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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

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


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 – Office State Finance is responsible for reviewing and approving agency budgets
· 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 [image: image1.png]


 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

[image: image2.png]user ID: [TRAINDT

Select a Language:

Password: [~

Signin

Conyight ©2003 Pacplasott, nc
Al tights rsserved. Copyrighis to portons of
this software may be ouned by others.
PeopleSoft Poprietary and Confidanlal
PeapleSott and the PeapleSoftlogo are
ragistered rademat of PeagleSoft, Inc.





3.
Click the Favorites menu.  Select Add to Favorites.  Click [image: image3.png]


 .

4.
Enter your User ID and Password.  Click [image: image4.png]


 .  The home page displays.


NOTE:  User IDs and passwords are case sensitive.


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

[image: image5.png]b 1y Favorites
b Budgeting

1 Tree Manager
b Reporting

hange iy Passworg
e

- by System Profile
- by Dictionary





[image: image6.png]&hange Password

User ID: SOONER1D

Description:  Test Preparer

“Current Password:
“New Password:
“Confirm Password:

Change Password




Enter the following:

· Current Password

· New Password

· Confirm Password

Click [image: image7.png]Change Password



 . Your 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.


NOTE:  Passwords must contain at least eight (8) characters, upper and/or lower case and at least one number.  Passwords cannot contain special characters ($, %, etc.).


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.
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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.
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2.  Click Budget Work Item Details.
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NOTE:  To minimize the menu and enlarge your working area, click [image: image11.png]


. To maximize, click [image: image12.png]


. The  [image: image13.png]


 denotes a collapsed selecting that can be expanded by clicking the [image: image14.png]


 .


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.

	[image: image15.png]User ID




	Drop down box displays available options

	[image: image16.png]Search




	Begins a search
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	To look up a predefined list of values

	[image: image18.png]Lookup




	Begin a lookup based on search parameters

	[image: image19.png]B save)




	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.


[image: image20.png]&JBudget Work Item Details - Microsoft Internet Explorer o [=[ 3}

&% DRCIERAD =R =N ol L] )

Nl

BP_VIRKLST BP_RAPID_VIRKLST.

L7PORTALPARAN_F

B [0 o bies izt st o T Tl ep EWPLOYEE P op_Aarip_wirLs1 o6 ]| E3jGo. | Links | & et

PeopleSoft.
Do not use the Back button to navigate in PeopleSoft Budgets.
[T (T results in the loss of data.

Search:

®

> 1y Favorites Line Item Details
[+ Budgeting
eling

— Budget Work ltem Details

Sign out

New window | Help | &

Goto:  Lineltem Search Line ftem Detsils

Business Unit:

00700 OK Capitol Comp & Centenl Com
Budgeting Model ID: BUD_007_FY08
BudgetPhaseID:  Phase 1

BudgetCenter: 6000001 General Operations
Ledger Name: 2008 Budget Scenario:  ORIGINAL
- Asset Budaeting Inquiny. Version: 1 version 1

b Tre isnager
| Reporin Toois
| PeopleTools ~ Line Item Toolbar /

- Change by Password
|- lav Personaizations
tem Profile View Options Comparative Budaet Analysis

Wy Dictionary Flanning Target Budaet Version Comparison
200 Budaet Entry Budaet Period Analisis

T Hot Kes Help Links

> ChartField Values [ These are expandable
sections.

Customize | Find |

‘Amount Summary \_Periods 1 -6 | Periods 7-12  _History

accoun Cass g e Reteence AT Dot Hemedd  Holkem
om0 evepmowemr a0 950 ComlexeCentgg v | —
®oaomo evepmowemey 20 950 ComlexeCentgg sastment [—
om0 evepmowemey a0 950 Comlexecetgg ot

® 511110 Sals-Regular Pay 19801 GRF-DUTIES. 08 Hethod POSBUD POSBUD

™ 511110 Sals-Regular Pay 19801 GRF-DUTIES. 08 Adjustment

® 511110 Sals-Regular P; 19801 GRF-DUTIES. 08 Total

1 et Pav-State
| f

& CEE





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 [image: image21.png]


 TO EXIT PEOPLESOFT!

To sign out, click [image: image22.png]


 , located in the upper right corner of the page.
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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.


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.

Log into the Budget module.
Click My System Profile link on the main menu
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Click Edit Email Addresses link on the General Profile Information page
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Review the email address and change as needed and choose Business as the Type.
· If no changes are needed, click [image: image26.png]Cancel



 .
· If changes are made, click [image: image27.png]


 .
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Overview of PeopleSoft Budgeting

Definition of Budget Terms

Some Agencies budget by month, however, most agencies budget by quarters. PeopleSoft provides both 12 monthly budget periods as well as 4 quarterly budget periods; i.e., 2009-1, 2009-2, 2009-3, etc.  The 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 Fund
	Budget Reference
	Scenario
	**Period
	Fiscal Year
	Currency



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

Checking Out the Budget

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 [image: image30.png]Search



 .
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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.


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


When the user clicks 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”.
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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 Budget
	The user can view budget data as read-only, but cannot modify 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 Budget
	Check in a budget activity that has been previously checked out in read-only access.

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


Using the Copy Link

The user can use the Copy link to copy budget data from one version to another.  For example, if 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 version. The application cannot copy working versions from one budget center to another.

To copy one version to another:
Select the Copy link next to the version desired to be copied on the Budget Work Item Details page.
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The Copy Budget Version page displays. In the “To Version” field, select the New Version (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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  .  The Budget Work Item Details page displays with the copied version in the Budget Work Item details list.
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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-Numeric-Numeric-Alpha)
	Yes
	Yes

	Unclassified
	e.g.  2222 (Numeric-Numeric-Numeric-Numeric)
	Yes
	No

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


Employee Data

Budgeting uses employee data from the Human Capital Management System.

Working with the Position Budget
Checking Out the Position Budget

1. Click [image: image39.png]Search



 .
[image: image40.png]Budget Work Item Details
Enter any information you have and click Search. Leave fields blank for 3 list of il values.

Find an Existing Value

O e e E—
T e e I—
P e | —
PO e eI E—

Giear | pasio searn B Save Search Crteria






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


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

2. 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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3. The Budget Work Item Version Details page displays.  State of Oklahoma is utilizing only two (2) budget activities:  Line Item Budgeting and Position Budgeting.  Select Check Out Budget under the Select Check Out Option column for Position Budgeting activity.

[image: image42.png]Budget Work Item Details
Budget Work Item Version Details

Business Unit: 00700 OK Capital Comp & Centenl Com
Budgeting Model ID:  BD_FY09_TRN##

BudgetCenter: 5000001 General Operations
Ledger Name: 2009 Budget

Scenario: ORIGINAL

Status: Open

Version: 1 Version 1

To access the pages for a budget actity, select an Acton from the drop-down box and cick Go. If an activey s checked out, select an Action
to check in an activiy and click Go to refurn the budget data f the database.

Budget A
Line Htem Budgeting Budgetis available [ = B[]
Fositon Budgeting Budgetis available

eronsiy

Retum to: Budget Work item Details




4. Click [image: image43.png]


 .  The Position Budgeting Menu page displays.
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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.

Editing a Filled Position

This page displays after you check out the budget for the position budgeting activity.

Select Edit a Position and click Go link.
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This takes the user to the Position Search page.  After clicking [image: image46.png]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 [image: image47.png]Find



 .
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We’ll start with editing a position that is Filled (where there is an incumbent).

Click the Deputy Director position.

[image: image49.png]@~ e W o

EmplRec#

Bosition Search

000700001
000700002
000700004
0 0070000
000700008
000700015
000700017
000700018

Description

Executive Director
Administrative Officer

g cer
Beputy Director

. e Diticer
Administrative Assistant
Administrative Officer
Director of Finance

Vacant

Yes
Yes
No

Yes
Yes
Yes
Yes
Yes

Currency
Yacant Coge

usD
usp
usD
usp
usD
usp
usD
usp

‘Budget Impact Budget Calc:

104242 Include
73,959 Include
59,955 Include
98,799 Include
71,545 Include
51,558 Include
13,148 Include
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 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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On the Employee Job History page, click Details Tab.
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On the Employee Job History page click Salary link.
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On the Salary Distribution page validate and/or enter the Account, Department, Class Field and 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 [image: image54.png]


 to add a new row.

Click [image: image55.png]


.

Click Earnings/Allowance link.
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Validate and/or enter the % of Salary or Fixed Amount for the Earning Code(s) and Account.
Click [image: image57.png]Distribution|



 .

NOTE:  There is an automated process called Calc Position Distribution Customization that will enable the user to more quickly and more efficiently populate the salary distribution for Earnings, Taxes, and Benefits, (see page ???).
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If the user wants to distribute the earnings to the same ChartFields as the salary distribution, click [image: image59.png]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.

Clicking [image: image60.png]Apply Salary Distribution



 automatically populates the Class Field and Budget Reference fields with the values that were entered on the Salary page.

Click Benefits link.
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Enter the Plan Type and Account with the respective % of Salary or Fixed Amount and click any [image: image62.png]Distribution|



 button will expand all lines to the distribution fields, as shown below.
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Enter the Department, Class Field, Budget Reference and Percent or click [image: image64.png]Apply Salary Distribution



 for each Plan Type.

Click [image: image65.png]


.

Click Tax link.
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For each unique Tax Class enter the % of Salary, Max Gross or Fixed Amount and the Account and click any [image: image67.png]Distribution|



 – clicking on one will expand all lines to the distribution fields.
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For each Tax Class enter the Department, Class Field and Budget Reference with the respective Percentage or click [image: image69.png]Apply Salary Distribution



 and click [image: image70.png]


.
Click Job Detail link.
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To change the FTE field, enter the new value and click [image: image72.png]


 and click [image: image73.png]


.

Click Job History link.
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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.
Click Deputy Director link.
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Click Position Menu or Position Search links to return to the Position Search or Position Menu.

Editing an UnFilled Position

We’ll now edit a position that is UnFilled (where there are no incumbents).

Click Director of Finance position link.  This link brings up the Position Data page.
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Click Salary Distribution link.
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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 [image: image79.png]


 and enter the % and department, class and budget reference values.


NOTE:  – If costs are split between more than one (1) department, the owning department will be the budget center in which the change has been made.

Click [image: image80.png]


 

Click Earnings/Allowance link.
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For an Earning Code, enter the fixed amount or % of Salary and the Account code.
Click [image: image82.png]Distribution|



 to define the remaining chartfield values.
If Earnings are to be distributed the same as Salary then click [image: image83.png]Apply Salary Distribution



 and click [image: image84.png]


.  Otherwise, enter the Department, Class Field and Budget Reference for the Earning Code.  If only one set of chartfield values are necessary, enter 100%.  To distribute across more than (1) one set of chartfield values, insert another row and modify the % to reflect the correct percentages for the chartfield values.  

Click Benefits 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 [image: image85.png]Distribution|



 .
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NOTE:  – All Benefits appear on the page.  If Benefits are to be distributed the same as Salaries, then click [image: image87.png]Apply Salary Distribution



 and click [image: image88.png]


.  Otherwise, for each Plan Type enter the Department, Class Field and Budget Reference and Percent and click [image: image89.png]


  Notice that the Class Field and Budget Reference values default in when you click [image: image90.png]Apply Salary Distribution



.


Click Tax link.
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The budget 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 click [image: image92.png]


. 
Click [image: image93.png]Distribution|



 .
If Tax Classes are to be distributed the same as Salary, then click [image: image94.png]Apply Salary Distribution



.  Otherwise for each Tax Class enter the Percentage and click [image: image95.png]


.  Notice that the Class Field and Budget Reference values default.
Click Position Data link.
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To update FTE on an unfilled position, modify the FTE value under the Position Data values and click [image: image97.png]



Click Position Menu link.

Adding a Position

This page displays after checking out the budget for the position budgeting activity.
1. Select Add a Position from the drop down menu and click Go link.
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2. This brings up the Position Data page.
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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 by 4 characters Alpha-Numeric-Numeric-Alpha (e.g.  A10A)
	Salary Plan and Salary Grade will default in.
	Salary – Salary Amount, Account and Department default in.  Class Fund and 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.

Tax – Tax Classes and Accounts default in.  Class Fund and Budget Reference do not default in.

	UnClassified Job Code is defined by 4 characters Numeric-Numeric-Numeric-Numeric (e.g.  1200)
	Salary Plan defaults in but Salary Grade and Salary Step do not default in.
	Salary – Account and Department default in.  Salary Amount, Class Fund and 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:  Salary Defaults, Earnings/Allowance Defaults, Benefits Defaults and Tax Default.  Click Salary Distribution link.
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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 click [image: image101.png]


.
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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.  Enter Salary amount, Class Field and Budget Reference.  
Click [image: image103.png]


.


NOTE:  In either example 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 click [image: image104.png]




5. Click Earnings/Allowance link.
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This example is for both a classified and unclassified job code.  Earning codes and accounts can be added or modified.
Click [image: image106.png]


.

Click [image: image107.png]Distribution|



 .
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For each earning code and account combination, if the salary distribution is desired, click [image: image109.png]Apply Salary Distribution



.  Otherwise, enter the remaining chartfield value distributions.  The user can also distribute across multiple combinations by inserting a row.

Click [image: image110.png]


.
6. Click Benefits link.
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This example is for both a classified and unclassified job code.  Plan type(s) and account(s) can be added or modified.  
Click [image: image112.png]


 
Click [image: image113.png]Distribution|



 .


For each plan type and account combination, if the salary distribution is desired, click [image: image114.png]Apply Salary Distribution



.  Otherwise, enter the remaining chartfield value distributions.  The user can also distribute across multiple combinations by inserting a row.

Click [image: image115.png]


.

7. Click Tax link.
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This example is for both a classified and unclassified job code.  Tax class(es) and account(s) can be added or modified.
Click [image: image118.png]


.

Click [image: image119.png]Distribution|



 .
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For each tax class and account combination, if the salary distribution is desired, click [image: image121.png]Apply Salary Distribution



.  Otherwise, enter the remaining chartfield value distributions.  The user can also distribute across multiple combinations by inserting a row.
Click [image: image122.png]


.

Copying a Position

This page displays after checking out the budget for the position budgeting activity.  Select Copy Positions from the drop down and click Go link.
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This brings up the Position Copy page.  Enter the Effective Date, Number of Positions to Create, Copy from Position and click [image: image124.png]Copy.



.

See the steps for Editing a Position for instructions on modifying any of the data for these new positions.
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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 from the drop down menu and click Go link.
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Click 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 click [image: image127.png]


.

[image: image128.png]Position Data

Position Number: 00700017

“Effective Date:  [07/0172008 |5 status: Active
Descripton: [Famimsave Ofer shortoescs ||

“Job Code: Q Administrative Officer  HR Department: ~ 6000001
FullPart Time:  [Ful-Time ] ReguiarTemporary: [Reguiar 7]
Standard Hours: FTE: Currency:  usD
Budget Factor: Max Head Count: unioncode: |12
Spread D: Spread Eventy

Salary Defauits

SsalaryPlan: [ |Q Grage: [ step [l

Salan Distribution ~ Eamings/Aliowance Defaults Benefts Defaults  Tax Default

Retum'to: Position ieny ~Position Search





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. Click Go link.
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Step 2:  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:  This field will 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.
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Step 3:  Click [image: image131.png]Find



 to show all selected positions.
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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 Select All link at the bottom of the page to change all positions.
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Step 5:  Enter the Adjustment Percentage or Amount and click [image: image134.png]Refresh



 .  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.
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Step 6:  Click [image: image136.png]


 to apply the changes to the database. A warning message will appear since there is the potential of changing many records.
Click [image: image137.png]


. .
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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.
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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.
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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 [image: image142.png]Refresh



 in order to see the changes.

A warning message will appear when [image: image143.png]


is clicked.
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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 Job History link for the Employee.
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Step 2:  Create a new effective dated row for the employee on the Employee Job History page by clicking [image: image146.png]


 . 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.
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Step 3:  Click [image: image148.png]


 to create the effective dated row.
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Step 4:  Go to the Details Tab and click the longevity amount under the Subject Earnings column in the original effective dated row (07/01/2008).
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Step 5:  Change the longevity amount to 0 and click [image: image151.png]


.
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Step 6:  Go back to Job History using the link at the top of the page, click Details Tab, and click  the longevity amount under the Subject Earnings column for the new Effective Dated row (12/01/2008 for this example).

[image: image153.png]Effective b
EffectveDate salary  SublectEa GrossPay  Allowan

1200112008 [} 48000 49,500
0710112008 0 48,000 48,000




Step 7:  Enter the correct longevity amount and click the One Time Pay checkbox. 

NOTE:  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’.
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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.
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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.


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 Go link.
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Step 2:  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 [image: image157.png]
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Step 3:  Click Salary Distribution link. Enter the annual salary amount which would be 1,500 x 4 quarters = 6,000 and enter the distribution fields for Class and Budget Reference.
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Step 4:  Click Earnings/Allowance link and check the default Earnings/Allowances. Make any necessary changes.
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Step 5:  Click Benefits link and check the default Benefits. Make any necessary changes.
Click [image: image163.png]
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Step 6:  Click Tax link and check the default taxes. Make any necessary changes.
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Step 7:  Click Position Data link and add a second effective dated row using [image: image167.png]


. For this example the effective date will be 10/01/2008 for the start of the second quarter.
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Step 8:  Click 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 [image: image169.png]
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Step 9:  Click Earnings/Allowance link and check the default Earnings/Allowances. Make any necessary changes.
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Step 10:  Click Benefits link and check the default Benefits. Make any necessary changes.
Click [image: image173.png]
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Step 11:  Click Tax link and check the default taxes. Make any necessary changes.

Click [image: image175.png]
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Step 12:  Click Position Data link and add a third effective dated row using [image: image177.png]


. 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.
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Step 13:  Click Salary Distribution link. 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.
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Step 14:  Click Earnings/Allowance link and check the default Earnings/Allowances. Make any necessary changes.

Click [image: image181.png]


.  Reminder:  ‘Apply Salary Distribution’ on all pages.
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Step 15:  Click Benefits link and check the default Benefits. Make any necessary changes.
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Step 16:  Click Tax link and check the default taxes. Make any necessary changes.
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Step 17:  To check that the position has been created correctly, run the Position Budgeting Analysis report from the Position Budgeting Menu.
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Step 18:  Click [image: image188.png]B Budget Period



 and drag the Budget Period field into the report to see the amounts budgeted by period.
[image: image189.png][

o

Proview  Evcel

ows To scror: | = 1
© Business Unit: [00700 =]

™ Budget Center: [Total =]

Salary by Benefits by
Position Position

B Ledger Name : [2009 Budget |7

o Version 1

Eamings by Allowance
Eainings by
Position

Rows per page: | [ [ 114

dget Period : [Total |~]

@ Lyrrency

OneTimePay by |# Employer Tax i Total Costby | FTE by Position
Position by Position Position

© 00700001 el 1000000
© 00700002 50 1000000
© oo7o000s | 50 50 1000000
o ooraondy % 000009
© 00700008 50 1000000
© 00700015 50 1000000
© 00700017 50 1000000
© 00700018 50 1000000
© w0148 50 50 1000000
© w0147 1000000
© Total 50 s200 10.000000)





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.
[image: image190.png]] X

Proview  Evcel

rows o scror: RIS &
© Business Unit: [00700 < B Ledger Name: [2009 Budget [

M Budget Center Tnta\ @ version @ Currency: usp

© 00700001
| 2009-1 $1,804] 30| 30| 1.000000|
| 2009-2 $1,804] 30| 30| 1.000000|
| 2009-3 $1,804] 30| 30| 1.000000|
W 20094 $1,804] 30| 30| $487 1.000000|
| 20095 $1,804] 30| 30| $487 1.000000|
| 2009-6 $1,804] 1.000000|
| 20097 $1,804] 30| 30| 1.000000|
| 20098 $1,804] 30| 30| 1.000000|
| 2009-9 $1,804] 30| 30| 1.000000|
| 2009-10 $1,804] 30| 30| $487 1.000000|
| 2009-11 30| 30| $487 1.000000|
| 2009-12 $6,250| 30| 30| $487 1.000000|

© 00700002




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 [image: image191.png]Apply Salary Distribution



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:

8. Check that the Salary Distribution fields are correct for existing positions that have come across from HR

9. Add any new positions, and check that the Salary Distribution fields are correct

10. Run the Calc Position Distribution process

11. Change the Earnings/Allowance, Benefits and Taxes Distribution fields where the Salary Distribution defaults need to be overridden.
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 5) 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: Reporting Tools >> Query >> Query Viewer.

Use Search to find the query that you want to run and click the Run to Excel link.
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Step 2:  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 [image: image193.png]View Results.



 .
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Step 3:  Click [image: image195.png]


 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.
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NOTE:  1) The query does not select excluded positions and does not select the Default position when there is an employee job history record.  2) Earnings, Benefits and Taxes with zero dollars do not require distribution values.  3) 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.


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.
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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.

Chapter 3:  Line Item Budgeting
Working with the Line Item Budget
Checking Out the Line Item Budget

Step 1:  .  Click [image: image198.png]Search



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


Step 2:  The Budget Work Item Details page displays and lists the budget centers for which the User ID has responsibility.
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Step 3:  Select the appropriate Version for the desired Budget Center by clicking on the Version link or the Budget Center link.
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Step 4:  The Budget Work Item Version Details page displays.  State of Oklahoma is utilizing only two (2) 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 from the drop down on the Line Item Budgeting field.

Click [image: image202.png]
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Step 5:  The Select Line Item Budgets page displays.
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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’).
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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 click Line Item Details link 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.

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.
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Select Default from the drop down menu on the Public View field to filter the data in the Line Item Details page.

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 Create New Private View link.
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Enter a View Name and click [image: image208.png]


.
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Enter a Description and click Row Display Filter Tab.
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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 Filter Chartfield Values Tab.
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If you’d like to filter on a range of chartfield values and Budget Category, enter the values and click the Row Display Options Tab.
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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:  The State of Oklahoma is not currently using the Allocation Amount functionality.  Click the Column Display Options Tab.
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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.


Click [image: image215.png]


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

To enter line item expenses, perform the following:

Step 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.


Step 2:  Click Line Item Details link.
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Step 3:  The Line Item Details page displays.
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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.
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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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The Grid
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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 [image: image221.png]


  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 [image: image222.png]


  button allows you to view all columns on one page.

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

Displaying Additional Information

Once the user clicks the blue link ‘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 [image: image224.png]


  next to any or all of the following: ChartFields, Totals and/or Historical Values, depending on which details are desired. Click [image: image225.png]


, to minimize the section.
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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.

Add a Budget Entry

If Preparers need a line item that does not already exist in the list of line items, use the Add a Budget Entry link.
The Line Item Toolbar section contains links where preparers can access other options.  Select Add a Budget Entry link.
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Add Budget Entry – Preparers can add new line items.
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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.

[image: image229.emf]

NOTE:  The ‘Add Budget Entry’ screen does not appear this way in all budget models.


Using Methods

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%), 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:

Step 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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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.

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

Step 3:  Click [image: image231.png]


 . The Amount Per Period page remains and the Method Amount and Total Amount fields are populated with values.
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Step 4:  Click Line Item Details link to return to the previous page.

To spread the amount equally over all periods or repeat the amount over each period using the AMTPER method:

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

[image: image234.png]Amount Per Period
Goto:  Line tem Search Line ltem Details

> ChartFields

currency:

~ Adjustment

ANTPER  Amount/Period  Spread Amoun

[AHTPER B Amount/Period  Spread Type: Wigeply 1o Al B
S —

usD

250

Budget Period Amount
20001 —
209 [ —
06 ——

Method Amount Current Adustment

‘Adustment Amount

| —
|
| —
I

‘Allocation Amount

Total Amount

Base

t




Step 4:  Click [image: image235.png]Spread



 .  The values are spread evenly or applied to all fields in the grid.

Step 5:  Click [image: image236.png]


 .  The Amount Per Period page remains and the Method Amount and Total Amount fields display the spread amount evenly distributed across periods.
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Step 6:  Click Line Item Details link to return to the previous page.

Entering Line Items Using Annual % (ANN%) 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:

Step 1:  Change the Method ID to ANN%.  This will automatically go to the ‘Annual Growth Percentage’ page.
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Step 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.

Click [image: image239.png]Spread



 and click [image: image240.png]


.

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.

Step 3:  Click Line Item Details link.
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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:

Step 1:  Change the Method ID to BASBUD and click [image: image242.png]


.  This will update the amount values to the base budget values.
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Entering Line Items Using Itemization (ITM) 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:

Step 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.
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Step 2:  The Itemization method details page displays.
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Step 3:  As appropriate, complete the following fields:

· Description (Required)
· Driver ID (Required) – The Driver ID determines how the amount is derived.  The two (2) 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.

· 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.
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Step 4:  Click [image: image248.png]


 .  The values are populated in all fields and the Method Amount is derived.

Step 5:  Click Line Item Details link to return to the previous page.

Entering Line Items Using Zero (METH=0) Method

The METH=0 method is used to change the values to zero amounts.  The 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:

Step 1:  Change the Method ID to METH=0 and click [image: image249.png]


.  This will update the amount values to be zero.
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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.
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 the Hot Keys field or click the Amount link.
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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 and click [image: image252.png]


.  Each time an adjustment amount is entered it is date stamped with user identification.  The user can double-click the [image: image253.png]


 icon to the adjustment amount to see this history.

[image: image254.png]~ Adjustment

Default: ANTPER Amount/ Period ‘Spread Amount: [

Override: [AITPER 5] Amount/Period  spreaaType: |

currency: usD

[Amount Per Period
{ Budget Period Details \(_Analysis-t |
‘Budget Period Amount  Method Amount Current Adjustment  Adjustment Amount  Allocation Amount  Total Amou

2004 —





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 the Salary Expense Account adjustment amount.
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Step 2:  Enter the adjustments to each period and click [image: image256.png]


.
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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.

Prior Year Expenditure in the Current Year – Account 4997xx

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 Add Budget Entry link.
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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 [image: image260.png]Apply



.  Click [image: image261.png]


.
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Step 3:  Click the new line item amount.
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Step 4:  Enter a negative amount for prior year expenditure into the first period, and click [image: image264.png]
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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 the green checkmark for the line item that needs a budget reference entered.
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Step 2:  Enter in the correct Budget Reference and click [image: image267.png]


. The user will then be taken back to the Line Item Details page where the Budget Reference has been changed.  Click [image: image268.png]


.
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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
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To add a Note:

On the Line Item Details page, click [image: image271.png]


 .
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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 [image: image273.png]Append Note to Log



 .

5.
Click  [image: image274.png]


.

Viewing Notes

If a Note has been added to a line item, the system displays a [image: image275.png]


 Note icon with a blue pushpin to indicate that a Note exists for the entry.
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1.
Click [image: image277.png]


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

3.
As appropriate, enter additional Notes.

Deleting Notes

You can delete Notes that have been created.
1.
On the Line Item NOTES page, click [image: image279.png]


 on the NOTE to be deleted.  A message displays.
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2.
Click [image: image281.png]oK




 to delete the Note.  Click [image: image282.png]


  to not delete.

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

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.
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Changing Column Order

To change the column order:

1.
Click the column heading to move and click [image: image285.png]


 or[image: image286.png]


 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 [image: image287.png]Preview



 .  The order selection displays in preview mode at the bottom of the page.
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3.
Click [image: image289.png]


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

2.
As appropriate, check [image: image290.png]¥ Hidden



 or [image: image291.png]¥ Frozen



 .

A notation displays next to the field indicating that the field is hidden or frozen.

Download to Excel

PeopleSoft allows the user to export line item data to a spreadsheet in Microsoft Excel for further data manipulation or analysis. When the [image: image292.png]


 icon 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:

On the Line Item Details page, click the [image: image293.png]


. .


NOTE:  If your PC uses pop-up blockers then you will need to hold down the Ctrl key when you click [image: image294.png]


 icon and continue holding the Ctrl key until the spreadsheet has fully loaded.
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2.
A separate window displays in Excel with the line item information.

[image: image296.png]Fle Et Vew set Fomat Toos Dafa GoTo Favortes Hep

0 0 DD

) searh /¢ Favortes €2 | []

A0S [ nive/oisevg ocos s ol oot VI 42225 s 5

Al B

~

A

B

C|

E

[Account]

Budget Reference

Modify Chartrields.

[256101

Modify Chartfields

[se701

Modify Chartfields

11110

Modify Chartfields

511210

Modify Chartfields

511220

Modify Chartfields

12110

Modify Chartfields

512310

Modify Chartfields

518110

Modify Chartfields

518120

Modify Chartfields

513230

Modify Chartfields

513280

Modify Chartfields

516220

Modify Chartfields

[sa1120

Modify Chartfields

531120

Modify Chartfields

[sa1170

Modify Chartfields

[sa2110

Modify Chartfields

[sa2140

Modify Chartfields

=

Modify Chartfields

536140

Modify Chartfields

[548120

il 1o = 0 o 4 22 2 B 1 o P T

BEBBEBEBEEBEBEBEBEBEEE





3.  Save the file as an Excel file (.xls) by clicking on File – Save As.

Checking In the Line Item 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 link.
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2.
The Select Line Item Budgets page displays.
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Click Budget Work Item Details link.  The Budget Work Item Version Details page displays.

4.
Select Check In Budget [image: image299.png]


 in the drop down under the Select Check Out Option column.
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5.
Click [image: image301.png]


 .  The Budget Work Item Version Details page remains and the budget activity is available.
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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.
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Or, the line item analysis page links can be found on the Line Item Details page.

[image: image305.png]Line Item Details
Goto:  Line tem Search Line ftem Detalls

Business Unit: 00700 OK Capital Comp & Centenl Com

Budgeting Model ID:  TST_007_FY02

Budget Phase D Phase_t

BudgetCenter: 5000001 General Operations

2000 Budget Scenario: ORIGINAL

1 Version 1

View Options
Planning Target




The analysis page for position budgeting can also be found on the Position Budgeting Menu page.
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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.

Comparative Budget Analysis

1.
From the home page, select Comparative Budget Analysis on the menu.
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2.
The Comparative Budget Analysis page displays.
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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. 

· Business Unit – normally defaults according to the current user profile – State of Oklahoma has a business unit representing Agency.

· 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).

· Ledger Name – will change every year.  Displays as ‘2009 Budget’.

· Budget Center – represents a department value.

· Version – select the version to display.

· View By - determines how the data will be displayed in the left column of the grid. Select view by Account, Budget Category, Budget Reference, Class or Department.
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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.
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After you have completed the required fields, click [image: image311.jpg]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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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.
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· 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’.

The second section of the page contains two buttons to preview the report and export the report to Excel.
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When the [image: image315.png]


 Preview icon is selected, the report opens in a separate window and is available for printing, if needed.
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When the [image: image317.png]


 Excel icon is selected, the report opens in a separate window in Excel.  Once the report has been opened 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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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.
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· 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

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).

· % 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.

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.
Click the Budget Version Comparison link.
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2.
The Budget Version Comparison page displays.
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NOTE:  If other reports have run during your current PeopleSoft session, the criteria fields default from your previous inquiry.



3. Enter 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 [image: image322.jpg]Run



 .  The Budget Version Comparison report displays based on chosen parameters.
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6. As appropriate, drag and drop various data fields for analysis.

7. As appropriate, click [image: image324.png]


 to preview the report.

8. As appropriate, click [image: image325.png]


  to transfer to Excel.

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.
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2.
The Budget Period Analysis page displays.
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NOTE:  If other reports have run during your current session of PeopleSoft, the criteria fields default from your previous inquiry.



3.
Enter 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 [image: image328.jpg]Run



 .  The Budget Period Analysis report displays.
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6. As appropriate, drag and drop various data fields for analysis.

7.  As appropriate, click  [image: image330.png]


 to preview the report.

8.  As appropriate, click [image: image331.png]


  to transfer to Excel.

9.  Click Close link.

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.  The Position Budgeting Inquiry page 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
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NOTE:  When running the report, if you are a Preparer, be sure to specify the correct version.


Click [image: image333.jpg]Run



 .  The Position Budgeting Inquiry page displays.
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5.
As necessary, drag and drop data for analysis.

6.
As necessary, click [image: image335.png]


 to open Excel and work with data in a spreadsheet.

7.
Click Close link.

Budget Analysis Batch Reports

There are seven (7) delivered PeopleSoft batch analysis reports. They can only be accessed from the Budgeting Home menu.

Navigation:  Budgeting >> Budgeting Home >> Budget Analysis >> Reports
[image: image336.png]b My Favorites
~ Budgeting

 Buduel Work term Detalls
- Buduet Work tems
- Comparative Budet
Analvsis
- Buduet Version
Comparison
- Budet Period Analysis
- Posiion Budgeting Inguiry
b Tree Manager
> Reporting Taols
> PeopleTools
- Change My Password
- by Personalizations
-~ biy System Profle
- by Dictionary

Budgeting Home » Budget Analysis » Reports

Reports

Menu Options

Version Anal

Ledger Tyne Comparison

‘Summary of Methods

Budget Comparison

Position Information

Planning Target Analysis

Business Unit Comparison

Define the repart and pracess aptons for & budget deta
comparison report across budget versions.

Define the repart and pracess aptons for & budget deta
comparison report across ledger types.

Define the report and process optons fo a report ising the
methods, method amounts, adjustmert and slocation amourts,
an total bucget amourts for a budget version

Define the repart and pracess aptons for & budget deta
comparison report against istoicaldta

Definethe report and process optons for a report
‘summrizing postion budget amounts for a budget version.

Definethe report and process optons for a report
Summrizing planring target amourts for a budget version.

Definethe report and process optons for a report
Summarizingdta scross Business Unis.




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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Enter the Run Control parameters and click the Run push button. 
Make sure to check the Process Frequency field to Always Process.
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On the Process Scheduler Request page:

Enter a Server Name of PSUNX
Click [image: image339.png]


 .
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Click Process Monitor link.

Click [image: image341.png]Refresh



 , repeatedly to update the Run Status to Success and Posted.
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Once the Run Status has changed to Success, click Process Name link.
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Click last link which has the report name, i.e. BPS1005 in this example, to display the Process Detail.
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Click View Log/Trace link.

A PDF file is created.  Adobe Acrobat must be installed on your PC to view this type of file.
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Click PDF link.
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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 the working version copy link on the Budget Work Item Details page.
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Step 2:  Select Master in the To Version: field, enter a description (optional).

Click [image: image348.png]


 .
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Navigation:  Budgeting Home > Budget Analysis > Data Extraction  > Reporting Data Extract
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Step 3:  Enter a Run Control ID. This id cannot contain embedded spaces and will be available next time the extract is run and click [image: image351.png]


 .
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Step 5:  Enter the Data Extract run control using the Budget model information and the options shown below.

NOTE:  Make sure you select Master in the Version field and click Always Process under the Process Frequency section.

You may or may not have Position Data depending upon your model.

Click 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.


Click [image: image353.png]


 and click [image: image354.png]Run



 .
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Step 6:  Click [image: image356.png]


. The extract should be run on the PSUNX server.
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Step 7:  Click Process Monitor link to view the extract job running. Repeatedly click [image: image358.png]Refresh



 to update the Run Status until the Run Status 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.
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Preparing Composite Budget for Reporting

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 - After completing the Reporting Data Extract
Navigation:  Budgeting Home > Budget Analysis > Data Extraction > Prepare Composite Budget
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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 [image: image361.png]Run



 .
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Enter Server Name PSUNX and click [image: image363.png]


.
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Use the Process Monitor link to view the Job running. Repeated click [image: image365.png]Refresh



 until the Run Status field reflects Success.
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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.


NOTE:  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.


Submitting a Budget

Step 1:  Select Budget Work Item Details from the budget menu.
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Step 2:  The search page displays.  Click [image: image368.png]Search



 .
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Step 3:  On the Budget Work Item Details page, click [image: image370.png]


 next to the version of the budget to be submitted.
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Step 4:  The following warning message displays.
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Step 5:  If you are certain that you want to submit the budget, click [image: image373.jpg]oK



 , otherwise, choose [image: image374.png]Cancel



.


NOTE:  •On the Status field for all of the budget versions reflect “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.
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NOTE:  If the Reviewer or Budget Coordinator rejects the budget, the status will read Rejected.


Chapter 6: 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.
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.

Navigation:  Budgeting > Budget Work Items
Step 1:  The Budget Work Items page displays. Click [image: image376.png]Search



.
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Step 2:  Click [image: image378.png]


to expand the tree.

[image: image379.png]Budget Work Items

Role Name: Reviewer

Business Unit: 00700 OK Capitol Comp & Centen'l Com
Budgeting Model ID: £p,_ros_raigs

Description:

Open 3 budgst by selecting one of the following Ledgers. Click o the plus symbol 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 Budgst Center.

%zmw Budget






Step 3:  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.

[image: image380.png]Budget Work Items

Role Name: Reviewer

Business Unit: 00700 OK Capitol Comp & Centen'l Com
Budgeting Model ID:  p_rvos_Temss

Description:

Open 3 budgst by selecting one of the following Ledgers. Click o the plus symbol 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 Budgst Center.

El 2009 Budget
B 50

5000001

&
£ 5000002

o]

9000001

o]
TS m

9200001




Budget Center Status

The Reviewer may check the status of each budget center at any point during the budget cycle.

Step 1:  Select a budget center and the Budget Items grid will display at the bottom of the page.
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The following explains the information found in the Budget Items grid:

	Column
	Explanation

	Budget Center
	The cost center or division roll-up that is assigned to you for 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.
Step 2:  Select a budget center at the lowest level of the budget center tree from the budget items list.
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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.


Rejecting a Budget Center

When the Budget Preparer submits a version, the status will change from Open to Submitted and the 
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 button is enabled.
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In this example, the status for the roll-up budget center, 60 – General Operations, displays status as Not Ready because all budget centers under this roll-up budget center have not been submitted.

After all of the budget center(s) have been submitted, the status will change from Not Ready to Open.
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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 
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.

When the budget has been rejected, the status will change to Rejected and the
[image: image388.png]Reject



 button will be disabled.

The status of the roll-up budget center will change back to Not Ready and the Preparer will be able to go back and make changes to the budget center.

[image: image389.png]Description

Version Name Date Submitted

General Operations.

General Operations

W gggcss & [ Red | version One
[ Relect_|version one

General Ops Data Processing

B

1010812007
259471
1010812007
3:2523P1




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.
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Click the Roll-Up Budget Center link 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 the roll-up Budget Center e.g., 60 on the Budget Items grid and click Master link version.
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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 [image: image392.png]


 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.
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Chapter 7: The Agency Coordinator Role

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

· Run the Model Recalculation process for Position budgeting

· 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) submitted to the CORE Security before access is granted.  Refer to COR224 – Agency Coordinator Manual 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.

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 (2) processes that are run:

· Reporting Data Extract

· Prepare Composite Budget

Once these two (2) processes have been run, all delivered and custom reports may be run as desired.  Refer to the chapter on reports in this manual.

Chapter 8: Creating Revisions to the Original Budget

What is the purpose of Revision Models?

The 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.

Navigation:  Budgeting > Budget Work Item Details
Step 1:  Click [image: image394.png]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.

Step 2:  Select the first unused revision model in which to make the updates to the budget.

Step 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.

Step 4:  Follow the same steps in the Submitting and Approving chapters.
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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.


NOTE:  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 COR224 Agency Coordinator Manual.  Also, to run Reports refer to COR125 Budget Report Manual.

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.


NOTE:  To run reports refer to COR125 Budget Report Manual.


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.
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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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Enter line items as in previous years.  Note the line items as shown below.
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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, POSTINC01 reflects that there has been an increase in postage.
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Click [image: image400.png]


 and then click [image: image401.png]


.

Enter the Description, Account, Class field and Budget Reference fields and click [image: image402.png]


.
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Once the Mass Adjustment Selection has been completed, click Mass Adjustment Details link.  This is where the user will put dollar amounts for the adjustments.
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Click [image: image407.png]


  This will save the adjustments under the Adjustment ID
Click Mass Adjustment List link, and note the amount in the adjustment column.  The amount should match exactly what is in the Mass Adjustment Details page.

[image: image408.png]Mass Adjustment List

=

Business Unit: 0000 Agency Name

Budgetcenter: 7000001

Budgeting Model ID: BD_x_F Y08

Lodger lames 2003 Budget

Version T ersiont

custments
“Adiustment ID Smns\:,cal %%K
iFemer ] 0 [s) 25002 UsD

Return to:

CED|

Budaet Work item Details

Apply_| [ Reverse
!

Clicking here takes you
back to the Adjustrment
Details screen

Clicking here will apply the adjustment which can then be
seen on the Budget Line tems Details page, in the
adjustment row.

NOTE: After you have clicked Apply’, the Reverse’ button
Ifthis mass adjustrent is not necessary,
the user may use the Reverse’ option to undo the

becomes active,

adjustment





Click [image: image409.png]Apply



  and Check-in the mass adjustments budget.  Go into your line item details budget to see the adjustment that was just applied.
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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 [image: image411.png]Apply



  button not available.  In order to make another adjustment, click [image: image412.png]


 to add a row.  Name the adjustment and click [image: image413.png]


, and then click [image: image414.png]


 to go to the Mass Adjustments Selection page.
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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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If this is correct, go back to the Mass Adjustment List and [image: image419.png]Apply



 the adjustment.  You can see the changes reflected in the Line Item Details List.
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Chapter 11: Validate ChartFields

In order to offer the user more accurate reports, CORE has setup the budget, beginning FY-2009, to ascertain that all chartfields are populated in the budget.  If there is a chartfield missing, the reports may not pick up the data.

When the user checks out a budget center, and opens up the line item details page, the first thing noticed will be the button “Validate Chartfields” is no longer gray.
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The user will continue to enter budget data as s/he normally would.  Once all data is entered, the user will then click [image: image422.png]Validate ChartFields



.
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The system then looks through all the budget items and verifies that all chartfields (department, class field, account, and budget reference) are populated.  If the system finds any lines such as shown in the snapshot below, it will log an error.
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View line items at the end of your list.  The system places the rows with errors on the last page, at the end of the line items.

In order to correct the errors, click [image: image426.png]


the red x magnifying glass.
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The following screen shows the Budget Reference field.
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Enter all chartfields and click [image: image429.png]


.  This action will bring up a warning page stating that all lines associated with this line item will be changed.  Click [image: image430.png]


 when you receive this warning.

When the user returns to the line item details page, the chartfields will be populated, however, the error marks still show.
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Click [image: image432.png]Validate ChartFields
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If all chartfields have been entered, the red error marks change to green check marks, as shown in the following screen.
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The budget is now ready to be checked in and submitted, assuming that all chartfield errors have been corrected.

Chapter 12: Budget Cycle
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Budget Cycle – Narrative

	Process: Budget Cycle
	Version/Date: 08/31/2007

	Purpose/Scope:  Users Guide to Understanding the Budget Cycle
	Revised by: CORE Budget

	1.  July 1 is the beginning ot the Fiscal Year for the State.  Budget Work Programs are to be turned into the Office State Treasurer's by June 1, or as soon thereafter as is possible.  Agencies need budget in order to conduct business.

2.  Office State Finance 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 Office State Finance by October 1.

4.  The Legislative Session runs February through May.  During the session, Legislators determine appropriations and limits for agencies.  Office State Finance 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 entry.  See Process PeopleSoft Budgeting for further information.

7.  June 30 is the end of the Fiscal Year for the State.  The goal for CORE, Office State Finance 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 Office State Finance memos and news releases.  If there are any questions, please feel free to contact the Office State Finance HelpDesk at 405 521-2444 or 866 521-2444 or helpdesk@osf.ok.gov or the Budget Analyst for Office State Finance.
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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.  It is 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 you 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 position.  Use Job History link, if available.

b. For all dated rows, for all positions, check/update the salary page; verifying the Budget Reference, Department and Class Fund are filled in: distributing the salary between departments and/or class funding, if desired.

c. 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.

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 COR124 End User Guide for further information).
f. Check in the Position Budgeting for this Budget Centre.

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_PSO_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 fun 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 COR124 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 the line items.

Process: PeopleSoft Budgeting, (cont.)
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 classes 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 (account 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 a missing fields.
c. Check in the line item budgeting for this Budget Center.

d. Follow the previous three (3) steps until all Budget Centers have had their budget entered.

4. Getting Reports
a. Agency Coordinator will run two (2) processes to get data ready for reports:  “Reporting Data Extract” and Prepare Composite Budget”.  See COR224 Agency Coordinator Manual.

b. Following are reports that are useful:
“Check Limits Report” – if being run for the Original Budget, limits may not be loaded into the system.  Check with your budget analyst.  This report compares legislative limits to 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 t that Budget Center and follow the previous steps.  NOTE:  Unless you change data in Position Budgeting, you do not need to run the Model Recalculation 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.



Chapter 13: 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 (2) methods to submit a Help Desk Case:

1.
Call 405 521-2444 or 866 521-2444 and state your problem in detail to the personnel at the Help Desk;

2.
Send an email to helpdesk@osf.ok.gov which states in-detail, succinctly, your problem/issue.

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).

Chapter 14: Budget Training Activities

Budget Training Activities

State of Oklahoma’s Budget Training Environment

	User ID
	Budget Model

	TRAIN01
	BD_FY09_TRN01

	TRAIN02
	BD_FY09_TRN02

	TRAIN03
	BD_FY09_TRN03

	TRAIN04
	BD_FY09_TRN04

	TRAIN05
	BD_FY09_TRN05

	TRAIN06
	BD_FY09_TRN06

	TRAIN07
	BD_FY09_TRN07

	TRAIN08
	BD_FY09_TRN08

	TRAIN09
	BD_FY09_TRN09

	TRAIN10
	BD_FY09_TRN10


A)
Check Out and Check In a Budget

12. Navigate to Budgeting >> Budgeting Work Item Details.

13. Enter Business Unit 00700 and click Search button.

14. Select your model as a Preparer.

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

16. Check out the Line Item Budgeting Activity.

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

18. Check in the Line Item Budgeting Activity.

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

B)
Check Out and Transfer to an Activity

20. Navigate to Budgeting >> Budgeting Work Item Details

21. Enter Business Unit 00700 and click Search button.

22. Select your model as a Preparer.

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

24. Check out the Line Item Budgeting Activity.

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

26. Sign back into PeopleSoft Budgets.

27. Navigate to Budgeting >> Budgeting Work Item Details.

28. Enter Business Unit 00700 and click Search button.

29. Select your model as a Preparer.

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

31. Return to the Budget Work Item Details page.

32. Check in the Line Item Budgeting Activity.

C)
Copy a Budget Center Version

33. Navigate to Budgeting >> Budgeting Work Item Details.

34. Enter Business Unit 00700 and click Search button.

35. 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

36. Navigate to Budgeting >> Budgeting Work Item Details.

37. Enter Business Unit 00700 and click Search button.

38. Select your model as a Preparer.

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

40. Check out the Position Budgeting Activity

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

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

43. Click position 00700001.

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

45. Click Details Tab on the Employee Job History page and then click the salary amount.

46. On the Salary Distribution page change the salary amount to $50,000 and distribute the amount over two (2) 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.

47. Click 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.

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

49. Click Benefits link and then click Distribution button to go and apply the salary distributions to the Benefits lines.

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

51. Go back to the Position Budgeting Menu.

E)
Add a New Position

52. From the Position Budgeting Menu, select the option to Add a Position and click Go.

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

54. Go to the Salary Distribution page.

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

56. Go to the Earnings/Allowance page.

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

58. Go to the Benefits page.

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

60. Go to the Tax Rate page.

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

F)
Copy a Position and Exclude a Position

62. From the Position Budgeting Menu, select the option to Copy Positions and click Go.

63. 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.

64. Return to the Position Search page.

65. Click Find button to show the list of Positions.

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

67. Return to the Position Search page.

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

69. Return to the Position Search page, check the Show Excluded Positions checkbox and click Find to refresh the list of Positions.  (The excluded position should show with zero budget impact.)

G)
Adjust Employee Salaries

70. From the Position Budgeting Menu, select the option to adjust employee salaries by Job Code.

71. 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.

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

73. Use the Refresh button to see the effect of the adjustment and if satisfied then Execute the Adjustment.

H)
Create a Private View for Line Item Budgets

74. Navigate to Budgeting >> Budgeting Work Item Details

75. Enter Business Unit 00700 and click Search button.

76. Select your model as a Preparer.

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

78. Click Create a New Private View link
79. Use your first name as the View Name.

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

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

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

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

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

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

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

87. Return to the Line Item Search page.

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

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

90. Go to Line Item Details to see your changes.

I)
Enter Line Item Budget Amounts

91. Go to the Line Item Details page and make sure you are on the Account Summary Tab.

92. Expand the ChartField Values area.

93. Click “Filter ChartField Values” Tab.

94. Select “Administrative Expenses” on the Budget Category dropdown menu.

95. Click  “Refresh Dimensions” button.

96. For the first line item, use the Periods 1 – 4 Tab to enter $1,000 for each period.

97. Click Save and return to the Amount Summary Tab.

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

99. Click Save and return to Line Item Details.

100. For the third line item, use the hot key field to spread $20,000 over all periods. Click Save.

101. For the fourth line item, use the hot key field to repeat $800 in periods 1, 2 and 3.  Click Save.

(HINT:  Use the Hot Keys Help link to find out how to format the hot key commands).

J)
Enter Line Item Budget Amounts using Methods

102. Go to the Line Item Details page and make sure you are on the Account Summary tab.

103. Expand the ChartField Values area.

104. Click “Filter ChartField Values” Tab.

105. Select “Administrative Expenses” on the Budget Category dropdown menu.

106. Click “Refresh Dimensions” button.

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

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

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

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

111. Go back to the first line item and override the method to zero out the line item amount (METH=0).  Click Save.

K)
Change Line Item Budgets using the Adjustment Column

112. Go to the Line Item Details page and make sure you are on the Amount Summary Tab.

113. Expand the ChartField Values area.

114. Click  “Filter ChartField Values” Tab.

115. Select “Administrative Expenses” on the Budget Category dropdown menu.

116. Click “Refresh Dimensions” button.

117. On the second line item, click the amount field.

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

119. Save the adjustment.

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

121. Save the adjustment.

122. Click the link next to the Adjustment column to view the adjustment history.

123. Return to the Line Item Details.

124. 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

125. From the Line Items Details page, click Add Budget Entry link.

126. Enter the chartfield values for the new entry (use any combination of chartfields for which no line items already exist in the budget center).

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

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

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

M)
Add a new Line Item Entry to estimate Operational Expenditures during FY for Prior Year Obligations (for Estimate of Income report)

130. From the Line Items Details page, click Add Budget Entry link.

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

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

133. Manually subtract 400 from the first budget period.

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

N)
Add a NOTE to a Line Item

135. On the first line item, click NOTES icon at the far right of the line.

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

137. Append the NOTE to the log.

138. Save and return to the Line Item Details.

O)
Customize the Line Item Details Grid

139. Click Customize icon on the Line Item Details grid.

140. Change Account to be in descending order.

141. Hide the Hold field.

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

143. Preview your changes.

144. Save and return to the Line Item Details.

145. Verify that the changes have been made in the Line Item details grid.

P)
Download the Line Item Details to Excel

146. On the Line Item Details grid, click Download Icon.

147. 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.

148. Using My Computer on your desktop or Windows Explorer, navigate to the Excel spreadsheet and open it up.

Q)
Run a Comparative Budget Analysis

149. From the PeopleSoft menu, navigate to Budgeting >> Comparative Budget Analysis.

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

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

152. Preview the report.

153. Close the report.

R)
Run a Budget Period Analysis

154. From the PeopleSoft menu, navigate to Budgeting >> Budget Period Analysis.

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

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

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

158. Preview the report.

159. Download the report to Excel.

160. Close the report.

S)
Run a Position Budgeting Inquiry

161. From the PeopleSoft menu, navigate to Budgeting >> Position Budgeting Inquiry.

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

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

164. Preview the report.

165. Close the report.

T)
Submit a Budget Center for Review

166. Navigate to Budgeting >> Budgeting Work Item Details.

167. Enter Business Unit 00700 and click Search button.

168. Select your model as a Preparer.

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

170. Click the Submit button next to Version 1.

171. Click OK to confirm the Submit.

172. 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).

173. Check in the Version 1 Line Item Activity.

U)
Reject a Budget Center as a Reviewer

174. Navigate to Budget >> Budget Work Items.

175. Enter Business Unit 00700 and click Search button.

176. Select your model as a Reviewer.

177. Expand the Budget Center tree and click the Roll-up Budget Center.

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

179. Click OK to confirm the Reject.

180. 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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