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Planning a Budget

Setting Budget Targets:
Current Unrestricted (CUF) — 11001

Beginning in mid-March, CUF budget targets are allocated from the Budget Office to each Provost/VVP,
then to Deans/Directors. Finalized targets are entered into PeopleSoft and become available to
individual departments early May. Targets are established based on budget account category and may
not be moved between categories.

Discretionary
Student Wages
Revenue
4. Non-Discretionary **
** In most cases, non-discretionary targets are not set by the budget office, but rather should be
determined based on contract obligations, rate changes, etc.

wnN e

Designated Funds — 21xxx — 28xxX

Expense targets should be derived from a combination of year-end surplus/(deficit) and revenue
estimates:

1. Forecast year-end surplus or deficit.

2. Add revenue estimate amount to determine an expense target

3. Enter both revenue and expense budgets into PeopleSoft budgeting.

Auxiliary Funds— 3xxxx

Auxiliary funds do not have pre-determined targets, however the Budget Office requires that expenses
not exceed revenue and that revenue sharing agreements and reserve transfers be included as part of the
budget plan.

1. Estimate revenues

2. Estimate operating expenses

3. Estimate revenue sharing agreement (budget to MISC prime account)

4. Estimate transfer to reserve (budget to MISC prime account)

5. Enter both revenue and expense budgets in PeopleSoft

Gift Funds — 46xxx — 48xxx

Expense targets should be derived from a combination of year-end surplus/(deficit) and revenue
estimates:

1. Forecast year-end surplus or deficit.

2. Add revenue estimate amount to determine an expense target

3. Enter both revenue and expense budgets into PeopleSoft budgeting.
Note: Scholarship gift funds that are processed through the Financial Aid office are budgeted by the
Budget Office, and are therefore not included as part of the budget planning cycle.
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Endowment Income — 41xxx — 45xxx

The expendable amount in endowment income funds is determined by a twelve-quarter rolling market
average of interest earned on the principal fund. Salary and benefits increases are estimated for the new-
year and subtracted from the overall income amount, the remainder of which is available for budgeting.

1. Forecast Year-end Surplus / (Deficit)

2. Net surplus to zero, carry forward deficit

3. Review Income amount in PS Budgeting (Income has been reduced for any salary and benefits

estimates)
4. Subtract estimated deficit from income and use as a base to budget expenses

Note: Endowed scholarship funds that are processed through the Financial Aid office are budgeted by
the Budget Office, and are therefore not included as part of the budget planning cycle.

Note: Endowed chair funds are budgeted by the Provost’s office and are therefore not included in the
budget planning cycle.

Mid-year Budget Adjustments

Current Unrestricted (CUF) — 11001

Budget must remain within CUF, (i.e. budget cannot be transferred out of CUF into another fund)
however, it can be moved between departments. Submit a Budget Transfer/Setup form to the budget
office. Be sure the transfer balances the increase and decrease to CUF.

Note: It will be assumed that all budget transfers affect only the current fiscal year unless both the
Provost/VP and Budget Office approve a permanent transfer.

Note: Transfers between discretionary prime accounts within a single department will not be processed.

All Other funds — 21xxx — 48xxx

Budget adjustments to designated funds must stay within the available cash plus estimated revenues.
Please review the following prior to submitting a budget increase.
1. Start with Beginning Balance (available on a Balance Sheet report).
2. Add year-to-date revenue (available on a Balance Sheet report).
3. Add estimate of additional revenue.
a. Submit a budget increase for revenue if necessary
4. Subtract existing expense budget (available on a Budget Summary report).
a. The result is the total available for increase.

Note: All budget transfers must stay within the same fund number
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Budgeting Student Wages

Changing Payroll Distribution Strings

If a new payroll distribution string is needed to pay student wages, either the payroll distribution string
associated with an existing Position Control Number (PCN) can be changed or a new PCN must be
requested. Each PCN can, but is not required to, have a unique payroll distribution string.

Requesting New Position Control Numbers:

If a new payroll distribution string is needed and it is not a replacement for an existing string please
submit a “New/Change PCN Request” form, available at: www.scu.edu/finance/forms
1. “Title/Position name” is the job title/description for the position
2. Account, Fund, Department and Program are required. Activity and Class are optional.
3. Project/Grant is only required for Sponsored Project Office grants.

Changing existing Position Control Numbers:

By changing the payroll distribution string associated with an existing PCN, all students who are
assigned to the PCN will be affected, and all future salary expenses will be charged to the new payroll
distribution string. To change an existing PCN, please submit a “New/Change PCN Request” form,
available at: www.scu.edu/finance/forms.

Please e-mail all completed forms to University Budget Office
Teddy Wirjadisastra: twirjadisastra@scu.edu
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PeopleSoft Budgeting Overview

Vocabulary
PeopleSoft Definition
Terminology
Budget Center Drives the budget process. For SCU the budget center is your

Department ID.

Line Item Budgets

Expense budgets. This includes Discretionary and Non-
Discretionary budget.

Note: “Line-ltem” does not refer to the account value used for
budgeting.

Position Budgets

Salary Budgets. SCU plans to use PeoplsSoft for Position
Budgeting in the future, however the functionality has not yet been
released.

Budget Activity Refers to the process of entering budget amounts.
Note: This does not refer to Activity code in your accounting
distribution string.

Chartfield 1 Synonymous for Activity Code

Note: Budget Inquiries will use Chartfield 1 in place of Activity
Code

Page Definitions

Page Name

Definition

Work Item Details

Choose the department ID you want to work with
Copy/Make multiple working versions of your budget

Submit final budgets

Line Item Search

Select Public View

Affects how your budget entry page will look

Line Item Details

Also available on Line
Item Search Page.

ChartField Filters

" Select columns to view (Account, Fund, Dept, etc...)

|

Filter rows (e.g. view fund 11001 only)
Filter account types (e.g. view only discretionary accounts)

Enter budget amounts
Add budget lines
Remove budget lines
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Select Line ltem Budge

Goto: Line Itern Searc ine lterm Details

S~ — .~
—4@55 Unit: SCLU General Ledger BU 3

2 Budgeting Model ID: 2005 STAGE1F
Budget Phase ID: STAGE

Budget Center: Chlr Campus Ministry
Ledger Hame: 2004 Targets Scenario:  [MNITIAL
Version: Master  Version 1

Public View: | Preparer M=

Private View: | j Create Mew Private \View

ChartField Yalues

|-' Dimensions i Fitter ChartField Yalues '|

ChartFields Dimension Level Show Code Show Description
Accoumnt ¥ -
Fund Code ¥ -
1 Departrent I~ I~
Returnt Budget Wark tetn Details
V
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The Process — Budget Preparation Summarized

Business Planning

= Review Budget Targets for CUF (11001) and Endowments (41xxx) in PS Budgeting

* Run reports in PS Financials

(Budget Summary, Balance Sheet, etc..)

= Estimate Year-end cash balance in Gift, Designated, and Auxiliary Funds

(21xxX,46XXX, 31XXX)

= Review current year expenses against current year budgets and next year’s targets.

A 4

PS Bud

Check out Budget

Enter Budget Amounts
Add, Modify, Delete rows

geting Pages:

Budget Work Item Details
Line Item Search

Line Item Details

Check In Budget
= Releases lock on budget
= Budgets must be checked in

before they can be submitted .

PS Budgeting Pages:
= Budget Work Item Details

PS Budgeting Pages:

Analysis

Analyze & Print Budget

Comparative Budget

Repeat for Activity & Class Level Budgets

Child cannot exceed parent

\4

Submit Final Budgets

= Submit correct Version
= Makes a copy to “Master”
= Be sure to submit all budget levels (Dept, Activity, & Class)

PS Budgeting Pages:
= Budget Work Item

Details
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The Process — Budget Review & Approval Summarized

A 4

Analyze Budget
= Validate departmental budgets against target amounts
= Verify that child budgets do not exceed parent budgets

PS Budgeting Pages:
= Comparative Budget Analysis

Reject
= Opens budget for editing
= Either edit budget or contact
Budget Preparer to make
necessary changes

PS Budgeting Pages:
= Rudnet Work ltems

Submit Final Budgets
= Submit correct Version
= Makes a copy to “Master”
= Be sure to submit all budget levels (Dept, Activity, & Class)

PS Budgeting Pages:
= Budget Work Items
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View Documentation (Additional Instructions)

Additional Budgeting Instructions and Tips will be posted in Guidelines and Documentations. To
download this information, navigate to:

Budgeting Home > Budget Preparation > Prepare Budgets > Guidelines and Documentation

Search:

[> My Favarites

| (6

PeopleSoft.

Budgeting Home # Budget Preparation # Prepare Budgets

= Budgeting
= Budgeting Harme
Budiget VWaork Iterm Details

Budiget Work lterms
Cormparative Budget
Analysis

Budiget Version
Comparison

Budiet Period Analysis
Budigeting User
Preferences

[ application Diagnostics

[> Reparting Toals
Chandge My Password
iy Personalizations
iy Systern Profile

Prepare Budgets

Menu Options

Budget Work ltem Details

Budget Work ltems

Combination Data Ingquiry

Guidelines and Documentation

Select & budget work itemn to copy, submit, snd access pages
o weork on & budget activity. Yiew the status of budget swark
tems.

Access budget work tems through a tree hierarchy. Select a
budget weork itemn to copy, submit, reject, and access pages to
work on & budget activity. Yiew the status of budget work
tems.

Link to PeopleSoft General Ledoer to wiew Combinstion Edlit
=setup pages, ChartField Combination Data and Commitment
Control budget definition.

“ienw or dovenload budget guidelines, policies, and ather
budget documentation.
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Getting Started with PeopleSoft Budgeting
Signing On

Web Address:
http://budgets.scu.edu

User ID and Password

Sign in using ALL CAPS
User ID: Novell/Groupwise UserID (sometimes truncated to first 8 letters)
Password; *****xk*x

PeopleSoft8

Language: English Espafiol Erancais

Italiano Deutsch Frangais du Canada
B¥iE Porugués  Mederlands
Iy EBHET  EEPE  Svenzka
User ID: |
Password: |
Sign In |

User|D and Password are reguired.

Note: After signing-in for the first time, please change your password. Follow the steps below.

Click Change My Password
Enter your Current Password, then enter your new password and confirm.
Click Change Password

o0 ow

however the value can be reset.

Please make note of your password, the budget office cannot retrieve your password for you,

Change Password

UszerID: SCU_PREF1

Description:  Test Preparer 1

*Current Password: i

“New Password: |

*Confirm Password: i

Change Password |
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http://budgets.scu.edu/

Budgeting Home

PeopleSoft.
(Mo &

Search:

| 5

[» by Favarites

Home
Budiget wiark ltern Details
Budoet work ltems
Comparative Budget
Analysis
Budiget Wersian
Comparison
Budnet Period Analvsis
Budgeting Lser
Freferences
[> Application Diaonostics
[* Reporting Tools
Change My Passward
Wy Personalizations
My Swstern Profile

Prepare, Reject,
Submit budgets

Home

Add to Favarites

Budgeting Home

Budgeting Home Pdage - Test Reviewer

Budget Preparation

Perform budgeting work, including line-tem
budgeting, position budgeting, as=set budgeting,
mass adjustments, and budget allocations.
“iew budgeting guickelines.

Profile
Access options specific to users such as email
and operator defautts.

Review &
Analyze
budgets

Budnet Analysis

Perform analysis on prepared budgets. Yiew,

download, and run reports.
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Budget Preparation in PeopleSoft

Work Item Details (Check Out Budget Center)
A budget must first be checked out, before it can be edited. Use the Budget Work Item Details page to

check out budgets

Navigation

Budgeting Home > Budget Preparation > Prepare Budgets > Budget Work Item Details

PeopleSoft.

Search:

! 6%

[» My Favorites

Budgeting Home # Budget Preparation ®  Prepare Budgets

Budgetwork ltern Dietails

Buddget'work Itetns
Comparative Budiet
Analysis
Buddgetersion
Compatison
Budget Period Analysis
Budgeting User
Freferences

[ Application Diagnostics

[ Reporting Tools
Chandge by Passward
My Personalizations
by Swsterm Profile

Prepare Budgets

Menr:: Sprons

Budget Work ltem Details

Budget Work kems

Combination Data Inguiry

Guidelines and Documentation

Select & budget wark item to copy, submit, and access pages
to wweork on & budget activity . Viewe the status of budget wark
tems.

Access budget work items through a tree hisrarchy, Select &
budget work item to copy, submit, reject, and access pages to
weork on & budiget activity. Yiew the status of budget work
tems.

Link to People=oft General Ledger to viesw Combinstion Edit
setup pages, ChartField Combination Dats and Commitment
Control budget defintion.

Wiewy or dovwnload budget guidelines, policies, and other
budget documentation.
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Search for Model ID

Enter Role Name: Preparer or Reviewer
Click Search to get a list of valid Models

PeopleSoft.

Search:
‘I @l

Home

Budgeting Horme » Budget Preparation » Prepare Budgets »  Budget Work em Details

ey Win

[> My Favarites

Budoet \Wark lterms
Comparative Budget

Praferences

[> Application Diagnostics

[* Repaorting Tools \
Change by Password
Iy Personalizations
Iy Systern Profile

Budget Work Item Details

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

{ Find an Existing Value

Role Name: | beginz with | [Freparer
|beginswithj|
Budgeting Model ID: | begins with ~ | |

| beging with j|

Business Unit:

Ledger Name:

Faipveipreigrel

\Search | Clear | Basic Search [ Save Search Criteria

Search Results

Select Budgeting Model ID

Model ID’s identify budgeting levels. There is a complete set of Models for both Revenue &
Expense. Click on the desired Model ID:

Budget Level
Department Level

Description
Required budget level for all departments.

Parent to lower levels. This level must be
completed before all others.

Model 1D

2006_EXPO_DEPT
2006_REVO_DEPT

Activity Level

Optional level provides for more budget
management options. This level must be
completed before the class level.

2006_EXPB_ACT
2006_REVB_ACT

Class Level Optional level provides for more budget 2006_EXPC_CLS
management options. This level should be | 2006 REVC_CLS
completed last.

Search | | Clear | BasicSearch [5] Save Search Criteria

Search Results

w )
E

ole
FPreparer
Preparer
FPreparer
Preparer
Preparer
Preparer

(o8]
(]
[

L]
L}
L

(o8]
(]
[

|a]
)
L

L
)
—

|a]
)
L
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Current Checkouts

Will show you which budget centers have been locked by you or other users.
1. Each user may only check out one budget center at a time
2. Once a budget center is checked out, it may not be edited by any other user.
3. An infinite number of “read-only” budget centers may be checked out at any time.

PeopleSoft. R

(=]
Budgeting Home #» Buddet Preparation » Frepare Budgets »  Budget Work tem Details

Use the dropdown menu to transfer
directly to budget setup or to check in
a budget that you previously checked
out

Budget Work Item Details

Role Name: Freparer

Business Unit; ={dN] General Ledger BLI

Budgeting Model ID:  2005_STAGE!

Description:

See who has a budget

Ledger Hame: Proposed Budget center checked out

¥ Current Checkouts

Checkouts  § Checkout Details
Select Check Qut Option / Budiet Center Status Status Updated On
/ Checked out on 33152004 03/24/2004
= @
| =] eofcmn 01:10PM by SCU_REVIEWER DT 10:59:204M
- Read-Onlyversion checked o 032472004
| =| Go|msscH out on 33172004 011 4P M e 1059 204M

To wiesy or change & budget, select Budget Center. To copy a budget version, click Copy. To submit the
completed budget for approval, click Submit,

Budget Work tem Details

stomize | Find 5
Budget Center Description Version Status all Scenario
il Campus Ministry Base ¥  CQpen O Submit | Copy  IMITIAL
izl Campus Ministry 1 ¥  Qpen O Submit | Copy  IMITIAL
MISSCH Mission Church Base ¥  CQpen O Submit | Copy  IMITIAL
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Select a Version (Budget Work Item Details)

Multiple working versions of your budget can be created. Select the current working version of your
budget.

Note: The “Base’ version is read only and cannot be edited. This provides you with a
permanent starting point to return to at any point in the budget planning process. Most
departments will only work with Version 1 during budget planning.

To viewy ar change a budget, select Budget Center. To copy a budget version, click Copy. To submit the

Zustomize | Find Irt:l First (4] 12 e [P] Last

Budget Center Description Yersion Status Email Scenario
[ 11 Campus Minist Base #  Open O Subrnit | Copy  IMITIAL
[ 11 Campus Ministry 1 & Open O Subrnit | Copy  IMITIAL
MISSCH Mission Church Base & Open O Subrnit | Copy  IMITIAL
MISSCH Mission Church l[% #  Qpen O Submit | Copy  IMITIAL
LI A [ Inivarcite | ihrame-Aennicitinn Aaca #  Mnan e Snhmit | mame IBITIAL

Checkout Budget (Budget Work Item Details)

From the Drop down menu, choose
= Check Out Budget
= Check Out Read-Only Budget

Ledger Hame: Froposed Budget

Scenario: IMITIAL

Status: Open

Version: 1 Edit Stage1 Expenses

To access the pages for a budget activity, select an Action from the drop-dowwn box and click Go. If an activity iz checked out, spfe
Mction to check in an activity and click Go to return the budget data to the databasze.

Budget Status
Budgetis available

Select Check Out Option

Line tem Budgeting

Check Qut Budget
Check Out Read-Only Budget
Check Outto Spreadsheet

Check Outto Spreadsheet RO

Return to: BudogetSork lter Details
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Line Item Search (Defining Views)

On the Line Item Search page, select a view definition, chartfields values, and filter data.

Select View

Select the appropriate Public View from the dropdown menu. Select either Reviewer or Preparer.

Click “Line Items Details” Link

Select Line Item Budgets
Goto:  Line ltem Search
Business Unit; SCU

Budgeting Model ID:  2006_EXFPO_DEPT
Budget Phase ID: 2006_EXP_DEPT

edger BLJ

Budget Center: ATHADM Athletics AdminigAration
Ledger Name: Proposed Budget - Dept Exp Scenaric:  FIMAL
Version: 1 Edit Department Expehses

Public View: / v

Private View: Preparer | ' Create Mew Private View
e P
‘l" Dimensions \'|:( Fitter ChartField Values \'||
ChartFields Dimension Level Show Code Show Description
Account Fi
Fund Code Fi
Department Fi

Returnto: Budget Work [tem Details

Last saved by KEiselen
Last saved 6/3/2005 - 7:53 AM

L:\Budget_Office\Training\End Users\UserManual_PF88_EndUser05.doc

Budgeting User Manual
Page 17 of 40



Line Item Details (Budget Preparation)

Customizing the View

Hide Amount Link - (One time setup)
The links in the amount column should not be used to make adjustments to your budget. As a one-time
setup, please hide this column from view.

Click on the ‘Customize’ link

Yersion: 1
} ChartField Values

Edit Stage1 Expenses

¥ Line ltem Toolbar

Comparative Budget Analysis
Flanning Target BudaetWersion Comparison
Add Budget Entry Budoget Period Analysis
validate CharfFields Hald Al | Hotkevs Hel

Wiew Options

First (4] 1.100f 10 [F] Last

Amount Summarny

Account Fund Code Amount
M BsTRVL 11001 15,100.00
M CcONTRS 11001 22,300.00
M INTRWL 11001 750.00
M maL 11001 400.00
¥ oA AACaa A mnn o an S

Highlight the Amount column
Check the Hidden box
Click OK

Personalize Column and Sort Order

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

IColumn Order Sort Order
Tab Amount Surnmary (frozen) (] [a]
X
= D) b

{calumn 2} (frozen) \ =

Account (frozen)
\ Fund Code (frozen

Armount (hidden) ¥ Hidden ™ Descending
(column B4) I Frozen
Tab Periods
2005
Tab Histary
Current Budget

N

[0]:8 | Canu:ell Restore Defaultsl Previawy
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View additional rows
To view the next set of 30 rows, use the left and right arrow buttons
To view the first/last set of 30 rows, use the “First” or “Last” link
To view all rows, click “View All”

Line Item Detalils

Goto: Lineltern Search  Line em Details

Business Unit: SCU General Ledger BU
Budgeting Model ID;  ACTMVITY
Budget Phase ID; Activity

Budget Center: ATHADM Athletics Administration
Ledger Name: 2004 Subrnit Activity Budget Scenario:
Version: 1 2004 Subirmit

P ChartField Values

¥ Line ikem Toolbar
actions _____________________|Analysis

Wiew Dptions Comparative Budoet Analysis Change the

Flanning Target Budgetersion Comparison number of rows
i i - -

Add Budoet Entry Eu?ngt F'||a_|r||:;d Analysis in your view.

alidate Charrieide] Holdan | Hotkevs Helo /l

q uzt- mize | Find | Wiewe Al | First [4] 1.30 cfze 13 Last

[Amuunt Summary T  Periods - T HLtDW

Account Fund Code Charthield 1 Amount |—

Sort Columns
To sort data by a particular column; click on the desired column heading.

version: 1 Edit Stage1 Expenses
} ChartField Values Click a column
¥ Line tem Toolbar headlng to sort
data by that
Vieny Options Comparative Budoget Analysis column.
Planning Target Budaet Wersion Comparisan

Add Budiet Entry Budiget Period Analysis
validate ChanFields Hold Al Hot Keys Hel

1-10 of 10 Last

Amount Summany Periods
Account Fund Code Amount
M  BSTRVL 11001 15.100.00
M CONTRS 1100 22.300.00
M INTRWL 11001 5000 -.‘
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View Budget Totals

During budget preparation, totals can be verified at any time. Totals can be found at the bottom of
the Line Items Details Page.

To update budget totals; click the yellow Save button in the lower left corner. & save]

et Plan Total Target Budget Current Budget YTD Actuals Prior Actuals

0.00 254, 700.00 420938.00 2989149 384,222 61

ChartField Values (Show codes and/or descriptions)

To View/Hide Chartfields (e.g. Department, Fund, Account, etc...) open the ChartField Values
section of the Line Items Details page.

Line Item Details
Goto: Line lterm Search  Line ltermn Details

Business Unit: Sl General Ledger BLU

Budgeting Model ID:  ACTIITY

Click to open Budget Phase ID: ~ Activity

options

Budget Center: ATHAD M Athletics Administration
Ledger Name: 2004 Submit Activity Budget Scenario:
Yersion: 1 2004 Submit
* ChartField Values
¥ Line kem Toolbar
Wiews Options Comparative Budget Analysis
Flanning Target Budget Yersion Comparison
Add Budoet Entry Budoet Period Analysis
Validate Charriens ] Holdan | Holkevs Hel
First [4] 130 or 26 I Last
[ Amount Summary T Periods -
Account Fund Code Chartfield 1 Amount |—
Last saved by KEiselen Budgeting User Manual

Last saved 6/3/2005 - 7:53 AM Page 20 of 40

L:\Budget_Office\Training\End Users\UserManual_PF88_EndUser05.doc




To view a column, check the “Show Code” box.
To view a chartfield value’s description check the “Show Description” Box.

Yersion: 1 2004 Subrmit
¥ ChartField Values
Dimensions | F | Check columns to include
Dimension | evel Show Code Show Description in your view. Choose a

Wi combination of Code
(Values) and

Fund Code v Descriptions.

Depattrment [ [

Chartfield 1 v []

Refresh Dimensions | < 2

Note: Each time you Refresh Dimensions, the Chartfield Values box will close. Click on the carrot
at the left to open the box again.

Filter ChartField Values (Limit rows by Fund, Activity code, etc...)
To Filter ChartField values, click the Filter ChartField Values Tab
Enter the filter value (e.g. Fund 11001)
Click Refresh Dimensions

Yersion: 1
¥ ChartField Values

2004 Submit

Filter ChartField Values

Account

Fund Code 11001 Q) [11001 Ql
Department

Chartfield 1 4 | =Y
Refresh Dimensions | < 3

Budget Category - Select Operating or Salary & Benefits (for Student Wages)

Select an Account Category from the drop down menu under Budget Category.
Click Refresh Dimensions

o T O S T O TS T R e T T e

Select an account
category.
| Dimensions | Filter ChartField Values '\
ChartFields From To Budget Category!

— /
Account | |Q |
\ Fund Code 111001 Q11001 S
Cepartment Other Expenses k
\ REVEMUE BUDGETS
efresh Dimensions | Salary & Benefits
Transfer
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Note: Each time you Refresh Dimensions, the Chartfield Values box will close. Click on the carrot
at the left to open the box again.

Show all available columns

To show all available columns click the yellow “show all columns” button next to the history
tabs.

Note: Each time you Refresh Dimensions (see step 1 — Customizing your View) you will need to
click the ““show all columns™ button again.

version: 1 Edit Stage1 Expenses

P ChartField Values

* Line tem Toolbar

Vieny Options Comparative Budget Analysis
Planning Target Budaet Wersion Comparisan
Add Budget Entry Budget Period Analysis
validate CharfFields Holgan | Hobkevs Hel

P
L

Custarnize | Fined ey 2 First 1-10 of 10 Last

Amount Summany Y Periods e Hiztary

Account Fund Code ~—~ Amount
M  BSTRVL 11001 15.100.00
M CONTRS 1100 22.300.00
M INTRWL 11001 5000

_____ -

Entering Budget Amounts

To enter a budget amount; click in the cell for the desired accounting distribution string in the new
fiscal year column. Enter the desired amount.

¥ Line tem Toolbar

T T Click to enter budget
Yigw Options Cormparative Budoet Analysis
Flanning Target Budget Version Cormparison amounts.
Add Budaet Entry Buddet Period Analvsis
alidate Chartrieids | Holgan | HolkeysHel

Customize | Find | Wiew &l | i Fir=t 4-10 of 10 Last

Account Fund Code Amount |— 2a0d 2004 Target Budget 2003 Budget 2002 Budget

M BSTRVL 11001 0.00 K" 0.00

0.00 4,500.00 4,500.00 1,700.00
M coNTRS 11001 0.00 &7 0.00 1,500.00 1,500.00 3,500.00
M malL 1100 ooo & oo 2,000.00 2,000.00 4,000.00
™ misc 11001 0.00 &7 0.00 3,849.00 4,200.00 851.00
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Adding New Budget Lines

To add a line not already in your budget, click “Add Budget Entry”. Be sure your filters do not
exclude existing budget lines. PeopleSoft will not allow you to enter duplicate distribution strings.

Goto:  Line lterm Search  Line ltem Details

Business Linit: BeL:. “Bnerl Lednen B Click to add new distributions
Budgeting Model ID:  ACTITY Strings.

Budget Phase ID: Activity
Budget Center: ATHAD Athletics Administration
Ledger Name: 2004 Submit Activity Budget

Version: 1 2004 Submit
» ChartField Values

¥ Line tem Toolbar
Comparative Budget Analysis

Budget¥ersion Compatison

Budget Petiod Analysis

Wiews Options
Flanning Target
Add Budget Entrd

aiidate Cratrieiis Holgan | Holkeus Hel
Customize | Find | iew &1 | i
Account Fund Code Chartfield 1 Amount| | 2004 2003 Budget
M =TFSAL 11001 Current Unrestricted Fund FNDRS 000 | 0.o00 160,187.00
M GMTRVL 11001 Current Unrestricted Fund  MWCAA 0.0o 0.00 30,000.00

Enter the desired accounting distribution string

Line Item Details

Add Line Item

Business Unit: Scu General Ledger BU

Budgeting Model ID: ACTIVITY

Custormize | Find | v 0B Fist @] {50 [ Lot
WWW’WI_#
[SUPPLY Q) [11001 | Q) ATHADM [FMNDRS Ql . =
| Q| Q| ATHADM [ dEE]
| Q| Q| ATHADM [ &=l
| Q] Q ATHADM [V
i Q| Q| ATHADM | =]
QK | Cancel I Apply |

To add mulitiple rows, click the yellow plus sign -l =]
A prompt will appear — enter the number of rows to add.

Ezplorer User Prompt

Seript Prompt:
Enter number of rows to add:
' : Cancel |

E]

Click the yellow OK button in the lower left corner ok |
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Removing Budget Lines

Once added, budget lines cannot be removed from your view. Set the amount to zero to “eliminate”
the effect on your budget. Zero budget lines will not be imported as part of your new fiscal year
budget.

Modify Existing Budget Lines

To change an accounting distribution string, click on the green check box.
Enter the desired ChartField values.

Goto: Line ltern Search Line ltem Details

Business Unit: SCU  General Ledger BU
Budgeting Model ID:  ACTIVITY
Budget Phase ID: Activity

Budget Center: ATHADM Athletics Administration
Ledger Name: 2004 Submit Activity Budget Scenario:
Version: 1 2004 Submit

} ChartField falues
¥ Line ltem Toolbar

Analysis

Click to modify
existing distribution
strings.

Comparative Budget Analysis
Budget¥ersion Compatison
Budaet Period Analysis

iElds Hoal | HolKevs Hel

Customize | Find | iew Al | ' First [4] 12201 22 [F] Last

Account Fund Code Chartfield 1 Amount| | 2004 2003 Budget

STFEAL 11001 Current Unrestricted Fund  FMDRS 0.00 | n.o0 160,187.00

M GMTRYL 11001 Current Unrestricted Fund - NCAA o.oo 0.oo 30,000.00

Line ltem Details

Modify ChartFields

Business Unit: SCU General Ledger BU
Budgeting Model ID:  2005_STAGE1

ChartFields Information

ChartFields ChartField VYalue Description To Value Description
Account BETRWL Business Travel Pool IEIBTFNL QN\Business Travel Pool
Fund Code 11001 Current Unrestricted Furd |1 1001 ﬂ Urrent Unrestricted Fund
Department ChIrN Campus Ministry Chlr ampus Ministry

Ok | Cancel | Apply |

Be Aware: The newly modified chartfields will retain the original history amounts. This may be
misleading when reviewing Year-to-date actuals, Prior year actuals, and Current Budget.
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Adding Notes
Notes can be used to make special comments regarding a budget line. They can be for your own

reference, or they can be intended to notify the Budget Office of a special circumstance.

To enter a note: Click the note ICON on the desired row.

Firzt 1-10 of 10 Laszt

[ Amount Summany T Pel

BSTRYL 11001 0.00
E’ COMTRS 11001 0.00
M malL 11001 0.00

= Private Notes: Can be entered for your own reference.
Public Notes: Will be accessed by the budget office. Use these note to communicate special

instructions/explanations to the budget office.

Line Item Notes

Go to; Line lterm Search  Line ltem Details

} ChartFields

Enter Notes

* Public Hote

3 " Private Note R
.y

Anpend Mote to Log

1 of 1

Hotes Log a=
- B
User ID:
" Public Note
" Private Note
Date Time Stamp: _|

N
ﬁ Sawe
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Check In Budget

Check in Budget Center

Budgets must be checked in before they can be submitted. Go to the Current Checkouts section of
the Budget Work Item Details page to check in your budget.

Navigation
Budgeting Home > Budget Preparation > Prepare Budgets > Budget Work Item Details

PeopleSoft.

Search:

! 6%

[» My Favorites Budgeting Home # Budget Preparation ®  Prepare Budgets

Prepare Budgets

Budgetwork ltern Dietails

Buddget'work Itetns

: Men:: Spuons
Comparative Budiet

Analysis Select & budget wark item to copy, submit, and access pages
Budset Versioh Budget Work ltem Details to wwork on & budget activity. Wiew the status of budget weark
Comparisan items.

Budget Period Analysis

Access budget work items through a tree hisrarchy, Select &

Budgating User budget work item to copy, submit, reject, and access pages to
Preferences Budget Work tems weork on & budiget activity. Yiew the status of budget work
[> application Diagnostics tems.
[ Reporting Tools
Chanie Wy Password Link to People=oft General Ledger to viesw Combinstion Edit
My Personalizations Combination Data Inguiry setup pages, ChartField Combination Deta and Commitment
Wy System Profile Control budget defintion.
Guidelines and Documentation Wiewy or dovenload .budget guidelines, policies, and other
budget documentation.
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Select Option
Check in Budget from the drop down menu.

Click “GO”
Budget Work Item Details
Role Hame: Freparer
Business Unit: SCL General Ledger BU

Budgeting Model ID:  2004_DEPARTMEMNT

Description:

Ledger Name: 2004 Submit
¥ Current Checkouts

Go | ATHADRM

Athletics Administration

Line [term Budgeting

(Check In Budget

foet Center. To copy a budget version, click Copy. To submit the
Transfer to Activity

r . mit.
Budget Work ltem Details

Customize | Find | | First 1-46 of 46

Budqget Center Description Yersion Status Email Scenario
ATHADM Athletics Administration Base ¥ Open Lo Submit Copy  FIMAL

ATHADM Athletics Administration 1 #  Open O Subimit Copy  FIRAL
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Budget Analysis (Inquiries)

Comparative Budget Analysis

Comparative Budget Analysis allows you to view the changes you’ve made to your budget and
review budgets submitted by others. Budget analysis is very flexible and allows you to view your
budget in several different ways.

Navigation
Budgeting Home > Budget Analysis > Analysis > Comparative Budget Analysis

PeopleSoft.

Search:
| @l

[> hity Favorites Budgeting Home  » Budget Ahalysis % Analysis

Home

Analysis

Budget Woark lterm Details

Budget Work ltems
Comparative Buddat
Analysis Comparative Budget Analysis
Budget Wersion
Comparisan .
Budaget Period Analysis Budget Version Comparison gg:g;zznasnglg;:dng:;raﬁsg diata across hudget versions
Budgeting User ’
Preferences

[» Application Diagnostics

[* Reporting Tools
Chanoe My Password
My Personalizations
My Systern Profile

nalyze and dovnload budget data for @ budget version
ased on selected parameters.

_ . Analyze and dovwnload budget data across budget periods
Budget Period Analysis :
Budget Period Analysis for a budget version bazed on selected parameters.

OR...
From the Line Item Details page, select Comparative Budget Analysis

Goto: Lineltern Search Line ltem Details

Business Unit: SCU  General Ledger BU
Budgeting Model ID:  ACTIVITY
Budget Phase ID: Activity

Budget Center: ATHAD M Athletics Administration
Ledger Hame: 2004 Submit Activity Budget Scenario:
Version: 1 2004 Submit

Ao -
ey 31

Wiew Options C-amparative Budget Analysis

Planning Target
Add Budoet Entry Budoet Period Analysis
{aiiiAte Chartkielis Holga | Hobkes Hel

Customize | Find | “iew Al | B Firat [4] 122,

Account Fund Code Chartfield 1 Amount| 2004 2003 Budget

& sTFSAL 11001 Current Unrestricted Fund  FNDRS 0.00 | 0.00 160,187.00

M GMTRVL 11001 Current Unrestricted Fund  MCAA 0.00 0.00 30,000.00
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Enter Selection Criteria

Select: Reviewer

Select Budget Criteria
*Hole Name:
*Business Unit:
*Budgeting Model ID:
*Ledger HMame:
*Budget Center:

“Wersion:

Comparison Criteria
*View By:

Optional View By:
Chartfield Display Option:

ChartField Fitters

Description

Account
Fund Code
Department

Comparative Budget Analysis

or Preparer

Select Model ID

|Preparer

BCLU Q)

General Ledger BLU

[

| 2004_DEPARTMENT [ Budget Center may be a single

| 2004 Submit /zl/ department or a reviewer’s area.
BIOL Al gio| (ie—B ATHLETIC)

[ version 1 ~|

Select Current working version

[T Statistical Analysis

A t =
[ Accoun [ Make desired

| = selections
|Di5p|ay Cade and Description j

Filter search if
necessary

Budget Category Filters

1 v DISCRET

I_ E‘ik:c_t Budqget Cateqory Description —

Discretionany

Run Analysis

Click the yellow Run button in the lower left hand corner

Budget Category Filters

Select Budget Category
ALLOCT

DISCRET
MOMNDIS
REVMLUE
SALBEM
MEFER

T iMm &= W k2

o aonn

- Line ltem Details

Customize | Find 2

Description
Allocation Accounts

Discreationarny Accounts
MonDiscret Accounts
Revenue

Salary & Benefits

Transfer Xlate
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Working with Budget Inquiries
The Comparative Budget Analysis is a very powerful tool.

Use the dropdown menus to change your view

Drag and drop columns and rows to view the data differently
Return to Selection Criteria to filter the data

Experiment!

Change views using the drop
down menu

Click Refresh to update
screen after making
changes.

Comparative Budget Analysi
Role Hame: Preparer Budgeting Mo : 2004_DEPARTMEMT
|

“iew By: |Account j Optional View By: j Eefresh  Return to:

B X

Preview Excel

Rows To Scroll: mlﬂ E|

‘© Business Unit : ISCU vl O Ledger Name : Izgm Subrnit vl E

Budget Center :  DEVEL H Version D : 1 Amount Variance »= : 0
® BaseName: [Curent Year Budget | B Budget Period: [Total = | % Variance >= : 0%
currency : LIsD

Budget by by Account
Account

® BETRYL Business Travel Pool F48,654.00 F0.00

® CONTRS Contracted Services Pool $21,425.00 F0.00

® malL PostageiMailing Pool $35,775.00 F0.00

® MISC Miscellaneous Expense Pool $38,856.00 F0.00

IAmount 'l

|
Bud% DEVEL ~— | Click Selection

Selection Criteria

Criteria to return to
ChartField filters

'lIEl [ 110 of 10 [¥] M

Rows per Page:

WO~ oMb D =
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Printing Budgets

Preview: Allows you to view a printable version of your budget setup
Excel: Allows you to download the data to Excel. You may Save and/or Print the Excel file.

Comparative Budget Analysis

Role Name: Praparer Budgeting Model ID:  ACTITY Budget Center: ATHADNM
\ “fiew By: |A|:cc|unt _ﬂ Optional View By | _IJ Refresh Returnto:  Selection Criteria
2] &

Freview Excel

Rows To Scroll: M E| E|

Rows pe
© Business Unit: [SCU ~] O Ledger Name: |2004 Submit Activity Budget | E [amount

\Budget Center : ATHADM j. VersionID: 1

|Amount VYariance >= : U
# Base Name: ICurrent Year Budget j B Budget Period : |T0tal vI

Uh Wariance >= : 0%

|Currency : SD

Budget Analysis (Reports)

Budget Comparison

The Budget Comparison is a printable report that allows you to view the changes you’ve made to your

budget and compare to targets. Budget Reports are less flexible than the Analysis (see above), but also
slightly easier to use.

Navigation

Budgeting Home > Budget Analysis > Reports > Budget Comparison
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PeopleSof;,

Search: 8

[+ My Favorites Budgeting Home ® Budget Analysis » Reports
[ Compensation

[> Analytic Forecasts Repﬂrts

[> Business Planning

— Budget Work ltem Details Version Analysis

— Budget Work Items

_m—m'we—t L T C B Define the report and process options for a budget data
Analysis : 2 CIEE IBRTE comparizon report across ledger types.

— Budget Version
Comparison Define the report and process options for a report ligting the
— Budget Period Analysis Summary of Methods methods, method amounts, adjustment and allocation amounts,

— Position Budgeting Inguiry and total budget amounts for a budget version.
— Asset Budgeting Inguiry

— Budgeting User

Define the report and process options for a budget data
comparizen report acress budget versions.

ot Comparison Define the report and process options for a budget data

F'.references % omparizoen report against historical data.
[> Partners Define the report and process options for a report
[> Catalog Management summarizing position budget amounts for a budget version.
[> 5ales

[ Scorecards i . Define the report and process options for a repert

[> Key Performance Indicators Flanning Target Analysis =summarizing planning target amounts for a budget version.

[ Project Fortfolio
Management Business Unit Comparison

[» Customer Analytics

[ Workforce Analics

Define the report and process options for a report
=ummarizing data acrozs Business Units.

Select an Exisiting Run Control

Run controls memorize your report request parameters, and allow you to run reports without having to
re-enter all the data every time. To select a run control:

1. To select an existing Run Control:
e Click the Search Button
e Click the link for the desired Run Control
2. If no Run Control Exists, add a new value.
e Click the “Add a New Value” Tab
e Name your Run Control (Run controls cannot contain spaces)
e Click “Add”
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PeopleSoft,

Search: #| Budgeting Home » Budget Analysis » Repors » Budget Comparison

[+ My Favarites .
[ Compensation Budget Comparison

[» Analytic Forecasts Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
[ Business Planning
[¥: Budgeling [ Find an Existing Value {_Add a New Value |
— Budgeting Home
— Budget Work Item Details
~ Budaet Work ftems Search by: Run Control ID begins with|
— Comparative Budaget o
pET [[Icase Sensitive
— Budaet Version

Comparison Search | Advanced Search
— Budget Period Analysis

— Position Budgeting Inguiry
— Asset Budgeting Inguiry Find an Existing Value | Add 3 Mew Value
— Budgeting User

__ Preferences

[» Partners

[+ Catalog Management
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Enter Parameters

In order to compare proposed budget to budget targets fill out the report request as follows making
changes to the Role Name, Budgeting Model ID, and Budget Center as necessary.

Click the Run button to initiate the Report

Click the Report Manager link to navigate to Report Results

PoopleSoft,

Search: #| Budgeting Home » Budget Analysis » Reports » Budget Comparison
[+ My Favorites

®
[ Compensation =
e O Budget Comparison

[ Business Flanning

~ Budgeting User I0: KEISELEN Report Manager
| — Budgeting Home ] :
— Budget Work ltem Details i Contiol W~ BEFA Process Mo

— Budget Waork Iltemns

— Comparative Budaget
Analysis Procesq . equest Paramlers

— Budget Version
Comparison

— Budget Period Analysis ) Don't Run

— Position Budageting Inguiry () Process Once

— Asset Budgeting Inquiry
Andgetiy~"'=mr

— Budget Version
Comparison = = =

— Budaet Period Analysis i *Role Name: |Rewewer / /v

— Position Budageting Inquiry e o
— Asset Budaeting Inquiry Fieeme s Ll Q Genegal Ledgef BU
E.rrauisi'b"“"_”' *Budgeting Mode! 1D: 2006_EXP0_DEP

— Budget Version
Comparison *Ledger Name: | Proposed Budaet - Dept 54;: V|

— Budget Period Analysis *Analysis Base: Taracl Budaet _Deot <
— Position Budgeting Inguiry | g g P Eyﬁ |
— Assef Budaeting Inguiry *Budget Center: \B_ARTSCI |ﬁ Arts & Science

Bridigstie ="'~ :
— Budget Version Level: |Summary v|

Comparison _ *Version: Base v
— Budget Period Analysis

— Position Budaeting Inguiry :
— Asset Budaeting Inguiry | Report Options

Disdmmbiom | lmme

(& Always Process

— Budageting User | *View by: | Fund Code v|

PR c Filter by Chartfields: |
e Filter by Chartfields:
[ Partners | Dy F= v e

[ Catalog Management ChartFields From Value To Value

[ Sales Account: | |C'\ | |O‘
[- Scorecards

[> Key Performance Indicators Fund Code: | |Q | |C{_

[ Project Portfolio
Management Department: | |Q | |©\

[- Customer Analytics L

[- Workforce Analytics
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Viewing Report Results

Click the “Budget Comparison — Total Year” link to view report results. Results may be printed or
saved to you hard drive.

PeopleSoft, R
Search: #| Budgeting Home » Budget Analysis » Reports » Budget Comparison
[= My Favorites
> Compensation [ Explorer ' List " Administration  Archives |
[> Analytic Forecasts T
[» Business Flanning - e —— e -
e Benigsinn UseriD:  |KEISELEN | Type: | “ltast [ 1]Days  ¥| Refresn |
|- Budgsting Home Status: ~ Foldenl V|Instance: | | to: | |
— Budaget Work Itern Details L =
— Budaget Work ltems Report List viewaAl| B First Y 440 of10 [ Last
— Comparative Budget
= Report Prcs T ;
_gzzh,iﬁjergm Select D b Description DataTime Format Status Details
— gudget version
Comparison O 957 10 Budget Comparsion - Total Year Uﬁflmfigga ﬂcr%bat Posted Details
— Budget Period Analysis L (*.pdf)
— Position Budgeting Inguiry : 06/02/2005 Acrobat :
e s F 958 1067 Budaget Planning Report 1110-44AM * pdf) Posted Details
Anidsgtis ="'~ . . 06/02/2005 Acrobat .
~ Budaoet Version F 955 1065  VYersion Analysis Report 10°59:53AM (* pf) Posted Details
Comparison
_ Budac) Dot A ] 954 1064  BudgetPlanning Report ngg‘;‘égga ﬁ‘;‘;}m Posted Details
— Position Budageting Inquiry e s :
~ Asset Budgeting Inquiry [ 953 1062  Summary of Methods and Amounts sg"gg‘ggga ’gcg‘;%at Posted Details
— Budgeting User o ;
Preferences : 06/02/2005 Acrobat :
P s F 952 1061 Budaet Planning Repart 10:08-S0AM * pdf) Posted Details
[» Catalog Management
L ? ] 3 951 1059  Budget Comparsion- Total Year gg’gfggga ’If’;%tf’}at Posted Details
[» Scorecards
[> Key Performance Indicators Fl 950 1058  BudgetPlanning Report DE{UE‘.{EDUS ﬁlcrobat Posted Details
I Project Portfalio LS P
Management [ 940 1056  Budget Comparsion - Total Year sg"gf‘fgga ’;Cg‘;%at Posted Details
[> Customer Analytics S ;
[ Warkfaorce Analytics s 06/02/2005 Acrobat ;
948 1055 Budaget Pl R rt Posted Detail
[ Financial Senvices Industries O e 10:01:14AM (* pdf) osted Zelals
[+ Global Consolidations [ O
[ ABM Analysis T SelectAll T DeselectAll
[- ABM Setup Definitions :
I Activity-Based Budageting %Icmkthe delete button to delete the selected report(s)

Finalizing PeopleSoft Budgets
Submit Budgets

Navigation
Budgeting Home > Budget Preparation > Prepare Budget > Budget Work Item Details

Select Model ID

A budget version must be submitted for each Model ID. If you do not use the optional Activity and
Class level budgets and therefore did not use a particular Model, please submit the Base Version.
Submitting all Models is the only way to indicate to your Reviewer that you have completed your entire
budget setup.
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Search | Clear | Basic Search (&) Save Search Criteria

Search Results

First 1-6 of G
Preparer SCU 2004 ACTIMITY 2004 Submit Buget
Preparer Scll 2004 CLASE 2004 Submit
Preparer SCU 2004 DEPARTMEMT 2004 Subrmit
Preparer SCU 2004 REV ACT 2004 Submit Budnet
Preparer Scll 2004 REY CLE 2004 Submit
Preparer SCU 2004 REY DFT 2004 Submit Budoet

Submit Budget

Click the yellow submit button to the right of the completed budget center. Be sure to submit the
correct Version. In most cases this will be Version 1.

Budget Work Item Details c re |Finc | B8 First (4] 145 of a5 [P Last

Budget Center Description Version Status Email Scenario

ATHAD M Athletics Administration Base #  Open Submit Copy

ATHAD M Athletics Administration 1 “  (Open i Submit Copy

The submitted version is copied and a new read-only Master version is created. Once submitted,
changes can no longer be made to this budget center. If changes need to be made, please contact
your Reviewer to request that they reject your submission. Once approved by the budget office, this
version will become your new fiscal year budget.
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Reviewing & Approving Budgets

Review Budgets

In order to determine whether to Accept or Reject a budget submission, begin with budget analysis. As
a reviewer you are responsible for confirming the following items.

1.

2.

3.

Note:

CUF budgets equal target amount by account category

= Student Wages

= Discretionary

= Financial Aid

= Non-Discretionary

Endowment Income target is not exceeded, and that any projected current year deficit has been
accounted for.

All other fund budgets meet your management objectives

Please refer to the ‘Budget Analysis’ section of this manual for instructions.

Rejecting & Accepting Budgets

Navigation
Budgeting Home > Budget Preparation > Prepare Budgets > Budget Work Items

PeopleSoft.

Search:

6]

Budget Period Analysis

[» My Favarites Budgeting Home » Budoet Preparation ®»  Prepare Budgets
_ arne Prepare Budgets
Budgetwork itern Details
Budoet work ltems Menu Options
Comparative Budget
Analysis Select a budget work item to copy, submit, and access pages
Budet Yersion Budget Work lkem Details to wark on & budget activity. View the status of budget work
Compatison ftems.

Budgeting User
Preferances

Access budget work items through a tree hierarchy . Select a

Budaet Work kems budget work item to copy, submit, reject, and access pages to

[ Application Diagnostics
> Reporting Tools

weork on a budget activity . View the status of budget work
tems.

Change My Password
bty Personalizations
bty Systerm Profile

Link to PeopleSoft General Ledger to viewe Combination Edit
Combination Data Inguiry =etup pages, ChartField Combination Dsta and Commitment
Contral budget defintion.

Viewy or dovenlosd budget guidelines | policies, and ather

Guidelines and Documentation budget documertstion.

Last
Last
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Select Model ID

Using the Reviewer Role, click the search button to retrieve a list of Model ID. Every department must
submit one budget version for each Model ID. If you do not use the optional Activity and Class level
budgets and therefore did not use a particular Model, please submit the Base Version. Submitting all
Models is the only way to indicate to the Budget Office that you have completed your entire budget
setup.

PeopleSoft.
[Monu &

Search: Budgeting Harme » Budget Preparation » Prepare Budgets »  Budget Work tems
@ Mew Window | Help
[> My Favarites
< Budgeting Budget Work Items
= Budgeting Home I Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
Buduoet Work tem Details
Budgetyork ltems { Find an Existing Value 3
Comparative Budoet
Analysis
Budget Version Role Name: |begins withj|Reviewer

Comparison

Business Unit: | hegins with j |

Fireipre)

Budgeting Model ID: | hegins with *
Freferences I JI

[> Application Diagnostics

[> Reporting Tools A Search Clear | Basic Search Save Search Criteria
Chanie bty Password _I _I |
My Personalizations
Wty Systermn Profile Search Results

1-Z of2

Role Hame Business Unit Budgeting Model ID

Select Department or Area
Use the folders to select the department or area you wish to Reject or Submit.

Budget Work Items

Role Hame: Reviemer

Business Unit: scu General Ledger BU
Budgeting Model ID: 2005 STAGE1

Description:

Cpen a budget by selecting one of the following Ledgers. Click on the plus symbol to expand the
Ledger and to display all ofthe Budget Centers belonging to that Ledger that are assigned to

ywou. Click on the Budget Center to see the details ofthat Budoget Center.

= Proposed Budget

E B CAMPMIN
E CMiN
B MISSCH
H B INFOSVCS

Qﬂeturn to Search
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Rejecting Budgets

Rejecting a budget will release it to the Preparer for revisions. Click the Reject Button.

Open a bhudget by selecting one afthe fallowing Leddgers. Click an the plus symbol to expand the Ledger and ta display all ofthe Budoet
Centers belonging to that Ledger that are assianed to wou. Click on the Budget Center to see the details of that Budget Centar.

El Proposed Budget
El B PRESIDNT
El B CAMPRMIMN
B Chin
E MISSCH
B B UCOM
B B PROVOST
F B UFD
Budget kems

Budget Center Description

B CAMP N Campus Ministry

Chil Campus Ministry

MISSCH Mizsion Church

Status Email

Mot
v
Ready

« Subrmitted & Reject |Ver an One ?:Iglfﬁgg:ﬂ

& Open Fe

Accepting Budgets

To accept a budget, click on the link to the budget center you would like to accept.

Open a bhudget by selecting one afthe fallowing Leddgers. Click an the plus symbol to expand the Ledger and ta display all ofthe Budoet
Centers belonging to that Ledger that are assianed to wou. Click on the Budget Center to see the details of that Budget Centar.

El Proposed Budget
El B PRESIDNT
El B CAMPRMIMN
B Chin
E MISSCH
B B UCOM
B B PROVOST
F B UFD
Budget kems

Budget Center Description

B CAMP N Campus Ministry

Chil Campus Ministry

MISSCH Mizsion Church

Status Email Version Name Date Submitted

Mot i
v
Reaty O Reject
) - ) 040172004
« Submitted £ Reject |versionOne . zoam
& Open feN Reject
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Then click the Submit button for the appropriate version (Master).

PeopleSoft.

Elr
Budgeting Home » Budget Preparation » Prepare Budgets »  Budget Work kems

Home

Budget Work Items
Budget Work ltem Versions

Business Unit: SCU General Ledger BU
Budgeting Model ID: GRRR_STG2ZB

Budget Center: B_CAMPIM Campus Ministry
Ledger Name: FProposed Budget

Scenario: FIMAL

Status: Qpen

Version

Base BaseVersion

Master MasterWersion

Returnto: Budoet\Work lterms
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