cancel

Step 7:

Click on the Process Monitor link to view the extract job running. Periodically click on the Refresh
button to update the Run Status until it shows Successful on all the extract jobs. NOTE: There is a
primary job called BPDATAEXT, and several secondary jobs for Line Item Budgeting and Position
Budgeting for each budget center chosen in the parameters. The secondary jobs are called

BPDATAEXT_2. The secondary jobs will complete before the primary extract.

Process List =2erver List
/ i \

UserID:[USERTD | Type: |
Server: I 'I Hame:

Run | ,I Distribution | j

Status:

Process List

j Last: Iﬁ Ir-.-linutes 'I Refresh
I—Q Instance:l to | |

¥ Save On Refresh

Status
First [4] 120f2 [H Last

Select Instance Seq. Process Type

Customize | Find | View All

23782
. 237t
T 23730

P124 Budget Manual
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ﬁ User  RunDateTime Run Statys ~ DusmRUtion ...

Application Engine BPDATAEXT_2 RTRAIL 10/05/2007 1:32:29PM PDT Success Details

Applicaticn Engine BFDATAEXT_2 RTRAIL 10/05/2007 1:32:29PM PDT 3uccess Fosted Details

Application Engine BPDATAEXT RTRAIL 10/05/2007 1:31:59PM PDT Processingly M/A Details
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Preparing Composite Budget for Reporting

e For many of the customized reports, not only does the user run the Reporting Data Extract,
but also the Prepare Composite Budget.

Prepare Composite Budget

e After completing the Reporting Data Extract, navigate to Budgeting Home >> Budget
Analysis >> Data Extraction >> Prepare composite budget

Budgeting Home » Budget Analysis » Data Exdraction »  Prepare composite budget

Prepare composite budget
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value Y Add a Mew Value

Search by: Run Control ID begins with|

[ case Sensitive

Search | Advanced Search

e Add or find an existing Run Control and set it up for your agency as shown below. You can
use the same name as the Extract Run Control or choose a different one. Make sure you
select Master for the Budget Version ID field. Click on the Run button.
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Message
User ID: E1H5000 Report Manager
Run
Run Control ID: ~ EXTRACT DATRL Process Manitar _I
|
 Don't Run Request Humber: 1
o
Process Once *Description: |C-:||11|:|-:|site udget
) Always Process
*Role Name: |C-:|-:Irc|inat-:|r d
*Business Unit: IDD?DU A ok Capitol Comp & Centen’l Com
*Budgeting Model ID: I BD_FY0S_TRN: 'I
Budget Phase |D: Phase 1
Ledger Name: IEUUQ Budget d
Budget Version |D: Ir-.-laster -I
*Fiscal Year 2009

e Change the Server Name to PSUNX and click on the OK button.

Process Scheduler Request

User ID: USERID Run Control ID: EXTRACT DATAL

—
Server Name: PSUN}'\) :I' Run Date: |1U-"U5"EUU? B
Recurrence: d Run Time: |1:42:29P|'-.-1 Resetto Current DatelTime |

Time Zone: | &
Distribution

Select Description Process Hame Process Type Type *Format
W QCPO015BD GCPO015BD Application Engine  Web TXT Distribution

oKk, | | cancel |

e Use the Process Monitor link to view the Job running. Periodically click on the Refresh
button and wait until the Run Status is changed to Success. Now you are ready to run

reports.
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{ Process List {_ SenerList

User IO IfUSERID O, Type: | 'l Last: |_D Ir-.-linutes -I Refresh |
Server: I l Name; I Q Instancel to |
Run | l Distribution | l ! Save On Refresh

Status: Status
Process List Customize | Find | View Al | B First [{] 1.5 0r5 [ Last
Process s o Distribution -
Select Instance Seq. Process Type Name User  Run DateTime datus Status Details

[T 23784 Application Engine OCPO015BD USERID 10/05/2007 1:47:29P1 POT Posted Details
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Chapter 5: Submitting the Budget

Understanding the Submit Process

Once the budget has been finalized, it must be submitted by the Preparer to the Budget Reviewer
for approval.

Submit Version. When a version is submitted, the system automatically copies the submitted
Version to Master. Once the budget is submitted, no further changes are allowed. It displays in
read-only mode.

If the Budget Coordinator or Reviewer rejects your budget, your budget’s status will read Rejected
and reverts to read/write mode. The budget is then available for the Preparer to make the
necessary changes and resubmit the budget.

Important NOTES:

Do not submit your budget until you are certain that Position and Line Item Budgeting are
complete.

Once you submit your budget, it automatically becomes read-only and no further changes are
allowed.

If the Master already exists and you submit a new version, the existing information in the Master
will be replaced.

Only submit a working version (not Base or Master). Although you can submit from Base or
Master, the Base will not contain your changes and some issues have been found in the system
when the Master is submitted by a Preparer.
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Submitting a Budget

To submit a budget, follow the steps below:

1. Select Budget Work Item

Details from the budget menu.

Search:

+ Budgeting

©)

— Comparative Budaget
Analysis

— Budget Version
Comparison

— Budget Period Analysis

Budaget Waork Itermn Detaj

— Position Budgeting Inquiry
[ Tree Manager
[» Reporing Tools
[ PeopleTools
— Change My Password

— My Personalizations
— My System Profile
— My Dictionary

2. The search page displays.

Search:
[ by Favarites
= Budgeting
— Budgeting Harme
— Budg erm De

BudgetWork terms
— comparative Budget
Analysis
— Budget version
campatizon
— Budget Period Analysis
— Position Budgeting [nguiry
[> Tree Manager
[> Reporting Tools
[ PeopleTaools
— Chanoge by Password
— hiy Persanalizations
— hiy Systern Profile
— Dy Dictionary

P124 Budget Manual
Revised: January 1, 2008

Click Search |

Budget Work Item Details
Enter any infarmation yau have and click Search.

[ Find an Existing Value

Leave fields blank for a list of all values.

Role Name: [begins with >]]]

Business Unit: | hedgins with j |

Budgeting Model ID: | hegins with = ||

Ledger Hame: | hegins with j |

Search |

L L L0

Clear | Basic Search Save Search Criteria
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3. On the Budget Work Item Details page, click next to the version of the budget to
be submitted.

Budget Work Item Details
Role Name: Freparer
Business Unit; 00700 OK Capitol Comp & Centen’l Com

Budgeting Model ID:  ep_Fyos_ToNgs
Description:

Ledger Name: 2009 Budget

To view or change a budget, 2elect Budget Center. To copy a budget verzion, click Copy. To 2ubmit the

completed budget for approval, click Submit.

Budget Work Item Details customize | Find | View All | B8 First [ 142 0042 [*] Last
Budget Center Description Version Status Scenario
gooooo1 General Qperations Base & QOpen ORIGINAL
5000001 General Operations 1 &  COpen QRIGINAL
6000001 General Operations ldaster # Open ORIGIMNAL
5000002 Sohah U o Base ¢ Open ORIGINAL
- F'r-jc:essmg
5000002 Shlem Lifiil 1 ¢ Open ORIGINAL
Frocessing
5000002 Sohah U o laster ¢ Open ORIGINAL
Processing
8000001 Land Rush Maonument Base &  Open ORIGIMNAL
4. The following warning message displays.
%Warning -- Areyou sure you are ready to submit this budget? (9370,924)
Ok Cancel
P124 Budget Manual Page 168 of 243

Revised: January 1, 2008



CORE Oklahoma

5. If you are certain that you want to submit the budget, click , otherwise, choose
Cancel.

The status for all of your budget versions now reads “Submitted,” and the Submit button is grayed
out. If you select any version of your budget, it is read-only at this point.
The system automatically copies the version to Master for you.

Budget Work Item Details

Role Name: Freparer

Business Unit: 00700 OK Capitol Comp & Centen’l Com
Budgeting Model ID!  gp_rros TEH#s

Description:

Ledger Name: 2009 Budget
To view or change a budget, select Budget Center. To copy a budget wersion, click Cepy. To 2ubmit the
complsted budgst for approval, click Submit.

Budget Work tem Details

5 E 112 of 12 E Last

Budget Center Description Version Email Scenario
000001 General Operations Base & - Submit Copy  CORIGINAL
000001 General COperations 1 Lo Submit | Copy  ORIGINAL
6000001 General COperations IMaster Lo Submit | Copy  ORIGINAL
= . General Ops Data o I : | Copy GINA
g00000z Processing Base «  Open fen Submit Copy  ORIGINAL
- - General Ops Data - ,

it L 3 | opy I
goooonz Processing 1 Cpen e ubmit Copy  CORIGINAL

6. If the Reviewer or Budget Coordinator rejects the budget, the status will read Rejected.
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Chapter 6: Reviewer Role

Understanding the Reviewer Role

What is the Reviewer Role?

Budget Reviewers review budgets submitted by Agency Budget Preparers. Reviewers may reject
the budget back to Preparers for revision. Once the Budget Reviewer is satisfied with the budget
center budget, the Reviewer submits the budget center to the Budget Coordinator for review.

Using the Budget Work Items page

What is the Budget Work Items page?

The Budget Work Items page provides a high-level view of the budget centers. This page allows
the Reviewer to review and reject each budget center’s budget. It also allows the Reviewer to see
the status of budget center’'s budgets. The Reviewer can use the Budget Work Item Details
page to submit a budget but only the Budget Work Items page allows you to reject a budget.

To review the budget center(s):

1. From the Budgeting menu, click Budget Work Items.

Analysis
— Position Budgeting Inguiry
[ Tree Manager
[ Reporting Tools
[ PeopleTools
— Chandge My Password

— My Personalizations
— N stem Profile

— My Dictionary
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= Budgeting
— Budneting Home

— Budaget Work ltem Details
— Budget Work ltems Budget Work Items

— Comparative Budget Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Analysis
— Buduet ersion [ Find an Existing Value '\
comparison
— Budget Period Analysis - -
— Position Budneting Inouiry Role Name: |beg|ns W|thj||
~ Asset Buduoeting Inuiry Business Unit: |begins Withj|
— Buddgeting User
Preferences Budgeting Model ID:| begins with j |
— Define FTE Limit
Exemptions
— Set Btatutory Salary Limits Search | Clear | Basic Search Save Search Criteria

o

o

o

3. Click the plus sign () to expand the tree.

Budget Work Items

Role Name: Feviewer

Business Unit: 00700 OK Capitol Comp & Centen’l Com
Budgeting Model II: - Bp_Fyos TRN#E

Description:

Open a budget by selecting one of the following Ledgers. Click on the plus symbol to expand the
Ledger and to display all of the Budget Centers kelonging to that Ledger that are assigned to

you. Click an the Budget Center to see the details of that Budget Center.

2009 Budget

4. The Budget Work Items page displays the budget center(s) that are assigned to the user. If
the budget center(s) assigned to you are not correct, contact the Budget Coordinator.
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Budget Work Items

Role Hame: Reviewer

Business Unit: 00700 QK Capitol Comp & Centen’l Com
Budgeting Model IV pp_ryoo Tengs

Description:

Open a budget by selecting one of the following Ledgers. Click on the plus symbol to expand the
Ledger and to display all of the Budget Centers belonging to that Ledger that are assigned to

yvou. Click on the Budget Center to see the details of that Budget Center.

= 2009 Budget
= &0

5000001
5000002

m
ST E

9000001

m
i

2200001

Budget Center Status

The Reviewer may check the status of each budget center at any point during the budget cycle.

1. Select a budget center and the Budget Items grid will display at the bottom of the page.

Budget Work Items

Role Name: Reviewer

Business Unit: 00700  OK Capitol Comp & Centen’l Com
Budgeting Model It g, pvpa Tomgs
Description:

Cpen a budget by selecting one of the following Ledgers. Click an the plus symbaol to expand the Ledger and to display all of the Budget
Centers belonging to that Ledger that are assigned to you. Click on the Budget Center to see the details of that Budget Center.

El 2009 Budget
= Il

5000001
000002

&
= el

Customize | Eind | i First E' 10f1 m Last
Budget Center Description Status Email Version Name Date Submitted

10/05/2007

000001 General Operations & Submitted S Reject Version Gne 559 471
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The following explains the information found in the Budget Items grid:

Column Explanation
Budget The cost center or division roll-up that is assigned to you for
Center budget input or review.
Description Budget center name.
Status Current status of the budget work item.

Open: Budget version is open and available to be worked on and
has not been submitted.

Submitted: Budget version at Reviewer level is submitted and
ready for rejection or approval action. All versions at Reviewer
level are locked and cannot be modified.

Rejected: Submitted version is rejected at Reviewer or Budget
Coordinator level. All versions at Preparer level are unlocked and in
Rejected status and allows updates.

Approved: Submitted version is approved and submitted at
Reviewer level.

Complete: A budget plan at the Coordinator level defined for the
budgeting model is approved and completed.

Not Ready: (Available only to Reviewers). The budget version is
not available because not all of the budget versions at the Preparer
levels are submitted. Once all Preparers have submitted their
budgets, the status changes to Open.

Email This feature is not used.

Reject Use this button to reject the budget back down to the cost center.

All versions for the selected budget center display. Any of the budget versions can be checked out
in read-only mode for review.

2. Select a budget center at the lowest level of the budget center tree from the budget items
list.
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Budget Work Items

Role Hame: Reviewer

Business Unit: 00700  OK Capitol Comp & Centen’l Com
Budgeting Model I Bn_Fyos TrHgs

Description:

Open a budget by selecting one of the following Ledgers. Click on the plus symbol to expand the Ledger
and to display all ofthe Budget Centers belonging to that Ledger that are assigned to you. Click an the

Budget Centerto see the details of that Budget Center.

E 2009 Budget
B &o

= 5000001
= 5000002
]

Customize | Find | i First 4] 1 of 1 [ Last
Budget Center Description Status  Email

G000002 General Ops Data Processing # Qpen o Reject

NOTE: In this example, the Master version does not exist for the budget center selected
because the budget has not been submitted.

Reviewers cannot see Preparers’ working versions (1, 2 or 3) and must make their own
working version (1, 2 or 3) from the Master Version in order to make changes.
Reviewers cannot make working versions until all budget centers below a rollup node
have been submitted. The Reviewer will have to communicate with the Preparer to find
out which working version contains the most recent budget information if the budget has
not yet been submitted.

If the budget has been submitted, the Master version will be displayed and will be
submitted up for review and approval.
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Rejecting a Budget Center

When the Budget Preparer submits a version, the status will change from Open to Submitted and

the m button is enabled.

Budget Work ltems

Role Name: Reviewer

Business Unit: 00700 OK Capitol Comp & Centenl Com
Budgeting Model 10: BL FYOS THMES

Description: -

Open a budgel by selecting one of the following Ledgers. Click on the plus symbaol to expand the Ledger and to display all of the Budget
Centers belonging to that Ledger that are assigned to you. Click on the Budget Center 1o see the details of that Budget Center.

B 2009 Budget
B 50
& 5000001
& 000002

L'.:|.|ﬁ1-::m|.-'E-|F|ru.1|ﬂ First 1) 1004 L*¥ Last

nter Description Staus  Email Version Hame Date Submitted
2000001 General Operations ¥ Submitied G @ Version One ;::I#gffz?gll:ll?

Budget Work Items

Role Name: Reviewer

Business Unit: 00700  OK Capitol Comp & Centen’l Com
Budgeting Model ID: BT _FYos TIN#E

Description:

Open a budget by selecting one ofthe following Ledgers. Click on the plus symbal to expand the Ledger and to display all of the Budget
Centers belonging to that Ledgerthat are assigned to you. Click an the Budget Center to see the details of that Budget Center.

= 2009 Budget

First [ 12 o2 [H Last

Budget Center Description Version Name Date Submitted

&0 General Operations Reject
- . - P 10/05/2007
000001 General Operations Reject Version One 259 47P1
G000002 General Ops Data Processing Reject
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In this example, the status for the roll-up budget center, 60 — General Operations, displays

Mot
Ready because all budget centers under this roll-up budget center have not been submitted.
Mot
After all of the budget center(s) have been submitted, the status will change from Ready to
& Open

Customize | Find | Hi First El 130f3 IE Last

Budget Center Description Stuiys Email Version Name Date Submitted
&0 General Operations L Fe Reject
52007
000001 General Operations # Submitted Sa Reject | Version One J_D_'D_”'CDD'
2:59:47PM
S000002 General Ops Data Processing ¥ Submitted S Reject | Version One ;ggﬁggg?f

If the Reviewer is not satisfied with the budget submitted for a budget center, the budget can be
rejected back to the Preparer by clicking the m button.

Lﬁ Fejected .
When the budget has been rejected, the status will change to and the m
button will be disabled.

ot
The status of the roll-up budget center will change back to HzEg;

and the Preparer will be
able to go back and make changes to the budget center.

El 2009 Budget
® &g
H 90

Customize | Find | i First E 13 0f3 E| Last
Budget Center Description Status

Email Version Name Date Submitted
- ' Jot :
W gjec |
g0 General Operaticns i Reject
. . ! ; . A 10/05/2007
g000001 General Operations B Rejected & Reject | Version One 2-59-47PM
5000002 General Ops Data Processing B Rejectedi. Reject | Version One ;gg?gg?ﬁ
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Submitting a Budget at the Reviewer Level

The Reviewer submits the roll-up Budget Center. This can be done in Budget Work Items or
Budget Work Item Details. For Budget Work Items, go into the model as a Reviewer and
expand the tree to show the roll-up Budget Centers.

El 2009 Budget

Customize | Find | i First [ 1-3 of 3 [ Last

Budget Center Description Status Email Version Name Date Submitted
60 General Qperations « Open e Reject
d:;JJ . . . o 1000512007

G i 2 WETSI
00001 General Operations # Submitted Sa Reject ersion One 25811P
5000002 General Ops Data Processing ¥ Submitted S Reject | Version One ;gg?gg?r

Click on the roll-up Budget Center that you want to submit e.g. 60. The status at the roll-up level
should be Open in order to do a Submit.

Click on the roll-up Budget Center e.g. 60 on the Budget Items grid and click on the button next
to the Master version.

Budget Work Items
Budget Work Item Versions

Business Unit: 00700 OK Capitol Comp & Centen’l Com
Budgeting Model ID:  BL_FY023 TRENg#

Budget Center; G0 General Operations
Ledger Hame: 2009 Budget

Scenario: ORIGIMAL

Status: Cpen

Version

Base Base\Version

IMaster Master Version Submit [ Copy

Return to: Budget Work ltems
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To submit from Budget Work Item Details, go into the model in Budget Work Item Details as
a Reviewer and click the Submit button next to the Master version at the roll-up level. This
method will be easier if you have a lot of roll-up Budget Centers to submit at once. Its
disadvantage is that it does not list all the individual Budget Centers that combine into the roll-up,
their status and which Version was submitted by the Preparer.

Budget Work Item Details

Role Hame: Reviewer

Business Unit: 00700 OK Capitol Comp & Centen’l Com
Budgeting Model ID:  BD_FYos_TIN#

Description:

Ledger Hame: 2008 Budget
To view or change a budget, =elect Budget Center. To copy a budget verzion, click Copy. To submit the

completed budget for approval, click Submi.

Budget Work ltem Details Customize | Find | View All | B8 First [1] 1.5 or8 [¥] Last
Budget Center Description Version Status Email Scenario
60 General Cperations Base #  Open L S ORIGIMAL
a0 General Qperations laster “  Open O M Copy  ORIGIMNAL
a0 Land Rush Monument Base ¥ MotReady &. Submit | ORIGINAL
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Chapter 7: The Agency Coordinator
Role

Understanding the Agency Coordinator

What is the Agency Coordinator Role?

The Agency Coordinator role allows limited access to the Budget system at the highest hierarchal
level. The Agency Coordinator may run some processes not accessible to the ‘Preparer’ and
‘Reviewer’ and run other processes more efficiently than a ‘Preparer’ or ‘Reviewer’.

The Agency Coordinator is able to:
¢ View model checkouts online
e Run the Model Recalculation process for Position budgeting
e Run Data Extraction processes more efficiently

CORE offers a separate, short, informal training class to offer access to this role. The role requires
a security form (BUD301) be submitted to the CORE security office before access is granted. Refer
to training guide P224 — Agency Coordinator User Guide for more information and instructions for
this role.

Agency Coordinator Sign-On

The Agency Coordinator role uses a separate User ID. This will be the same User ID used in
Budgeting followed by “AC” standing for ‘Agency Coordinator’. The password may be assigned to
be the same password as the Budgeting User ID.

View Model Checkouts

The Agency Coordinator can view Budget model checkouts through the Budget system. If there is
a budget center checked out by the Preparer, the Agency Coordinator cannot run the Extract
processes. If the Preparer is unavailable to check in their budget, the Agency Coordinator can
check the budget in using a special process only available to Agency Coordinators. Refer to the
Agency Coordinator User Guide.
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Model Recalculation

The Model Recalculation process is used only if the agency is using Position Budgeting. The budget
model must be checked in before running the process. Use the ‘View Model Checkouts’ to verify all
model budget centers are checked in. Do not check out budget centers while Model Recalculation
is processing. The Agency Coordinator must communicate and coordinate with the agency budget
Preparers.

The Model Recalculation is run on the entire model to sync up Position Budgeting with Line Item
Budgeting. It can take 15-30 minutes to run depending upon the size of the model. Refer to the
Agency Coordinator User Guide.

Data Extraction

To run the customized reports, the budget data has to be extracted to separate tables that have
specifically been set up for customized reports. These reports should only be run from the Master
Version so if the budget centers have not been submitted, they need to be copied to the Master
from the working version.

Running the Data Extraction processes from the Agency Coordinator role minimizes the number of
required processes and requires considerably less processing time and resources. Refer to the
Agency Coordinator User Guide.

There are two processes that are run:
e Reporting Data Extract
e Prepare Composite Budget

Once these two processes have been run, all delivered and custom reports may be run as desired.
Refer to the chapter on reports in this manual.
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Chapter 8: Creating Revisions to the
Original Budget

Understanding the Revision Models

What is the purpose of Revision Models?

State of Oklahoma requires any revisions to the budget after the budget is approved to be
associated to a revision scenario. The revision model will work in exactly the same manner as the
budget model, except that the revision model will contain the current approved budget values in
the History tab. The number of revisions will depend on the agency.
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Navigating to the Revision Model

1. Click on Budgeting — Budget Work Item Details and click on Search. All Budgeting Model
IDs for the revision models that are available to the user show in the results. Scenario will
show as a revision.

2. Select the first unused revision model in which to make the updates to the budget.

3. Follow the same steps in the Position Budgeting and Line Item Budgeting chapters.
However, agencies are only able to add new positions in the position budgeting activity of
the revisions, and not be able to edit any existing positions.

4. Follow the same steps in the Submitting and Approving chapters.

Budget Work Item Details
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value

Role Hame: |hegins‘-.-vith;||p

Business Unit: |hegins‘-.-vith;||DD?DD

Budgeting NModel ID:| begins with ;”

R ppp

Ledger Hame: |hegins‘-.-vith;||2008

Search I Clear IEaSi-:Sear-:h El Save Search Criteria

Search Results

18 cf &
[Role Name Business Unit Budgeting Model ID Ledger Name |
Preparer 00700 BUD 007 FY08 2008 Budget
Preparer 00700 BREY 007 FY0g 2008 Revision 01
Preparer 00700 REY 007 FY0g 2008 Revision 02
Preparer 00700 BREY 007 FY0g 2008 Revision 03
Preparer 00700 REY 007 FY0g 2008 Revision 04
Preparer 00700 REY 007 Fy0g 2008 Revision 05
Preparer 00700 REY 007 FY0g 2008 Revision 08
Preparer 00700 BEY 007 FY0g 2008 Revision 0F
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Chapter 9: Reports

Budget Work Program Reports

Check Limits — This report replicates the information from the ICS Check Limits Report.

Business Unit Budget Summary — This report breaks down the budget by account code within
each fund by Business Unit, Division and Department.

Estimate of Income and Cash Flow — This report closely replicates the information from the ICS
Form 33 with one change: it shows revenue annually instead of quarterly.

Budget by Division/Fund — This report replicates the information from the ICS Form 21
(expenditures at the 2-digit level and funding).

Budget by Account/Fund — This report replicates the information from the ICS Forms 16, 17 and
18. It can be run by Business Unit, Division, and Department.

Position Budget — This report closely replicates the information from the ICS Form 47 with one
change: it includes total personnel costs (account codes 511000, 512000, and 513000).

Version Analysis — This report allows the user to compare their different versions (Version 1,
Version 2, Master Version) for a particular scenario (i.e. Original, Revision 1, etc.). This report
does not need the Composite Budget to be run.

Ledger Type Comparison — This report allows the user to compare one ledger (i.e. 2008 Revision
2) with another ledger (i.e. 2008 Revision 3). This report does not need the Composite Budget to
be run.

Summary of Methods — This report allows the user to view the budget methods and amounts
within a particular ledger (i.e. 2008 Budget or 2008 Revision #). This report does not need the
Composite Budget to be run.

Budget Comparison — This report allows the user to compare two different ledgers (i.e. 2008
Budget with 2008 Revision 1). This report does not need the Composite Budget to be run.

Position Information — This report allows the user to view information based on their position
budget. It only shows information by owning department (i.e. where the position is budgeted, not
where the funding is distributed between departments). This report does not need the Composite
Budget to be run.
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Navigation for Processes Necessary to Run Reports

NOTE about reports: All of the above reports run on the composite budget, unless specified
otherwise. This means that Data Extraction and Prepare Composite Budget processes must be run
— see Chapter 7 on the Agency Coordinator Role, or P224 Agency Coordinator manual.

Data Extraction - Budgeting > Budgeting Home > Budget Analysis >Data Extraction >
Reporting Data Extract

Prepare Composite Budget - Budgeting = Budgeting Home > Budget Analysis >Data
Extraction > Prepare Composite Budget

Check Limits Report — OCP_0001

Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on Details , ‘View Log/Trace’, then the ‘pdf’
hyperlink.

Run Control Parameters:
Always Process
Description: put the title of the report or any other description; do not leave blank
Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)
Business Unit: your budgeting business unit, i.e. 09000
Fiscal Year: four-digit fiscal year (i.e. 2008)

Check Limit Reports

User ID: TEERID Report Manager

Run
Run Control ID::~ CHECK_LIMITS_REFPORT Process Monitor

¢ Don't Run Request Number: 1
" Process Once

*Description: ICHECK LIMITS REFORT
& Always Process

*Role Name|Cnnrdinatnr Q

*Business Unitl w00 | O

*Fiscal Year [2008

Ledger Name 2008 Composite Budget

Budgehng xxx CMP FYO2
Model ID -~
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Example: Check Limits Report

Budgetary Limits Compariscn Report

sState Finance - ES

Dusiness Undt xxx00 Deacription: Agency Name
Fiscal Year: 2008

Eudgated

Amcunt

Cperating Budgst
capital Eudget
700 Class Eudget

$16,500,000

Budgsted Limit Adjustment Total

Agency Limits

salaries (511)
Professional Serv:

$404,461
> Limit 50

Equipment (541,54
Lease Purchaass (543) §0 g0
Federal class Funds (400-440) %0 * No Limit * §0
Revolving Class Funds (2XX,45X,445) §15,436, 20 % Fo Limit * $15,436,515

50+ Fo Limit * 516,500,000

Total Operating Expenditures

FTE'S
FTE'S VERSUS LIMITS |
FTE'S VERSUS LIMITS { ]
PTE'S VERSUS LIMITS (2nd QTR
FTE'S VERSUS LIMITS (3rd QTR)

If Position Budgeting is used, the check
limits report will include this section.

Diviaicn Limits Budget Limit
Division Divieion Descripticn Amount Amount Difference
----------------------------------------- - In general, asterisks show a
€0 Genaral Cperaticns $- @ problem, unless there is
legizlative sxceptions given.

Programmed

rregrammed Retirement Programmed
it Salaries

Division Divieion Description Retira

&0 General Cperations
If Position Fudgeting is used, these sectioms will be showm

in the Check Limits Report.

Rverage Imsurance
ion Ix Des=

numbsr Minimum Maximum Total max  EBudgeted  Averags Budget
Authorized salary salary Salary FIE salary
1.00 50 se3, war
Purposs appropriaticn
GRP-Duties 51,065,511
ameunt
&0 5000001 §587,169
Total Division 5587, 165
o o Appropristed funds - limits and budget
Total class Funding $587,169 Difference $479,3a2 N I et e e
Beginning Prior year Tetal current FY capiral Ending - -
ce Expenditures Expenditures Expenditurss palanca Revolving Funds - budgeted
______________ R I B, income, budgeted expenditures amd
0 §15,436,515 §0 §-14,955,901 was |difference.

Business Unit Budget Summary — OCP_0006 (A)
Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on Details , ‘View Log/Trace’, then the ‘pdf’
hyperlink.

Run Control Parameters:

Always Process
Description: put the title of the report or any other description; do not leave blank

Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)

Business Unit: your budgeting business unit, i.e. 09000

Fiscal Year: four-digit fiscal year (i.e. 2008)

Report Type: choose to summarize by Business Unit, Division, or Department

(NOTE: report is by budget period: monthly or quarterly)
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{ Agency Summary Rpt '

Business Unit Budget Summary

User ID; TEERID Report Manager

Run
Run Control ID: REPORTS Process Manitar

" Don't Run Request Number: 1
' Process Once

*Description: ~ [2008 BUDGET
& Always Process

On the next page, select "Agency Budget Summary -
“Role |Cnnrdinatnr | Qirly if Budget is entered using a Quarterly calendar.
Name Select ‘Agency Budget Summary - Mthly' if Budget
*Business IJnitI xxx00 | is entered using a Monthly calendar.

*Fiscal Year | 2008

Ledger Name 2008 Composite Budget

BIJUQ@.‘ﬁ ng xxx_CHMP_FY0OS3
Model 1D

On the Run page, the user must select which calendar they are using in their Budget Work
Program. The Monthly calendar will have the report name, OCP_0006A and the Quarterly calendar
will have the report name, OCP_0006. NOTE: if the agency is on a Monthly calendar, and
Quarterly is chosen, this report will only show the first four months and the budget will be
understated.

Example: Bus Unit Budget Summary, Report Type Business Unit

State Finance - ES Agency Budget - Summary by Business Unit OCPODOE
04:25:10 M
21-0CT-2007

Buc Unit #: xxx00  Bur Unit Kame hyency Name

Ficcal Year 2003

Fund Parl Bex2 Perd Perd Per Perd Pers Perld Perll Perl.
183 Ganaral Ravenue i 32,138 12,188 32,188 32,138 3z,188 12,188 37,188 37,188 32,188 37,188 2
a 543 343 B2 Bl 1 18 843 343 28 s1g 318 818
513 Empleye= Def.Incentive G a1 581 a1 S ca1 551 ca1 sa1 551 sa1
515 Businzas Support Service o ] o [ [ ] [ ] [] ]
519 Flexible Benefita-Admini o ] o o o ] o ] ] ]
21 In-Srats Ledging o ] o o o ] o ] 0 ]
522 Flane Fars-Other Pub Trs o [l o o o 0 o o 0 o
530 ADMINISTRATIVE EXPENZE 15,224 15,224 15,224 15,224 15,224 15,224 15,224 15,224 15,224 15,224
531 ERP Syseem i o I o o o a o o a o
532 Renc of Off o 0 o o o a o o a o
533 Mece-Rep o ] o o o ] o ] ] ]
535 DEfic o ] o o o ] o ] ] ]
541 Data Procescing Equipmen o [l o o o 9 o o 0 o
543 Interssc 38,623 13,483 38,623 EENCEH 38,681 29,583 38,691 3,693 29,483 3,693 47¢,31¢
555 Pmes-Lecal Gev't-Gem Gew o El o o o a o o a o [
Total for Fund 138 g, 635 £8,539 g, 625 88,612 28,635 9,539 28,625 28,613 B9,513 28,613 1,063,485
230 Ok Cap Pimd 530 ADMINISTRATIVE EXPENZE 50 50 50 250 250 250 3,000
SEE Fmre-Local Gev't-Gem Gev 1,286,126 1,288 1,286,126 1,286,12¢ 1,296,12¢ 1,289,126 1E,433)E1E
Toral for Pund 230 T1zee % 1 %6 1,206316 1,2 126,37 T1zae 376 1,28 QTR
Total for BU xux00 1,375,016 1,375,016 1,375,002 1,174,535 1,374,983 1,374,585 1,375,016 1,375,016 1,175,00z 1,374,935 1,374,989 1,374,535 16,500,000
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Example: Bus Unit Budget Summary, Report Type Division

State Finance - S Agency Budget - Surmary by Division
Bus Unir & xxx00  Bus Unit Hame ency Name
Fizeal Ysar zoo2 A &
Division: &0 General Operaticns

512 Insur.Prem-Hlch-Lifs-Sta
513
515
5lg
c21
522
530
5§31 ERF System Services

532 Bent of Dffice Space

533 Mcce-Rep.-Equipment-Vend
S3C DEfice Cuppli=s (Expends
41 Dats Dracessing Bguipmen
£43 Ines Paymants-Band D
S55 Fmtc-Lesal Gev't-Gem Gov

Total for Fund 138

230 0k Cap Fund 510 ADMINIETRATIVE
<

BXPENZE
=al Gev't-Gen G

Total fa 1,296,376

c 3 2 2 21 . .
atal for Divisicn €3 1,375,016 1,375,018 1,375,002 1,374,935 1,374,388 1,374,988 1,375,016 1,375,016 1,375,002 1,374,938 1,374,383 1,37a,835 16,500,000

Example: Bus Unit Budget Summary, Report Type Department

Seate Pinsnze - PE Agemcy Budgst - Gummary by Department
Bus Unit # w0l Bue Unie Name Agency Hame
Fizeal Yesr 2
Departnent: 500 General Cperations
Fund Azsount Terz Eerd Z 2 r Berl:
198 General Revenne € 5 Bene anze 32,189
€12 Insur.Prem-H1 £2-Sea axe
€13 Employze Def.Incantive § £51

515 Eusiness Supperc Service
515 Flexible Bencfica-Adnini
2

1 In-State

22

533 Mcce-Rep.-Equipnent-Vend
53¢ Office Supplies (Expenda

0
]
]
0
4
[]
o
o
o
0
33,653
[

Tatal for Fund 182 &3, e2e

230 Ok Cap Fund 530 ADMINISTRATIVE EXPENSE
S5 Fmes-Local Gov't-Gen Gav

250
85,126

Tatal foi 7€ 1,286,376

raral for Depe 1,376,002 1,375,016 1,375,082 1,374,889 1,374,888 1,374,385 1,37E,812 1,37E,015 1,375,002 1,374,383 1,374,383 1,374,883 12,500,000

Estimate of Income and Cash Flow — OCP_0025

Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on Details , ‘View Log/Trace’, then the ‘pdf’
hyperlink.

Run Control Parameters:
Always Process
Description: put the title of the report or any other description; do not leave blank
Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)
Business Unit: your budgeting business unit, i.e. 09000
Fiscal Year: four-digit fiscal year (i.e. 2008)
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Estimate of Income Report

User D TSERID Feport Manager
Run

Run Controd It~ INCOME_REPORT Process Monitor

" Don't Run Request Number: 1

-

Process Once *Description: |Estimate of Income Report
¥ Always Process
*Role Name |Coordinator Q

*Business Unitlxxxﬂ'i' Q

*Fiscal Year [2008

Ledger Hame 2008 Composite Budget

Budgeting , .. cup pyos
Model ID

Example: Estimate of Income Report (shows one page per class fund in the agency)

State Finance Budget Work Program for the Fiscal Year Ending June 30, 2008 CCPOO25
Estimate of Income to Business Unit Class Funding 04:51:40_PM
21-0CT-2007
Bus Unit Name: Agency Name _ xxx00
Fund Name: General Revenue
Description Total
L. Cash Balance 50
B. Expenditures During FY For PY Obligations-Operations &0
C. Cash Available (LINE A - LINE BE) 50
Income By Source By 3-Digit Receipt Code
REC.Code Source Total
@ hppropriated Transfers In 51,066,485
D. Total Income To The Fund 41,066,485
E. Total Funds Available Furing The Year (C+D) 51,066,485
F. Expenditures During Year For Current FY Operations $1,063,485
G. Expenditures During Year For Capital Outlay 50
H. Balance At The End Of The Year (Line E - F+3) 53,000
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Budget by Division /7 Fund — OCP_0031 (A)

Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on Details , ‘View Log/Trace’, then the ‘pdf’
hyperlink.

Run Control Parameters:

Always Process

Description: put the title of the report or any other description; do not leave blank

Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)

Business Unit: your budgeting business unit, i.e. 09000

Fiscal Year: four-digit fiscal year (i.e. 2008)

(NOTE: report is by budget period: monthly or quarterly)

* Agency Summary Rpt ‘|

Business Unit Budget Summary

User ID: TTEERID Report Manager
Run

Run Control ID::  REFORTS Process Monitor

" Don't Run Request Number: 1

r-l

Process Once *Description: |2EIEIE= BUDGET
% Always Process
*Role Name |Coordinator Q

*Business Unitl xxx00 O

*Fiscal Year | 2008

Ledger Name 2008 Composite Budget

Budgeting xxx_CHP_FY0s
Model ID

On the Run page, the user must select which calendar they are using in their Budget Work
Program. The Monthly calendar will have the report name, OCP_0031A and the Quarterly calendar
will have the report name, OCP_0031. NOTE: if the agency is on a Monthly calendar, and
Quarterly is chosen, this report will only show the first four months and the budget will be
understated.
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State Finmance - EG Agency Budgst - Summary by Divisian OCEO01A
05:11.06 BM
21-00T-2T07

Dus Unit % %2200 Bug Unit Name Regency Name
Fiscal Year 2008

Perlt
535
0

General foerations
‘Cap Improvement

Fund Fund Description Perl Farz Par: Pard Part Ferc = Perd Pers Parlo Ferll Perlz Toral
198 General Revanus
7 Ok Cap Fund

Example: Budget by Division / Fund, Quarterly budget periods

State Finance - P2 Agency Budget - Summary by Division
Bus Unit #: xxx00 Bus Unit Name: Agency Name
Fiscal Year: 2008
Division UDiwvisicn Descripticon QErl Qtrz Qrr3 Qtr4 Total
60 General operaticns 1,375,016 1,375,016 1,375,002 1,374,389 5,500, 022
L Cap Projects L] o 1] ] L]
1,375,016 1,375,016 1,375,002 1,374,989 5,500,022
Fund Fund Descripticn QErl Qtrz Qrr3 Qtr4 Total
138 General Revenus 88,639 58,639 88,625 88,613 354,517
230 Agency DBevolving Fund 1,288,276 1,286,376 1,286,376 1,288,276 5,145,505
1,375,016 1,375,016 1,375,002 1,374,989 5,500,022

Budget by Account /7 Fund — OCP_0030 (A)

Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on Details , ‘View Log/Trace’, then the ‘pdf’
hyperlink.

Run Control Parameters:

Always Process

Description: put the title of the report or any other description; do not leave blank

Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)

Business Unit: your budgeting business unit, i.e. 09000

Fiscal Year: four-digit fiscal year (i.e. 2008)

Report Type: choose summary by Business Unit, Division, or Department

(NOTE: report is by budget period: monthly or quarterly)
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* Agency Summary Rpt |
Business Unit Budget Summary

User ID: USERID Repaort Manager
Run

Run Control ID: REPORTS Process Monitor

' Don't Run Request Number:

I

Process Once *Description: ~ [2008 BUDGET
* Always Process
*Role Name | Coordinator Q

*Business I.Initl’”“":":I Q

*Fiscal Year | 2008

Ledger Name 2008 Composite Budget

BI..IﬂQEﬁ ng xxx_CMP _FY02
Model ID

On the Run page, the user must select which calendar they are using in their Budget Work
Program. The Monthly calendar will have the report name, OCP_0031A and the Quarterly calendar
will have the report name, OCP_0031. NOTE: if the agency is on a Monthly calendar, and
Quarterly is chosen, this report will only show the first four months and the budget will be
understated.

Example: Budget by Acct / Fund, Report Type Division

State Finance - BS Agency Budget - Summary by Divisien ccpovaon

Agency Hame

£

Maintenance & Bepair Expen
ating Expenzes

"

£31 OFfics Purniturs & Bquipme
5§48 Bond Indebtedness and Expe
555 Pmts-Losal Gov't,Non-Profi
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State Finance - EE Agency Budget - Summary by Department oCpo30
05:04:47_PM
21-90T-2007

Bus Unit & xxx00 Bus Unit Name Lgeney Name
EiecaT 725 2008
6000001 General Operations

Account Account Deseripticn . Qtxz Qtx2 Qtra Total

511 Salary Expemse 32,188 32,189 32,189 32,189 128,757

51z Tnews m-Hlth-Life,etc 542 342 5

513 FICA-Retirement Contributions E

515 Professicnal Ssrvices 0

510 Inter/Intra Ageacy Pmt-Pref fe

521 Travel - Reimburssments

522 Travel - Agency Dizect Pmts 0

530 ADMINIETRATIVE EXFENCE 15,474

551 Miss. Administrative Expenees 0

532 Rent Expsnes

533 Maintenance & Repair Expense

536 Gemeral Opsrating Expenses

531 Office Furniture & Equipment

518 Bond Indebtednsss and Expenses

2 Pmcs-Local Gowv't,Non-Profits

Fund  Fund Description qerl

195 General Revemus 88,539

230 igency Bevolving Fund 1,286,376

1,375,018

Position Budget — OCP_0029

Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on Details , ‘View Log/Trace’, then the ‘pdf’
hyperlink.

Run Control Parameters:

Always Process

Description: put the title of the report or any other description; do not leave blank

Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)

Business Unit: your budgeting business unit, i.e. 09000

Model ID: BUD_xxx_FY## or REV_XXX_FY##

Ledger Name: ledger title (i.e. 2008 Budget or 2008 Revision 1)

Version: i.e. Master, Version 1, etc

Fiscal Year: four-digit fiscal year (i.e. 2008)

Report Type: choose between showing Jobcode, Position, or Employee summaries

Department Type: choose between distribution (e.g. if user has employees distributed
between two or more departments) or owning (the department in which the
employee has been budgeted)
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{ Position Budget Report '

Position Budget FTE

User ID: USERID

Run Control ID:  POSITION_BUDG_REFPORT

" Don't Run
" Process Once
¥ Mlways Process

*Description:

Report Manager

Request Number: 1

*Role Name |C00rdinat0r

*Business Unit |xxx|:.n o)

*Modelld  [BUD_x:xx FY08

a

Run
Process Maonitor
|Pusiti0n Budget Summary Report
Q
¥ Jobcode
' Position
' Employee

*Ledger Name |2008 Budget

*Version I Master x |

*Fiscal Year |z002

% Distribution
' Owning

Example: Position Budget, Report Type Jobcode, original budget

State Finance - PE

Business Tnit. *¥*90 Business Tnit Hame:
Department: £000001 Department Hame:
Fiscal Year 2008

FIRST QUARTER
FTE

Job Code  Job Code Descripticn Amcunt

4102 Deputy Director 24,778
481t Executive Dirsctor 27,641
4903 Administrative Officer 58,452
4952 Administrative Assistant 24,021
5766 Director of Finance 3,286

138,075

P124 Budget Manual
Revised: January 1, 2008

SECOND QUARTER
FTE

OCP0029
21-0CT-2007
05:158:2%_PM

Position Budgst Repert

Agency Name
General Cperaticne

THIRD QUARTER FOURTH QUARTER
Emount FTE Emount FTE Emount

137143

556,299
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Version Analysis — BPS_ 1001

Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on BPS1001 , the last line ‘H#H#HH#H#
BPS1001_Success’, ‘View Log/Trace’, then the ‘pdf’ hyperlink.

Run Control Parameters:

Always Process

Description: put the title of the report or any other description; do not leave blank

Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)

Business Unit: your budgeting business unit, i.e. 09000

Budgeting Model ID: BUD_xxx_FY08 for original budget work program, or REV_xxx_FY08
for a revision model, for example

Ledger: Fiscal Year Budget, or Fiscal Year Revision ##

Budget Center: this is a seven-digit value relating to a particular department (budget

center) or, if using Agency Coordinator role, the 0000000 All Departments can be
run

Level: user can choose either detail or summary level

View by: user must choose which chartfield they wish to see in the report (account, class
field, department, budget reference)
Version Analysis

User ID: TUSERID Report Manager
Run
Run Control ID:  ¥ERSION ANALYSIS Process Monitar

Process Request Parameters

" Don't Run Request Number: 1
© Process Once *Description: |version analysis
' pAlways Process
*Role Name: B -
*Business Unit: WO\ Agency Name
*Budgeting Model! ID: |REV_xx _Fyos |
*Ledger Name: |2EJ[JB Revision 01 ;I
*Budget Center: IDUDUUUU 21 All Department
Level: [Detail -

Report Options

“View by: | Class Field =]
ChartFields From Value To Value
Account: | a, | (&}
Nanartmant: I @ | ]
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Example: a Revision model viewed by Class Field (fund)

Version Compariscn Report BPS1001
02:18:08_DPM
21-0CT-27T

Businese Unit xxx00  Agency Name
Flanning ID: REV xxx FYOB
Ledger Name: 2008 Reviaicn 01
Currency Code TED
Budget Center 6 01  General Opsrations
View By Class Fisld
Class Fisl Description Base Version 2 Master
196801 GRF-Duties 0 0.0
19802 Capitol Service Fund 0 0.0
19603 Capitol mumd 0 0.0
23000 Ok Cap Fund 0 _17_000.000. 00 -15,000,000.0
Total
Budget Center & 0.00 -1z,000,000.00 0.00 -15,000,000.00
Version Compariscn Report BESL
03:01:48
21-0CT-2
Business Unit: w00 Agency Name
Planning ID: BEV xxx_FY08
Ledger Hame: 2008 Revision 01
Currency Code: UED
Budget Center: 5000001 General Operations
View By Account
Account Description Baze Version 1 Version 2 Version 3 Master
521210 Prem-Property or Liab.Insur 0 0.
521330 Photographic Suppliss & Sves 0 0.
531520 Prem-Property,Liab. Ine. -Hed 0 0.
531500 Misc.Administrative Fse 0 0
532110 Rent of Office Cpace 0 0
£121410 Rent-Equipment And Machinsry 0 0.
532150 Rent-Telecommnicaticn Bequip. 0 0.
533120 Mto=-Rep. -Equipment -Vendors 0 0
535130 Office Cuppli=s Non-Expendable 0 0
526140 Office Cupplies (Expendable) 0 0.
£21110 Offics Furniturs & Equipment 0 0.
541120 Data Processing Equipment 0 0
541130 Data Processing Software 0 0.
£41170 Equip-Kamufacturing-FPreduction 0 0.
S48120 Intersst Payments-Bond Debt 0 0.
S55110 Emts-Local Gow't-Gen Govt 0 12,000,000 00 15,000,
Expenditure 0.00 -12,000,000.00 0.00 15,000, 000.00
Transfers In 0 0.00
Eppropriated Tramsfsre In 0 0.00
Revenue 0.00 0.00 0.00
Total:
Budget Center 0.00 -12,000,000.00 0.00
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Ledger Type comparison — BPS_1002

Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on BPS1002 , the last line ‘HH#HH#H#
BPS1002_Success’, ‘View Log/Trace’, then the ‘pdf’ hyperlink.

Run Control Parameters:

Always Process

Description: put the title of the report or any other description; do not leave blank

Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)

Business Unit: your budgeting business unit, i.e. 09000

Budgeting Model ID: BUD_xxx_FY08 for original budget work program, or REV_xxx_FY08
for a revision model, for example

Ledger Name 1 & 2: Fiscal Year Budget, or Fiscal Year Revision ##

Budget Center: this is a seven-digit value relating to a particular department (budget
center) or, if using Agency Coordinator role, the 0000000 All Departments can be
run

Level: user can choose either detail or summary level

Version: this is Master, Version 1, etc.

View by: user must choose which chartfield they wish to see in the report (account, class
field, department, budget reference)

Ledger Type Comparison

User ID: USERID Report Manager
Run
Run Control ID:  REPORTS Process Monitor

Process Request Parameters

™ Don't Run Request Number: 1

Ol *Description: |Iedgertype comparison
¥ Always Process
*Role Name: [Role Wame -]
*Business Unit: mq Agency Nane
*Budgeting Model ID: | rEv_zxx_rros |
*Ledger Name1: [2008 Revision 01 =

Ledger Hame2: | 2008 Revision 02 =
*Budget Center: [ooooooo @ ANDepartment

Level: [Detail =

*Version: I Master - I
Report Options

*View by: | Account =
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Example: Comparison of Revision 1 and Revision 2, viewed by Account

Proposed Ledger Comparison Report

Business Unit: xxx00  Agency Name
Budgeting Model ID: LEV xxx FYOS
Ladger Name: Revizicn 01
Currency Code:
Budget Cenmter: 01 Gemeral Operatioms
Varsion Master

View By Rccount

Ledger Name

RACCOUNT Description 2008 Revision 01 2008 Revislon 02

Ehotographic supplies & Sves
Erem-Proparty,Liab.Ins.-Hed
Miec.Administrative Fas

= =)
Furniture & Equipment
Data Pracessing Equipment
Data Pracessing Softwars
Equip-Manufacturing-Freduction
Intersst Payments-Ecnd Debt
EmtE-Local Gov'C-Gen Govt

-2,000,000. 00

Expanditure -2,000,000. 00

Transfers In o.00
Appropristed Tranafers In 0.00

Reverus 0.00 0.00

Total
Budgst Center 6000001 -15,000,000.00 3,000,000.00

Summary of Methods — BPS_1004

Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on BPS1004 , the last line ‘HH##HH#
BPS1004_Success’, ‘View Log/Trace’, then the ‘pdf’ hyperlink.

Run Control Parameters:

Always Process

Description: put the title of the report or any other description; do not leave blank

Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)

Business Unit: your budgeting business unit, i.e. 09000

Budgeting Model ID: BUD_xxx_FYO08 for original budget work program, or REV_xxx_FY08
for a revision model, for example

Ledger Name: Fiscal Year Budget, or Fiscal Year Revision ##

Budget Center: this is a seven-digit value relating to a particular department (budget
center) or, if using Agency Coordinator role, the 0000000 All Departments can be
run

Level: user can choose either detail or summary level

Version: this is Master, Version 1, etc.
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Summary of Methods

User ID: USERID

Run Control ID:  REPORTS

Report Manager

Ru I

Process Monitor

Process Request Parameters

" Don't Run
 Process Once
& Always Process

*Role Name:
*Business Unit:
*Budgeting Model ID:
*Ledger Name:
*Budget Center:
Level:

*Version:

Request Number: 1

*Description: [summary methods

Inole Name _I
®xx00 ) Agency Name

[ REV_xxx_FT08 ;I
| 2008 Revision 01 =l
[ooooo00 Q,_ Al Depariment

| Detail |

Master -I

Example: Summary of Revision 1

Summary of M

Businsas Uni

Budget Center:

Version:

Account

lethode and Amounte

t xxx00 Agency Name
REV xzxx FYOS
3008 Revision 01

Master

Department

6000001 Gemeral Opsrations

Class Field Budget Reference

BPS1004
03:33:43_PH
21-0CT-2007

511110
531260
531310
531390
531520
531600
532110
532140
532150
533120
536130
536140
541110
541120
541130
541170
548120
548120
555110
555110
5E5110
555110

5000001 19801 08
5000001 19801 o8
5000001 18801 a8
5000001 13801 08
5000001 19801 08
£000001 19801 a8
5000001 13801 08
5000001 19801 08
£000001 13801 08
£000001 19801 a8
5000001 13801 08
£000001 19801 o8
£000001 19801 a8
5000001 13801 08
5000001 19801 08
£000001 19801 o8
£000001 15801 a8
£000001 19802 o8
5000001 19801 o8
£000001 13802 08
£000001 19803 08
£000001 23000 o8
Total

Expenditure

P124 Budget Manual
Revised: January 1, 2008

Default Override Method Adjust/ Total
Method Method Ancunt Ellocation Amount
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 )
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0,00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0,00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0,00 0.00
0.00 0.00 0.00
EMTPER 15,000,000.00 0.00 15,000, 000. 00
-15,000,000.00 0.00 -15,000,000.00
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Budget Comparison — BPS_1005

Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on BPS1005 , the last line ‘H#H#HH#H#
BPS1005_Success’, ‘View Log/Trace’, then the ‘pdf’ hyperlink.

Run Control Parameters:

Always Process

Description: put the title of the report or any other description; do not leave blank

Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)

Business Unit: your budgeting business unit, i.e. 09000

Budgeting Model ID: BUD_xxx_FY08 for original budget work program, or REV_xxx_FY08
for a revision model, for example

Ledger Name: Fiscal Year Budget, or Fiscal Year Revision ##

Budget Center: this is a seven-digit value relating to a particular department (budget
center) or, if using Agency Coordinator role, the 0000000 All Departments can be
run

Level: user can choose either detail or summary level

Version: this is Master, Version 1, etc.

View by: choose Class Field, Budget Reference, Department, or Account

Budget Comparison

User ID: TSERID Report Manager
Run
Run Control ID:  BUD_COMPARISON Process Monitor

Process Request Parameters

 Don't Run Request Number: 1

1 Process Once

*Description: IEIudgetComparison
% Always Process
*Role Name: [Preparer =]
*Business Unit: WQ Agency Name
*Budgeting Model ID:  [zEv_uxx_Fvos <]
*Ledger Name: [2008 Revision 01 =]
*Analysis Base: [2008 Budget =

*Budget Center: IBUUDUD1 1, General Operations
*Version: I Master 'I

Report Options

*View by: IAccount d
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Budget Comparison Repart

Business Unit xell Agency Neme
Budgeting Modsl ID REV_xxx_FY08
Ledger Name: 2008 Revieion 01
Currency Code TED
Budget Center £000001 General Opsrations
Vereion Master
View By Account
Account Descripticn 2008 Revision 01 2008 Budgst Variance %
531390 Photographic Supplies & Sves 0. 0
531520 Prem-Preperty, Liab. Ins.-Hed o 0
31500 Misc.Administrative Fes o 0
532110 Eent of Office Space 0. 0
532140 0. 0
532150 0. 0
533120 - 0. 0
536130 Office Supplies MNon-Expendable 0. 0
536140 Office Supplies (Expendabls) 0. 0
521110 Office Furniture & Equipment o 0
41120 Data Processing Bquipment o 0
541130 Data Processing Eoftware o o
541170 Equip-Mamufacturing-Production ] 0
42120 Intereet Paymente-Bond Debt 476,316 476,318
55110 Pnta-Local Gov't-Gen Govt 15,000, 00 433,514 14,586, 435
Total
Bxpenditure -15,000,000.00 -1,450,0%0. 06 -13,500,000
631000 Transfere In 0.00 433,514.88 -433,514
631100 Zppropriated Transfers In 0.00 1,066,484.88 -1,086,484
Total
Revenus 0.00 1,499,980.78 -1,480, 950
Total

Budgst Center &

-15,000, 000

2

-14,999,999. 80

Example: Comparison of 2008 Original Budget with 2008 Revision 1, viewed by Class Field (fund)

Budget Comparison Report BPS1005
03 58_PM
21-0CT-2T07
Business Unmit: xxx00 Agency Name
Budgeting Model ID REV_xxx FY0R
Ledger Name: 2007 Revision 01

Budget Center £000001 General Operations
Version: Master
View By Class Field
Clase Field Description 2008 Reviaion 01 2008 Budgst Variance ]
10201 GRF-Dutica 0.00 -2,090
10202 Capitol Serwice Fund 0. 0
10803 Capiteol Fund 0 0 0
23000 Ok Cap Fund -15,000,000. -3,000.00 14,987,000
Total

Budgst Csnter 600

-15,000,000.00 -0.20 -14,999,999.50 an
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Position Information — BPS 1007

Navigation: Budget >> Budgeting >> Budgeting Home >> Budget Analysis >> Reports

Report Retrieval: From Process Monitor, click on BPS1007 , the last line ‘H#H#HH#H#
BPS1007_Success’, ‘View Log/Trace’, then the ‘pdf’ hyperlink.

Run Control Parameters:

Always Process

Description: put the title of the report or any other description; do not leave blank

Role Name: Preparer, Reviewer, or Coordinator (if you have Agency Coordinator role
access)

Business Unit: your budgeting business unit, i.e. 09000

Budgeting Model ID: BUD_xxx_FY08 for original budget work program, or REV_xxx_FY08
for a revision model, for example

Ledger Name: Fiscal Year Budget, or Fiscal Year Revision ##

Budget Center: this is a seven-digit value relating to a particular department (budget
center) or, if using Agency Coordinator role, the 0000000 All Departments can be
run

Level: user can choose either detail or summary level

Version: this is Master, Version 1, etc.

View by: choose Class Field, Budget Reference, Department, Account, Position, or Job Code

Position Information

User ID: USERID Eeport Manager
Run
Run Control ID: REPORTS Process Monitor

Process Request Parameters

" Don't Run Request Humber: 1
Sl masll *Description:  |POSITION INFORMATION
¥ Always Process

*Role Name: [Preparer -]

*Business Unit; WO\ Logency Name

*Budgeting Model ID: [ BD_xxx_rros =]

*Ledger Name: [ 2008 Budget =]

*Budget Center: |auuuuu1 Z,  General Operations

*Version: | Master 'I
Report Options

*View by: |F'Usi1inn =]
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Positien Budgst Report BPE1007
03:56:04 BU
21-0CT-2007

Business Unit xxx00  Agency Neme

Planning ID BUD_xxzx_FY0&

Ledger Name 2005 Budget

Currency Code USD

Budget Center 6000001  General Opsrations

WVersion: Master

View by Position

Position Description Salary Harnings Benefits Tax. Total Cost
001 Executive Dirscter 40,000 00 0.00 10,000.00 £,000.00 £6,000.00
0oz Admdnistrative Officer 40,000.00 0.00 10,000.00 €,000.00 £6,000.00
004 Bdministrative Officer 40,000. 00 0.00 10,000.00 €,000.00 LGl
007 Deputy Director 40,000. 00 0.00 10,000. 00 5,000 00 56,000. 00
008 Rdministrative Officer 40,000 00 0.00 10,000.00 6,000, 00 56,000 00
01g Rdministrative Assistant 40,000.00 0.00 10,000, 00 6,000, 00 §¢,000. 00
017 Bdministrative Assist 40,000.00 250.00 10,000.00 6,000.00 56,250.00
018 Dirsctor of Finance 0.00 .00 0.00 0. 00 0.00

Total Cost
Budget Center £000001 Z80,000.00 250.00 70,000 00 42,000 00 392,250.00

Financials Application Budget Reports

Budget Scenario Report — This report shows a comparison of the Original Budget Work Program
and each submitted / posted Revision. The final column in the report totals each row.

Budget Request Report — This report allows several different types of reports to be run. There
are three columns: two prior year actuals and the current budget work program.

Budget to Actual Higher Ed Report — This report gives the budget to actual comparison, by
major account level, for the year.

Budget to Actual Revenue Report — This report compares the budgeted revenue with the actual
received revenue.

Budget to Actual YTD Summary Report — This report compares the budget with the actual
expenditures, with a year-to-date column.

Budget to Actual Monthly Summary Report — This report compares the budget with the actual
expenditures, with columns for the current month of the report, as well as for year-to-date values.

Budget to Actual Comparison Report — This report allows the user to compare annual and year-
to-date budget with actual expenditures, by department, class fund, and account.
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Budget Scenario Report — OCP_0350_GL

Navigation: Financials >> Commitment Control >> Review Budget Activities >> Budget Reports

Report Retrieval: From Process Monitor, click on Details, ‘View Log/Trace’ then the ‘pdf’
hyperlink.

Run Control Parameters:
From Business Unit: your budgeting business unit, i.e. 09000
To Business Unit: generally will be the same as above
Bud Ref: the two-digit budget reference for which you want the report.

{ Run Ocpgl0350 4
Run Control I REFORTS Report Manager Process Monitor Run
*From BLISinBSSI}{xxCID a,
Unit: r— r——
*To Business Unit: IxxxDD Q ummary by Summary by
Business Unit Division Departmep
“Bud Ref: | xx ' Account & Account ' Account

' Class Funding ' Class Funding ' Class Funding

" Division " Department

' Department

EBSa-.-sl Elnctifyl E&.Add' Updats.-'[:isplayl

Choices of summaries: there are nine reports that the user can run from this Run Control.
Each one shows the total budget per Original, and each subsequent Revision dependent on
the radio button chosen:

Summary by Business Unit:
Account — total agency budget per account code
Class Funding — total agency budget per class fund
Division — total agency budget per division
Department — total agency budget per budget center

Summary by Division (shows all divisions):
Account — total division budget per account code
Class Funding — total division budget per class fund
Department — total division budget per budget center

Summary by Department (shows all budget centers):
Account — total department budget per account code
Class Funding — total department budget per class fund
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Division: 60 Gensral Cperations

Account

452100

E11110
511210
£12110
512210
513110
513120
513230
E13280
521110
521120
521140
521150
521310
530000
£32110
526150
541110
541120
541130
543120
55110

Description

Other Grnts,RRefundetReimbamnts

Total Reverus

Cals-Reqular Pay

Lemgevity Pay-State Employses
Ingur.Prem-Hlth-Life-8tate Fln
Unemployment Compen.-Payroll
Etate Chare-FICA

Etate Char=-MCFE/FICA

Etats Ehare OPERE

Et.Match-Ad Fee-Ctats Annuity
In-State Milsage-Motor Vehicle
In-State Msals-Subsistence Exp
In-State Miscellanscus Charges
In-Etate Lodging

Travel Reimb. -Hon-Etate Emple.
ADMINIETRATIVE EXPEMER

Rent cof Office Cpace

Data Processing Suppliss
Office Furniture & Equipment
Data Proceesing Equipment

Data Procesaing Eoftware
Interest Payments-Bond Debt
Pmta-Lacal Gav't-Gen Govt

Total Expenas

1,405,305 2,222 H

Business Unit

Loenario

CRIGINAL REV_01

REV_02

381,190
7,502
54,488

38,318 2,222 2,223

308
S04
206
504
476,076
435,000

Summary by Division — by Account

REV_03

2,223

2,222

EXAMPLE: Summary by Department — by Class Fund

Department: 6000001 General Opsraticns

Class Funding Descriprion

23000 Ok Cap Fumd

Total Revenus

EXPENCE
10611 FY¥0&-Carryover
19701 GRF-Dutiss
10702 Capitol
23000 Ok Cap Fumd

Total Expense

Zeenario
ORIGINAL REV_01 REV_02
62,728 2,223 2,223
476,078
435,000
1,493,805 2,223 2,223

EXAMPLE: Summary by Business — by Division

Division Deacription
REVENUE

60 General Opsraticns

30 Land Operations

Total Revenus

60 General Opsraticns

Total Expenss

P124 Budget Manual
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Business Uni

Leenario

ORIGINAL REV_01 REV_02
3,000,000

110,004
3,110,004
1,495,305 2,223 2,223
1,495,305 2,223 2,223

REV_03

4,446
-2,223

2,223

REV_03

2,223

2,223

QCPELO3ED
01:21:23_EM
REV_04 REV_0OS REV_0& REV_07 TOTAL
3,000,000
2,000,000
131,150
7,502
54,428
952
24,216
5,652
48,837
2,268
2,004
96
156
252
1,800
44 085
13,500
958
504
958
504
476,076
435,000
1,501,074
OCPGLO350
01:46:25_EN
REV_04 REV_0S REV_06 REV_07 TOTAL
3,000,000
3,000,000
4,446
584,052
476,076
435,000
1,500,474
QCPGLO3S0
01:52:20_EM
REV_04 REV_05 REV_06 REV_07 TOTAL
3,000,000
110,004
3,110,004
1,501,074
1,501,074
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Budget Request Report — OCP_0025 BD

Navigation: Financials >> Commitment Control >> Review Budget Activities >> Budget Reports

Report Retrieval: From Process Monitor, click on Details, ‘View Log/Trace’ then the ‘pdf’
hyperlink.

Run Control Parameters:
From Business Unit: your budgeting business unit, i.e. 09000
To Business Unit: generally will be the same as above
Budget Request Fiscal Year: the fiscal year for which the budget request is being reported
— the four-digit year after the current year
Report Type: there are five choices which total two prior year actual expenditures and the
current budget work program dependent upon the report type chosen

/' Run Ocpbd0025

Run Control ID:  BR_REFORT Report Manager Process Monitor e

*From Business Unit:l xxx0n O
*To Business Unit:l xxx00 | )

*By IdgEtR uEStFiECﬂIYEﬁnIEDUQ .l'"‘- " This is the Fiscal Tear for which the
& ‘\‘ -\  Budget BRegquest is being reported.

*Report Type: | Totals by Division -]

Choices of Peport Types:
1 Total=s by Account
7 Totals by Division
3 Tocals by Account and Department
4 Totals by Account and Division

5 Total by Department and Division
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BUDGET REQUEST REPCRT OCPEDO0ZS
OFFICE OF STATE FINANCE 20-00T-2007
PERICD COVERED: JULY 1, 2006 - JUNE 20, 200
11:02:30_aM
BUSINESS UNIT EXPENDI' SMMARY BY DIVISION
Pusiness Unit: xxx00 Agency Name
FY-2008 FY-2007 FY-2008
DIVISION DESCRIPTION ACTUAL ACTUAL EUDEET
50 General Cperations 16,748,095 .30 3,515,573.01 16,490,030.08
TOTAL EXPENDITURES 16,748,995.30 3,515,573.01 16,490,989.96
CLAES FY-2008 FY- 2007 FY-2008
FUNDING ACTUAL ACTUAL BUDGET
194XX 7.02 0.00 0.00
195XX 18,940.15 9,273.67 0.00
196X 2,563,832.07 335,787.03 0.00
197X 0.00 1,056,395 .71 0.00
198X al Bs 0.00 1,063,485.08
23000 Fund 279, 106.60 15,436,514.88
576XX Special Cash Fund 835,00 0.00
TOTAL FUNDING 16,748, 985.30 3,515,573.00  16,4%9,950.96
EULGET REGUEST REPCRT OCPEDOCZS
OFFICE OF STATE FINANCE 20-00T-2007
PERICD OOVERED: JULY 1, 2006 - JUNE 30, 2008
11:23:51_AM

CION EXPENDITURE SUMMARY BY DEPRARTMENT

Business Unit: xxx00 dgency Naus DTVISTONT ST EEHETal Operations
PY-200§ F¥-2007 FY-2008
DEPARTMENT DESCRIPTION ACTURL ACTURL EUDGET
General Cperations 16,744,503.20 3,515,573.01 16,499,0999.06
General COps Data Processing 4,482 00 0

TOTAL EXPENDITURES " 16,748,095 T 3js1s,573.01 16,498

CLAES PY-200§ F¥-2007 FY-2008
FUNDING DESCRIPTION ACTURL ECTURL EUDGET
10411 FY¥-2004 Carryover 3
10501 GRF-Duties 6,063.0
10511 FY¥05-Carryover 11, a

106

10601 GRF-Duties 1,430,262.00 a6,
212,751.50

19502 Capitol Serwice Fumd 281

=

19603 Capitol Fumd 837, 12,678

10611 F¥06-Carryover 4,220

19701 GRF-Duties 580,319.71 00

10702 Capitol garvice Fumd 476,076.00 .00

laanl GRF-Dutics 0. 1,063,485.08

22000 Ck Cap Fund 1, 15,426,514.88

E7601 Special Cash Fund 14,165, 00 0.00
TOTAL FUNDING 16,748, 0 16,499,0990.95

Budget to Actual Higher Ed Report — OCP_0381_GL

Navigation: Financials >> Commitment Control >> Review Budget Activities >> Budget Reports

Report Retrieval: From Process Monitor, click on OCP381GL , the last line ‘######
OCPGL381_Success’, ‘View Log/Trace’, then the ‘pdf’ hyperlink.

Run Control Parameters:
From Business Unit: your budgeting business unit, i.e. 09000
To Business Unit: generally will be the same as above
Bud Ref: the two-digit budget reference for which you want the report
Fiscal Year: the four-digit fiscal year for which you want the report
Accounting Period: this is a number 1 — 12 indicating the month for the report, i.e.
accounting period 8 = February
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Run Control ID: BUD_TO_ACT_COMPARISOM Report Manager Process Monitor —

*From Business U

Ixxxl:ll:l Q
.IxxxI:II:I Q

*Bud Ref: |u? ¥ Operating
* Capital

*To Business U

*Fiscal Year: | 2007

*Accounting Period: I a8

Example: Higher Ed Report for Operating departments, accounting period 8

Agency Name OCPGL2EL
Business Unit - xxx00 20-0CT-2007
Budgst Comparicon Report by Department and Account
or Budgst Refersnce Yesar 2007
as of Pebruary 28, 2007

Operating Dept
2100001 - Sponsored Programs

Znnual YTD Ennual ¥TD Enrual ¥TD
Rccount Description Budgst Budget Variance Variance 3 %

ADMINISTRATIVE EXPENSE

PROP,FURN, BQUIP & RELATED DEET 1,212,110 203,407 806,855,231 0.21% 0.32%
550000 GEN ASST, AWDE, PROG-DLRECTED 0 31,764.98 -31,754.98 - -
SE£0000 TRANSFERS & OTHER DISBURSMNTS o 28,205.00 -28,203.00 ~ -

Account Total 2,014,139 1,342,759 £71,156.62 §71,602.71 33.32% 49.98%

YTO

Class Fund Description Budgst

"42000 Agency Relaticaship Fund 2,013,138 1,342,758 1,342,082.38
Class Fund Total 2,012,139 1,342,759 1,342,982.38 £71,602.71 33.32% 49.98%
Business Unit Total 18,770,478 11,180,319 14,503,153.00 2,267,325.00 -3,322,834.33 85.48% 120.72%

™
I 1

On the last page, the report totals all columns for the
Business Unit.
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Budget to Actual Revenue Report — OCP_0382_GL

Navigation: Financials >> Commitment Control >> Review Budget Activities >> Budget Reports

Report Retrieval: From Process Monitor, click on OCP382GL , the last line '‘##H##H#
OCPGL382_Success’, ‘View Log/Trace’, then the ‘pdf’ hyperlink.

Run Control Parameters:
Business Unit: your budgeting business unit, i.e. 09000
Bud Ref: the two-digit budget reference for which you want the report
Accounting Period: this is a number 1 — 12 indicating the month for the report, i.e.
accounting period 8 = February
Class-Funding: user can choose only one fund, or leave blank for all
Budgeted Account: choose either detail or sub-major level

“ BudlActual Rev Comp Rpt (0382)

Run Control ID:  ABCA Report Manager Process Monitor Run

*BuaineasUnit:lxxxun &} *BudF.ef:ID? *Accounﬁngperiod:l 4 Fiscal Year 2007

CIass-FumIingl ¢ (Leave blank for

all classes)

7 Detail (430000
% Sub-Major (4XX000)

Example: Revenue Budget-to-Actual, Sub-Major Account level — each page of report has a
different class fund, with totals at end of report.

QCPGL23Z

Agency Name
Pusiflgss Unit - xxx00 - Sub-Major Account 20-0CT-2007
7Y 2007ffRevenus Bidget Comparison Sunmary by Business Unit/Account
as of October 31, 2008

Revolwing Fund Nane
Class Funding 21000

Ennual ¥TD T Annual Znnual
Bccount Description Budgst Budgst Collections Variance ¥TD Variance ) ¥TD %
TTIT0T Feceipts from LGeal T,E7T, 305 T, 40T STET, 71500 =T7, 531, TI0-00 =TT, TIL, T80 00 SL.II% T IIF
455100 Federal Grante-In-3id 1,206,410 1,206,410 216,253.70 <590,155.30 -950,156.30  17.023% 17.03%
455600 Fed.Fds from Other Ctate Ags. 10,614,298 10,514,208 3,744,754.68 -6,869,533.31 -6,869,533.31  35.28% 35.28%
Class Funding 21000 Total 37,399,203 37,399,203 11,917,733.38 -35,481,469.61 -25,481,469.61  31.87% 31.87%
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Budget to Actual YTD Summary Report — OCP_0341_GL

Navigation: Financials >> Commitment Control >> Review Budget Activities >> Budget Reports

Report Retrieval: From Process Monitor, click on Details, ‘View Log/Trace’ then the ‘pdf’
hyperlink.

Run Control Parameters:

From Business Unit: your budgeting business unit, i.e. 09000

To Business Unit: generally will be the same as above

From Department: auto-populated as ‘0000000’; you may choose your own department

To Department: auto-populated as ‘9999999’; you may choose the same department as in
‘From Department’, or choose another to get all departments between the two
choices

Bud Ref: the two-digit budget reference for which you want the report

Fiscal Year: the four-digit fiscal year for which you want the report

Accounting Period: this is a number 1 — 12 indicating the month for the report, i.e.
accounting period 3 = September

{ Bud/Actuals (YTD)

BUD_TO_ACT COMPARISON Run

Run Control 1D: Report Manager Process Manitor

NOTE:

“From BLlsinegs WQ
*To Business 3::: MQ
From Depanmentw

To Depanmentw
*Bud Ref: ID'-"—

*Fiscal Year: |2007

*Accounting Periocl:l 3

Agencies budgeting at Detail acct{5X}XXX0) use budget ref '07" or later.

Agencies budgeting at Sub-Major acct{5XX) use budget ref "06' or later.

Bl save | L Return to Search | [=] Notify |

¥ Bus Unit/Account (YTD)

 Division/Account (YTD)
 Division/Dept (YTD)

KK0)
' sub-Major {5XX)

B Add |

Update/Dizplay
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Example: Budget to Actual YTD Summary by Business Unit and Detail Accounts for Operating
Departments

_ Agency Nem OCPAL341
Business Unit - xzx00 tail Accoun| 15-0CT-2007
FY-2007 Operating Budget ComparisiySumma usiness Unit/Account 11:20:41 EM
as of Ceptember -

zxz00 - Agency Name
Department: £000001 - &0

Total Exp, Znnual ¥TD Anmial  ¥TD
= Enc,Pre-Enc Variance Variance [ %

Account Description Budgst
Cals-Reqular Pay 381,180
Lengevity Pay-tate Employzes 7,502
Excess Benefit Allowance o
Insur.Prem-Hlth-Life-State Pl 54,488
952

512210 Unemployment Compen.-Payrell
512310 Insur.Prem-wWorkers Comp. ]
FICA 24,216

O Et.Match-2d Fes-State Anmuity 20288

In-Gtate Milsage-Matar Vehicle 2,004 6
n-State Meals Cubsistence Fap ER 0
In-State Miscellanscus Charges 156 e

0 In-State Lodging 252 0.0

0 Travel Reimb.-Hon-Ctate Empls. 1,800 -39
Fegistration - Agency Direct -

ADMINIETRATIVE EXPENCE
Postags

Telecommunication Eerwvices
Printing & Binding Contre
Exhibitions, Chows, Cpec.Events
ERP GCystem Ssrvices
Membsrehip in Organizations
Fent of Office Space
Rent-Equipment And Machinery
0 Office Supplies (Expendabls)
Data Processing Suppliss
Office Furniture & Equipment
Data Processing Equipment
Data Processing Eoftware

0 Intersst Payments-Bond Debt

o

Moooo: 1B 121

n

205,161.73

Total Exp,
Ene, Pre-Enc

5 4,000 3,973.27

146,064 130,254.62 41,555.35 171,809.87
110,018 119,376.49 0.00 11%,376.42 356,697,
108) 750 000 0 0.00 435000

Example: Budget to Actual YTD Summary by Division and Sub-Major Accounts for Operating
Departments

Agency Name
Business Unit - yyx - Sub-Major
FY-1007 Operating Budget Compariscn Summary by
as of Hovember 30, 2006

oount /Divisicn

Divisien - §0 - General Operaticns
Department: 000001 - &000002

Salary Expenss
512 Inour.erem-Elth-Life,stc
£13 FICA-Retiremsnt Contributions

515 Profecoicnal Services

£21  Travel - Reimbursements 10

£22  Travel - Agency Direct Fmto o
£30  ADMINISTRATIVE EXPENSE oo 0.00
£31  Mioc. Administrative Expenoes .
£32  Rent Expengse .65 251.16

£3§  Gemeral Cperating Expensss

Sa1  office Furniture & Equipment
545 Bond Indebtedness and Expemaes 158, 854 138,564
E55 Pmts-Local Gov't,Non-Profits 144,200.¢ 144,200,

Totals 563,942,461 34,235, 21,550.42  40.24  38.55

: e
clacs Funding Variance &

12611  FYos-Tarryswver -16.73 2,123.27
13701 GRF-Ducien 226,804.45

13702 Capitol Fimd 198,365 158, 964 .85

23000 9k [Cap Fund 181,250 144,200.00 a.

525,318 563, 842,41 £04,335.58 837,635,

Totals for Bus Unitxxx00 1,501,574 625,919 563, 942.51 34,3235.57 a.00 £04,335.58 &37,635.42 21,580.42  40.24  $5.55

NOTE: This agency has only one division. After all diwisions have sub-totaled, the report will total all
colunns for the Business Unit.
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Budget to Actual Monthly Summary Report — OCP_0336_GL

Navigation: Financials >> Commitment Control >> Review Budget Activities >> Budget Reports

Report Retrieval: From Process Monitor, click on Details , ‘View Log/Trace’, then the ‘pdf’
hyperlink.

Run Control Parameters:
Business Unit: your budgeting business unit, i.e. 09000
From Department: user can choose ‘0000000’; choose any other department; or use the
wildcard ‘%’, as in the following example
To Department: user can choose ‘9999999’; choose the same department as in ‘From

Department’, choose another to get all departments between the two choices; or use

the wildcard ‘%’

Bud Ref: the two-digit budget reference for which you want the report

Fiscal Year: the four-digit fiscal year for which you want the report

Accounting Period: this is a number 1 — 12 indicating the month for the report, i.e.
accounting period 8 = February

Report Type: user can choose to total by Business Unit, by Department by Account
(detailed), or by Department

Department Type: user chooses capital or operating departments

Budgeted Account: user chooses detail accounts or sub-major account levels.

i BudlActuals-Mthly Y

Run Control ID::~ BUD_TO_ACT_COMPARISOM Report Manager Process Monitor —

*Business Unit:lxxxnn QL
{% Dperating
From Departmentlm% " Capital
To Departmentlgﬁ% " Business Unit

& .
*Bud Ref IF BU/Dept/Acct{Detail)
' Department

*Fiscal Year: | 2007 " Detail {5X3XX0)
% sub-Major (5%X)
Accounting Peno-d:l 11

User may choose to put in specific seven-digit walues for desired departments, or user
way use the wildecard, '%', to get, as in this examples, all departments starting with
‘10" and through all departments up to those beginning with 'S8,
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Example: Monthly Budget-to-Actual, Department report type

Agency Name
Dusiness Tnit - xxxz00 - Major Accownt Groups
FY 20¢

Budgst ve. Actuals by Department
2007

OPERATING BUDSET

Department: 600

901 Genmeral Cperations
Budgst

481,465 472,8
= 2

oc
515wicc Professional Services ]

TRAVEL
E3scuoc ADMINICTRATIVE EXTENCE
5430000 PROF, FURN, EQUIP & RELATED DEET

SSxoncc GEN ASET, AWDS, PROG-DIRECTED o

TOTAL Expenditures 124,964 87,674.66 1,375,553 1,116,282.06 2,493.34

NOTE: The last page of the report totals for the entire Business Unit by account. There is also a

0OCPELI3E

1,500,474

page that totals by department for entire Business Unit — see two examples below.

Agency Naue
Business Unit - xxx00 - Major Account Group
FY 2007 Budget va. Actuals
as of May 21, 2

OPERATING EUDGET

12:11:¢

Departments: 60000 *** Currsnt Momth *** *** Year To Dats Tetal
Recount Budgst Expenees  Enc. & Pre-Enc Variance Budget Expenses & Variance Budg=t
5l1:cnoc PERSOMAL SERVICEE 620 481,465 472,805.81 8,560.10 525,10

515 Profsssional Ssrvices -628 o .22 -1,821.22

523000 TRAVEL 28. 2,042 57 0 -2,120.57 4,308
53:500¢ ADMINIETRNTIVE EXPENCE 8,020 54,524 €2 2,49 .520.04 5044
54:cooc PROF, FURN, BQUIP & RELATED DEET 47. 433,2 .84 ] -5,304.54 478,020
5Eicook GEN ASET, AWDS, PROG-DIRECTED 36,250, 98,7 254,550 L

1,115,282.0

TOTAL Expenditures 44,416.37 1,378,928 358,152 501,
Totals for Bus Unit xxx00 125,089 87,674 .66 -7,002.03 44,416.37 1,376,928  1,115,282.06 2,493.34 2E8,152.60 1,501,974
Agency Naue QCPOL23E
Business Unit - xxx00 20-00T-2007
FY 2007 Budget ve. Actuals Summary by Department 12:11:01 BM
ae of May 31, 200
OPERATING BUDGET
+¥* Current Memth **% *u% Year To Dats **% Total
Department Budgst Expences  Enc. & Pre-Enc. Variance Budgst Expenoee  Enc. & Pre-Enc Variance Budgst
01 General Operaticns 66 1,375,853 1,11¢,282.06 2,493.34
02 General Ops Data Processing 0.00 1,375 0 0.00
Grand Total 87,674 14,416.37 1,376,028 1,11g,282 2,493.34
Totals for Bus Unit xxx00 87,674.65 -7,002.02 44,416.37 1,376,928 1,11€,282.06 2,493.34 258,152, 60

P124 Budget Manual

Revised: January 1, 2008

Page 212 of 243



CORE Oklahoma

OCP_0335_GL, and OCP_0338_GL

Navigation: Financials >> Commitment Control >> Review Budget Activities >> Budget Reports

Report Retrieval: From Process Monitor, click on Details , ‘View Log/Trace’, then the ‘pdf’
hyperlink.

Run Control Parameters:
From Business Unit: your budgeting business unit, i.e. 09000
To Business Unit: generally the same as ‘From Business Unit’
Bud Ref: the two-digit budget reference for which you want the report
Fiscal Year: the four-digit fiscal year for which you want the report
Accounting Period: this is a number 1 — 12 indicating the month for the report, i.e.
accounting period 8 = February
Report Type: user can choose to total by Class Funding or by Account and Class Fund
Department Type: user chooses capital or operating departments

Budget/Actuals Comparison '\

Run Control ID:  BUD_TO_ACT_COMPARISON Report Manager Process Monitor e
MOTE: On the next page, agencies budgeting at Detail account
. . T (523CCK0) for budget reference '06° can select "Budget to
From Business Unit:[xx00 | Q, Actuals-Rollup Acct to list the Budget at the rollup

*To Business Unit: I w00 |0y BCcountlevel (5XX000). For budget reference 07" or later,

select "BudgetiActuals-Detail Account™. Otherwise, select
*Bud Ref: ID? "Budget/Actuals Comparison”
*Fiscal Year: IEDD?
¥ Operating ' Account & Class Fund

*Accounting Period: | 7
B € Capital  Class Fund Only

Run page Choices: option of running report at detail account level or rollup account level
Process Scheduler Request

User ID: TEERID Run Control ID: BUD_TO_ACT_COMPARISON

Server Hame: I :I‘ Run Date: I1 012012007 El
Recurrence: I 'l Run Time: |12:28:U1 PM Resetto Current Date/Time |
Time Zone: I Q

Process List

t Description Process Name Process Type *Type *Format Distribution
Budget/Actuals Comparison OCPGL326 SQR Report |web  =||PDF -] Distribution
Budget/Actuals-Detail Account OCPGL335 SQR Report |weo  [=||PDF || Distribution
Budget to Actuals-Rollup Acct OCPGL338 SQR Report |weo  =||PDF -] Distribution
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Example: Budget-to-Actual Comparison, Class Fund, OCPGL326

Agency Name
Business Unit - xxx

FY 2007 Operating Budgst Comparison lepartment and Clase Fund
as of January 31,

Pre- Total Exp, Enrual TD Rnmual ¥TD
Encumbrance Enc, Pre-Enc Variance Variance % %

0CPaLaZE

Department: 60 Gensral COperaticms
Anmual fpurl
Clasa Funding Budgst Budgst Expenees

19511 FY08-Ca 2,591 3,973.27 472.73 -1,382.27 .35
RF-Dutizs 341;432 354,105.23 230,845.77 -12;§14.22  g0.54 103.60
Capitcl Service Fund 277,711 278,550.79 187,525.21
Gk Cap Fumd 253,750 280,800.00

875,544

71

71

Department :

Total Exp,

Clasa Funding Ene, Pra-Enc

Ctals for Divisicn 60
otals for Bus Unit

Example: Budget-to-Actual Comparison, Account & Class Fund, OCPGL338

Agency Nane QCPELI3S
Business Umit - xxz00
FY 2007 Operating Budget Comparison by Department and Account

zz00 1,501,974 876,418 750,575.32 254.97 0.00

721,142.71 95,588.71 51.9% 5500

YT e- Total Exp Ennual ¥TD Annual ¥1D
Budgat Expenses Encumbrance  Encumbrance Enc, Pre-Enc Variance Variance [} %

Salary Expense

226,751 228,550.8¢ 0
nsur . Prem-Hlth-Life, ste 32)600 10707778 0
FICA-Retirement Contributi 47,220 0
Professional Gervicss o 0
Travel - Reimburssmsnts 2,513 0
Travel - Agency Dirsct Pmk 0
ADMINISTRATIVE EXPENSE 26,240 0 44,985.00
Misc. Administrative Bxpen ] 0.0 0 -10;965.72
Rent Expense £,622.50 0 ~627.56 175.40
General Operating Expenses 0 -28,165.87 015.42
Office Furmiture & Equipme 0 -2,495.00 020.41
Bond Indebtedness and Expe o 197,525.21 100.30
Pmte-Local Gov't, Non-Profi o 56.83
0 719,643.71 89.18
Annual e- Total Exp, Enmual ¥TD
Encumbrance Enc, Pre-Enc Variance ariance [} %

Class Funding Budgst

472.73 -1,382

19811 FY06-Carrycver o

19701 GRF-Tuties 0 230, 845,77 -12,614

19703 Capitol Zervice Pund 0 187, 5825.21 l835.70  Ea.51  100.30
23000 Ok Cap Fund 0 2380, 109,85 33.15 56.82

750,575 Tr10843771 04,713.71 £ 04 8.18

Other pages of this example show totals by Division and totals by Business Unit.

Agency Neme QCPAL33E
Business Unit - zxx00 20-0CT-2007
FY 2007 Operating Budget Comparison by Department and Account 12:38:13_FM
as of January 31, 2007

Department: 6000002 General Ops Data Processing

Znmal D Pre- Total Exp, Anmual YTD Anmual ¥1D
Rccount Budgst Budgst Enc,Pre-Enc Variance Variance [} ¥
541 Office Furniturs & Equipms 1,500 875 0.00
1,500 875 0.00
Znoual o
Claes Funding Budgst Budgst
13701 CRF-Luties 875 0
1,500 875 0.00
Totals for Divisicn 60 1,501,974 876,419 750,575.32
Totals for Bus Unit xxzz00 1,501,974 876,419 750,575.32 0.00 721,143.71 95,588.71  51.93 89
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Example: Budget-to-Actual Comparison, Account & Class Fund, OCPGL335

Agency Name OCPELAZS
Business Unit - xxx00 20-0CT-2007
FY 2007 Operating Budgst Comparisen by Department and Account 12:55:17_
as of January 21, 2007

Department: 6000002 Gensral Ops Data Processing

Total Exp,
Enc,Pre-Enc

a Processing Equipment
ta Processing Software

¥TD Total Exp,
Class Funding Enc,Pre-Enc

19701 GRF-Dutiss

Totals for Divisien 60 TTarzloaaies T TapaEaier

Totals for Bus Unit xxx00

ses8,708 472,024.53 30,254.97 0. 279.50 523,818.50 95,428.50  48.95 8388
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Chapter 10: Line Item Mass
Adjustments

Training: Users will need to file an amended 301BUD Security form with OSF CORE Office in
order to get access to this functionality. The training will be a one-hour demonstration. This
functionality will first be offered in the FY-2009 Budget model.

Line Item Mass Adjustments allow the Budget Preparer the opportunity to adjust any previously-
entered line items by an amount / percentage for chosen accounts and budgeting periods. This
functionality checks out a budget from the BAM server and the preparer navigates to the Line Item
Mass Adjustments via the Budget Work Item Details page and clicking on the working version of
the budget center the user desires to adjust.

Budget Work Item Details
Role Name: Freparer

Business Unit: 0okl Agency Mame
Budgeting Model 1D: BD wwx FYO3
Description:

Ledger Hame: 2008 Budget
To view or change a budget, 2elect Budget Center. To copy a budget werzion, click Cepy. To =ubmit the

cempleted budget for approval, click Submit.

Budget Work ftem Details Customize | Find | View All | B First [] .30 or 30 [ Last
Budget Center Description Version Status Email Scenario
0100002 Administraticn Base & Open S Submit | Copy  ORIGIMAL
0100002 Administration y ¥  Open O Submit | Copy  ORIGIMNAL
A4 AnnnT A Armimi mtratinem [J\I_tl!h-»r [ T o, Cikmit | mame ADicm

If the user has chosen to use Line Item Mass Adjustments, the user will see the following screen.
Notice there is a third line on the check-out page named “Line Item Mass Adjustments”. After you
have entered data in Position and/or Line Item Budgeting, use the drop-down box and checkout a
Line Item Mass Adjustments budget. These budgets are checked out in the same way that the line
item budgeting and position budgeting are checked out.
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Budget Work Item Details
Budget Work Item Version Details

Business Unit: w00 Agency MName

Budgeting Model ID:  BD_xxx_FY08

Budget Center: 7000001 FST TestBC
Ledger Name: 2008 Budget

Scenario: ORIGIMAL

Status: Qpen

Version: 1 Version 1

To access the pages for a budgst activity, =elect an Action froem the drop-dewn box and click Go. If an activity i checked out, elect an Action
to check in an activity and click Go to return the budget data to the databaze.

Budget Activities

Activity Budqet Status Select Check Out Option

Line ltem Budgeting Budgetis available | j ﬂl
Line Item Mass Adjustmen udgetis available | d ﬂl
Fosition Budgeting Budgetis available | d ﬂl

Return to: Budget Work ltem Details

Enter your line items as in previous years. Note the line items as shown below.

Version: 1 Version 1

» ChartField Values
~ Line ltem Toolbar

View QOptions Comparative BLIUQET Analvsis

Planning Target BLIUQEI Version Compariscn

Add BLIUQEI Entry BLIUQEI FPeriod Analysis
validate ChartFields Hold Al Hot Kevs Hslp

Customize | Find | View All | 2 First 1] 1-4 of 4 [ Last

Amount Summary b Pericdz 1 -4 e Hizgtory
Account Class Field Budget Reference Default Method 1D Hot Keys Amount Hold
™ 531120 Postage 19802 08 AMTPER  [AMTPER ] | 75000 [J
& 532110 Rent of Office Space 19802 08 AMTPER  [AMTPER =] | 24000 [
W 541110 Emﬁ‘;;ﬁm”e & 20000 08 AuTPER  [AMTRER o] | 10,000 [
& 545110 Land Improvements 20000 08 AMTPER  [AMTPER =] | ae000 [

Customize | Find | View All First [« 1-4 of 4 [ Last

Check in your line item budget version.

Check out the line item mass adjustment version. The Mass Adjustment List page shows as below.
Type the name of the adjustment as you choose — the name should reflect what the adjustment is
intended to do. In this example, POSTINCOL1 reflects that there has been an increase in postage.
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Mass Adjustment List

Business Unit: xxx00 Agency Mame
Budget Center: 7000001
Budgeting Model ID: BD xxx_FY0R
Ledger Name: 2008 Budget
Version: 1 Version 1
Adjustments Customize | Find | View All | B First (1] 1071 [ Last
“Adjustment ID —gﬁlﬂﬁ;t‘fnﬁ' "’“”Lﬁ ELEE‘”“
1 IW@ I il Apply | Reverse | =]
Returnto:  Budget Waork ltem Details 1 This is a name of your choosing - should reflect what
this adjustment will do.

W

After clicking ‘Save’, the ‘Go’ button turns black. Click on ‘Go’.

The following page displays. Fill in the description, account, class field and budget reference
boxes. Click ‘Save’.
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Mass Adjustment Selection

Goto: [Mass Adiustment List WMass Adjustment Selection Mass Adjustment Details

Business Unit: xxx00 Agency Name
Budget Center: 7000001

Budgeting Model 1Dt BD s FYOS
Ledger Hame: 2003 Budget
Version: 1 Yersion 1

Mass Adjustment Description
Adjustment ID: POSTIMCO

-
[
Choose Individual or Range of Values

Budget Category: | j
ChartFields From To

Account | Q, | i}
Department 7000001 7000001

Class Field | Q| Q
Budget Reference | Q| Q

Bl save
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Mass Adjustment Selection

Gotor Mass AdjustrmentList Mass Adjustment Selection Mass Adjustment Details

Business Unit: ¥xxx00 Agency Mame f{b‘
Budget Center: 7000001

Budgeting Model ID: BD xxx FYOS

Ledger Name: 2008 Budget

Version: 1 Wersion 1

Mass Adjustment Description
Adjustment ID: POSTIMNCOA

Fostage will increase in Quarter 2 fram $0.30 to 50.40 ;l
[
Budget Category: | j
ChartFields From To
Account [531120 Q [531120 Q
Department 7000001 7000001
Class Field [19802 Q [19802 Q
Budget Reference |IZIE Q |IZIE Q
Bl save

Once the Mass Adjustment Selection has been filled, click ‘Mass Adjustment Details’. This is where
the user will put dollar amounts for the adjustments.
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Mass Adjustment Details

Goto: Mass Adjustrment List Mass Adjustment Selection Mass Adjustment Details

+ Mass Adjustment Description + Mass Adjustment Total

Adjustment 1D: POSTINGOT

Before Adjustment: 0 usD
Fostage will increase in Quarter 2 from i
50.30 to 50.40 Adjustment: 0

After Adjustment: 0

¥ ChartFields

* Mass Adjustment Parameters

Percentage: I Adjustment Amount: | 8334 Amount of change for each of
02,03, and Q4.
Budget Period From: I YI To Budget Period: I "l

Select Al |

Mass Adjustment Distribution Customize | Find | View Al First (1] 14 ora [M] L ast
Class  Budget

Select Account Department Budget Period Before Adjustment Adjustment  After Adjustment

Field Reference
1 [0 531120 T000001 19802 03 20081 18,750
2 O 531120 7000001 19802 08 2008-2 18,750
3 O 531120 7000001 19802 08 2008-3 18,750
4 [ 531120 7000001 19802 03 2008-4 18,750
B save
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Mass Adjustment Details

Goto: Mass AdjustmentList lass Adjustment Selection lass Adjustment Details

* Mass Adjustment Description * Mass Adjustment Total
Adjustment ID: POSTINGDA Before Adjustment: 56.250 USD
Postage will increase in Quarter 2 fram )
$0.30 t0 50.40 Adjustment: 25002
After Adjustment: 81,252
» ChartFields

* Mass Adjustment Parameters

Percentage: | Adjustment Amount: I 8,334

Budget Period From: | ‘.I To Budget Period: | vl
Select Al |

Mass Adjustment Distribution Customize | Eind | %

First El 14 0f4 Ei Last

Select Account Department C.IBSS Budget Budget Period  Before Adjustment Adjustment  After Adjustment
Field Reference

L3 D

e

1 4 531120 7000001 19802 og 2008-1 18,750
531120 7000001 19802 oa 2008-2 18,750
531120 7000001 19802 og 2008-3 18,750
4 531120 7000001 19802 oa 2008-4 18,750

Sa-.-el

Click ‘Save’. This will save the adjustments under the Adjustment ID.

27,084
27 024
27 084

Click on the hyperlink, ‘Mass Adjustment List’, and note the amount in the adjustment column.

should match exactly what is in the Mass Adjustment Details page.
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Mass Adjustment List

Business Unit: w0 Agency Name
Budget Center: 7000001
Budgeting Model ID: BD oo FY08
Ledger Name: 2008 Budget
Version: 1 Version 1
Adjustments Customize | Find | View All | First [4] 10f1 [ Last
“Adiustment 1D Statistical Adjustment Currency
e Budgeting Amount Code
1 [FosTincot [ 6o 25,002 USD apply || Reverse |3 [=]
Returnto:  Budget Work tem Details - — |} - - -
Clicking here takes you Clicking here will apply the adjustment which can then be
B Sﬂ"'el back to the Adjustment seen on the Budget Line ltems Details page, in the
Details screen. adjustrent row.

MOTE: After you have clicked ‘Apply’, the 'Reverse' button
becomes active. If this mass adjustment is not necessary,
the user may use the ‘Reverse' option to undo the
adjustment.

Click ‘Apply’ and Check-in the mass adjustments budget. Go into your line item details budget to
see the adjustment you have just applied.

Line [tem Details
Goto: Lineltem Search Line ltem Details

Business Unit: ] Agency Name
Budgeting Model ID:: BD _xxx_F Y08
Budget Phase ID: Phasel

Budget Center: 7000001
Ledger Name: 2008 Budget Scenario!  QORIGINAL
Version: 1 Version 1

¥ Line ltem Toolbar

*» ChartField Values

View Options Caomparative Budget Analysis

Planning Target Budoet Version Comparison

Add Budaet Entry Budaoet Period Analvsis
Validate ChartFields Holga | HotKeisHelo

Customize | Find | View All First [4] 1-16 of 16 [r] Last

Amount sSummary Y Perids 1 - 4
Account Department Class Field Budget Reference Amount Type Default  Method ID Hot Keys Amount  Hold

& 531120 7000001 19802 o8 Ileihod AMTPER I.L.I'JTF'ER ‘I 75000 r

& 531120 7000001 19502 0s . r

& 531120 7000001 19802 0a o r

[ 531120 7000001 19802 og Total 100.002 O
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The above is an example of a mass adjustment for an absolute dollar amount. The user can also
choose to make mass adjustments under a dynamic percentage.

For instance, you have been told that there will be a 10% increase in the office space and office
furniture rentals / purchases.

Check out the Line Item Mass Adjustments budget. The adjustment that was made in the previous
example is still in the list, only now, with the ‘Apply’ button not available. In order to make
another adjustment, click on the ‘+’ to add a row. Name the adjustment and click ‘Save’, then
click ‘Go’ to go to the Mass Adjustments Selection page.

Mass Adjustment List

Business Unit: ¥xux00 Agency Mame
Budget Center: 7000001
Budgeting Model ID: BD oo FYOR
Ledger Name: 2008 Budget
Version: 1 Yersion 1
Adjustments Customize | Find | View All | B First [1] 1 o1 [ L ast
*Adjustment ID —g:ﬁlﬂsl;fnﬂ' "’“”Lﬁ ELE{:”“ _
1 POSTINCOY - Go 25,002 UsSD Apply | RE'-.-'EI'S

Returnto:  Budget Wark Iltem Details

Fl zave |
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Mass Adjustment List

Business Unit: xux00 Agency Mame
Budget Center: 7000001
Budgeting Model ID: BO_xxx FY08
Ledger Hame: 2008 Budget
Version: 1 “Wersion 1
Adjustments Customize | Find | View All | #8  First [ 1.2 or2 [¥] Last
A Statistical Adjustment Currency
Statistical
“Adiustment ID Budgeting Amount Code

2 POSTINGO1 r spply || Reverse |[#] [=]

1 [oFFicEmCO2 o |eof Apply || Reverse |[# [=]
ﬂ% 25,002 USD

Returnto:  Budget Work Item Details
B =

D
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Mass Adjustment Selection

Goto: Mass Adjustment List Mass Adjustment Selection Mass Adjustment Details

Business Unit: #xxx00 Agency Mame I}
Budget Center: 7000001

Budgeting Model 1D: BD xxx FYO0S

Ledger Name: 2008 Budget

Version: 1 Yersion 1

Mass Adjustment Description
Adjustment 1D COFFICEIMNCOZ

10% increase in office space ! furniture rentals/purchases. ;l
Choose Individual or Range of Values
Budget Category: | j
ChartFields From To
Account [532110 Q |s41110 Q
Department 7000001 7000001
Class Field [19802 Q [20000 Q
Budget Reference |IZIE= L |IZIE= L
E save

Notice that all line items between the two accounts listed above and the two class fields listed
above will be adjusted. If there are any line items but the two — 532110 and 541110 — then they
will also be adjusted. That is, if you use account 536130 with a class field of 19802, or an account
532110 with class field 19810, these will all be adjusted. Note: on the ‘Mass Adjustment Details’
page, you will have the option to check the box in the ‘Select’ column to make the adjustment or
leave it blank to not adjust that budget period for that combination of account and class field.
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Mass Adjustment Details

Goto: Mass Adjustment List

» Version

lass Adjustment Selection Mass Adjustment Details

* Mass Adjustment Description ~ Mass Adjustment Total

Adjustment Dz

rentals/purchases.

OFFICEINCOZ

10% increase in office space /furniture

Before Adjustment: 29,000 UsD
Adjustment: 2,900
After Adjustment: 31,900

} Charthields

+ Mass Adjustment Parameters

Percentage:

Budget Period From:

Select Al |

Mass Adjustment Distribution

Adjustment Amount; |

To Budget Period: I vI

stomize | Find | View Al

Select Account  Department

1 4l 532110 7000001
2 4l 532110 7000001
3 4l 532110 7000001
4 4l 532110 7000001
5 O 541110 7000001
] [l 541110 7000001
7 4l 541110 7000001
8 4l 541110 7000001
Bl save

Budget
Reference

08
08
08
08
08
08
08
08

Budget Period  Before Adjustment Adjustment

After Adjustment

2008-1
2008-2
2008-3
2008-4
2008-1
2008-2
2008-3
2008-4

5,000
5,000
5,000
5,000
2,800
2,800
2,800
2,800

G600
G600
G600
G600

250
250

6.600
6.600
6.600
6.600

2,750
2,750

If this is correct, go back to the Mass Adjustment List and ‘Apply’ the adjustment. You can see the

changes in the Line Item Details list.

® 532110
& 532110
M 532110
M 532110
M 541110
W 541110
® 541110
® 541110

7000001
7000001
7000001
7000001
7000001
7000001
7000001
7000001
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19802
19302
19302
19802
20000
20000
20000
20000

08
08
08
08
08
08
0g
08

Method
Adjustment
Allocation
Total
Method
Adjustrnent
Allacation

Total

AMTFER IAI’-.-'!TF'EH vl I
l—

AMTFER IAI’-.-WTF'EH 'I I
l—

24000 0O &
@ =
¢ O
26400 [0
10000 [
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Process: Budget Cycle Version/Date: One, 08/31/2007

Purpose/Scope: Users Guide to Understanding the Budget Cycle Revised by: CORE Budget

1. July 1is the beginning of the Fiscal Year for the State. Budget Work Programs are to be turned in to OST by June 1, or as soon thereafter
as is possible. Agencies need budget in order to conduct business.

2. OSF then approves and posts the Budget Work Program. The Agency may do Budget Revisions, as needed, throughout the Fiscal Year.
3. Agencies begin work on the Budget Request for the next Fiscal Year. The Request is to be submitted to OSF by October 1.

4. The Legislative Session runs February through May. During the session, Legislators determine appropriations and limits for agencies.
OSF CORE Group is concurrently gathering information from agencies and building Budget Models.

5. Once the appropriation and limits bills have been signed by the Governor, agencies can begin their budget planning.

6. When PeopleSoft Budget Models are available, agency personnel may begin the data input. See Process PeopleSoft Budgeting for
further information.

7. June 30 is the end of the Fiscal Year for the State. The goal for CORE, OSF, and the agencies is to have Budget entered for the next Fiscal
Year by this date. However, there are many criteria involved that have an effect on this goal. Be sure that the agency personnel are following
OSF memos and news releases. If there are any questions, please feel free to contact OSF HelpDesk or the Budget Analyst from OSF.
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Process: PeopleSoft Budgeting

1. Agencies will be given the opportunity to voice choices of what is in their budget model for the upcoming Fiscal Year via the Budget
Details survey. Itis highly recommended that you take advantage of the survey.
Once the Budget models are published and become available to the agency, you may login to the model and begin work on the Budget
Work Program.

2. If your agency has chosen to do Position Budgeting, this will be the first part of the budget you will enter. For each

Budget Center (department): (Note: always work in a working version, not Base or Master)

a. Check out Position Budgeting for a Budget Center. Search/edit positions. Use "Job History" link, if available.

h. For all dated rows, for all positions, check/update the salary page; verifying that Budget Reference, Department, and Class
Fund are filled in; distributing the salary between departments and/or class funding, if desired.

¢. Update other tabs for each position; such as, Benefits (Health), SoonerSave, Earnings/Longevity as all Budgeting Models have
defaults loaded for these. This is not a must, but if you desire more accurate values, you may do so.

Do not change the default values for taxes and OPERS.

d. Add new positions as necessary, following the previous steps.

e. On the "Position Budgeting Menu", run the "Calc Position Distributions” to apply the salary distribution you chose to all data
in all positions for the applicable Budget Center. This process will automatically use the same distribution that you had for the
salary. Even if you did not distribute the salary between departments and/or class funds, this process will auto-fill the class fund
and budget reference to all other pieces in each position line. This process does the same as the "Apply Distribution” button
for each tab of each position (see End User Guide P124 for further information).

f. Check in the Position Budgeting for this Budget Center.

g. Follow the previous six steps for each Budget Center that contain positions.

h. Run the Position Budgeting Inquiry to determine if all data is complete and correct. Some other helpful queries are:
OCP_POS_DISTRIB_ALL; OCP_POS DISTRIB_BNFT; OCP_POS_DISTRIB_EARN; OCP_POST_DISTRIB_SLRY;
OCP_POS DISTRIB_TAX. These queries will allow you to find any missing chartfields (bud ref, dept, class fund)

Note: Reporting Data Extract process must be run on the Master copy before these queries can be run.

i. - Once you have determined that your Position Budget is complete and correct, the Agency Coordinator at your agency can run

the Model Recalculation Process (see P124 User Guide) to bring your position information into your line item budget.
This only needs to be run once (unless you change anything in your Position Budget).
Note: The Model Recalc may not need to be run - check line items first to see if the data automatically pulled into line items.

P124 Budget Manual Page 234 of 243
Revised: January 1, 2008



CORE Oklahoma

Process: PeopleSoft Budgeting

3. All agencies will enter budgets into the line item budgeting.

(Note: always work in a working version, not Base or Master, which are "read only")

a. Check out a working version (generally, 1) of the Budget Center in which you wish to work.

b. Lines with accounts and class funds that were used in the prior year will be mapped into the current year's line items. If there are
new accounts and/or class funds, you will need to add a new line. Use "Add Budget Entry" and input account, budget reference,
class fund, and, if necessary USD for Currency.

Input all revenues (accounts 4xxxx0) and appropriations (account 631xx0). Be sure that there is a Budget Reference on the line.
Input all expenditures (accounts 5xxxx0) with Budget Reference on the line.

Note: if a line exists but is missing a field (i.e. budget reference), use the green check mark at the left of the line item, which will
open a new page where you can fill in the missing fields.

¢. Check in the line item budgeting for this Budget Center.

d. Follow the previous three steps until all Budget Centers have had their budgets entered.

e. Run line item inquiries on working versions of each Budget Center; or, copy each Budget Center to the Master and go to Reports.

4. Getting Reports:
a. Agency Coordinator will run two processes to get data ready for reports: "Reporting Data Extract" and "Prepare Composite
Budget". See Agency Coordinator User Guide P224.
b. CORE Budget is preparing a Reports Library that explains all reports that are available. Here are some that might be useful.
"Check Limits Report" - if being run for the Original Budget, limits may not be loaded into the system yet, check with your
budget analyst. This report compares legislative limits to the budget.
"Budget by Acct/Fund" - reports a budget summary by account and class fund - can be run at the Business Unit Summary level,
at the Division level, and/or at the Department level.
"Position Information” - can be run to be viewed by Account, Budget Reference, Class Field, Department, Job Code, or Position.
This report shows salary, earnings, benefits, taxes, and total amount by the criteria chosen in the run control ID.

5. If there are any changes that need to be made, go back to that Budget Center and follow the previous steps. Note: unless you change
data in Position Budgeting, you do not need to run the Model Recalcualtion process again. Note: if you make changes to any of
the line items and/or position budgeting, you will need to copy to the Master only those centers that were changed, and the
Data Extract and Composite Budget processes will need to be run again.

6. When all Budget Centers are complete and you are satisfied with your budget entries, submit the working version of each Budget
Center - this is done from the Budget Work Item Details page.
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Chapter 12: OSF Help Desk

Filing a Help Desk Case with OSF

If you are having any problems with the PeopleSoft Budget Application, it is recommended that
you file a case with the Office of State Finance’s Help Desk. There are two methods of doing this:

1) Call 521-2444 and state your problem to the personnel at the Help Desk;
2) Send an email to helpdesk@osf.ok.gov which states in detail, succinctly, your problem.

Helpful Information for Help Desk Cases

There is particular information that you, the user, can give the Help Desk personnel that will help
CORE Budget and OSF Budget Division help you more efficiently. Below is a set of examples of the
types of information that is helpful — NOTE: some of these examples may not pertain to your case
in particular.

1) Your agency number (i.e. 090);

2) An exact explanation of the problem;

3) An exact explanation of the expected result;

4) What steps you may have taken;

5) Screen shots of error messages and/or a pasted copy of the message;

6) Navigation within the system;

7) The exact process names;

8) Department numbers;

9) The specific budget (i.e. FY-2008 Original; FY-2008 Revision 4; etc.);

10)The role that the user was using (i.e. Agency Coordinator, Preparer, Reviewer).
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Chapter 13: Budget Training
Activities

Budget Training Activities

State of Oklahoma’s Budget Training Environment

User 1D Budget Model
TRAINO1 BD_FY09 TRNO1
TRAINO2 BD_FY09_TRNO2
TRAINO3 BD_FY09_TRNO3
TRAINO4 BD_FY09 TRNO4
TRAINOS BD_FY09_TRNO5
TRAINO6 BD_FY09_TRNO6
TRAINO7 BD_FY09 TRNO7
TRAINOS BD_FY09_TRNO8
TRAINO9 BD_FY09_TRNO09
TRAIN10 BD_FY09_TRN10

A) Check Out and Check In a Budget

Navigate to Budgeting >> Budgeting Work Item Details.

Enter Business Unit 00700 and click on the Search button.

Select your model as a Preparer.

From the Budget Work Item Details page, select Version 1 on the first Budget Center.
Check out the Line Item Budgeting Activity.

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

Check in the Line Item Budgeting Activity.

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

oohwNE

® N
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B) Check Out and Transfer to an Activity

HEBoO®NOUORBONE

PR
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Navigate to Budgeting >> Budgeting Work Item Details

Enter Business Unit 00700 and click on the Search button.

Select your model as a Preparer.

From the Budget Work Item Details page, select Version 1 on the first Budget Center.
Check out the Line Item Budgeting Activity.

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

Sign back into PeopleSoft Budgets.

Navigate to Budgeting >> Budgeting Work Item Details.

Enter Business Unit 00700 and click on the Search button.

. Select your model as a Preparer.
.On the Budget Work Item Details page, use the check out options to Transfer back into

the Line Item Activity.

.Return to the Budget Work Item Details page.
.Check in the Line Item Budgeting Activity.

C) Copy a Budget Center Version

PoONE

Navigate to Budgeting >> Budgeting Work Item Details.

Enter Business Unit 00700 and click on the Search button.

Select your model as a Preparer.

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

D) 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 00700001.

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 $50,000 and distribute the
amount over two departments as follows:
Line 1: 75% to Department 6000001, Class 19901 and Budget Ref 09.
Line 2: 25% to Department 6000002, Class 19901 and Budget Ref 09.

12.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.

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

14. Click on the Benefits link and then click on the Distribution button to go and apply the
salary distributions to the Benefits lines.

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

16. Go back to the Position Budgeting Menu.
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CORE Oklahoma

dd a New Position

From the Position Budgeting Menu, select the option to Add a Position and click on Go.
Fill in the Position Data fields (use a classified job code). Make sure you enter a
description.

Go to the Salary Distribution page.

Verify/enter the Distribution chartfield values and salary amount.

Go to the Earnings/Allowance page.

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

Go to the Benefits page.

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

Go to the Tax Rate page.

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

F) Copy a Position and Exclude a Position

1.
2.

NGO AW

From the Position Budgeting Menu, select the option to Copy Positions and click on Go.
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.

Return to the Position Search page.

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

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

Return to the Position Search page.

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

G) 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.
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C

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.

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.

©

1) Enter Line Item Budget Amounts

Go to the Line Item Details page and make sure you are on the Account Summary tab.

Expand the ChartField Values area.

Click on the “Filter ChartField Values” tab.

Select “Administrative Expenses” on the Budget Category dropdown menu.

Click on the “Refresh Dimensions” button.

For the first line item, use the Periods 1 — 4 tab to enter $1,000 for each period.

Click on Save and return to the Amount Summary tab.

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

periods.

. 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.

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).

PNoRLNRE

P124 Budget Manual Page 240 of 243
Revised: January 1, 2008



©®

10.

CORE Oklahoma

Go to the Line Item Details page and make sure you are on the Account Summary tab.
Expand the ChartField Values area.

Click on the “Filter ChartField Values” tab.

Select “Administrative Expenses” on the Budget Category dropdown menu.

Click on the “Refresh Dimensions” button.

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

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

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

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.

Go back to the first line item and override the method to zero out the line item amount
(METH=0). Click on Save.

K) Change Line Item Budgets using the Adjustment Column

CONOORONE

Go to the Line Item Details page and make sure you are on the Amount Summary tab.
Expand the ChartField Values area.

Click on the “Filter ChartField Values” tab.

Select “Administrative Expenses” on the Budget Category dropdown menu.

Click on the “Refresh Dimensions” button.

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

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

Save the adjustment.

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

. Save the adjustment.

.Click on the link next to the Adjustment column to view the adjustment history.
.Return to the Line Item Details.

. 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.

L) 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).

3. After returning to the Line Item Details page, click on the O 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.
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Prior Year Obligations (for Estimate of Income report)

From the Line Items Details page, click on the Add Budget Entry link.

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

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

Manually subtract 400 from the first budget period.

Save and return to the Line Item Details page.

N) Add a NOTE to a Line Item

PONPE

On the first line item, click on the NOTES icon at the far right of the line.
Create a public NOTE to say that this line item is no longer required.
Append the NOTE to the log.

Save and return to the Line Item Details.

O) Customize the Line Item Details Grid

NogkwhE

Click on the Customize icon on the Line Item Details grid.

Change Account to be in descending order.

Hide the Hold field.

Move the Amount field after the Budget Reference field.

Preview your changes.

Save and return to the Line Item Details.

Verify that the changes have been made in the Line Item details grid.

P) Download the Line Item Details to Excel

On the Line Item Details grid, click on the Download Icon.

When the new browser window appears, save the excel spreadsheet onto your C: drive
or into My Documents, using File >> Save As. Save the file as an Excel spreadsheet.
Using My Computer on your desktop or Windows Explorer, navigate to the Excel
spreadsheet and open it up.

Q) Run a Comparative Budget Analysis

1.

ahwN

From the PeopleSoft menu on the left-side, navigate to Budgeting >> Comparative
Budget Analysis.

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

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

Preview the report.

Close the report.
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From the PeopleSoft menu on the left-side, navigate to Budgeting >> Budget Period
Analysis.

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

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

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

Preview the report.

Download the report to Excel.

Close the report.

S) Run a Position Budgeting Inquiry

1.

ahwd

From the PeopleSoft menu on the left-side, navigate to Budgeting >> Position
Budgeting Inquiry.

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

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

Close the report.

T) Submit a Budget Center for Review

NoOoGohONE

8.

Navigate to Budgeting >> Budgeting Work Item Details.

Enter Business Unit 00700 and click on the Search button.

Select your model as a Preparer.

Select the first Budget Center in your model and check in any activities still checked out.
Click the Submit button next to Version 1.

Click on OK to confirm the Submit.

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).

Check in the Version 1 Line ltem Activity.

U) 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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