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Agency Coordinator

Overview

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:
e View model checkouts online

e Run the Model Recalculation process for Position budgeting
e Run Data Extraction processes more efficiently

Agency Coordinator Sign-On

Log-In Screen

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 the same password as the Budgeting User ID.



User ID: |JLEFLOREAC

Password: |uuuu.

Budgeting Home Page

The Budgeting Home Page will look like this

Search:

®

[+ by Favarites

B
B

geting Home

= Budgeting

— Comparative Budoet
Analysis
— Budiet Yersion
Comparison
— Budet Period Analysis
— Position Budoeting Inguiry
— Asset Budoeting Inguiry
[» Reporting Tools
[» PeapleTools
— Chanue bty Password
— My Personalizations
— My Systern Profile

— My Dictionary

Budgeting Home Page - Jennifer LeFlore - Agency Coor

e
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System Administration

Set up user security and system options.

Budget Preparation

Perform budgeting work, including line-tem
budgeting, position budgeting, ssset budgeting,
mass adiustments, and budget allocations.
“iewy budgeting guidelines.,

Data Integration

Set up and perform data integration with
general ledger, human resource, and asset
management applications.

Budgeting Setup

Define position and asset budgeting defaults,
planning target defaults, and budaeting
parameters to be used in the Budgeting Model.
Set up and process a Budgeting Model.

Budget Analysis
Perform analysis on prepared budgets. Wiew,
dowvnload, and run reports.

Profile
Access options specific to ugers such as
email and operstor defaults.



View Model Checkouts

Search for Checkouts
The Agency Coordinator can view Budget model checkouts

Budgeting Home » Budgeting Setup » Setup Budageting Model »  View Current Checkouts

View Current Checkouts
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Business Unit: = = [naoog] Q
Budgeting Model ID:| hegins with j | L

Search J Clear | Basic Search =] Save Search Criteria

View Checkouts

If there is a checkout, the search results will appear similar to the following:

Budgeting Home » Budgeting Setup » Setup Budgeting Model »  View Current Checkouts

View Current Checkouts

Business Unit: naoo0  Office of State Finance
Budgeting Model ID: - BUD_080_FYOT

Select Allto Check In

Customize | Find | Wiesw A

Checkout Details:
Check In Budget Center Version Activity
| 9500060 Accounting Core Project 1 Line [term Budgeting

Checkouts




View Checkout Details

The “Checkout Details’ tab will let you know which Preparer has the Budget Center
checked out

View Current Checkouts

Business Unit: 09000  Office of State Finance
Budgeting Model ID: - BUD_090_Fy07

Select Allto Checkn

First E 1of 1 |E| Last

Customize | Find | Wiew All | i

Checkouts ¥ Checkout Details

Check In Builget Center Currency Status Updated On User ID
b
- 9500060 LSD ¥ Dpen [ 06M 452006 6:37:324M | JLEFLORE

Note: the ‘Updated On’ date/time stamp is the date/time the budget model was published
not the date/time the Budget Center was checked out.

Contact the User/Preparer to check in the Budget Center.

Check in Budget Centers

If the User/Preparer is unavailable to check in the Budget Center, the Budget Center may
be checked in using the following instructions:

The Agency Coordinator has the ability to ‘Check In’ budget centers from this page

e If all Budget Centers are to be checked in, press the select Alto Checkin I button.

v

e Ifindividual Budget Centers are to checked in, make the selection



Budgeting Home » Budgeting Setup » Seftup Budgeting Model »  View Curremt Checkouts

View Current Checkouts

Business Unit: 09000  Office of State Finance
Budgeting Model ID:  BUD_090_Fy07

Select All to Check In —

Customize | Eind | Wi All | i First E 1af 1 E| Last

heck n Budget Center Version Activity
™ 9500060 Accounting Core Project 1 Line Iterm Budgeting
E save I

Press ‘SAVE’.

If all Budget Centers were selected, the screen will return with this message.

View Current Checkouts

Business Unit: 09000 Office of State Finance
Budgeting ModellD:  BUD_090_FYO7

Mo checkouts exists for Business Unit, 02000, and Model, BUD_090_FY07 .

This feature is only used if the ‘Preparer’ is not
available to check in the Budget Center.



Model Recalculation

Overview

The Model Recalculation process is used for Position Budgeting

Prerequisite: 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.

Important: Do not check out budget centers while Model Recalculation is processing.
The Agency Coordinator must communicate and coordinate with other agency budget
Preparers.

Model Recalculation 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.

The Recalculation process will add any new line items that are needed in line item
budgeting based upon the position distributions. The Recalculation 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 Recalculation, the working version must be copied to the Master for
each Budget Center. This is because the Recalculation will only distribute the
dollars to other Budget Centers from the Master.

However, once the Recalculation has run, you do not need to copy the Master back
into your Working Version.

Tips

If you only distribute dollars within a Budget Center you may be able to avoid having to
run the Recalculation 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 you go into Position
Budgeting. However, some people 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.



Running the Model Recalculation Process

Run Control

Navigate to the following

Budoeting Home » Budgeting Setup » Process Budoeting Model »  Maodel Recalculation

Model Recalculation

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

J Find an Existing Value ' Add a New Value

Search by: Run Control ID begins with|ru10DELRECALC

gearch | Advanced Search

Add or Find a Run Control ID

Setup Process Request Parameters



@
Populate the Process Request Parameters

¥y

Save.

3

Q Run the process.

Budgeting Home #» Budgeting Setup » Process Budogeting Model »  Model Recalculation

Model Recalculation 3:

User ID: JLEFLOREAC Report Manager [
Run :

Run Comtrol ID:  MODELRECALC Process Maonitor —Ib

Process Request Parameters

" Process Once Request Number: 1 Q
& Always Process _
G . ‘Description: Model Recalculation
‘Business Unit: IDQDDD Q Office of State Finance
‘Budgeting Maodel ID: I BUD_080_Fv07 j
‘Budget Phase ID: I Fhaset j
*Ledger Name: I 2007 Budget =l
E Save | £\ Return to Search | Er Add UpdateiDisplay

s

Process Scheduler Request

10



Ok

Select server ‘PSNT’, ‘PSSTAGE’ or ‘PSUNX’. Press

Budgeting Home » Budgeting Setup » Process Budgeting Model »  Model Recalculation

Process Scheduler Request

User ID: JLEFLOREAC Run Control ID: MODELRECALC

I :I' Run Date: IDSIDQIQDDT El
Famn Time: |3:1B:D1Pru1 Feszetto Current DatelTime

Server Name:

Recurrence:

Time Zone:
Process List

Select Description Process Name Process Type ‘Tvpe ‘Format Distribution
=2 Budgeting Model Recalculation BFLIMEUP Application Engine  Weh TAT Distribution
i
Ok 20l Cancel

11



View Process Monitor

Note the Process Instance number then press the ‘Process Monitor’ hyperlink

Budgeting Home » Budgeting Setup » Process Hudgeting Model » Model Recalculation

Model Recalculation

User ID: JLEFLOREAC Eeport Manager
Run
Run Comtrol 1D: MODELRECALC Fracess Monitor

FProcess Instance 49165

Process Request Parameters Find | “/i \ First [«] 1 of 1 [»] L:

" Process Once

Request Humber: 1
@+ Always Process -
 Don't Run ‘Description: Iru1c|del Fecalculation
‘Business Unit: IDQEIDD 2y, Office of State Finance
‘Budgeting Model ID: | BUD_090_Fv07 =1
‘Budget Phase ID: | FPhasel =]
‘Ledger Name: | 2007 Budget |

{ Process List _SemerList |

User ID: IJLEFLOREACO\ Type: I 'lLas‘t: I 1 IDavS 'l Refrech |

Server: I 'I Name: I Q Ins‘tance:l to |
Run | vI Distribution | vl ¥ Save On Refresh

Status: Status

Process List 1 [

Select nstance Seq. Process Type :’ﬁ User Run DateTime Run Status w
] 49170 Application Engin@EIPLINEUP_E JLEFLOREAC 03/0972007 3:23:35PM CET Success Posted

= 491649 Application Engine BPLINEUP_2 JLEFLOREAC 03/09/2007 3:23:35PM C5T Success @Dsted

] 49168 Application Engine BPLINEUP_2 JLEFLOREAC 030972007 3:23:35PM CET Success Posted

[ ] 49167 Application Engine BPLINEUP_2 JLEFLOREAC 03/09/2007 3:23:35PM C5T Success FPosted

] 4491 5@ Application Engine BPLINEUP_2 JLEFLOREAC 030972007 3:23:35PM CET Success Posted

[ ] 49165 Application Engine BFLIMEUP  JLEFLOREAC 030972007 3:119:39PM C5T Processing__ BUA

@

Process Instance for the ‘Parent’ process ‘BPLINEUP’

@
‘Child’ processes ‘BPLINEUP_2’

O The “Parent’ process must run to ‘Success’ before process is complete.

12
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“ ProcessList | ZerverList |

I 'I Last:
I C Instance: |

User ID: IJLEFLOREAC Q. Type:
Server: I 'l Name:

[1 [Daye =][ Refresh |

tol

Run [ 7] Distiibution [ 4] ¥ Save On Refresh

Status: Status
Process List First (4 4.11 of 14 [
Select Instance Seq. Process Type rﬁ User Run Date Time Run Status w Details
[T 49174 Application Engine BPLIMEUP_2 JLEFLOREAC 03/09/2007 3:25:49PM CST Success Fosted Details
- 49174 Application Engine BPLINEUP_2 JLEFLOREAC 03/0952007 3:25:49PM CST  Success Fosted Details
- 49173 Application Engine BPLIMEUP_2 JLEFLOREAC 03/09/2007 3:25:49PM CST Success Fosted Details
- 49172 Application Engine BPLINEUP_2 JLEFLOREAC 03/092007 3:25:49PM CST  Success Fosted Details
- 49171 Application Engine BPLIMEUP_2 JLEFLOREAC 03/09/2007 3:25:49PM CST Success Fosted Details
- 49170 Application Engine BPLINEUP_2 JLEFLOREAC 03/092007 3:23:35PM CST  Success Fosted Details
T 49164 Application Engine BPLINEUP_2 JLEFLOREAC 03/09/2007 3:23:35PM C5T Success Posted Details
- 49168 Application Engine BPLINEUP_2 JLEFLOREAC 03/092007 3:23:35PM CST  Success Fosted Details
[~ 49187 Application Engine BPLINEUP_2 JLEFLOREAC 03/09/2007 3:23:35PM C5T Success Posted Details
- 49166 Application Engine BPLINEUP_2 JLEFLOREAC 03/092007 3:23:35PM CST  Success Fosted Details
[T 49165 Application Engine BPLIMELUP  JLEFLOREAC 03/09/2007 3:19:39PM CST  Success: - Posted Details

13



Data Extraction

Overview

To run the customized reports the data has to be extracted from the Budget model in to
separate tables that have specifically been set up for customized reports.

The customized reports should only be run from the Master Version so if you have not
yet submitted the budget, or it has been rejected, then you should first copy your 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.

Running the Data Extraction processes from the Coordinator role minimizes the number
of required processes and requires considerably less processing time.

Prerequisite: The Working version of the Budget Centers must be copied into a

Master version prior to running the Data Extraction processes

14



Running the Data Extraction Processes

Reporting Data Extract - Navigation

Budgeting Home # Budget Analvsiz ®  Data Extraction

Data Extraction

Menu Options

Reporting Data Extract

Prepare composite budget

BRP Setup Extract

BRP - BWP Extracts

BRP Actuals Extract

Run Control

Runthiz process to extract Budgeting Model data for use with
customized reporting.

Crestes a reporting budget from an ariginal and zero, one ar
more revision budgets. The Composite Budoget is reguired by
the Check limit report and other custom repors.

Thiz process creates file extracts from EPM for the Budoget
Request Program. Specifically, it extracts 2 vears of actual
expense and estimate of income data from the ledger tables.

This process extracts BWP data for the Budget Request
Program.

Thiz process produces files containing setup data for the
Budget Request Program.

Budgeting Home » Budget Ahalvsis » Data Extraction »  Reporting Data Extract

Reporting Data Extract

Enter any information wou have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_Add a New Value

Search by: Run Control ID begins with [DATAEXTRACT

™ case Sensitive

Search | Advanced Search

15



Set up Process Parameters

1
Q Select the Master version

2
Q Select Line Item and Position Budgeting (if activated)

@ Select “Include lower level Budget Centers’. Press __ Gelectll |
@ Save

5
Q Run the process

Budaeting Home » Budoget Ahalvsis » Data Extraction »  Reporting Data Extract

Data Extraction Control
&

User ID: JLEFLORE Eepart Manager
Fun I

Run Comtrol 1D: DATAERTRACT Frocess Maonitar _-Ib

7 Don't Run Request Number: 1
S LD LD ‘Description: |Rep0rting Data Extract
i plways Process

‘Role Name: | Coardinatar =

‘Business Unit: IW 2, Office of State Finance

‘Budgeting Model ID:  |BUD_090_Fv07 ~|

Phase ID: Fhase1
| 2007 Budget

[~

Ledger Name:

Version:
Budget Data
Asset Data

=

Paosition Data
I+

Description
. 0000000 - All Cue

= Save I S Return to Search =] Matity I = Add I

@

16



Setup Process Scheduler Request

| Ok |

Budgeting Home » Budget Analysis » Data BExdraction »  Reporting Data Extract

Select Server name ‘PSUNX’. Press

Process Scheduler Request
Run Control I: DATAEXKTRACT

Run Date: IDSH 22007 El
Recurrence: Run Time: 1:03:02PM Resetto Current DatefTime |

Time Zone: I Q
'T!])e ‘Format Distribution

Select Description Process Name Process Type
= Drata Extract from BAM BFDATAEXT Anplication Engine  Web TAT Distribution

User ID: JLEFLORE

Server Hame:

Qk I Cancel |

Note the Process Instance number. This is the ‘Parent’ process instance.

Process Monitor

Press the hyperlink.

Budgeting Home » Budoet Analysis » Data Exdraction »  Reporting Data Extract

Data Extraction Control

User ID: JLEFLORE Fepaort Manader
_Run
Fun Control ID:  DATAEXTRACT Frocess Monitar -
db Frocess Instance: 492242

17



View Process Monitor

@ ‘Parent” process BPDATAEXT will initiate
2 [1 H 7
Q Child’ processes BPDATAEXT 2.

All processes, ‘Parent’ and *Child’, must run to a status of ‘Success’.

Budgeting Home » Budget Analysis » Data Extraction »  Reporting Data Extract

[ ProcessList ' SemerList

UserID:IJLEFLORE QL Type: I 'IL‘1$‘[' I 3 IDays vl Refresh |

Server: I 'I Name: I T Instance: | to |
Run | I Distribution | l

[¥ Save On Refresh
Status: Status
Process List
Select Instance Seq. Process Type Process Name User Run Date Time Run Status W Details
i

- 49226 Application Engine@ElPDATAE}{T 2 JLEFLORE 03/122007 1:11:05PM CDT | Processing) MA Details
= 49225 Application Engine BFDATAEXT_2 JLEFLORE 031122007 1:11:05PM CDT | Processingl MA Details
= 49224 Application Engine BPDATAEXT ( 1 ' JLEFLORE 031122007 1:03:02FM CDT ‘rocessing  MA Details

Budgeting Home » Budget Analysis » Data Exraction »  Reporting Data Extract

/ ProcessList ' SererList |

User ID: IJLEFLORE G Type: I 'lLﬁst' |_1 |Days j Refresh I

Server: I 'l MName: I T Instance: | to |
Run I l Distribution I l

[¥ save On Refresh
Status: Status
Select Instance Seq. Process Type Process Name User Run Date Time Run Status W Details
] 49226 Application Engine BPDATAEXT_2 JLEFLORE 03122007 1:11:08PM CDT  Success Fosted Cetails
- 49225 Application Engine BPDATAEXT_2 JLEFLORE 031 2/2007 1:11:05PM CDT  Success TiA Details

[~ 48224 Application Engine BPDATAEXT JLEFLORE 0311 2/2007 1:03:02PM CDT Posted  Details

18



Prepare Composite Budget - Navigation

Return to the Data Extraction page to run the *Prepare Composite Budget’ data extraction
process.

Budgeting Home #» Budget Analvsis ®»  Data Extraction

Data Extraction

Menu Options

Reporting Data Extract Run thlg process t.cu extract Budgeting Model data for use with
customized reporting.

Crestes a reporting buddget from an ariginal and zero, one ar
adget mare revizion budgets. The Composite Budget is required by
the Check limit report and ather custom repors.

=

Prepare composita

Thiz process crestes file extracts fram EPM for the Budget
BRP Setup Extract Reguest Program. Specifically, t extracts 2 vears of actual
expense and estimate of income data from the ledger tables.

Thiz process extracts BWP data for the Budoget Reguest

BRP - BWP Extracts
Pragram.

BRP Actuals Extract Thiz process produces files containing setup data far the
Budget Request Program.

Run Control

Buddeting Home » Budget Ahalvsis » Data Extraction »  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 {_Add a New Valug

Search by: Run Control ID begins with |DATAEKTRACT

[T case Sensitive

Search I Advanced Search

19



Set up Process Parameters

1
Q Select the Master version

2
Q Enter four-digit Fiscal Year

@ Press @l
@ prse 0|

Budoeting Home » Budoet Analysis » Data Exdraction »  Prepare composite budget

Message

User I0: JLEFLORE Eeport Manager {4 .
Fun I

Fun Comtrol ID: DATAEXTRACT Process Monitor 4%

" Don't Run Request Number: 1
” Process Once L .
‘Description: |F'repare composite budget
& Always Process
'‘Role Hame: | Coordinator j
‘Business Unit: IIZIEIIZIIZIEI 2L Office of State Finance

‘Budgeting Model 1D: BUD 080 FyO7

Budget Phase ID: Phasel

Ledger Name: | 2007 Budget 1: j

‘Fiscal Year

B save | @
>

20



Setup Process Scheduler Request

o]%4
Select Server Name ‘PSUNX’. Press —l

Budgeting Home » Budget Analysis » Data Exdraction »  Prepare composite budget

Process Scheduler Request

JLEFLORE Run Control I DATAEXTRACT

Server Name: SLIMK Run Date: |D3I1 212007 [#1)
Recurrence: I "I Run Time: |1:52:15Pru1 Resetto Current DaterTime |

Time Zone: I Q
'Format Distribution

Select Description Process Name Process Type "Type
I QCPO014BD QCPO015BD Application Enging  VWeh THT Distribution

User ID:

[6]:4 : Cancel

21



View Process Monitor

Budgeting Home » Budoet Analvsis » Data Extraction »  Prepare composite budget

Message

User ID; JLEFLORE Report Manager

Fun
Fun Control ID:  DATAEXTRACT

FProeass Manitor

@ Frocess Instance: 49243

Budgeting Home » Budget Analysis » Data Exdraction »  Prepare composite budget

/ Process List _SemerList |

User ID: IJLEFLORE 2, Type: I vILast: |_1 |Days j Refresh I

Server: I 'I Name: I Q Ins‘tance:l to |
Run I vI Distribution I vI ¥ Save On Refresh

Status: Status
Process List
Select Instance Seq. Process Type Process Name User Run Date Time Run Status W Details
49243 Application Engine  OCGPOD15BD JLEFLORE 031 2/2007 1:5215PM COT Suceess  NiA Details

22



Reporting

Delivered and custom reports may be run as required. Refer to pages 132 — 146 and
Chapter 8, Reports, in the P124 Budget End User Guide.
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