Table of Contents

1. This Year’s Budget Process
2. Signing On PeopleSoft
a) Sign On Screen
b) Changing Your Password
3. Getting Started
a) Menu Overview
b) Budget Terminology
4. Organizational Overview
a) The Search Dialog Box
b) Organizational Rollup Panel
5. Budgeting by Account
2) The Search Dialog Box
b) AF Account Distribution Panel Group
o) CPMP Account Distribution Panel Group
d) IDC Account Distribution Panel Group
e) IFR Account Distribution Panel Group
f) EXT Account Distribution Panel Group
Q) SR Account Distribution Panel Group
h) SBF Account Distribution Panel Group
6. Targets by Account

Viewing Employees by Account

a) The Search Dialog Box
b) Account Salary Detail Panel
8. Budgeting by Employee
a) The Search Dialog Box
b) Employee Information Panel Group
o) Adding An Employee
d) Deleting An Employee
e) Employees Split Outside Your Organizational Level
f) Cloning an Employee
Q) USB Change Form
9. Reports
a) Creating a Run Control ID
b) Using Process Monitor to Check Report Status
o) Printing & Exporting From Report Files
10. Helpful hints
a) Copying Data into Worksheets
b) Changing the Model
) Error Messages & Warnings
11. Need Help?
Appendix

PeopleSoft Campus Budget Module

- g 3 o w»oun o

12
14
17
17
19
35
48
57
72
77
86
102
106
106
108
110
111
112
132
134
134
136
138
141
141
145
148
153
153
153
155
157
159

Page 1 of 158



1.0  The 2015/2016 Budget Process

Models

» The budget information in the PeopleSoft Budget Module is grouped by model. This is roughly
analogous to fiscal year. For the 2015/2016 budget preparation cycle, there are four associated

models:
Initial
Current
Proposed
Outyear
Initial

» The Initial model contains the initial budget information for the current fiscal year. It is the final
version of the budget that you prepared last year for the current fiscal year. The information in
this model is read-only. It is not modifiable.

Current

» The Current model is the one you would use to project your fiscal condition for the current fiscal
year.

Proposed

» The Proposed model is the one you will use to enter the budget information for the upcoming
fiscal year. The final version of your Proposed budget will be used to populate next year’s Initial
model.

Outyear

» To project your budget for the budget cycle two yeats from now, you would use the Outyear
model. The Outyear model will #oz be carried forward to next year’s associated models.

» For each budget preparation cycle, there will always be four associated models. What will
change from year to year is the model ID. For the 2015/2016 budget preparation cycle, the
model IDs for each of the four associated models are:
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Model Model ID Description

Initial 2015 Initial 7/1/14 to 6/30/15 budget

Current C2015 Cutrent projection of 7/1/14 to 6/30/15 budget
Proposed 2016 Proposed budget for 7/1/15 to 6/30/16 fiscal year
Outyear 02017 Projected budget for 7/1/16 to 6/30/17 fiscal year

» For all of the panels in the PeopleSoft Campus Budget Module, the system will initially default
to the Proposed model.

Data Load

» For the 2015/2016 budget preparation cycle the following data was loaded into the system:

Employee Account
Model Information OSE OTPS Revenue
2015 Final budget data from prior year
C2015
2016 Current payroll

data from HR  Copy of Copy of Copy of
02017 systems * model 2015 model 2015 model 2015

* RF distribution data is from OASIS.

» Model 2015 contains the final budget information that you prepared during last yeat’s budget
preparation cycle. This information is read-only.

» For the three write-able models (C2015, 2016 and O2017) the employee information was loaded
from a current snapshot of the following Human Resources payroll systems.

¢ The employee information snapshot for appropriated funds was loaded from
12/2/2014 data from the PeopleSoft HR modules.

¢ The employee payroll distribution for Research Foundation was loaded from
11/28/2014 data from the PeopleSoft HR modules.

¢ The employee information snapshot for ADP CPMP employees was loaded
from 12/8/2014 data from CPMP office.

¢ The employee information snapshot for SBF employees was loaded from
11/28/2014 data from SBF office.
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» All of the employee information snapshots were loaded into the three new models: 2016,
C2015 and O2017.

Research Foundation OASIS Crosswalk

Please note that if you have IDC or CPMP accounts, you will now see one account used consistently
for all models. As per your requests, the technical team has crosswalked the ever-changing RF IDC
and CPMP projects into the more familiar ‘431" and '436' account numbers. These generic ‘431" and
'436' numbers will be used each year so that we can do historical comparisons. When you look at
the IDC and CPMP Account Distribution panel groups, the initial column i/ be populated with
your final budgeted figures from last year.
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2.0  Signing On to PeopleSoft

Sign On Screen

» To sign on to the PeopleSoft Campus Budget Module (CBM), go to the following address via
Internet Explorer:

http:/ /www.stonybrook.edu/psadmin

» You will then see the signon screen below.

‘W Stony Brook Administrative Services
University

User ID: |

Password. |

Sign In

> Type in your User ID and Password in the indicated boxes. Both User ID and Password should
be entered in all capitals.
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http://www.stonybrook.edu/psadmin

Changing Your Password

» If you are still using your default password, please change it to a personalized one by clicking on
Change My Password from the Main Menu at the top of your screen.

STONY BRODK
ADMINISTRATIVE SERVICES

Favorites | Main Menu
- H -

. Search M N
Personalize enu

| )

SBU
Budget

Vorkforce Administration
Payroll for Morth America
Waorkforce Development
Organizational Development
Sef Up HREMS
Tree Manager
Reporting Tools
PeopleTools
D Change My Password
[E] My Personalizations

- w v 2w 2w w w w w w dp

rrooococooem

Change Password

User ID: DTHIDE
Description:  Diane M. Thide

*Current Password: |

*New Password: |

*Confirm Password: |

: Change Passwaord

» In the Change Password window, type in your current password, new password, and confirm
password in the spaces provided.

» Click on Change Password.
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3.0  Getting Started

Menu Ovetrview

> After signing on to the system, you will see a PeopleSoft Home page. [If you also have HR
access, this is the same page you use to access the Human Resources modules. ]

STONY BROOK
ADMINISTRATIVE SERVICES

Favorites - Main Menu
- H -

Personalize Content | Layout

» Click the arrow under Main Menu to open up the cascading menu choices.

STONY BRODK
ADMINISTRATIVE SERVICES

Favorites | Main Menu
- H -

Personalize ISenrch = E ®
£3 SBU N
3 Budget
3 Workforce Administration (3 Setup >
3 Payroll for Morth America (3 Use b
3 Workforce Development (3 Inguire b
3 Organizational Developme (3 Report »

» Under Budget, you should see these menu choices: Setup, Use, Inquite, and Report.

» 'The Budget pages that you need are Use, Inquire, Report and sometimes Setup. The
remaining items contain other functions that relate to the PeopleSoft environment.

» 'The Setup page is available in display-only mode for informational purposes. It contains setup
information (such as IFR rate and account fund & function) that you can safely ignore for the
duration of the budget process.
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The USE Menu

» 'The Use menu is the one you will #se most often. You will input and modify all of your data on
the panel groups in this menu.

STONY BROODK
ADMINISTRATIVE SERVICES

Favarites : Main Menu
- i -

Personalize SSarch Menu: @
g SBU 3
] Budget
9 Workforce Administration (3 Seftup 4
3 Payrol for North America (3 Use o
) Workforce Development 3 Inquire [5] AF Account Distribution
 Organizational Developme C3 Report [5] CPMP Account Distribution
£ Set Up HRMS 9 Process [5] IDC Account Distribution
) Tree Manager £ Security [5] TFR Account Distribution
7 Reporting Tools < [5] EXT Account Distribution
/5 PeopleTools , [5] SR Account Distribution

[£] SBF Account Distribution

D Change My Password )
D Employee Information

[5] My Personalzations

> There are eight panel groups in this menu:
1. AF Account Distribution panel group

» This panel group is used to budget expenditures on accounts that ate in

appropriated funds (AF).

» AF accounts include State Purpose (fund 10), Dormitory (fund 30),
Hospital (fund 40) and Veterans Home (fund 60).

2. CPMP Account Distribution panel group

» This panel group is used to budget revenue and expenditures on accounts
that are in the Clinical Practice fund (fund 90).

3. IDC Account Distribution panel group

» 'This panel group is used to budget expenditures on accounts that ate in
the Research Foundation Indirect Cost of Practice fund (fund 73).

4. IFR Account Distribution panel group

» This panel group is used to budget revenue and expenditures on accounts
that are in Income Fund Reimbursable (IFR) funds.

» Although IFR accounts ate appropriated fund accounts, they are
budgeted in a separate panel group because they have revenue
component that is budgeted by account.

» IFR accounts include General IFR (fund 20), SUTRA (fund 35),
Dormitory IFR (fund 35) and Hospital IFR (fund 45).

5. EXT Account Distribution panel group
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» 'This panel group is used to budget revenue to offset the salary
supplements from external sources. External sources include the
Northport VA (fund 93), Brookhaven National Labs (fund 95) and other
external sources (fund 97).

6. SR Account Distribution panel group

» 'This panel group is used to budget revenue and expenditures on accounts
that are in the Research Foundation Sponsored Research and Service &

Agreements funds.

7. SBF Account Distribution panel group

» 'This panel group is used to budget revenue and expenditures on accounts
that are in the SBF Restricted, Unrestricted, Agency, and Grant funds.

8. Employee Information panel group

» 'The six Account Distribution panel groups are for budgeting information
by account. The Employee Information panel group is for budgeting
information by employee. You add and modify employee records from

this panel group.

» For detailed information on each Account Distribution panel group, see Unit 5, Budgeting by
Account. For detailed information on budgeting by employee see Unit 7.

» Please refer to the Appendix for a summary of the fund type, account code and fund code
conventions used in CBM. The chart also directs you to which panel group to go to for certain
funds. The information contained in this summary is also included in Unit 5, Budgeting by

Account.

The INQUIRE Menu

» The Inquire menu contains display-only information.

STONY BRODK
ADMINISTRATIVE SERVICES

Favorites | Main Menu
- : =

Persanalize Search Menu:

| )

{3 sBu ,
3 Budget

3 Workforce Administration (3 Setup

3 Payrol for North America (3 Use

3 Workforce Development 3 Inguire

{3 Organizational Developme (3 Report

3 Set Up HRMS (] Process

3 Tree Manager 3 Security

1 Reporting Tools ,

» 'There are four panels in this menu:

1. Account Salary Detail panel

PeopleSoft Campus Budget Module
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3

[E] Account Salary Detail
[E] Organizational Rollup
[£] spli changes

[£] cBM change Form
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» 'This panel lists all of the employee records that are charged to the
selected account.

2. Organizational Rollup panel

» 'This panel is a summary of the allocation targets/revenue and budgeted
expenditures within an organizational area.

3. Split Changes panel

» 'This panel lists all employee records that are split outside your area and
that have been modified.

4. CBM Change Form panel

» 'This panel gives you access to the USB Change Form. For information
on this form, see Unit 8, Budgeting by Employee.

The REPORT Menu

MainvMenu
. Search Menu:
' )
3 Budget
3 Reporting Tools 3 Setup 3
3 PeopleTools 3 Use 3
[£] change My Password 3 Inguire »
[£] My Personalizations O Report _
[ Security 01 Account Detail

02 Account Summaries

03A Org. Level Summary

04 Employee (By Distribution)
05 All Funds Comparison w Emp
06 IFR Allocation Worksheet

07 IFR Account Summaries

08 Hospital VP Summary

09 Salary Comparison (GFT)

10 Totl Compensation Over Max
12 Acct Summearies - Dual Depts
14 AF Account Motes

15 Admin Cverhead Surmmaries
16 SBAM-Account Master

T ) () ) Y O ) T Y ) ) ) () ()

> 'The Report menu contains panels for each of the reports in the system.
> You will run the reports from their corresponding panels.

» For detailed instructions on running reports and desctiptions of each report see Unit 9, Reports.

Budget Terminology

» The table below lists PeopleSoft fields used for budgeting and their descriptions.
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PeopleSoft Field

Description

GL Class (General
Ledger Class)

GL class is the name of the budget categories.
Each fund has its own set of valid revenue and
expense GL classes.

Comp Frequency

Compensation frequency describes an
employee’s rate of pay.

Account

An account is the segment of an organization
dealing with a particular activity in which costs
can be segregated; it is analogous to a cost
center.

Department 1D

Despite its name, Department ID does not
necessarily mean department. Department ID is
really analogous to organizational level. This can
be anything from the VP level to a parent
account.

Model ID

The data in the system is grouped by model.
This is roughly analogous to fiscal year. See Unit
1 for more details.

AF Comp Rate

The AF Comp Rate is the full time value of an
employee’s salary.

Account OSE
(Other Salary
Expenses)

These are personnel expenses that are budgeted
in aggregate by account, not by individual
employee.

OTPS (Other
Than Personal

These are expenses that are not related to
personnel. Examples are Supplies, Equipment,

Services) Telephone, Travel.

Employee OSE These are personnel expenses not included in an
(Other Salary employee’s base salary.

Expenses)

PeopleSoft Campus Budget Module
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4.0  Organizational Overview

The Search Dialog Box

Organizational Rollup

Find an Existing Value

Budget Model ID: 2006 4
Department: 155619 Q

Qrganizational Level Descr.: ||

Fund ID: Y

[ Casze Sensitive
| Search | | Clear | Basic Search

» In PeopleSoft, you will spend a great deal of time looking at windows like the one shown above.
They are search dialog boxes. They are PeopleSoft’s way of asking you for the information that
you would like to select.

» Each panel group has its own search dialog box. Depending on where you are in the system, the
search dialog box will default certain information for you.

» From the Inquire menu, select Organizational Rollup. You will see the search dialog box
above.

» The fields at the top of the box (Budget Model ID, Department, Organizational Level Desct,
and Fund ID) are search keys.

Budget Model ID

» 'The system will automatically default the model ID of the Proposed year. For
more information on the model, see Unit 1.

» To change the model, you can enter the desired value in the edit box of you can
click on the magnifying glass to the right of the edit box to view a list of options
to choose from.

Department

» For this panel, the system is also defaulting to the highest level organizational
area to which you have access. In this example the default is 155619, which is
Central Services in VP for Administration.
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Organizational Level Descr

» 'The Organizational Level Descr field is the literal description of the Department
field.

» When narrowing a search based using a desctiption field, you can use the %
symbol as a placeholder for one or more characters. For example, if you are
looking for an organizational level that contains the word “Central” in the
description, you may type %Central% in the Organizational Level Descr field
and click the Search button.

» Please remember that PeopleSoft character fields are case sensitive. %Central%
is different from %ocentral%.

Fund
» 'To select the fund, you can enter the desired value in the edit box ot you can

click on the magnifying glass to the right of the edit box to view a list of options
to choose from.

» For this panel, if you do not select a fund you will get all of the funds.

» Once you have inputted the desired search criteria, click Search. You will then see a list at the
bottom half of all of the data that PeopleSoft found as a match to your criteria. You can then
select the desired data and click OK.

» To summarize, in a search dialog box, you may directly enter the information you need, or you

can view the list of valid values for a field by clicking on the magnifying glass to the right of the
tield.
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The Organizational Rollup Panel

Panel
name
Excel
Export
Sort Order button
J." Organizational Rallup ‘.I_ dropdown —
Model ID: 2006 del Hame: Fiscal Year 200552006
Department: 155614 Fund ID:
/

I
Sort Order: | = “ Ascending  Decending =il o S

First (4] 1-10 of 20 I Last
Fund Undistributed

DeptlD Organizational Level Descr. D Revenue/allocation Budgeted Total Total
11556195 Central Services 10 Ba7 327 Faa7y 327 F100,000
21556195 Central Services 20 §261 764 §-261,764
31556195 Central Services a0 i
4 1556195 Central Services 40 $50,000 $166,281 $-116,281
51556195 Central Services 71 §2.000 §2.000 £0
B 1556195 Central Services 73 40,757 §-40,757
7 155519@ Central Services 78 719,000 602,459 $116,541
8 940806008 Life Sciences Storeroom 10 0
9 g4080600 5 Life Sciences Storeroom 20 $54 TE4 5-54 764

10 840806008 Life Sciences Storeroom 71 $2,000 $2,000 &0

 Return to Searchjl +E Hext in Listjl

» If you click OK from the previous search dialog box, you will see the Organizational Rollup
panel above.

» Please note that all of the PeopleSoft panels have the following panel layout in common:

» 'Title bar — the title bar is located at the top of the screen and contains the name of the
module that you are in, the panel group you have selected and the menu it is located in.
In the example above, you are in the Budget module, and you have selected the
Organizational Rollup panel group, which is located in the Inquire menu.

» Panel name — the panel name can be found in two places, under the command buttons
at the top of the panel and at the bottom of the panel.

» Selected action — there ate two actions that are used in the Budget module,
Update/Display and Add.
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» Database name — the database name that you are logged into will always be at the
bottom of the PeopleSoft window.

» The Organizational Rollup panel is a summary of the allocation targets/revenue and budgeted
expenditures within an organizational area

» Since you did not specify a fund, all of the valid funds for your organizational level were
included in the grid.

» Under the panel name at the top of the screen, is the model and department you selected.

» 'The grid on the panel is a summary of your budgeted information by organizational level and
fund. The grid contains the following columns:

» Dept ID — This is all of the organizational nodes under the “Department” you selected
in the search dialog box.

» Otganizational Level Descr — This column contains the corresponding literal
descriptions of the Dept ID column. The descriptions of the organizational levels are
indented to visually represent a lower level.

» Fund ID — This column displays the fund code of each grouping of accounts in your
area.

> Revenue/Allocation

» For appropriated funds (including IFR), this column displays the allocation that
you have been authorized to budget against.

» For the IDC fund, this column displays the amount of spending authority you
have to budget against.

» For Sponsored Research (SR) and Clinical Practice (CPMP), this column is a
rollup of the revenue that is budgeted on each account within those funds.

» Proposed Total — This is the total of all expenditures that were budgeted in the model
you have selected.

» For appropriated funds (including IFR), this total does not include fringe benefits

or overhead.

» For IDC, SR and CPMP, this total does include fringe benefits and overhead.

» TUndistributed Total — This column is the difference between the Revenue/Allocation
column and the Proposed Total column.

» The grid is initially displayed in the tree node order of the organizational levels. You can
change the sort order by using the sort order drop down box at the upper left hand corner of
the panel.
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J." Organizational Rollup ‘\l_

Model ID: 2006 Model Name: FiscalYear 200572006
Department: 155619 Fund ID:
Sort Order: [  Ascending Decending ERI0iIE EiE]
Link First (4] 1100620 D Last
saaiD Organizational Level Descr. ::[l)md Revenueifllocation Budgeted Total ?::::fmnmeu
11556198 Central Services 10 F6aT 32T $aa7 327 100,000
2 155619 5 Central Services 20 $261,764 5-261,764
31556195 Central Serices a0 &0
41556198 Central Semvices 40 $50,000 $166,281 §-116,281
5 1556195 Central Services 71 2,000 2,000 &0
61556195 Central Services 73 40,757 §-40,757
7 1556195 Central Semvices 78 714,000 §602 459 116,541
& 840806005 Life Sciences Storeroom 10 &0
g anSDEUDEl Life Sciences Storeroom 20 $54,764 §-54,764
10 240806005 Life Stiences Storeroom 71 $2,000 $2,000 $0

l(:E_Re‘curn to Searchj += Mextin List)

» Since 71 is the fund code for SR, row 5 tells you that you have budgeted $2,000 in revenue in all
of your SR accounts in Central Services.

» Since 10 is the fund code for State Purpose, row 1 tells you that you have $657,327 available to
budget in all of the State Purpose accounts in Central Services. You have budgeted $557,327
leaving $100,000.

» 'The grid is display only (gray fields). To change the numbers, you have to change the values that
are budgeted by account.

» To go to the panel group where you budget by account, click on the link on the first row of the
grid and select Account and then Search. You will then see the search dialog box on the next

page.
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5.0  Budgeting by Account

The Search Dialog Box

Home = Budiget = Budoet = Lse = AF Account Distribution

AF Account Distribution

Find an Existing Value

Budget Model 1D 2006 | Q

Account ﬂ
Fund ID: 1o &

Account Deacriptinn:|

Diepartment: 155619 Q

[ Case Sensitive
| Search | | Clear | Basic Search

» In the Search dialog box, the Proposed model is defaulted. If you would like to work in a
different model, you can type in the desired model number, or you can click on the magnifying
glass and select from the valid values in the secondary screen.

» If you know the account that you would like to budget for, you can type in the 8 to 10-digit
account number.

» If you don’t know the account number, type the fund code of the account and click the Search
button.

> 'The system will then list all of the accounts in your organizational area within the selected fund.

»  You should 7o use the Account magnifying glass to look for the account number you need

because the valid value list on the secondary panel is not just for the accounts in your area, it is
for all 6,000+ accounts in CBM.

» You will notice that the department ID defaulted to the one in the previous Organizational
Rollup panel. That is the advantage of starting your PeopleSoft budgeting session from the
Organizational Rollup panel.

> Also, since you right-clicked on a State Purpose row the system knows to bring you to the AF
Account Distribution search dialog box.
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» 'The AF Account Distribution panel group is used to budget accounts in the following funds:
1. Fund 10 — State Purpose
2. Fund 30 — Dormitory
3. Fund 40 — Hospital
4. Fund 60 — Veterans Home

» After you select the fund and click the Search button, you will see a listing similar to the one
below. This is all of the fund 10 accounts in 155619 (Central Services).

Find an Existing Value

Budget Model ID:  [2006 Q)

Account: | ﬂ
Fund ID: 10 (@]

Account Descriptinn:l

Department: | ﬂ

[ Case Sensitive
| Search | | Clear | Basic Search

Search Results

1-12 of 13
Budget Model ID Fund ID Account  Account Description Department Organization Code
2006 i0 21020706 Mail Rev Cradit Intchg 26084500 155619
2006 10 21080708 Tank Gas Prodgram 24080700 1556149
20068 10 210230708 Life Sciences Stareroorm Intrech 34080600 1556149
2006 10 24073400 Auxiliary Repair Contract [ntc 24088900 1556149
2006 10 4080600 Life Sciences Storeroom 24080600 155619
2006 10 24080700 Tank Gas Prograrm 24080700 155619
2006 10 24033900 Recyeling & Resource Mgt 24083900 155619
2006 10 240284500 Mail & Messenger-Health Sci Ce 86034500 155614
2006 10 24022900 Auxiliary Repair Contracts 24028900 1559619

> Select the account that you would like to budget and click OK.
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AF Account Distribution Panel Group

Home = Budoet = Budget = Use = AF Account Distribution
j." AF Account Summary ‘.I AF Account Payrall AF Account FTE AF Account OSE AF Account OTRS 4
Model ID: 2006 Model Hame: Fiscal Year 2008/2006
Account: 860220005 Account Hame: Central Services
Org. Level:  Central Services Dist. Amt.: Faa7, 327
Undist. Amt.: 100,000
Initial Current Froposed Cutyear
2004512004 200452004 200582006 200652007
PSR Totals: §1259,056 137,941 F138,101 F138,101
PST Tatals: 50 F0 F0 F0
OTPS Totals: 515,099 $15,099 $15,099 $15,099
Account Totals: F144 155 F143,040 F143,200 F143,200

» You are now in the AF Account Distribution panel group.
» There are seven panels in this panel group. The panel tabs are displayed at the top of the panel.
¢ AF Account Summary panel
¢ AF Account Payroll panel
¢ AF Account FTE panel
¢ AF Account OSE (in Aggregate) panel
¢ AF Account OTPS panel
¢ Hospital OT/CL FTE panel
¢ Performance Indicators panel

> You can click on the panel name to activate the panel or you can navigate using the Next Tab
button or the Previous Tab button.

> You will see the model ID and the account number that you selected at the top of each of the
panels in this group.
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> You will notice that although you are in the Proposed model, you will see the corresponding
budget information for the associated models.

AF Account Summary Panel

» This first panel is a display only summary of the GL classes that have been budgeted on the
account.

» Under the account number and the account name, there is a distributed amount for the
organizational level (department) that you selected in the Organizational Rollup panel.

» 'The distributed amount is the same number that you saw in the Organizational Rollup
panel.

» The system is telling you that from your targeted allocation, you have distributed (ot
budgeted) $557,327 and that you have $100,000 left to distribute.

» The distributed amount is for ALL of the accounts within the organizational level and
fund that you selected.

> You will only see the distributed and undistributed information if you start off in the
Organizational Rollup panel.

» As you can see from the title bar, this AF Account Distribution Panel group is under the Use
menu. We accessed it from the Organizational Rollup panel on the Inquire menu, but you can
also access it from Use. The advantage of going through the Organizational Rollup is the
following:

» The system will “remembet” your department ID on the search dialog box.

» The system will “remember” your distributed and undistributed amounts on the AF,
IDC & IFR Account Distribution Summary panels. The distributed and undistributed
amounts are not applicable for the SR and CPMP Account Distribution Summary
panels.

» Under the distributed and undistributed figures, you see PSR (Personal Services Regular), PST
(Personal Services Temporary), OTPS (Other Than Personal Services) and account totals for all
four associated models.

» Initial — The numbers in this column are your final figures from last year’s Proposed
model.

» Cutrent — Use the information in this column to project your budgetary needs for the
current fiscal year. This model was pre-loaded with a current payroll snapshot and the
OTPS data from last year’s Proposed model.

» Proposed — Use the information in this column to project your budgetaty needs for the
upcoming fiscal year. The final version of this model will be used to load vatious
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financial systems. For example, the Proposed data in appropriated funds (including
IFRs) will be used to load the initial allocation from SUNY.

» Outyear — This column contains your anticipated budget for the budget petiod two
years from now. Please note that the data in the Outyear model will 7o be carried
forward to next yeat’s associated models.

» During next yeat’s budget cycle, the information that you budget for this yeat’s Proposed will
become next year’s Initial.

AF Account Payroll Panel

AF Account Sumimary AF Account Payeall AF Account FTE AF Account OS5E AF Account OTRS Fetfarmance Indicatars

Model ID: 2006 Model Name:  Fiscal Year 2005/2006
Account: 36082000% Account Name: Central Services

Sort Order: | =l & Ascending " Decending Exportto Excel

Payroll GL Class GL Inttial Current Proposed Outyear

GL Class Hame Parent 2004/20045 200472005 20052006 20062007
Additional

1 PS_ADD Compensation [at=] F0 Fa00 Fa00 Fa00
Classified

PPE_LOC [P FS 51,800 $1,800 51,8586 §1,8596

Mon

3P5_0OTH Instructional S $125500 $133,885 133,885 $133,885

4 PS_UUP IEJ;JyP HEeleld g $1,200 $1,200 $1,264 $1,264

FP3 Subtotals: $128,500 F137,3858 §137,545 §137,545

TS Subtotals: §0 50 &0 50

Fayroll Totals: $128,500 $137,385 §137,545 5137545

Fayrall Fringe Totals: F0 F0 §0 F0

Payroll Agency Totals: §0 §0 §0 30
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> 'This panel is a display only sub-total of the employee records by GL class. To modify the
numbers on this panel, you will need to modify the employee records associated with this
account. (Unit 5 provides instructions on viewing the employees that are charged to a particular
account.)

» Since you are in the Proposed model, you atre viewing all of the payroll GL class sub-totals in
that model. You are also viewing the corresponding budget numbers for the associated models.

» This means that you will only see budget values for the three associated models if there
is budgeted information for that expense in the Proposed model.

» To view all of the budgeted GL classes in an associated model, you must select that
model in the Search dialog box.

» The first two columns in the grid contain the GL classes and their descriptions.

» The third column contains the GL Parent field. This column indicates whether the GL class is
under the PS (personal services regular) node or the TS (personal services temporary) node.
There are also PS and TS sub-totals by model under the grid.

» 'The Payroll Fringe Totals are only calculated for applicable funds (i.e., IFRs, SR, IDC, SBF, and
CPMP).

» The Payroll Agency Totals are only calculated for CPMP and SBF staff.
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AF Account FTE Panel

J AF Account Surmmary | AF Account Payrall " AF Account FTE 4 AF Account OSE ' AF Account OTPS ' Perfarmance Indicators |

Model ID: 2006 Model Name:  Fiscal Year 20092006

Account: 9603800058 Account Hame: Central Services

sort order: | ~| < sscending © Decending Export to Excel

] First [0 1ot 4 [¥] Last

FTE GL . Initial Current Proposed Outyear
Clags UL Description 20042005 200472005 20052006 200612007

1 PS_0TH Mon Instructional 2.50 2.80 2.80 240

Payroll FTE Totals: 2.80 2.80 2.4a0 2.80

» This panel is similar to the AF Account Payroll panel except that instead of summarizing
salaries, the system is summarizing FTE numbers.

» FTEs are summarized for base salary regular GL classes only.
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AF Account OSE (in Aggregate) Panel

AF Account Summary | AF Account Payroll " AF Account FTE | AF Account OSE Y AF Account OTPS /' Performance Indicators |

Model ID: 2006 Model Name: Fiscal Year 20052006
Account: 260880005 Account Name: Central Services
Sort Order: |ialiS « Ascending  Decending Export to Excel
s First (4 4o 1 ] Last
*QSE GL Class . PSf Initial Current Proposed Outyear
GLClass  MName Expense Type 1o 2004/2005 2004/2005 200572006  2006:2007
1[Pe_oF & g?f'f::‘émial Fixed Ps $556 $556 $556 ga56 [+] =]
0SE PS Subtotals: 4486 $5496 4486 $5496
QSE TS Suhtotals: 50 50 50 50
QSE Totals: bifatalal 456 Faa6 456
OSE Fringe: §0 §0 §0 §0
OSE Agency Fee: §0 50 §0 $0
OSE Notes:

=l
=

» This is the panel you will use to budget other salary expenses (OSE) in aggregate by account.
The OSE in aggregate expenditures are salary expenses that you want to budget in a lump sum
for the account, rather than by employee. For example, you may not know which employee will
be working holidays, but you do know that you need to budget for that expense. So, rather than
budgeting it for each employee, you can budget it here in total for the account.

» Student assistant expenditures should be budgeted in aggregate on this panel. Their employee
records were not loaded on the system.

» 'The white fields are directly modifiable.

» Since you ate in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:
¢ Click on the link next to Account.

¢ You will be directed to the next panel where you may choose the desired Model to
transfer to.
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Flease select one ofthe following links:

Account Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transfer to Cutyear

» To budget for a OSE GL class that is not on the grid:
¢ Click on the plus sign to the right of an existing row.

¢ On the new row, click the magnifying glass in the OSE GL Class column. Click the
Lookup button in the next panel. You will then see the list of valid values shown
below.

Lookup OSE GL Class

Budget Model |D; 2006

Fund ID: 10
GL Class:
GL Description: |

GL Parent Class:

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results
1-19 of 19

GL Class GL Description GL Parent Class

FS ALR Also Receives [ at=]
FS CHRE Chair Stipend ES
FS DIF Salary Differential [ab=]
FS GEC Geographic Pay FE
FS HOL Holiday Pay |wt=]
PS5 INC Inconvenience Pay ES
PS5 LoC Classified Location Pay |t=]
PSS L0353 LostTime [ad=]
FS MSC Cther |Se=]
PS ONT Owvertime ad=]

» The list of values contains a column for GL Parent Class. This determines whether a
category is personal services regular (PS) or personal services temporary (TS). Since GL
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Parent Class is also a search key, you can use Search for OSE GL classes in specific GL
Parent Classes.

» Please note that the set of GL classes you can use depends on the fund or fund type that
your account belongs to.

» The list above is valid for OSE in aggregate expenditures in all appropriated funds
(including IFRs).

» Select the OSE GL class that you would like to budget.

¢ Once you tab off of the GL class field on the grid, you will see that the description of the GL
class will be displayed.

¢ Tab to the writable white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» As with the AF Account Payroll panel, there is a sub-total for PS, TS, fringe and agency fee.

» A note field has been provided so that you can enter clarifying notes.

AF Account OTPS Panel
| AF Account Summary | AF Accaunt Payrall ) AF Account FTE 7 AF Account OSE | AF Account OTFS Y Performance Indicatars
Maodel ID; 2006 Model Name: Fiscal Year 2005/2006
Account: 860330005 Account Hame: Central Services
Sort Order: | =l @ hscending  { Decending _EPortio Beal
view Al First [ 1061 [ Last
*0OTPS *Expense Initial Current Proposed Outyear
GLClass O-ClassMame Lo 200412005 200472005 20052006 2006/2007
1 |SUPPL Q] Supplies Fixed §15,099 §15,099 §15,089 §15,089 =]
OTPS Totals: $15,099 §1A,099 §15,099 §15,099
OTPS Notes a|

» 'This is the panel you will use to budget Other Than Personal Setvices (OTPS) expenditures.
» The white fields are directly modifiable.
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> Since you ate in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:
¢ Click on the link next to Account.

¢ You will be directed to the next panel where you may choose the desired Model to
transfer to.

Flease select one of the following links:

Account Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transfer to Outyear

» To budget for a OTPS GL class that is not on the grid:
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OTPS GL Class column. Click the
Lookup button in the next panel. You will then see the list of valid values shown below.
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Lookup OTPS GL Class

Budget Model ID; 2006

Fund ID: 10
GL Class:
GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results
112 of 12
AUTO  Autormotive Supplies and Sery
COMNTSY Contractual Services
EQUIP  Eguipment
FRINGE Fringe Benefits
LI A  Library Acguisitions
R Mail and Messendger Services
OFFSUP Office Supplies
FREIMT  Printing and Graphics
SUPFLY Supplies
TELEFH Telephone
TRAVEL Travel Expenditures

» This list is valid for OTPS GL classes in all appropriated funds (including IFRs) except
fund 40. For fund 40 (Hospital), the expenditure categories from the Lawson financial
system will be displayed.

> The following is a list of the OTPS expenditures for the Hospital fund:

500400 Advertising

800725 Anesthetic Materials

823251 Books, Subcrip, Memberships
802701 Cleaning

814671 Collection Agency Fees

803701 Consulting

804335 Data Processing Fees

817135 Empl Benefits Non Payroll
817150 Employee Wearing Apparel
805401 Equip Repait/Maint

805601 Equip<$ 500

806301 Expenses Other

806725 Food - Meat, Fish, Poultry
806701 Food Other

809401 Insurance

809851 IV Solutions

810305 Lease / Rental Other

810255 Lease/Rental Bldg Fixed Equip
810260 Lease/Rental Moving Equipment
810725 Licenses and Taxes
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810790 Linen & Bedding

805125 Major Movable Equipment >500
812601 Office Supplies

806535 Other Fees

823340 Other Med Care Supplies
823345 Other Non Med & Non Surg Suppl
813001 Other Purch Serv (incl rental)
822410 Outside Training Registr Fees
813255 Oxygen & Other Med Gases
813425 Pharmaceuticals

813801 Postage & Shipping

813901 Printing & Reproduction
814501 Professional Services Audit
814601 Professional Services Legal
813430 Prosthesis

8130061 Purch Serv - Manpower
813051 Purch Serv Laundry & Linen
806502 Radioactive Materials

823350 Radiology Film

814405 Services - Medical

822301 Spec Contractual Serv.
823355 Surgical Supplies - General
823690 Tableware & Kitchen Utensils
823801 Telephone

824551 Transcription Fees

826802 Travel & Lodging

827401 Utilities - Electricity

827721 Utilities - Fuel Oil

827725 Utilities - Other

827601 Utilities - Sewage

010158 Utilities - Steam

827701 Utilities - Water

» Select the OTPS GL class that you would like to budget.

» Once you tab off of the GL class field on the grid, you will see the desctription of the GL class
will be displayed.

» 'Tab to the writable white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» A note field has been provided so that you can enter clarifying notes.
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Hospital OT/CL FTE Panel

AF Account Summary AF Account Payroll AF Account FTE AF Account OSE AF Account OTPS Hospital OTICL FTE Performance Indicators

Model ID: 2011 Model Name: Fiscal Year 2010/2011
Account: 31130?00@ Account Name: Regional Perinatal Center

Budget Documentation|

Customize | Find | Vi ':Z'-|| Firzst [ 1 of 1 LE| L ast

(313 Proposed
1
*GL Class GL Description *Expense Type 2(!)9!2010 200912010 201002011 FTE 2010/2011

1|PS_OVT G Overtime $100,000 0.00 $100,000 5.00 [+] [=]

Totals: $100,000 0.00 $100,000 5.00

Hospital OT/CL FTE Motes here.
Hospital Notes:

Bxit |+ This will exitwithout saving.

B save | S\ Return to Search Previous tab Mext tab

» 'This is the panel you will use to budget FTE for Overtime, Contract Labor, and Per Diem in
aggregate for Fund 40 (Hospital) accounts.

» The white fields ate directly modifiable.

» Since you ate in the Proposed model, only the Proposed column is modifiable.

» To budget for a GL class that is not on the grid:
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the GL Class column. Click the Lookup
button in the next panel. You will then see the list of valid values shown below.
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| Look Up %

Look Up GL Class

Buidget Madel ID: 2012
Fund ID: 40
GL Class: |begins withj|

GL Description: |begins withj|
GL Parent Class: | beging with j |

: Loak Up Clear Cancel :Elagi[; Lookup

Search Results

Wiew 100 First Iﬂ 1-3 of 3 |ﬂ Last
GL Class GL Description GL Parent Class
813061 Purch Serv - Manpoweridgency OTFS

PS OWT Owertime PS

TS PDM Per Diem TS

» Select the GL class that you would like to budget.

» Once you tab off of the GL class field on the grid, you will see the description of the GL class
will be displayed.

» Click on the dropdown arrow next to Expense Type and choose Fixed or Variable.

» Tab to the writable white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» A note field has been provided so that you can enter clarifying notes.

» You will not be able to enter FTE if there is no corresponding entry budgeted for the GL Class
and Expense on the AF Account OSE or AF Account OTPS page. A warning message will be
displayed.

> You will have to delete or zero out the FTE before deleting or zeroing out the corresponding
entry on the OSE or OTPS page. A warning message will be displayed.
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Performance Indicators Panel

4 AF Account OSE AF Account OTRPS AF Account Adjustments {Peﬁnrmancelndicatnrs‘\_

Model ID: 2006 Model Hame: FiscalYear 200572006
Account: 311 SDTDDE Account Name: Redional Perinatal Center
Initial Current Froposed Qutyear
200452004 200452004 2005/2006 200852007
Fixed FTE : 3.00 3.00 3.00 2.00
Fixed Salaries §136,000 F142020 $142,020 F142.020
Fixed OTPS : $13,100 $13,100 13,100 $13,100
Fixed Account OSE : §0 F0 F0 F0
Fixed Employee QSE . §28,622 F28622 $28,728 f28,728
Fixed Expense Totals: §17T 722 F183 742 $183,848 183,548
“ariable FTE : n.ao n.oo Q.00 0.00
“ariable Salaries §0 §0 F0 0
Wariable OTPS : §0 §0 §8.000 F0
Wariable Account OSE : §0 §0 10,000 F0
“ariable Employee QOSE : §0 §0 F0 0
“ariable Expense Totals: §0 §0 18,000 F0
FTE Total: 3.00 3.00 3.00 3.00
Total of Fixed &
“Yariahle E}{penges : $1T?,T22 $183,T42 $2D2,848 $1 83,848
Sort Order: | * Ascending  Decending w

Perfarmance Indicators:

I First (4] 1o 1 [ Last
. o Initial Current Proposed Outyear
GL Class  GL Description 2004/2005 20042005 20052006 200672007
1|525060 Q Deliveries 0 0 400 0 =]
Perfarmance Indicator Totals: i i 400 0
Performance Indicator Notes: :‘

B save) [(CLRetumnto Search Fravious tab |

This is the panel which will be used by the Hospital to budget units of measure (Performance
Indicators) for each cost center.

The top portion of this panel contains read-only information related to Fixed and Variable
expenses.

The bottom portion of this panel contains the Performance Indicators grid with units of
measure data for the cost center.

The white fields are directly modifiable.

Since you are in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

vV VWV Y V
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» To change the model:
¢ Click on the link next to Account.

¢ You will be directed to the next panel where you may choose the desired Model to
transfer to.

Flease select one of the following links:

Account Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transfer to Outyear

> To budget for a Performance Indicator GL class that is not on the grid:
> Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the Performance Indicator GL Class column.
Click the Lookup button in the next panel. You will then see the list of valid values shown
below.
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Lookup GL Class

Budget Model ID; 2008

Fund 1D 40
GL Class:
GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-34 of 34
285000 Adjusted Discharges
225010 Adjusted Patient Diays
S85020 Admissions
85030 Adult Patient Days
585040 Cases
5850580 Chemotherapy
25060 Deliveries
225070 Diagnostics
585080 Discharges
585080 EEG.EMGEY
85100 Endoscopy

> Select the Performance Indicator GL class that you would like to budget.
» Once you tab off of the GL class field on the grid, you will see the description of the

GL class displayed.

» 'Tab to the writable white field and enter the amount that you would like to budget
for the selected GL class. When you tab off of the field, you will notice the sub-totals

at the bottom of the panel are updated.

» A note field has been provided so that you can enter clarifying notes.
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CPMP Account Distribution Panel Group

» Since the budgets for the CPMP accounts are not driven by allocation, it is not necessaty to
access these accounts through the Organizational Rollup panel.

» From the Use menu, select CPMP Account Distribution. You will then see the following search
dialog box.

Home = Budget = Budget = Lise = CPMP Account Distribution

CPMP Account Distribution

Find an Existing Value

BudgetModel 1D;  |2006 Q)
Account: Q|
Fund ID; a0

Account Descriptinn:|

Department: 102751 G

| Case Sensitive
| Search | | Clear | Basic Search

» Since the CPMP Account Distribution panel group is valid only for fund 90, the fund code is
automatically entered for you. Enter your department ID and click the Search button.

» From the list of accounts, select the account that you wish to budget.
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CPMP Account Summary Panel

Hotrne = Budet = Budget = Use = CPMP Account Distribation

f CPMP Acct Summanry \'. CPMP Revenue CPMP Payroll Sumrmary CPMP OSE CPMP OTPS CPMP Auto Calc

Model ID: 2006 Model Name: Fiscal Year 2005/2006
Account: 43630305 Account Name; Anesthesiology
Initial Current Froposed Qutyear
2004/2004 200452005 2005/2006 2006/2007
Revenue Fee For Service: 17,449 733 17,449 733 17,449 733 17,449 733
UH Agreement: 1,161,016 1,161,016 1,161,016 1,161,016
Agreament: i 1] 0 0
Other Income: i 1] a a
Expense Fayraoll Summary: 345,000 378,324 378,324 378,324
Other Salary: 1,183,150 1,183,150 1,183,150 1,183,150
OTPS: 3,241,412 3,241,412 3,241,412 3,241,412
Auto Calcs: 3,671,397 3,671,397 3,671,397 3,671,397
RF Fringe Benefits: a a a a
RF Agency Fee: 0 a a a
Balance
Account Balance: F10169 780 10,136,455 10,136,455 10,136,455

» You are now in the CPMP Account Distribution panel group.
» There ate six panels in this panel group. The panel tabs are displayed at the top of the panel.
¢ CPMP Account Summary panel
¢ CPMP Revenue panel
¢ CPMP Payroll panel
¢ CPMP OSE (in Aggregate) panel
¢ CPMP OTPS panel
¢ CPMP Auto Calc panel

» You can click on the panel name to activate the panel or you can navigate using the Next Tab
button or the Previous Tab button.

> You will see the model ID and the account number that you selected at the top of each of the
panels in this group.

> You will notice that although you are in one model, you will see the corresponding budget
information for the related models.

» The CPMP Account Summary panel is a display only summary of the GL classes that have been
budgeted on the account.
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» 'The panel is separated into three sections: Revenue, Expense and Balance. These sections are
sub-totaled for all four associated models.

» Initial — The numbers in this column are your final figures from last year’s Proposed
model.

» Cutrent — Use the information in this column to project your budgetary needs for the
current fiscal year. This model was pre-loaded with a current payroll snapshot and the
OTPS data from last year’s Proposed model.

» Proposed — Use the information in this column to project your budgetary needs for the
upcoming fiscal year. The final version of this model will be used to load various
financial systems.

» Outyear — This column contains your anticipated budget for the budget period two
years from now. Please note that the data in the Outyear model will 7of be carried
forward to next year’s associated models.

» During next year’s budget cycle, the information that you budget for this yeat’s Proposed will
become next year’s Initial.
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CPMP Revenue Panel

/ CPMP Acct Summary ¥ CPMP Revenue % GPMP Payrall Summary | CPMP 0OSE ' CPMP OTPS |/ CPMP Auto Cale

Model ID: 2006 Model Name: Fiscal Year 2005/2006
Account: 4363020% Account Name: Anesthesiology

Sort Order: NN - @ ascending " Decending Export to Excel

*Revenue GL Class Initial Current Proposed Qurtyear

GL Class Name Tyne 20042005 2004/2005 20052006 200612007
1 520021 UH Part A UH $52,410 §52,410 $52,410 $52,410 [=]
UH Part A [ 41008600
2 520031 Tiaratore UH 1,088,606  §1,093606 $1,098,606 $1,098 606 [=]
3 522001 UH Medicaid  UH $10,000 §10,000 $10,000 §10,000 [=]
4 522501 Feefor Gervice FEEEVC — §17,204,455  §17,204,455 $17,204,455  §17,204 455 [=]
VA Salary w0
5 522551 Eorne OTHER $0 $0 50 §0 =]
Revenue Totals: $18,610749  $18,610,748 §18610,748  $18,610,749
Auto-Calcs: $3,671,397 $3,671,397 $3,671,397 $3,671,397
Avwailable for Budgeting: $14,839352  $14,839,352 §14839,362  $14,938,352

» This panel contains the revenue details that are sub-totaled on the CPMP Account Summary
panel.

» The white fields are directly modifiable.

» Since you are in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:
¢ Click on the link next to Account.

¢ You will be directed to the next panel where you may choose the desired Model to
transfer to.

Flease select one of the following links:

Account Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transfer to Outyear
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» To budget for a revenue category that is not on the grid:
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the Revenue category GL Class column. Click
the Lookup button in the next panel. You will then see the list of valid values shown below.

Lookup Revenue GL Class

Budget Maodel |D: 2006

Fund 1D 40
GL Class: |
GL Description: |

GL Parent Class:|

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

174 of T4
510850 LI State Veterans Home DTHER
520021 LUHPart A UH
520031 LUHPant A Transfers LIH
520032 HIP OTHER
520033 Southampton Hospital OTHER
520034 LIECQHC DOTHER
520035 BOCES OTHER
520036 LS Health Care OTHER
520037 JustKids DOTHER
a20038 Dol DOTHER

» The list of values contains a column for GL Parent Class. This determines the grouping
of the revenue on the CPMP Account Summary panel. Since GL Parent Class is also a
search key, you can use Search for revenue GL classes in specific GL Parent Classes.

» Select the revenue GL class that you would like to budget.

¢ Once you tab off of the GL class field on the grid, you will see the description of the GL class
will be displayed.

¢ Tab to the write-able white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» 'The list below contains a sample list of valid values for CPMP revenue grouped by the GL
parent class.
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FEESVC - Fee for Service

522501

Fee for Service

UH - UH Agreements

521002
522001
520021
520031
522041
522011

Coram Health Center Agreement
UH Medicaid

UH Part A

UH Part A Transfers

UH Part B

UH Back Program

AGREE - Agreements

521001
521003
521004
521005
521006
521007
521008
521009
521010
521011
521012
521013
521014
521015
521016
521017

Brookhaven National Lab Agreement
Developmental Disability Agree
Eastern Hospital Agreement
Epilepsy Foundation Agreement
Family Service League Agreement
St Johnland Nursing Ctr

Lab Animal Resources Agreement
Maryhaven Center Hope Agreement
Planned Parenthood Agreement
School of Dental Med Agreement
St Charles Neo-Natal Agreement

St John's Hospital Agreement

UCP PSY Agreement

UCP PSY Greater NY Agreement
Winthrop UH Agreement

National Inst Peo/Disbl Agreement

OTHER - Other Income

510850
520032
520033
520034
522551
520035
520036
520037
520415
520416

LI State Veterans Home
HIP

Southampton Hospital
LIEOHC

VA Salary Revenue
BOCES

US Health Care

Just Kids

Contractual

Board Fund
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520417 Deans Fund
520418 Billing Cost
520419 Administrative Costs

» 'To budget for UH Part A (GL Class 520021) and UH Part B (GL Class 522041), use the CPMP
UH Revenue panel. The data for these GL Classes should be entered in detail for each Revenue
Provider in the inner scroll.

CPMP UH Revenue Panel

[ CPMP Acct Summary | CPMP Revenue Y CPMP UH Revenue % CPMP Payroll Summary | CPMP OSE

Budget ;549 Model  Fiscal Year 200912010 Budget Documentation
Model Name:
ID:
Account:4363030 4 Account Anesthesiology
Name:
Initial Current Proposed Outyear

Find | View Al First 4] 1 0r1 [ Last

520021 UH Part A 52410 52410 52.410 52410

Hospital Support Descriptions Find | View All First ] 1011 Y Last

REVENUE PROVIDER 52 410 52 410 52,410 52410 B
UH Part A/UH Part B $52.410 $52,410 $52,410 $52,410
Totals
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CPMP Payroll Summary Panel

CPMP Acct Sumimary CPMP Revenue { CPMP Payrall Summary \ CPMP OSE CPMP OTFS CPMP Auto Calo

Model ID: 2006 Model Hame:  Fiscal Year 200572006
Account: 43630303 Account Name: Anesthesiology

Sort Order: | =l @ ascending " Decending Export to Excel

view Al First (0 1084 [ Last

Payroll GL Class GL Initial Current Proposed Ourtyear

GL Class Name Parent 2004/2005 20042005 200572006 200672007

1cP_Fac SPMPADE  pg $345,000 $378,325 $378,325 $378,325
Faculty

PS Subtotals: $245,000 $278,325 $278,325 $278,325

TS Subtotals: $0 §0 §0 §0

Payrall Totals: $245,000 $278,325 $278,325 $278,325

Fayroll Fringe Totals: £0 §0 §0 §0

Payrall Agency Totals: 30 §0 §0 £0

» 'This panel is a display only sub-total of the employee records by GL class. To modify the
numbers on this panel, you will need to modify the employee records associated with this
account. (Unit 5 provides instructions on viewing employees by account.)

» Since you are in the Proposed model, you ate viewing all of the payroll GL class sub-totals in
that model. You are also viewing the corresponding budget numbers for the associated models.

» 'This means that you will only see budget values for the three associated models if there
is budgeted information for that expense in the Proposed model.

» To view all of the budgeted GL classes in an associated model, you must select that
model in the Search dialog box.

> The first two columns in the grid contain the GL classes and their descriptions.

» 'The third column contains the GL Parent field. This column indicates whether the GL class is
under the PS (personal services regular) node or the TS (personal services temporary) node.
There are also PS and TS sub-totals by model under the grid.

» The Payroll Fringe Totals are only calculated for applicable funds (i.e., IFRs, SR, IDC, SBF, and
CPMP).

» 'The Payroll Agency Totals are only calculated for CPMP and SBF staff.

CPMP OSE (in Aggregate) Panel
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| GPMP Acet Surnmary | CPMP Revenue | GPMP Payroll Surnmary " CFMP OSE % GPMP OTPS | CPMPF Auto Cale

Model ID: 2006 Model Name:  Fiscal Year 2005/2006
Account: 43630305 Account Name: Anesthesiology

* Ascending " Decending Export to Excel

Sort Order; |-

*OSE GL Class PS/ Initial Current Proposed Outyear

GLClass  Name Expense Type ;o 2004/2005 200412005 200572006  2006/2007
Incentive r
1 |Ps_BoM Q] Bonus Fixed PS $1,137,850 $1,137,850 $1,137,850 $1,137,850 =1
(Faculty
2 [TS_BON & Bonus Fixed TS $45,300 $45,300 §45,300 $45,300 =1
OSE PS Subtotals: $1,137,850 $1,137,850 1,137,850 $1,137,850
0SE TS Subtotals: §45,300 §45,300 $45,300 §45,300
OSE Totals: 1,183,150 $1,183,150 1,183,150 1,183,150
OSE Fringe: F0 0 §0 §0
ZSE Agency Feea: 0 50 §0 F0
0O5E Notes: J

» 'This is the panel you will use to budget other salary expenses (OSE) in aggregate by account.
The OSE in aggregate expenditures are salary expenses that you want to budget in a lump sum
for the account, rather than by employee. For example, you may not know which employee will
be receiving incentive payments, but you do know that you need to budget for that expense. So,
rather than budgeting it for each employee, you can budget it here in total for the account.

> Student assistant expenditures should be budgeted in aggregate on this panel. Their employee
records were not loaded on the system.

» The white fields ate directly modifiable.

» Since you are in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:
¢ Click on the link next to Account.

¢ You will be directed to the next panel where you may choose the desired Model to
transfer to.
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Flease select one of the following links:

Aoccount Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transferto Cutyear

» To budget for a OSE GL class that is not on the grid:
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OSE GL Class column. Click the Lookup
button in the next panel. You will then see the list of valid values shown below.

Lookup OSE GL Class

Budget Model ID:; 2008

Fund D a0
GL Clasgs:
GL Description: |

GL Farent Class:

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1.6 of &

216725 Undergrad Student Exemipt TS

216726 LUndergrad Student Hourly Is

26727 Undergrad Student Wonexempt TS

B16728 honexempt Hourly 15

PS BOM Incentive f Bonus (Facultd
TS5 BOM Honus

|—| |‘I:I
Ly ]

» The list of values contains a column for GL Parent Class. This determines whether a category is
personal services regular (PS) or personal services temporary (TS). Since GL Parent Class is also
a search key, you can use Search for OSE GL classes in specific GL Parent Classes.

PeopleSoft Campus Budget Module Page 44 of 158



» Please note that the set of GL classes you can use depends on the fund or fund type that your
account belongs to.

» Select the OSE GL class that you would like to budget.

» Once you tab off of the GL class field on the grid, you will see the desctription of the GL class
will be displayed.

» Tab to the write-able white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» As with the CPMP Payroll Summary panel, there is a sub-total for PS, TS, fringe and agency fee.

» A note field has been provided so that you can enter clarifying notes.

CPMP OTPS Panel
| CPMP Acct Surmaty | CPMP Revenue | CPMP Payroll Summary | CPMP OSE | CPMP OTPS % CPMP Auto Calc
Model ID: 2008 Model Mame: Fiscal Year 2005/2006
Account: 436303058 Account Mame: Anesthesiology
Sort Order: | = @ Ascending ¢ Decending W00 Excel
*0OTPS *Expense Initial current Proposed Ourtyear
GLClass OL ClassMName .o 2004/2005 200472005 2005/2006 2006/2007
1 [aonTaT @) ACCOUNINS - e 50 50 50 s0 [+] [=]
2 [aong0T @ AMEMSNANY e $5,000 $5,000 §5,000 $5,000 [+ ] [=]
3[s00751 Q ggﬁg:j”&ﬂ‘neg”t Fixed $25,000 $25,000 §25,000 $25,000 [+] [=]
Capital .
+
4 (802201 |Q Expenditures T $10,000 $10,000 $10,000 $10,000 =]
5 [anzanr (@) Bl Fhones gy 50 $0 50 s0 [+] [=]
lzage Chos
OTPS Totals: §3,241,422 §3,241,422  §3,241,422 §3,241,422
OTPS Mates 2]

» 'This is the panel you will use to budget Other Than Personal Setvices (OTPS) expenditures.

» The white fields are directly modifiable.

» Since you are in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:
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¢ Click on the link next to Account.

¢ You will be directed to the next panel where you may choose the desired Model to
transfer to.

Flease select one of the following links:

Account Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transfer to Outyear

» To budget for an OTPS GL class that is not on the grid:
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OTPS GL Class column. Click the
Lookup button in the next panel. You will then see the list of valid values shown below.

Lookup OTPS GL Class

Budget Model |1D; 2006

Fund ID: 90
GL Class:
GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-63 of 63
800151 Accounting Fees
800601 Adwerising And Promotion
8007581 Appointtment Scheduling
802201 Capital Expenditures
802501 CellPhones Usage Chas
803001 Computing Supplies
803525 Mon Capital Construction
803601 Consultant Printing
803801 Corporate Taxes
804335 Data Processing Fees

» Select the OTPS GL class that you would like to budget.

» Once you tab off of the GL class field on the grid, you will see the desctiption of the GL class
will be displayed.

» 'Tab to the write-able white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.
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» A note field has been provided so that you can enter clarifying notes.

CPMP Auto Calc Panel

CPMP Acct Summary CPMP Revenue CPMP Payroll Summary CPMP OSE CPMF OTFPS CPMP Auto Cale

Model ID: 2006 Model Name: Fiscal Year 2005/2006 Re-Calculate

Account: 4363030 Account Name: Anesthesiology
Sort Order: | * ascending ¢ Decending ExnaiiniEsse]
view Al First (4 14065 D Last
. e - Initial current Proposed Outyear

GL Class  Expenditure Description Description Percent 0042005 0042005 20052006 0062007
1 800401 Administrative Admin 4.53 843,067 $843,067 843,067 $843,067 J J
2 800415 Caontractual Contractual 5.00 $930,537 $930,537 930,537 $930537 J J
3800420 Board Fund Assessment 0.74 $137.720 $137.720 §137.720 $137,720 J J
4 800425 Deans Fund Assessment 1.00 §186.107 186107 186,107 186,107 J J

Calculations performed on all revenue types except Billing which is done on Fee Far Service only.

» This panel contains a grid with display-only information for revenue assessments.

A\

These assessments are automatically calculated on the revenue in the CPMP Revenue panel.

> The first three columns on the grid contain the GL class and the description of these automatic
calculations.

» The fourth column contains the rate of each auto calc.

A\

The next four columns contain the calculated amounts by model ID.

» All of the auto calcs are assessed on all the revenue types except for Billing which is assessed on
Fee-For-Service only.

IDC Account Distribution Panel Group

» Similar to the AF Account Distribution panel group, it is recommended that you access your
IDC accounts through the Organizational Rollup panel. When you click on the link on the IDC
row (fund 73) on the Organizational Rollup panel, you will get the search dialog box below.
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Home = Budiget = Budget = Use = IDC Account Distribation

IDC Account Distribution

Find an Existing Value

Budget Model ID: 2006 Q)
Account: Q)
Fund ID; 73

AccnuntDescriptinn:|

Department; 155614 =

[ Caze Sensitive
| Search | | Clear | Basic Search

» Since the IDC Account Distribution panel group is valid only for fund 73, the fund code is
automatically entered for you.

» Since you started with the Organizational Rollup panel, the system “remembers” your
Department ID.

» For the search dialog box, click the Search button and select the IDC account you wish to
budget.

> You are now in the IDC Account Distribution panel group

» 'There are four panels in this panel group. The panel tabs are displayed under the command
buttons.

» IDC Account Summary panel

» IDC Account Payroll panel

» IDC Account OSE (in Aggregate) panel
» IDC Account OTPS panel

» You can click on the panel name to activate the panel or you can navigate using the Next Tab
button or the Previous Tab button.

» You will see the model ID and the account number that you selected at the top of each of the
panels in this group.

> You will notice that although you are in one model, you will see the corresponding budget
information for the related models.

IDC Account Summary Panel
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J." IDC Acct Summary \'. IDC Payroll Sumimany IDC OSE IDC OTPS
Model ID: 2006 Model Name: Fiscal Year 2005/2006
Account: 43193345 Account Hame: Mailroorm
Dist. Amt.: 40,747
Org. Level:  Central Services Undist. Amt.: $3,243
Inhitial Current Propaosed Cutyear
200452005 2004720045 20052006 200652007
Expense Fayroll Summary: 24,000 25,000 25,000 25,000
Other Salary: 7132 7132 7132 713z
Fringe Benefits: 7,920 8,250 8,250 8,240
Sub-Total: ag,052 40,382 40,382 40,382
CTPE: 375 a7A ara aTa
Balance
Account Balance: fag 427 F40,7a7 F40. 7487 F40,7a7

» This first panel is a display only summary of the GL classes that have been budgeted on the
account.

» Under the account number and the account name, there is a distributed amount for the
organizational level (department) that you selected in the Organizational Rollup panel.

» The distributed amount is the same number that you saw in the Organizational Rollup
panel.

» The system is telling you that from your targeted allocation, you have distributed (ot
budgeted) $40,757 and that you have $§9,243 left to distribute.

» The distributed amount is for ALL of the accounts within the organizational level and
fund that you selected. The reason the distributed amount of $40,757 matches the
account total is because account 4319334 is the only one with budgeted information. If
there were other IDC accounts that were budgeted, the distributed amount would be
larger.

> You will only see the distributed and undistributed information if you start off in the
Organizational Rollup panel.

> As you can see from the title bar, this IDC Account Distribution Panel group is under the Use
menu. We accessed it from the Organizational Rollup panel on the Inquire menu, but you can
also access it from Use. The advantage of going through the Organizational Rollup is the
following:

» 'The system will “remembet” your department ID on the search dialog box.
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» The system will “remember” your distributed and undistributed amounts on the AF,
IDC & IFR Account Distribution Summary panels. The distributed and undistributed
amounts are not applicable for the SR and CPMP Account Distribution Summary
panels.

» Under the distributed and undistributed figutes, you see Payroll Summary, Other Salary, Fringe
Benefits, OTPS and the Account Balance for all four associated models.

» Initial — The numbers in this column are your final figures from last yeat’s Proposed
model.

» Cutrent — Use the information in this column to project your budgetary needs for the
current fiscal year. This model was pre-loaded with a current payroll snapshot and the
OTPS data from last year’s Proposed model.

» Proposed — Use the information in this column to project your budgetaty needs for the
upcoming fiscal year. The final version of this model will be used to load various
financial systems.

» Outyear — This column contains your anticipated budget for the budget period two
years from now. Please note that the data in the Outyear model will 7of be carried
forward to next year’s associated models.

» During next year’s budget cycle, the information that you budget for this year’s Proposed will
become next year’s Initial.
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IDC Payroll Summary Panel

IDC Acct Sumimany I." D Payrall Summarny \'. IDiC O5E D OTPS

Model ID;: 2008 Model Name:  Fiscal Year 200572008
Account: 43193345 Account Name: Mailroom
Sort Order: | ﬂ * ascending * Decending Exportto Excel
/ First (4] 1061 [P Last
Payroll GL Class GL Initial Current Proposed Qutyear
GL Class Hame Parent 200472005 200412005 2005/2006 2006:2007
1 RF_EMP RF Employee TS $24,000 §25,000 §25,000 F25,000
PS5 Subtotals: §0 §0 &0 $0
TS Subtotals: 24 000 $26,000 25,000 25,000
Payroll Totals: 24 000 $26,000 $25,000 25,000
Payroll Fringe Totals: 57,920 Fa,2a0 $3,250 F8,250
Payroll Agency Totals: §0 F0 £0 50

» 'This panel is a display only sub-total of the employee records by GL class. To modify the
numbers on this panel, you will need to modify the employee records associated with this
account. (Unit 5 provides instructions on viewing employees by account.)

» Since you are in the Proposed model, you atre viewing all of the payroll GL class sub-totals in
that model. You are also viewing the corresponding budget numbers for the associated models.

» 'This means that you will only see budget values for the three associated models if there
is budgeted information for that expense in the Proposed model.

» To view all of the budgeted GL classes in an associated model, you must select that
model in the Search dialog box.

» The first two columns in the grid contain the GL classes and their descriptions.

» 'The third column contains the GL Parent field. This column indicates whether the GL class is
under the PS (personal services regular) node or the TS (personal services temporary) node.
There are also PS and TS sub-totals by model under the grid.

» The Payroll Fringe Totals are only calculated for applicable funds (i.e., IFRs, SR, IDC, SBF, and
CPMP).
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» 'The Payroll Agency Totals are only calculated for CPMP and SBF staff.

IDC OSE (in Aggregate) Panel

[ IDC Acct Summary | IDC Payroll Sumrmary " IDC OSE IDC OTPS
Model ID: 2006 Model Hame:  Fiscal Year 2005/2006
Account: 4318334 F Account Name: Mailroom
Sort Order: /il  ascending ¢ Decending S0 =EE]
! First EI 1aof 1 II' Last
*0OSE GL Class . P Initial Current Proposed Outyear
GLClass  Name Expense Type o 2004,2005 2004,2005 200572006  2006/2007
1 |Ts_BOM Q] Bonus Fixed TS 7,132 §7,132 §7132 §7,132 =]
O5E PS Subtotals: $0 $0 0 0
0S5E TS Subtotals: §7,132 §7.132 §7,132 §7,132
OSE Totals: §7,132 §7.132 $7,132 $7,132
Q8E Fringe: F0 50 50 F0
QSE Agency Fee; 50 50 50 §0
0OS5E Hotes: J

» 'This is the panel you will use to budget other salary expenses (OSE) in aggregate by account.
The OSE in aggregate expenditures are salary expenses that you want to budget in a lump sum
for the account, rather than by employee. For example, you may not know which employee will
be getting a bonus, but you do know that you need to budget for that expense. So, rather than
budgeting it for each employee, you can budget it here in total for the account.

> Student assistant expenditures should be budgeted in aggregate on this panel. Their employee
records were not loaded on the system.

» The white fields ate directly modifiable.

» Since you are in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:

¢ Click on the link next to Account.

¢ You will be directed to the next panel where you may choose the desired Model to
transfer to.
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Flease select one of the following links:

Aoccount Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transferto Cutyear

» To budget for a OSE GL class that is not on the grid:
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OSE GL Class column. Click the Lookup
button in the next panel. You will then see the list of valid values shown below.

Lookup OSE GL Class

Budget Model |D; 2006

Fund ID: 73
GL Class:
GL Description: |

GL Parent Class:

| Lookup | | Clear | | Cancel | Basic Lookug

Search Results

17 of 7
216725 Undergrad Student Exernpt TS
B16726 Undergrad Student Hourly TS
S1672Y  Undergrad Student Monexermpt TS

B16728  Maonexempt Hourly TS
825000 |[FR Salaries TS
225010 |FRE Salaries - Unallocated 15
TS BOM Bonus TS

> 'The list of values contains a column for GL Parent Class. Since GL Parent Class is also a
search key, you can use Search for OSE GL classes in specific GL Parent Classes.

» Select the OSE GL class that you would like to budget.
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A\

Once you tab off of the GL class field on the grid, you will see the description of the GL class
will be displayed.

Tab to the write-able white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

As with the Account Payroll panel, there is a sub-total for PS, TS, fringe and agency fee.
A note field has been provided so that you can enter clarifying notes.

Please note that the set of GL classes you can use depends on the fund or fund type that your
account belongs to.

The list above is valid for the OSE panel in the IDC Account Distribution panel group and the
SR Account Distribution panel group.

IDC OTPS Panel

/IDC Acct Summary ' IDG Fayroll Summary . IDG0SE ' IDC OTF3 ‘._

Model ID; 2006 Model Name: Fiscal Year 2005/2006
Account: 43193343 Account Name: Mailroom
Sort Order: | [ @ Ascending  { Decending _EPOrtio Bxcel
wiew Al First [ 1061 [P Last
*OTPS *Expense Intial Current Proposed Outyear
GL Class  OLClassHame p 2004/2005 2004/2005 2005/2006 20062007
1{822330 Q] Supplies Fixed $375 $375 §375 $375 [-]
OTPS Totals: $375 $375 $375 §375
OTPS MNotes =]

Y

This is the panel you will use to budget Other Than Personal Services (OTPS) expenditures.
The white fields are directly modifiable.

Since you are in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:
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¢ Click on the link next to Account.

¢ You will be directed to the next panel where you may choose the desired Model to
transfer to.

Flease select one of the following links:

Account Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transfer to Outyear

> To budget for a OTPS GL class that is not on the grid:
> Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OTPS GL Class column. Click the
Lookup button in the next panel. You will then see the list of valid values shown below.
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Lookup OTPS GL Class

Budget Model |D; 2006

Fund 1D 73
GL Class:
GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-13 of 13
202001  Building Alterations

206001  Egquipment Other

206651  Pardicipant SupportFellow
811101 Maintenance & Cperat. Supply
812301 Miscellaneous

213251 Patient Care

813901 Printing & Reproduction
222201 Service Matrials

822301 Spec Contractual Serv.
822330 Supplies

» Select the OTPS GL class that you would like to budget and click OK.

» Once you tab off of the GL class field on the grid, you will see the desctription of the GL class

will be displayed.

» Tab to the write-able white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of

the panel are updated.

» A note field has been provided so that you can enter clarifying notes.

> The list above is valid for the OTPS panel in the IDC Account Distribution panel group and the

SR Account Distribution panel group.
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IFR Account Distribution Panel Group

» IFR accounts ate accounts in the following funds:
Fund 20 — General IFR
Fund 25 — SUTRA
Fund 35 — Dormitory IFR
Fund 45 — Hospital IFR

» Since targets are not set for IFR accounts by VP area, you need not start in the Organizational
Rollup panel. From the Use menu, select IFR Account Distribution. You will then see the

following search dialog box

> Enter the IFR fund that you wish to select an account from and enter your department ID.

Then click the Search button.

Home = Budget = Budoet = Use = IFR Account Distribution

IFR Account Distribution

Find an Existing Value

Department:

Budget Model (D |2006 Q]

Account: ﬂ
Fund ID: 20 Q

Account Descriptinn:|

[ Case Sensitive

155619 Q

| Search | | Clear | Basic Search

» You will then see a list of all of the accounts that match your search criteria.

» In the screen print below, the system displays all of the General IFR accounts  within Central

Services.
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IFR Account Distribution

Find an Existing Value

Budget Model 1D [2006 Q)

Account ﬂ
Fund ID: 20 Q

Account Deacriptinn:|

Department: ﬂ

[ Case Sensitive
| Search | | Clear | Basic Search

Search Results

1-7 of 7
Budget Model ID Fund ID Account  Account Description Department Organization Code
2006 20 90081100 Life Sciences Stareroom Feimb 84080600 1556149
2006 20 900282201 Repair Contracts Besearch 24083900 1556149
2006 20 Q0082202 Fepair Contracts Affiliates 240838900 1545619
2006 20 500822949 Contracts Repair-Misc 24088900 155619
2006 20 40084100 Waste Managerment 24083900 155619
2006 20 0024600 Mail Reimbursables gE084500 155619
2006 20 Q0026200 Tank Gas Program 24020700 155619

» From the list of accounts, select the account that you wish to budget.
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IFR Summary Panel

IFR Summary

IFR Revenue

IFR FPayroll Summany

IFR Account FTE

IFR OSE

IFR OTFPS

»

Model ID: 2006
Account: 900811005

Model Hame: Fiscal Year 200552006

Account Name: Life Sciences Storeroom Reimb

IFR Account Details |

Revenue

Expense

Balance

Org. Level: Central Services Dist. 261,764
Amt.:
Undist. Amt.. 538,256
Initial Current Proposed Cutyear

200442004 200452004 200582006 200652007
Revenue: Fa0,882 F42014 84 186 75,808
PS Regular: 47,200 §49,700 §49 764 545 764
PS Temporary: £0 &0 £0 £0
OTPS: $5,000 $5,000 §5,000 $4,000
Allacation: $52,200 §a54 700 F54,764 §54 764
Cverhead: F4,874 51,622 §2,250 $1,622
Fringe Benefits: f19,6824 §20,659 §20 686 §20,686
Account Balance: $3,983 §-34 966 $6,486 §-1,264

» You are now in the IFR Account Distribution panel group.

» There are six panels in this panel group. The panel tabs are displayed under the command

buttons.

¢ IFR Summary panel
¢ IR Revenue panel

¢ IFR Payroll Summary panel

¢ IFR OSE (in Aggregate) panel

¢ IFR OTPS panel
¢ IFR Overhead panel

» You can click on the panel name to activate the panel or you can navigate using the Next Tab
button or the Previous Tab button.

> You will see the model ID and the account number that you selected at the top of each of the

panels in this group.

» You will notice that although you are in one model, you will see the corresponding budget
information for the related models.
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» 'The IFR Summary panel is a display only summary of the GL classes that have been budgeted

on the account.

» If you selected this panel group from the Organizational Rollup panel you will see a distributed
amount for the organizational level (department) that you selected. This is located under the
account number and the account name.

» The distributed amount is the same number that you saw in the Organizational Rollup
panel.

» 'The system is telling you that from your targeted allocation, you have distributed (or
budgeted) $261,764 and that you have $38,2306 left to distribute.

» 'The distributed amount is for ALL of the accounts within the organizational level and
fund that you selected. You have $261,764 budgeted in allocation, which equals the
distributed amount. This is because you have only budgeted on some accounts.

» As you can see from the title bar, this IFR Account Distribution Panel group is under the Use
menu. We accessed it from the Organizational Rollup panel on the Inquire menu, but you can
also access it from Use. The advantage of going through the Organizational Rollup is the
following:

» The system will “remembet” your department ID on the search dialog box.

» The system will “remember” your distributed and undistributed amounts on the AF,
IDC & IFR Account Distribution Summary panels.

» Under the distributed and undistributed figures, you see a Revenue section and an Expense
section.

» The Revenue section is a sub-total of the information in the IFR Revenue panel.

» The expense section contains sub-totals for PS Regulat, PS Temporary, OTPS as well as an
Allocation sub-total for all three.

> The expense section also contains the Overhead total and the Fringe Benefit total.

Y

The Balance section is the difference between the Revenue section and the Expense section.
» 'This information is displayed for all four associated models.

» Initial — The numbers in this column are your final figures from last year’s Proposed
model.

» Current — Use the information in this column to project your budgetary needs for the
current fiscal year. This model was pre-loaded with a current payroll snapshot and the
OTPS data from last year’s Proposed model.

» Proposed — Use the information in this column to project your budgetaty needs for the
upcoming fiscal year. The final version of this model will be used to load vatious
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financial systems. For example, the Proposed data in appropriated funds (including
IFRs) will be used to load the initial allocation from SUNY.

» Outyear — This column contains your anticipated budget for the budget petiod two
years from now. Please note that the data in the Outyear model will 7o be carried
forward to next yeat’s associated models.

» During next yeat’s budget cycle, the information that you budget for this yeat’s Proposed will
become next year’s Initial.

IFR Account Details Panel

» When you click on the IFR Account Details button on the IFR Summary panel, you will see the
panel below. This panel contains information about the fringe benefit rate and overhead rate
assessed on the account.

{ IFR Account

Model ID; 2006 Model Hame: Fiscal Year 20052006

Account: 900811 DDE Account Mame: Life Sciences Storeroom Reimb

Fund ID: 20 IFF
Ending Cash Balance: k4,186 Additional Collections: a
Fringe Percent: | 41.99 % Additional Expenditures: a

Overhead Percent: | 790 %
Account Purpose:

Proposed Changes:

» 'To get back to the IFR Account Distribution panel group, click on the Back button.
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IFR Revenue Panel

" IFR Summary IFRRevenue " IFR Payroll Summary || IFR AccountFTE || IFROSE || IFROTPS || IFR Overhead

Model ID: 2013 Model Name: Fiscal Year 2012/2013 Budget Documentation
_ _ | CashiMotes |
Account: 960001015 Account Name: Biology Summer —
Initial Current Proposed Cutyear
GL Class | Sources of Revenue Find | View Al First B qor1 D st
502900 | Q Fees 23,000 23,000 23,000 23,000 FHE]
Major Providers of Revenue Eind | View All First I 4071 I3 Last
|STUDENTS 23,000 23,000 23,000 23,000 =
Revenue Sub-Total 23,000 23,000 23,000 23,000
Current Year Cash Carry Over 0 0 0 0
Revenue Total 23,000 23,000 23,000 23,000
Revenue Fringe Totals 5,676 5,676 5,676 5,676
Exit

* This will exit without saving.

» 'This panel contains the revenue details that ate sub-totaled on the IFR Summary panel.

» Note: For SUTRA Summer and Winter accounts, Fringe is calculated on Revenue, not
Expenses.

» As in prior years, you must detail the Soutces of Revenue and Major Providers of Revenue.
However, now there is a parent-child relationship between Sources of Revenue and Major
Providers of Revenue. That is, for each Source of Revenue, you must list the corresponding
Major Providers of Revenue.

» Use the outer scroll bar to scroll between Sources of Revenue. Use the inner scroll bar to scroll
between the Major Providers of Revenue of a particular Source of Revenue.

» To insert a Source of Revenue,
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the Source of Revenue GL Class column.
Click the Lookup button in the next panel. You will then see the list of valid values shown
below.
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Budget Model ID: 2006

Fund ID: 20
GL Class:
GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-11 of 11
a00201  Admin O/H Return
a014900 Conference Fees
502701 Research- Salary Offset
202900 Fees
06100 RevHosp Patnt Shece-Other 3rd
a02400 Miscellaneous Revenue DIFR
5114900 Private Contracts
12000 Private Grants
512600 Rents
812650 Deparment Sales
517700 State Grants

Select the desired Source of Revenue. Once you tab off the field, you will see the description of
the Source of Revenue you selected.

The numeric field to the right of the Source of Revenue field is display only. It is a sub-total of
Major Providers of Revenue entries.

Click on the editable box under Major Providers of Revenue. Enter the description of the Major
Provider of Revenue and tab to the right to enter the corresponding amount.

Typically each IFR account has one Source of Revenue. To enter additional Sources of
Revenue, click the Insert Row button while in the Sources of Revenue section.

To enter additional Major Providers of Revenue, click the plus sign while in the Major Providers
of Revenue section.

Once you have entered the Sources of Revenue and Major Providers of Revenue that you are
anticipating for the Proposed fiscal yeat, click on the Cash/Notes button located at the top
right-hand corner of the IFR Revenue panel.

You will then see the secondary panel displayed on the next page.
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IFR Revenue Cash Carry Over

Budget Model ID: 2006 Account: 90031100

Current Year Cash Carry Ower

Ending Cash Balance {12/31 for HSC/Hosp, 54,186
3131 far other areas, 711 for ' models)

Additional Collections: | D
Additional Expenditures: | a

Total Cash Carry Ower at 6/30: 54,186

Account Purpose: |

Proposed Changes: |

. 0Ok | | Cancel |

» Use this panel to project your cash balance at the end of this Current year.

» The Ending Cash Balance is as of 12/31 for SOM/HSC/Hospital users, and 3/31 for West

Campus users.

» In the Additional Collections field, enter collections you expect for the remainder of the current
year. The collection figure should be net of applicable overhead charges.

» In the Additional Expenditures field, enter the expenses you anticipate for the cutrent yeat.

» 'The Total Cash Carry Over at 6/30 is the amount you anticipate carrying over from the Current
year to the Proposed year. It is the sum of the Ending Cash Balance at 12/31 or 3/31 plus
Additional Collections, less Additional Expenditures.

» In the example above, you anticipate carrying over $54,186 to the Proposed year.

» Once you have completed the IFR Revenue Cash Carry Over secondary panel, click OK to go
back to the IFR Revenue panel.

> You are now done budgeting your revenue. From the Revenue panel previously displayed, you
are projecting $30,000 in revenue for the Proposed year, and you are

anticipating to carry over $54,186 from the Current year. The total revenue you can budget
against is $84,180.

IFR Payroll Summary Panel
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IFR Summary IFR Revenue ;’ IFF: Payrall Summary \ IFR Account FTE IFR OSE IFR OTFS IFR Overhead

Model ID: 2006 Model Hame:  FiscalYear 2005/2006
Account; 900811005 Account Name: Life Sciences Storeroom Reimb

Sort Order: | | @ ascending " Decending Export to Excel

Sig Al First (0 12t 2 [ Last
Payroll GL Class GL Initial Current Proposed Outyear

GL Class Mame Parent 2004:2005 200472005 20052006 200672007
Lurmip Sum

1 PS_ADJ Adjustrmant FS 0 Fa00 Fa0o Fa00

Mon

2PS_0OTH Instructional s 46,000 43,000 48,000 fag.000

3 PS_UUP ;‘;—f Lotellil o §1,200 §1,200 §1,264 $1,264

PS5 Suhtotals: 47 200 §45.700 540 764 F48 764

TS Subtotals: &0 &0 §0 50

Payroll Totals: $47,200 $49,700 $49,764 F49, 764

Payrall Fringe Totals: $19 824 $20 659 §20, 686 $20 686

Payrall Agency Totals: 50 &0 §0 50

» This panel is a display only sub-total of the employee records by GL class. To modify the
numbers on this panel, you will need to modify the employee records associated with this
account. (Unit 6 provides instructions on viewing employees by account.)

» Since you are in the Proposed model, you are viewing all of the payroll GL class sub-totals in
that model. You are also viewing the corresponding budget numbers for the associated models.

» 'This means that you will only see budget values for the three associated models if there
is budgeted information for that expense in the Proposed model.

» To view all of the budgeted GL classes in an associated model, you must select that
model in the Search dialog box.

> The first two columns in the grid contain the GL classes and their descriptions.

» The third column contains the GL Parent field. This column indicates whether the GL class is
under the PS (personal services regular) node or the TS (personal services

» temporary) node. There are also PS and TS sub-totals by model under the grid.

» 'The Payroll Fringe Totals are only calculated for applicable funds (i.e., IFRs, SR, IDC, SBF, and
CPMP).

» The Payroll Agency Totals are only calculated for CPMP and SBF staff.

IFR OSE (in Aggregate) Panel
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[ IFR Sumrnary ' IFR Rewenue ' IFR Payroll Summary | IFR Account FTE  IFRO3E Y IFR OTPS | IFR Qwerhead

Model ID: 2006 Model Name:  Fiscal Year 200572006
Account: 900811005 Account Name: Life Sciences Stareroom Reimb
Sort Order: |A' GL Class ﬂ @ pscending * Decending Export to Excel
] First (4 1o 1 [ Last
*0SE GL Class N PS/ Initial Current Proposed Qutyear
GLClass  MName Expense Type o 200472005 2004/2005 20052006 200612007
1|PS_HOL Q] Holiday Pay  Fixed FS §0 §0 $5,000 §0 =
D5E PS5 Subtotals: %0 &0 §45,000 §0
QSE TS Subtotals: 50 &0 0 $0
CSE Taotals: 0 §0 F4,000 §0
QSE Fringe: fn &0 2100 $0
(OSE Agency Feg: &0 50 §0 §0
0OSE Notes: J

=

» This is the panel you will use to budget other salary expenses (OSE) in aggregate by account.
The OSE in aggregate expenditures are salary expenses that you want to budget in a lump sum
for the account, rather than by employee. For example, you may not know which employee will
be working holidays, but you do know that you need to budget for that expense. So, rather than
budgeting it for each employee, you can budget it here in total for the account.

» Student assistant expenditures should be budgeted in aggregate on this panel. Their employee
records were not loaded on the system.

» The white fields ate directly modifiable.

» Since you ate in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:

> Click on the link next to Account.

» You will be directed to the next panel where you may choose the desired Model to transfer
to.
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Flease select one of the following links:

Aoccount Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transferto Cutyear

» To budget for a OSE GL class that is not on the grid:
> Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OSE GL Class column. Click the Lookup
button in the next panel. You will then see the list of valid values shown below.

Lookup OSE GL Class

Budoget Model (D; 2008

Fund I 20
GL Class:
GL Description: |

GL Parent Class:

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results
1-15 of 15

GL Class GL Description GL Parent Class

PS ALR Also Receives PS
PS CHR Chair Stipend PS
FS DIF Salary Differential ==
PS HOL Haliday Pay k=]
PS LOS LostTime PS
PS MSC Other PS
PS5 O%T Owedime PS
PS5 PSH Pre Shift Briefing ES
F3 SAY Savings k=]

» 'The list of values contains a column for GL Parent Class. This determines whether a category is
personal services regular (PS) or personal services temporary (TS). Since GL Parent Class is also
a search key, you can use Search for OSE GL classes in specific GL Parent Classes.
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» Please note that the set of GL classes you can use depends on the fund or fund type that your
account belongs to.

» 'The list above is valid for OSE in aggregate expenditures in all appropriated funds (including
IFRs).

» Select the OSE GL class that you would like to budget.

» Once you tab off of the GL class field on the grid, you will see the description of the GL class
will be displayed.

» Tab to the write-able white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» As with the Account Payroll panel, there is a sub-total for PS, TS, fringe and agency fee.

A\

A note field has been provided so that you can enter clarifying notes.

» The list of valid GL class values for this panel is the same as the list for the AF Account OSE
panel in the AF Account Distribution panel group.
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IFR OTPS Panel

| IFR Summary  IFR Revenue | IFR Fayroll Summary | IFR Account FTE | IFROSE | IFR OTFS " IFR Owerhead

Model ID: 2006 Model Hame: Fiscal Year 200572006
Account: 90081100F Account Hame: Life Sciences Stareroom Reimb
Sort Order: | =l @ Ascending  { Decending P00 Bxcel
! . First (4 1o 1 [¥] Last
*0OTPS *Expense Initial Current Proposed Outyear
GLClass O- ClassName .. 200412005 20042005 20052006 20062007
1 |SUPPL Q) Supplies Fixed $5,000 $5,000 §5,000 §5,000 =1
OTPS Totals: $5,000 5,000 F5,000 $5,000
OTPS MNotes A

» 'This is the panel you will use to budget Other Than Personal Services (OTPS) expenditures.
The white fields are directly modifiable.

Y

» Since you are in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:
> Click on the link next to Account.

> You will be directed to the next panel where you may choose the desired Model to transfer
to.

Flease select one ofthe following links:

Account Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transfer to Outyear
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» To budget for a OTPS GL class that is not on the grid:
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OTPS GL Class column. Click the
Lookup button in the next panel. You will then see the list of valid values shown below.

Lookup OTPS GL Class

Budget Model ID; 2006

Fund ID; 20
GL Class:
GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results
111 of 11
AUTO  Autormotive Supplies and Sery
COMTSY Contractual Services
EQUIF  Eguiprment
LIB A  Librar Acguisitions
eI Mail and Messender Services
QOFFSUP Office Supplies
FRIMNT  Printing and Graphics
SLIPPLY Supplies
TELEFH Telephone
TRAYEL Trawel Expenditures

> 'This list is valid for OTPS GL classes in all appropriated funds (including IFRs)
Select the OTPS GL class that you would like to budget and click OK.

Y

» Once you tab off of the GL class field on the grid, you will see the description of the GL class
will be displayed.

» Tab to the write-able white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» A note field has been provided so that you can enter clarifying notes.

IFR Overhead Panel
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IFR Surmary  IFR Revenue = IFR Payroll Summary  IFR AccountFTE © IFROSE  IFROTPS ".IE)

Model ID: 2006 Model Hame: Fiscal Year 2005/2006
Account; 900811008 Account Hame: Life Sciences Storeroom Reimb
Sort Order: | j {* Ascending " Decending Export to Excel
STEniy First (40 40614 [P Last
s . Current Proposed Outyear
GL Class GL Description Initial 20042005 20042005 2005/2006 20062007

1 800401 i‘gg‘i”ig"ati”” $4,875 $1,622 $2,250 51,622 [ 2| []
Recalculate Overhead

Crverhead Totals: §4,875 $1,622 $2,250 §1,622

This panel contains a display-only grid, which automatically calculates the Overhead on the account
based on the rate that the account is assessed.

» The overhead calculation is performed on Revenue Sub-Total on the IFR Revenue panel, not on
the Current Year Carry Over figure.

Please note that in order to save the IFR Account Distribution panel group, the account balance on
the summary page must be zero or greater for the majority of accounts. If you attempt to save the
panel with a deficit, you will get the following error message:

Microsoft Internet Explorer H

IFR. Account Balance is negative - Data WILL NOT be saved - Make Account Balance O or positive by revising Revenue
! andjor Expense entries

Mavigate ko the previous level
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EXT Account Distribution Panel Group

» This panel group is only used to budget revenue. Itis used to budget the revenue used to offset
the salary supplements from external sources that are budgeted on employee records in the
Employee Information panel group.

» 'There are three types of External funds:

Fund 93 — Northport VA
Fund 95 — Brookhaven National Labs
Fund 97 — Other

> Since the budget for the External accounts are not driven by allocation, it is not necessaty to
access these accounts through the Organizational Rollup panel.

» From the Use menu, select EXT Account Distribution. You will then see the following search
dialog box.

EXT Account Distribution

Find an Existing Value

BudgetModel ID:  |2006 |G
Account Q|
Fund ID; 93 Q)

AccnuntDeacriptinn:|

Department: ﬂ

[ Casze Sensitive
| Search | | Clear | Basic Search

Search Results

1-23 of 23
Budget Model ID Fund ID Account  Account Description Department Organization Code
2006 83 WARTOOS3 WA - Clincal Patholooy GE005300 102734
2006 83 WABTO010 WA Dermatology 67001000 102741
2006 83 WABTOO43 WA - Anesthesiolody 67004300 102742
2006 83 WABTOOSS WA - Farmily Medicine E7005500 102743
2006 83 WABTO00S WA - Medicine f Endocrinology  GY000800 102744
2006 83 WABTO013 WA - Medicine f Gastroenterolg G7001300 102744

» Enter the desired fund in the Fund ID field. Then enter your department ID and click the
Search button

» From the list of accounts, select the account that you wish to budget.
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EXT Account Summary Panel

J."E}{tﬁcctﬁummaw‘.l Ext Pavroll Summary

Model ID: 2006 Model Hame: Fiscal Year 200572006
Account: ¥AB70019E Account Name: Immunology Div, Dept Of bed
Initial Current Proposed Qutyear
2004520045 2004520045 200872006 200672007
Revenue Revenue: 50 50 123,609 50
Expense Fayroll Summary: $116,049 123,609 123,609 &0
Balance Account Balance: §-116,049 $-123,608 50 50

> You are now in the EXT Account Distribution panel group.

» OTPS and account OSE cannot be budgeted on these accounts. There ate only two panels in
this panel group.

¢ EXT Account Summary panel
¢ EXT Payroll Summary panel

> You can click on the panel name to activate the panel or you can navigate using the Next Tab
button or the Previous Tab button.

» You will see the model ID and the account number that you selected at the top of each of the
panels in this group.

> You will notice that although you are in one model, you will see the corresponding budget
information for the related models.

» The EXT Account Summary panel is a display only summary of the GL classes that have been
budgeted on the account.

» The GL classes ate separated into three sections, Revenue, Expenses (Payroll Summary) and the
Balance.

> These sections are sub-totaled for all four associated models.

> Initial — The numbers in this column are your final figures from last yeat’s Proposed
model.
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» Cutrent — Use the information in this column to project your budgetary needs for the
current fiscal year. This model was pre-loaded with a current payroll snapshot and the
OTPS data from last year’s Proposed model.

» Proposed — Use the information in this column to project your budgetary needs for the
upcoming fiscal year. The final version of this model will be used to load various
financial systems.

» Outyear — This column contains your anticipated budget for the budget period two
years from now. Please note that the data in the Outyear model will 7o be carried
forward to next year’s associated models.

» During next yeat’s budget cycle, the information that you budget for this year’s Proposed will
become next year’s Initial.

» In the Revenue edit box enter a revenue figure equal to the payroll expenditures on the account.
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EXT Payroll Summary Panel

Ext Acct Bummary ' Ext Payroll Sumrmary ‘.I_

Model ID: 2006 Model Hame: Fiscal Year 200572006
Account: ‘METDMQE Account Name: mmunalogy Div, Dept Of Med
Sort Order: | = & Ascending ¢ Decending =i e
/ ) First (4 1084 [P Last
Paytoll GL Class GL Initial Current Proposed Outyear
GL Class Name Parent 2004720045 2004720045 200572006 200672007
1 cp_Fac “PMPADP  pg $116,048 $123,608 $123,608 50
Faculty
PS Suhtotals: $116,0449 $123,6049 123,609 $0
TS Suhtotals: §0 &0 &0 $0
Payroll Totals: $116,0449 $123,6049 123,609 $0
FPayroll Fringe Taotals: §0 &0 &0 &0
Fayroll Agency Totals: §0 F0 F0 &0

» 'This panel is a display only sub-total of the employee records by GL class. To modify the
numbers on this panel, you will need to modify the employee records associated with this
account. (Unit 5 provides instructions on viewing employees by account.)

» Since you are in the Proposed model, you atre viewing all of the payroll GL class sub-totals in
that model. You are also viewing the corresponding budget numbers for the associated models.

» 'This means that you will only see budget values for the three associated models if there
is budgeted information for that expense in the Proposed model.

» To view all of the budgeted GL classes in an associated model, you must select that
model in the Search dialog box.

> The first two columns in the grid contain the GL classes and their descriptions.

» The third column contains the GL Parent field. This column indicates whether the GL class is
under the PS (personal services regular) node or the TS (personal services temporary) node.
There are also PS and TS sub-totals by model under the grid.

» The Payroll Fringe Totals are only calculated for applicable funds (i.e., IFRs, SR, IDC, SBF, and
CPMP).
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» 'The Payroll Agency Totals are only calculated for CPMP and SBF staff.
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SR Account Distribution Panel Group

» In the Sponsored Research Account Distribution panel group, the revenue and expenditures are
grouped by parent accounts rather than grants. That is, instead of seeing your individual grant
numbers, they are rolled up into their parent account number. The parent account will have a
SR prefix followed by the six digit parent account number.

» Since the budgets for the Sponsored Research accounts are not driven by allocation, it is not

necessary to access these accounts through the Organizational Rollup panel.

» From the Use menu, select SR Account Distribution. You will then see the following search

dialog box.

SR Account Distribution

Find an Existing Value

Budget Model (D: |2006 G

Fund ID: 71l

Account: ﬂ

AccnuntDescriptinn:|

[ Case Sensitive
| Search | | Clear | Basic Search

Search Results

Department: ﬂ

Budget Model ID Fund ID Account  Account Description

Department Organization Code

1-3 of3

2006 1 SRE240306 SE-Life Science Storeroorm 24080600 155619
2006 i1 SREE40807 SE-Tank Gas Prodram 24080700 155618
2006 1 SRESA0345 SE-Inst Sery ail & Messender 86034500 155619

» The SR Account Distribution panel group is valid for fund 71 (Sponsored Research), fund 78
(Service & Facilities), and fund 80 (Service Agreements). You will need to specify one of theses

fund codes. Then, enter your department ID and click the Search button.

» From the list of accounts, select the account that you wish to budget.
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SR Account Summary Panel

J." SR Acct Summary ‘.I SR Payroll Summary SR OSE SR OTPS
Model ID: 2006 Model Hame: Fiscal Year 200572006
Account: SRE40806%F Account Name: SR-Life Science Storeroom
Initial Current Proposed Qutyear
2004i2005 200452004 200572006 200652007
Awvardss
Revenue | Awards/Revenue: $2,000 $2,000 2,000 §2,000
Expenze Payrall Summary; 50 £0 %0 50
Cther Salany: 50 &0 &0 0
OTPS: §2,000 §2,000 F2,000 2,000
Fringe Benefits: §0 &0 &0 &0
Balance Account Balance: §0 &0 50 &0

> You are now in the SR Account Distribution panel group.

> On this account you will budget for all the Sponsored Research grants that rollup to parent
account 840806. The payroll for all the grants under 840806 will rollup to this account.

» There are four panels in this panel group. The panel tabs are displayed under the command
buttons.

¢ SR Account Summary panel

¢ SR Account Payroll panel

¢ SR Account OSE (in Aggregate) panel
¢ SR Account OTPS panel

» You can click on the panel name to activate the panel or you can navigate using the Next Tab
button or the Previous Tab button.

> You will see the model ID and the account number that you selected at the top of each of the
panels in this group.

> You will notice that although you are in one model, you will see the corresponding budget
information for the related models.
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» 'The SR Account Summary panel is a display only summary of the GL classes that have been
budgeted on the account.

» 'The GL classes are separated into three sections, Awards/Revenue, Expenses (Payroll Summary,
Other Salary, OTPS and Fringe Benefits) and the Balance.

» These sections are sub-totaled for all four associated models.

» Initial — The numbers in this column are your final figures from last yeat’s Proposed
model.

» Current — Use the information in this column to project your budgetary needs for the
current fiscal year. This model was pre-loaded with a current payroll snapshot and the
OTPS data from last year’s Proposed model.

» Proposed — Use the information in this column to project your budgetaty needs for the
upcoming fiscal year. The final version of this model will be used to load various
financial systems.

» Outyear — This column contains your anticipated budget for the budget petiod two
years from now. Please note that the data in the Outyear model will 7o be carried
forward to next year’s associated models.

» During next yeat’s budget cycle, the information that you budget for this year’s Proposed will
become next year’s Initial.

» In the Awards/Revenue edit box enter the net direct revenue for the account. The expenditure
figures are sub-totals from the remaining panels.
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SR Payroll Summary Panel

SR Acct Summary § SR Payroll Summary 'y SR OSE SR OTPS
Model ID; 2006 Model Mame:  Fiscal Year 200502006
Account: SR420007F Account Hame: SR-Anthropology

Sort Order: | = e Ascending " Decending Export to Excel

Payroll GL Class GL Initial Current Proposed Qutyear

GL Class Name Parent 2004/2005 2004/2005 2005,2006 2006/2007

1 RF_EMF RF Employee TS Fa7. 839 §20,000 $20,000 $20,000
RF Graduate

2 RF_GRD Student TS ] 514857 $14.857 514,857

Employees

F3 Subtotals: 50 §0 F0 £0

TS Subtotals: 5T 930 Fa4,857 34,857 Fa4,857

Payroll Totals: 57 930 Fa4,857 $34,857 Fa4,857

Payroll Fringe Totals: §19,120 $7.837 %8 560 $9,183

FPayrall Agency Totals: §0 §0 F0 £0

» 'This panel is a display only sub-total of the employee records by GL class. To modify the
numbers on this panel, you will need to modify the employee records associated with this
account. (Unit 5 provides instructions on viewing employees by account.)

» Since you are in the Proposed model, you ate viewing all of the payroll GL class sub-totals in
that model. You are also viewing the corresponding budget numbers for the associated models.

» 'This means that you will only see budget values for the three associated models if there
is budgeted information for that expense in the Proposed model.

» To view all of the budgeted GL classes in an associated model, you must select that
model in the Search dialog box.

> The first two columns in the grid contain the GL classes and their descriptions.

» 'The third column contains the GL Parent field. This column indicates whether the GL class is
under the PS (personal services regular) node or the TS (personal services temporary) node.
There are also PS and TS sub-totals by model under the grid.

» The Payroll Fringe Totals are only calculated for applicable funds (i.e., IFRs, SR, IDC, SBF, and
CPMP).
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» 'The Payroll Agency Totals are only calculated for CPMP and SBF staff.

SR OSE (in Aggregate) Panel

SR Acct Surnmary | SR Payroll Summany " SR OSE Y SROTPS |

Model ID: 2008 Model Name:  Fiscal Year 200552006
Account: SRS540806% Account Hame: SE-Life Science Storeroom
Sort Order: |#- GL Class j * pscending ¢ Decending — e el
view Al First 4] 1001 [ Last
*0SE GL Class . PSS Initial Current Proposed Outyear
GLClass  Name Expense Type g 20042005 2004/2005 20052006  2006/2007
1|Ts_BoM Q] Bonus Fixed TS §0 §0 $5,000 §0 =]
Q5E FS Subtotals: 0 50 50 F0
QSE TS Subtotals: 0 §0 F45,000 0
Q5E Totals: 0 §0 F4,000 F0
CSE Fringe: 50 §0 &0 §0
OSE Agency Fee: §0 &0 §0 §0
OSE Notes: J

» 'This is the panel you will use to budget other salary expenses (OSE) in aggregate by account.
The OSE in aggregate expenditures are salary expenses that you want to budget in a lump sum
for the account, rather than by employee. For example, you may not know which employee will
be getting a bonus, but you do know that you need to budget for that expense. So, rather than
budgeting it for each employee, you can budget it here in total for the account.

» Student assistant expenditures should be budgeted in aggregate on this panel. Their employee
records were not loaded on the system.

» The white fields ate directly modifiable.

» Since you ate in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:

» Click on the link next to Account.

> You will be directed to the next panel where you may choose the desired Model to transfer
to.
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Flease select one of the following links:

Aoccount Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transferto Cutyear

» To budget for a OSE GL class that is not on the grid:
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OSE GL Class column. Click the Lookup
button in the next panel. You will then see the list of valid values shown below.

Lookup OSE GL Class

Budget Model ID:; 2006

Fund D 71
GL Class: |
GL Description: |

GL Parent Class:l

| Loakup | | Clear | | Cancel | Basic Lookup

Search Results
1.7 of 7

216725 LUndergrad Student Exermipt T2

B16726  Lndergrad Student Hourly T=

216727 Undergrad Student Monexermpt TS

216728 Monexempt Hourly TS

225000 |FE Salaries TS

428010 |FR Salaries - Unallocated
TS BOMN Bonus

= I
[ (]

» 'The list of values contains a column for GL Parent Class. Since GL Parent Class is also a
search key, you can use Search for OSE GL classes in specific GL Parent Classes.

» Select the OSE GL class that you would like to budget.
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» Once you tab off of the GL class field on the grid, you will see the desctiption of the GL class
will be displayed.

» Tab to the write-able white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» As with the Account Payroll panel, there is a sub-total for PS, TS, fringe and agency fee.

A\

A note field has been provided so that you can enter clarifying notes.

» The list of valid GL class values for Sponsored Reseatch is the same as the ones for Service &
Facility and Service Agreements accounts.

SR OTPS Panel

{SRAcctSummaw Y SR Payrall Summany ‘:( SR OSE Y SR OTPS \.I_

Model ID: 2006 Model Name: Fizcal Year 200572006
Account: SRE40806.% Account Name: SR-Life Science Storeroam

Sort Order: | [ * Ascending Decending _SPOrio Bxcel

vigw 2l First [ 105 1 [ Last

*0OTPS *Expense Initial Current Proposed Ourtyear
GLClass O-ClassMName .. 2004/2005 2004/2005 2005/2006 2006/2007
1 |222330 Q] Supplies Fixed $2,000 $2,000 2,000 §2,000 -]
OTPS Totals: §2,000 $2,000 2,000 $2,000
OTPS MNotes |

> 'This is the panel you will use to budget Other Than Personal Setvices (OTPS) expenditures.
The white fields are directly modifiable.

Y

» Since you ate in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:
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¢ Click on the link next to Account.

¢ You will be directed to the next panel where you may choose the desired Model to
transfer to.

Flease select one of the following links:

Account Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transfer to Outyear

> To budget for a OTPS GL class that is not on the grid:
> Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OTPS GL Class column. Click the
Lookup button in the next panel. You will then see the list of valid values shown below.

Lookup OTPS GL Class

Budget Maodel 1D; 2006
Fund 10 71

GL Class:

GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-13 of 13
202001 Building Alterations
206001 Equipment Other
S06AS1  Paricipant SupportF ellow
811101 Maintenance & Operat Suppky
212301 Miscellaneous
813251 Patient Care
213901 Printing & Reproduction
222201 Service Matrials
822301 Spec Contractual Sen.
822330 Supplies

» Select the OTPS GL class that you would like to budget.
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» Once you tab off of the GL class field on the grid, you will see the desctiption of the GL class
will be displayed.

» Tab to the write-able white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» A note field has been provided so that you can enter clarifying notes.

» The list of valid GL class values for Sponsored Reseatch is the same as the ones for Service &
Facility and Service Agreements accounts.

PeopleSoft Campus Budget Module Page 85 of 158



SBF Account Distribution Panel Group

» SBF accounts are accounts in the following funds:
Fund 63 — Restricted
Fund 64 — Unrestricted
Fund 65 — Agency
Fund 69 — Grant

» Since targets are not set for SBF accounts by VP area, you need not start in the Organizational
Rollup panel. From the Use menu, select SBF Account Distribution. You will then see the
following search dialog box

» Enter the SBF fund that you wish to select an account from and enter your department ID.
Then click the Search button.

SBF Account Distribution

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

Maximurmn nurmnber of rows to return (up to 200); |300

Budget Model 1D: begins with - ||2014 Q
Account: = - Q
Fund IDx = - 3 &'}

Account Description: | begins with -
Department; beqgins with - 3EI| Q

[ Case Sensitive

Search Clear | Basic Search Save Search Criteria

» You will then see a list of all of the accounts that match your search criteria.

> In the screen print below, the system displays all of the Restricted SBF accounts within
Advancement.
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SBF Account Distribution

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

Find an Existing Value

Maxirmum number of rows to return (up to 300): |300

Budget Model ID: | beains with | |2014
Account: = - |
Fund ID: = - |63
Account Descﬁpﬁon:l hegins with ;l |
Department; |beginswith;||

[ Case Sensitive

Search

Clear |Basic Search [B Save Search Criteria

Search Results
Wiew All

Budget Model ID Fund 1D Account| Account Description

L2 e L0

First E] 1-18 of 18 |I.| Last

Department Organization Code

2014 63 221170 Parent Day Event Fund 84084800 300000
2014 63 221181 Stars of 3B Gala 2009 Premium (84084800 |300000
2014 63 221200 Parent Relations Fund 84084500 300000
2014 63 221250 |Stars of Stony Brook Gala 2012 84084500 300000
2014 63 221260 Stars of Stony Brook Gala 2013 284084500 300000
2014 63 226520 | Scholarship Support 284084800 200000
2014 63 226550 5B Long Island Children's Hosp (84084800 |300000
2014 63 228030 Middleton Family Athletic Awrd 84084800 300000
2014 63 229300 University Advncment - Events 24084300 300000
2014 63 280410 UA Graduate Fellowship 84084800 300000
2014 63 297300 Stony Brook Alumni Law Day 84084500 300000
2014 [iX] 287960 Alumni Programs-Donations 24034800 300000
2014 63 298060 Capital Campaign 24084800 200000
2014 63 361530 Hugh J B Cassidy Memarial Endw (84084800 |300000
2014 63 362580 Amie Hanes Mem Scholarship 84084800 300000
2014 63 363280 Larry Roher Entreprenurial Awd (84084800 |300000
2014 63 363940 First Alumni Endowed Scholarsh (84084800 [300000
2014 63 264150 | Gloria&Mark Snyder Award-Exc 84084500 300000
2014 li%] 264540 5B Alumni Life Merm Endowed Sch| 840842300 |300000

» From the list of accounts, select the account that you wish to budget.
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SBF Summary Panel

SBF Revenue SBF Payroll Summary SBF OSE SBF OTPS SBF Overhead SBF Booked Pledges

Model ID: 2014 Model Name: Fiscal Year 2013/2014 Budget Documentation
Account: 221170 & Account parent Day Event Fund
Hame:

SBF Account Details

Initial current Proposed Outyear
2012/2013 2012/2013 2013/20714 201412015

Revenue | Revenue: 50 535,000 550,101 535,000
Booked Pledges 50 $0 50 50
Revenue Subtotal 50 $35,000 50,101 $35,000
F3S Regular.

Expense g 50 50 50 50
P8 Temporary. 50 510,000 $10,000 510,000
OTPS: 50 510,000 $10,000 $10,000
Sub-Total: 50 520,000 520,000 520,000
Overhead: 30 50 52,800 50
Fringe Benefits: 50 54,300 54,300 54,300

Balance | AccountBalance: 50 510,700 $23,001 510,700

» You are now in the SBF Account Distribution panel group.

» There are seven panels in this panel group. The panel tabs are displayed under the command
buttons.

SBF Summary panel

SBF Revenue panel

SBF Payroll Summary panel
SBF OSE (in Aggregate) panel
SBF OTPS panel

SBF Overhead panel

® & & 6 o oo o

SBF Booked Pledges panel

> You can click on the panel name to activate the panel or you can navigate using the Next Tab
button or the Previous Tab button.

> You will see the model ID and the account number that you selected at the top of each of the
panels in this group.

> You will notice that although you are in one model, you will see the corresponding budget
information for the related models.
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» 'The SBF Summary panel is a display only summary of the GL classes that have been budgeted

on the account.
> You see a Revenue section and an Expense section.
» 'The Revenue section is a sub-total of the information in the SBF Revenue panel.

» 'The Expense section contains sub-totals for PS Regulat, PS Temporary, OTPS as well as a Sub-
total for all three.

» The Expense section also contains the Overhead total and the Fringe Benefit total.

A\

The Balance section is the difference between the Revenue section and the Expense section.
» This information is displayed for all four associated models.

» Initial — The numbers in this column are your final figures from last yeat’s Proposed
model.

» Cutrent — Use the information in this column to project your budgetary needs for the
current fiscal year. This model was pre-loaded with a current payroll snapshot and the
OTPS data from last year’s Proposed model.

» Proposed — Use the information in this column to project your budgetaty needs for the
upcoming fiscal year. The final version of this model will be used to load various
financial systems. For example, the Proposed data in appropriated funds (including
IFRs) will be used to load the initial allocation from SUNY.

» Outyear — This column contains your anticipated budget for the budget period two
years from now. Please note that the data in the Outyear model will 7of be carried
forward to next year’s associated models.

» During next year’s budget cycle, the information that you budget for this yeat’s Proposed will
become next year’s Initial.
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SBF Account Details Panel
>

When you click on the SBF Account Details button on the SBF Summary panel, you will see the

panel below. This panel contains information about the fringe benefit rate and overhead rate
assessed on the account.

Model ID: 2014 Model Name: Fiscal Year 2013/2014

Account: 22117058 Account Name: Parent Day Event Fund

Fund ID: 63 SBF Restricted Fund

Ending Cash Balance: 15101 Additional Collections: 0

Additional Expenditures: 0
Overhead Percent: 8.000

Account Purpose:

Proposed Changes:

» To get back to the SBF Account Distribution panel group, click on the Back button or close the
new window ot tab.
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SBF Revenue Panel

" SBF Surnmary _ N | SBF Payroll Summary || SBFOSE

PeopleSoft Campus Budget Module

SBF OTPS || SBF Overhead | SBF Booked Pledges
Model ID 2014 Model Hame Fiscal Year 2013/2014 Budget Docurnentation
Account 2211708 Account Name Parent Day Event Fund | Cash/Notes |
Initial Current Proposed Qutyear
2012/2013 2012/2013 20132014 2014/2015

GL Classes/Sources of Revenue

504800 Gifs 50

Find | View All First K 4 or 1 I {aat

[#[=]

535,000 535,000

535,000

Maijor Providers of Revenue Find | View Al First EJ 4 of 4 I Last
F[=]
PARENT GIFTS %0 $35,000 535,000 535,000
Revenue Sub-Total 50 $35,000 $35,000 $35,000
Current Year Cash Carry Over 50 50 §15.101 50
R Total
guenue Tolals 50 $35,000 $50,101 $35,000

This panel contains the revenue details that are sub-totaled on the SBF Summary panel.

You must detail the Sources of Revenue and Major Providers of Revenue. There is a parent-
child relationship between Sources of Revenue and Major Providers of Revenue. That is, for
each Source of Revenue, you must list the corresponding Major Providers of Revenue.

Use the outer scroll bar to scroll between Sources of Revenue. Use the inner scroll bar to scroll
between the Major Providers of Revenue of a particular Source of Revenue.

To insert a Source of Revenue,
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the Source of Revenue GL Class column.

Click the Lookup button in the next panel. You will then see the list of valid values shown
below.
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Budget Model ID: 2014
Fund 10 K]

GL Class: hegins with -
GL Description: | hegins with -

Look Up Clear Cancel  Basic Lookup

Search Results
Wiewe 100 First ﬂ 1-3 of 3 ﬂ Last

GL Clags |GL Description
02900 Fees

04200 Sifts

510800  Other Fund Additions

» Select the desited Soutce of Revenue. Once you tab off the field, you will see the description of
the Source of Revenue you selected.

» 'The numeric field to the right of the Soutce of Revenue field is display only. It is a sub-total of
Major Providers of Revenue entries.

» Click on the editable box under Major Providers of Revenue. Enter the desctiption of the Major
Provider of Revenue and tab to the right to enter the corresponding amount.

» 'To enter additional Sources of Revenue, click the Insert Row button while in the Sources of
Revenue section.

» 'To enter additional Major Providers of Revenue, click the plus sign while in the Major Providers
of Revenue section.

» Once you have entered the Sources of Revenue and Major Providers of Revenue that you are
anticipating for the Proposed fiscal yeat, click on the Cash/Notes button located at the top
right-hand corner of the SBF Revenue panel.

» You will then see the secondary panel displayed on the next page.
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SBF Revenue Cash Carry Over

Budget Model ID 2014 Model Descr. Fiscal Year 2013/2014

Account 221170 Acct. Descr.  Parent Day Event Fund

Current Year Cash Carry Over

Overhead Percent 8.00

Ending Cash Balance (12/31 for SOMMSC/Hosp, 3731 for other)

Ending Cash Balance 15.101
Additional Collections 5,000
Additional Expenditures 5,000
Total Cash Carry Over at 6/30: 15 104

Account Purpose |

Proposed Changes
OK Cancel

» Use this panel to project your cash balance at the end of this Current year.

» The Ending Cash Balance is as of 12/31 for SOM/HSC/Hospital users, and 3/31 for West
Campus users.

» In the Additional Collections field, enter collections you expect for the remainder of the current
year. The collection figure should be net of applicable overhead charges.

» In the Additional Expenditures field, enter the expenses you anticipate for the current year.

» 'The Total Cash Carry Over at 6/30 is the amount you anticipate carrying over from the Current
year to the Proposed year. Itis the sum of the Ending Cash Balance at 12/31 or 3/31 plus
Additional Collections, less Additional Expenditures.

» In the example above, you anticipate catrying over $15,101 to the Proposed yeat.

» Once you have completed the SBF Revenue Cash Carry Over secondary panel, click OK to go
back to the SBF Revenue panel.

> You are now done budgeting your revenue. From the Revenue panel previously displayed, you
are projecting $35,000 in revenue for the Proposed year, and you are anticipating to carry over
$15,101 from the Current year. The total revenue you can budget against is $50,101.

SBF Payroll Summary Panel
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SBF Summary SBF Revenue SBF Payroll Summary SBF OSE SBF OTPS SBF Overhead 5SBF Booked Fledges

Model ID: 2014 Model Hame: Fiscal Year 2013/2014 Budget Documentation
Account: 221170F Account Name: Parent Day Event Fund

Sort Order: I_:,v & Ascending ¢ Descending

Customize | Find | view A1 B | 38 First B g 010 0 st

1 RF_EMP RF Employee TS 50 $10,000 $10,000 $10,000
P& Subtotals: 80 50 &0 50

TS Subtotals: 50 510,000 $10,000 510,000

Fayroll Totals: 50 $10,000 $10,000 510,000

Payraoll Fringe Totals: 50 54,300 54,300 54,300

Payrall Agency Totals: 50 5686 686 686

» This panel is a display only sub-total of the employee records by GL class. To modify the
numbers on this panel, you will need to modify the employee records associated with this
account. (Unit 7 provides instructions on viewing employees by account.)

> Since you ate in the Proposed model, you are viewing all of the payroll GL class sub-totals in
that model. You are also viewing the corresponding budget numbers for the associated models.

» This means that you will only see budget values for the three associated models if there
is budgeted information for that expense in the Proposed model.

» 'To view all of the budgeted GL classes in an associated model, you must select that
model in the Search dialog box.

» The first two columns in the grid contain the GL classes and their descriptions.

» The third column contains the GL Parent field. This column indicates whether the GL class is
under the PS (personal services regular) node or the TS (personal services

temporary) node. There are also PS and TS sub-totals by model under the grid.

» 'The Payroll Fringe Totals are only calculated for applicable funds (i.e., IFRs, SR, IDC, SBF, and
CPMP).

» The Payroll Agency Totals are only calculated for CPMP and SBF staff.

SBF OSE (in Aggregate) Panel
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SBF Summary SBF Revenue SBF Payroll Summary SBF OSE SBF OTPS SBF Owverhead SBF Booked Pledges

Model ID: 2014 Model Hame: Fiscal Year 2013/2014 Budget Documentatiorn
Account: 2211705 Account Name: Parent Day Event Fund
Sort Order: | A- GL Class B @ Ascending © Descending

u
Customize | Find | View &1 | B | # Firet K1 1051 I (st

*0SE GL Class . PSI - Current Proposed Outyear

GLClass  Name Bpence Type |yc | il 20122013 201272013 201312014 201412015
1[TsPooL | @ ;‘;Tgfyﬂlgﬁ Fixed TS 50 50 1,000 50 [#] [=]

(QOSE PS Subtotals: 30 30 50 0

0SE TS Subtotals: 50 50 51,000 ay

OSE Totals: %0 g0 $1,000 B0

OSE Fringe: 50 50 5430 50

OSE Agency Fee: g0 50 %69 0

OSE Notes:

» This is the panel you will use to budget other salary expenses (OSE) in aggregate by account.
The OSE in aggregate expenditures are salary expenses that you want to budget in a lump sum
for the account, rather than by employee. For example, you may not know which employee will
be working holidays, but you do know that you need to budget for that expense. So, rather than
budgeting it for each employee, you can budget it here in total for the account.

Student assistant expenditures should be budgeted in aggregate on this panel. Their employee
records were not loaded on the system.

The white fields are directly modifiable.

Since you are in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:
» Click on the link next to Account.

> You will be directed to the next panel where you may choose the desited Model to transfer
to.

IPIease select one of the following links:

Aoccount Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transfer to Outyear
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» To budget for a OSE GL class that is not on the grid:
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OSE GL Class column. Click the Lookup
button in the next panel. You will then see the list of valid values shown below.

Look Up OSE GL Class

Budget Model ID: 2014
Fundl 1D: 63
GL Class: | bedins with j |

GL Description: |begin5 with j|

GL Parent Class: | beding with j |

Look Up Clear Cancel | Basic Lookup

Search Results
Wiee 100 First ﬂ 1-3 of 3 ﬂ Last

GL Class GL Description GL Parent Class
316728 Monexermpt Hourly TS
FZ DIF Salary Differential [at=]
TEFPOOL Temporary Salaty Foal TS

» The list of values contains a column for GL Parent Class. This determines whether a category is
personal services regular (PS) or personal services temporary (TS). Since GL Parent Class is also
a search key, you can use Search for OSE GL classes in specific GL Parent Classes.

» Please note that the set of GL classes you can use depends on the fund or fund type that your
account belongs to.

» The list above is valid for OSE in aggregate expenditures in SBF funds.
» Select the OSE GL class that you would like to budget.

»  Once you tab off of the GL class field on the grid, you will see the desctiption of the GL class
will be displayed.

» 'Tab to the write-able white field and enter the amount that you would like to budget for the
selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» As with the Account Payroll panel, there is a sub-total for PS, TS, fringe and agency fee.

» A note field has been provided so that you can enter clarifying notes.
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SBE OTPS Panel

SBF Summary SBF Revenue SBF Payroll Summary SBF OSE SBF OTPS SBF Overhead SBF Booked Pledges

Model ID: 2014 Model Hame: Fiscal Year 2013/2014 Budget Documentation
Account: 2211708 Account Name: Farent Day Event Fund
Sort Order: I =« Ascending ¢ Descending

Customize | Find | View A1 |

*OTPS *Expense - Current Proposed Dutyear
GLClags |CLClassHame 7, o Lnitial 2012/2013 20122013 20132014 201412015
1[a26802 | [Lad":i'n% Fired 50 $10,000 $10,000 $10,000 [¥] [=]
OTPS Totals: 50 $10,000 $10,000 $10,000
OTPS Notes

» 'This is the panel you will use to budget Other Than Personal Setvices (OTPS) expenditures.
» The white fields are directly modifiable.

» Since you ate in the Proposed model, only the Proposed column is modifiable. If you would like
to enter data in another model, you have to first change the model you are in.

» To change the model:

» Click on the link next to Account.

> You will be directed to the next panel where you may choose the desited Model to transfer
to.

IPIease select one of the following links:

Account Salary Detail
Account Details

Transfer to Initial
Transfer to Current
Transfer to Outyear
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» To budget for a OTPS GL class that is not on the grid:
» Click on the plus sign to the right of an existing row.

» On the new row, click the magnifying glass in the OTPS GL Class column. Click the
Lookup button in the next panel. You will then see the list of valid values shown below.

Look Up OTPS GL Class

Buiget Maodel 10: 2014
Funal 10 63

GL Class: hegins with -
GL Description: | hegins with -

Look Up Clear Cancel | Basic Lookup

Search Results
Wiesw 100 First ﬂ 1-5 of § ﬂ Last

GL Class GL Description

B06001  Equipment Other
2134901 |Printing & Repraduction
822001 Scholarships

822330 |Supplies

B2E802 Travel & Lodoing

» This list is valid for OTPS GL classes in SBF funds.

A\

Select the OTPS GL class that you would like to budget and click OK.

» Once you tab off of the GL class field on the grid, you will see the description of the GL class
will be displayed.

» 'Tab to the write-able white field and enter the amount that you would like to budget for the

selected GL class. When you tab off of the field, you will notice the sub-totals at the bottom of
the panel are updated.

» A note field has been provided so that you can enter clarifying notes.

SBF Overhead Panel
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' SBF Summary | SBF Revenue | SBF Payroll Summary || SBFOSE || SBFOTPS L e:zll-l-: 8 SBF Booked Pledges |

Model ID: 2014 Model Name: Fizcal Year 2013/2014 Budget Documentation
Account: 2211705 Account Name: Parent Day Event Fund
Sort Order: | A- GL Class =l @ pscending ¢ Descending
Customize | Find | View Al | B | % First K1 4 of 4 I | ast
L - Proposed
GL Class  GL Description Initial S eleUly Lurrent S0 L/200.0
GL Class GL Description Initial 201212013 Current 2012/2013 201312014 o r 2014/2015
1 800401 Administration Fee 50 52,800 $2800 $2 800
Overhead Totals: 0 50 52,800 0
| Re-Calculate |

This panel contains a display-only grid, which automatically calculates the Overhead on the account
based on the rate that the account is assessed.

» 'The overhead calculation is performed on Revenue Sub-Total on the SBF Revenue panel, not
on the Current Year Carry Over figure.

Please note that in order to save the SBF Account Distribution panel group, the account balance on
the summary page must be zero or greater for the majority of accounts. If you attempt to save the
panel with a deficit, you will get the following error message:

MHegative SBF Balance

Your data has MOT been saved. Please revise your revenue andfor BXpenses
to reflect & positive balance before attempting to re-save this data.

| @i |
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SBF Booked Pledges Panel

" SBF Summary || SBF Revenue || SBF Payroll Summary || SBF OSE || SBFOTPS || SBF Overhead |[Lei=imElt b b

Model ID 2014 Model Hame Fiscal Year 2013/2014 Budget Documentation
Account 3018403 Account Name Jewish Foundatn for Ed of Wome
Initial Current Proposed Qutyear
201212013 2012/2013 201312014 201442015
Major Providers of Revenue Find | View Al First Bl qor1 O st
504850 The Jewish Foundation for 50 50 $143,000 %0
Educatio
Booked Pledges Sub-Total 50 50 143,000 50

» This panel is a display only list of the Booked Pledges supplied by the Stony Brook Foundation
Office. Itis for reference only and cannot be modified in CBM.

>  On the SBF Summary panel, you will see the Booked Pledges Sub-Total in the Revenue section.

" SBF Revenue || SBF Payroll Summary || SBF OSE || SBF OTPS || SBF Overhead || SBF Booked Pledges |

Model ID: 2014 Model Name:  Fiscal Year 2012/2014 Budget Documentation
Account: 801840 F Account jeish Foundatn for Ed of Wome
Name:
| SBF Account Details
Initial Current Proposed Qutyear
2012/2013 2012/2013 2013/2014 2014/2015
Revenue | Revenue: 50 50 531,266 50
Booked Pledges 50 50 5143000 50
Revenue Subtotal 50 50 5174 266 50
FS Regular:
Expense g 50 50 50 50
FS Temporary: %0 %0 %0 %0
oTPS: 50 50 50 50
Sub-Total: 50 B0 50 50
Cwerhead: %0 %0 %0 %0
Fringe Benefits: %0 %0 %0 %0
Balance | AccountBalance: 50 50 5174266 50

PeopleSoft Campus Budget Module Page 101 of 158



6.0  Targets by Account

» The Target by Account panel is used to set targets on the account level for Appropriated funds
(fund codes 10 through 70) and IDC fund code 73.

» 'This feature does not replace the functionality of setting targets by org level and does not change
what is displayed in the organizational overview. If an account has a target, the Target by
Account amount will be displayed on the Account Distribution panel for AF, IDC, and IFR
accounts, not on the Organizational Rollup Panel.

» A total target amount for each account within an organizational level can be set by users with
VP level access.

» Users below the VP level can view but not update their account targets.

Setting Targets By Account

» 'To access the Target by Account panel, select Target by Account from the Setup menu. You
will see the search dialog box below.

Target by Account

Find an Existing Value

BudoetModel ID;  |p006 Q)
Account: | Q|
Fund ID: Y

Account Descriptinn:|

Department: | ﬂ

[ Case Sensitive
| Search | | Clear | Basic Search

> In the Search dialog box, the Proposed model is defaulted. In order to display accounts that you
have access to, type the desired fund code and click the Search button. Valid

fund codes for the Target by Account panel are 10 through 70 and 73.
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» If you type an invalid fund for Target by Account, you will get the following error message:

Microsoft Internet Explorer m

"'_., Invalid Fund For this panel group, Please select another fund,

Wiew the contents of this menu level

» 'To make the search more specific, type an organizational area into the Department field in the
Search dialog box and click the Search button.

» You will see all of the accounts in the selected organizational atea for the selected fund as
displayed below.

Target by Account

Find an Existing Value

BudgetMaodel 1D: 2008 Q
Account: Q|
Fund ID: 40 Q]

Account Descriptiun:|

Department: ﬂ

[ Case Sensitive
| Search | | Clear | Basic Search

Search Results

162 of G2

Budget Model ID Fund ID Account  Account Description Department Organization Code
2006 an 31130600 Genetic Sounseling Grant 1130600 111000

2006 40 31132500 Maternal Child Hospital Admin - 31132500 111000

2006 40 31133400 Women's Health Initiative 31133400 111000

2006 an 211232600 Bone MarrowiTissue Typing Lakh 31133600 111000

2006 40 21134400 UHEB S, For Comp & Alt Medic 21134400 111000

2006 40 31134700 Pediatric Special Procedure 31134700 111000

» Select an account from the list in the Search dialog box.
» 'The Target by Account panel will be displayed.
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Target by Account ‘.I_

Model ID: 2008 Model Name: Fiscal Year 20052006
Fund ID: 40 Fund Hame: Hospital Income Fund
Department ID; 31130600 Department Hame: Genetic Counseling Grant

view Al First (0 1081 [ Last
Allocation
Amount

1 31130600 Genetic Counseling Grant BSDD,DDD

Accoumnt Account Description

» If your security is below the VP level, the Allocation Amount field will be grayed out. Only
users with VP level access may enter the targets for their accounts.

» 'To input an amount in the Allocation Amount field, tab into the field and enter the desired
amount. Then click the Save command button.

» Whether you ate viewing or updating, click the Next in List or the List command button to
select another account.

» If an account has a Target, it will be displayed on the summary panels of the following panel
groups as shown in the next panel:
» AF Account
» IFR Account
» IDC Account
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J(e’J«F Account Surnmary Y AF Account Payrall

AF Account FTE AF Account OSE AF Account OTPS 4

Model ID; 2006
Account: 311306005

Model Hame: Fiscal Year 2008/2006
Account Hame: Genetic Counseling Grant

Initial Current Froposed Cutyear

200442005 200442005 20052006 200652007

PSR Totals: §0 §0 &0 &0
PST Totals: §0 §0 &0 &0
OTPS Totals: 54,709 4,709 4,709 F4,709
Account Totals: §4,708 §4,7049 4,709 F4,709

Acct, Targ..  $300,000
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7.0

Viewing Employees by Account

The Search Dialog Box

AF Account Summmary f AF Account Payroll % AF Account FTE  AF Account OSE ' AF Account OTPS v AF Account Adjustime
Model ID: 2006 Model Hame:  FiscalYear 20052006
Account: EEUBBDDDEl Account Name: Central Services
Sort Order: | ~| & ascending " Decending Exportto Excel
) First (4] 1.4 of 4 [B] Last
Payroll GL Class GL Initial Current Proposed Outyear
GL Class Name Parent 20042005 20042005 2005/2006 20062007
Additional
1 PE_ADD T 50 $500 $a00 $500
Classified
2PS_LOC L o Py 51,800 51,800 51,996 51,896
Man
3 PE_0TH Instructional $125,500 $133,885 §133,885 $133,885
4 PS_UUP g;’f Location g $1,200 $1,200 $1,264 1,264
PS5 Subtotals: $128,500 $137,385 §137,545 §137,545
TS Subtotals: %0 §0 §0 50
Payroll Totals: 5128,500 $137,385 F137 545 §137,545
Payrall Fringe Totals: 0 50 50 50

There are two methods to view the employees that are charged to an account.

First Method:

» The first method is shown above. From the Account Payroll panel, click on the link next to
Account. Choose Account Salary Detail from the page that is displayed. This will bring you to
the Account Salary Detail panel.

Second Method:
» The second method is to click on Inquite and select Account Salary Detail.
Main Menu > Budget > Inquire > Account Salary Detail
Search Menu:
- AENEE e N Budget Documentation
9 Reporting Tools 3 Setup
3 PeopleTook 3 Use »
[5] Change My Password 3 Inquire - o el
« [E] My Personalizations 3 Report _I “CCUL'.”—_EEF? etai
3 Security [5] Organizational Rollup
[Z] Split Changes
mann Man R|,..| AF%  AF| salar [5] CBM Change Form

» You will then see the search dialog box shown below.
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Account Salary Detail

Find an Existing Value

Budget Model (D |2006 Q]
Account: Q|
Fund ID: Y

Account Descriptinn:|

Department: ﬂ

[ Case Sensitive
| Search | | Clear | Basic Search

Search Results

1-44 of 44

Budget Model ID Fund ID Account Account Description Department Organization Code
2006 i} 1019872001 Life Sciences Storeroom SE&F 24080600 155619

2006 18 1019872002 Life Sciences Storeroorn SE&F 24080600 1556149

2006 i} 1019893001 Mail S&F gE084500 155619

2006 18 1019893002 Mail SEF 26084500 1545619

2006 78 1019897001 Tank Gas Program SE&F 24080700 155619

2006 i} 1019897002 Tank Gas Program S&F 24080700 1545619

» Enter your Department ID and click the Search button. The system will list all of the accounts
within your organizational level.

» Select the desired account.
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Account Salary Detail Panel

Account Salary Detail
Model ID: 2006 Model Name: FiscalYear 2005/2006
Account: 56035000 Account Name: Central Senices
| Sort Order: j * Ascending " Descending Export to Excel | |

Empip  SoCil iec"m" Name IF; % Tot “TFD"i F?E Sa'ag gziﬁﬁ: Total Fringe| 1t Chiﬂ?ﬂ; Total Agency
1/B10313 8 |090-76-9300 WestLouise R a0 a0 0.40 17,444 $0.00 $17,444.00 §0.00
2 E|1D312;E WestMarie R 100 100 1.00 32,997 $0.00 $32,987.00 $0.00
I p1031 & West Rabert R 100 100 1.00 87,104 $0.00 $87,104.00 $0.00

Tot. Sal.: $137,545.00  Tot. Fringe: $0.00 Comp+Fringe: $137,545.00
Tot. Agency: $0.00 Tot. FTE: 250 Reg. Comp+Fringe: §137,545.00

Temp. Comp+Fringe:

» The Account Salary Details panel is a grid containing all of the distributions charged to the
account you've selected. That is, the grid contains the pieces of each employee’s salary that is
charged to the selected account.

> The grid contains the following columns:

» EmplID — This key field is used to identify all of the employee records. For
employees pre-loaded into the system from the HR modules, the employee ID is the
same as the HR employee ID. For employee records from other systems or for
employees that were manually created on the system, the employee ID is
automatically generated by CBM.

» Social Security # - Social Security numbers are provided for employees that were
pre-loaded into the system.

» Name — The name field must be in the PeopleSoft default format: Lastname,Firstname

» R/T - This is the regular/temporary indicator. For employees on approptiated
funds, everyone is “regular” except for those whose compensation frequency is bi-
weekly or hourly. Employees on RF are “temporary.”

» % Total — The value in this column represents the percent of the employee’s total
salary that is charged to the account.

> AF % Total — The value in this column represents the percent of the employee’s
total appropriated funds salary that is charged to the account. The value in the %
Total column will only differ from the AF % Total column if the employee is split
between appropriated funds and non-appropriated funds.
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» AF FTE - This column is the appropriated funds FTE. This value is also only
displayed if the employee is “regular.”

» Salary Charged to Account — This column is the amount of an employee’s salary
that is charged to the selected account.

» Total Fringe — This column is the fringe on the salary charged to the account.

» Agency Costs — This is the 4.8% of salaries and fringe that is charged to RF CPMP
payroll. This is automatically calculated based on the fund of the account and the
GL class of each distribution.

» The numeric fields are totaled under the grid.

Y

The values on the Account Salary Detail grid are not modifiable.

» 'To make changes to an individual employee record, click on the link next to the Emplid of the
employee you wish to select.

Flease select one of the following links:

Employvee Detail
Salary Distribution

Add Bew Employee

Transfer to [nitial
Transferto Current
Transfer to Outyear

» You will then see the list of links shown in the screen print above.

» Select Employee Detail or Salary Disttibution to open the Employee Information panel group.
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8.0  Budgeting By Employee

» There are two ways to access existing employee data in the Employee Information panel group.

First Method:

» If you are already in the Account Salary Detail panel, click on the link next to the Emplid of the
employee you would like to view/modify. Then, select Employee Detail from the list of links on
the previous page. [See the screen print on the previous page.|

» When you select Employee Detail from the list of links, the system will bring up the Employee
Information panel group for the employee you selected on the grid.

Second Method:

» Alternately, you can select the Employee Information panel group from the Use menu.

» 1If you access the Employee Information from the Use menu, you will have the extra step of
having to select an employee from the Employee Information search dialog box.

|
Budget : Inguire » Account Salary Detail

1 Setup 4
[ [ Use

3 Inquire |5] AF Account Distribution

3 Report [5] CPMP Account Distribution

£ Security |5 IDC Account Distribution
[5] IFR Account Distribution

<] o |5] EXT Account Distribution

[5] SR Account Distribution
|_'1 Employee Information

» Click on Employee Information which will display the Employee Information search dialog box.
Click on Add a New Value to add a new employee or enter the Employee Emplid or Name to
view/modify a pre-loaded employee.
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The Search Dialog Box

Employee Information

Find an Existing Value

Budget Mods! 1D [2006 Q)
EmpliD: [ ]
Marme: |

Social Security #: ’7
Department: Y

Organizational Level Descr. |

I Case Sensitive

Add a Mew WYalue

Search Results

111 of 11
Budget Model ID EmpliD Name Social Security # Department Organization Code Organizational Level Descr.

2008 B10311 YWestRaobert (hlank gaE088000 1556149 Central Senvices 10

2008 B10312 YWestMatie hlank gaE088000 1556149 Central Senvices 10

2006 B10312 Westlouise 090764300 24023900 155614 Eecycling & Resource Mamt 10

2008 B10313 Yestlouise 080769300 26088000 1556149 Central Services 10

2008 B103148 YestAdarm 101020090 26084500 1556149 Mail & Messenger-Health Sci Ce 10

2008 B10316 YWestMark Q8TES4123 AE084500 155614 Mail & Messenger-Health Sci Ce 10

2008 B10317 West Susan 876230980 BEOS4500 155619 hiail & Messenger-Health Sci Ce 10

2008 B10318 dartinilliam 980231113 AE084500 155614 Mailraom 73

20068 B10318 Mawwell Joy  BY980987HS 84030600 155614 Life Sciences Storaroarm Reimb 20

2008 B10320 Marman,kevin 777338876 gE0g4500 1556149 CFS-Mailraarm 40

2008 B10321 Mail,Clerk hlank gE0g4500 1556149 CFS-Mailraarm 40

» If you enter the Model ID and the Department ID and click the Seatrch button, the system will

list all of the employees within the organizational area you selected.

A\

You can search using any of the search keys in this dialog box. For example, if you enter
“West” in the Name field, the system will list all of the employees within your organizational
level whose name starts with “West”.

Y

In the example above, the system listed all of the employees who have a salary distribution in
Central Services.

» Please note that if an employee is split, each of their distributions will roll up under its respective

organizational area. In the example above, Louise West is listed twice. This is because she is
split and two of her distributions are rolling up to 155619.

» 'To view employee records that atre split outside your area and that have been modified, see the
Employee Split section at the end of this unit.
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Employee Information Panel Group

» There are four panels in the Employee information panel group:

¢ Employee Details — This panel contains demographics information for the employee.

¢ Salary Distribution — This panel contains the base salary amounts and the accounts

to which the base salaries are charged.

¢ OSE — This panel contains non-base other salary amounts (OSE) and the accounts

to which they are charged.

¢ All Salary by Account — This panel contains a summary grid of all of the pieces of an

employee’s compensation.
Y

Employee Details Panel

J."Ernplu:n;ee Detaila‘.l Salary Distribution Q5E All Salary by Account
Emplip: B10313 Model ID: 2006 Fiscal Year 2005r2006
ssN: [Pa0-76-9300 Name: ["¥est Lovise
Employee Status:
*Regular/Temporany; | ~2aular :" Position: 28643000 & Day
Employee Start Date: |07/01/2005 [ Employee End Date: |06/30/2006 <] * Evening
" Might
Emplovee Job Data
* loh Code TWE:Mpprnpriated Funds j SetiD: USBMY
*Job Code: 1205 Q]  calculations Clerk 2 <al Plan: 507
Classification: ~1a5sifled Salary Grade: 009
Union Code: 02  CSEA- Administrative Services Comp Freq:  ANN-12
Last Modified By: BUDGETS On: 04252005 Data Source: Date Loaded:

The Employee Details panel contains the following fields:
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EmplID
» 'This key field is used to identify all of the employee records.

» For employees pre-loaded into the system from the HR modules, the employee ID is the same
as the HR employee ID.

» For employee records from other systems or for employees that were manually created on the
system, the employee ID is automatically generated by CBM.

> Employee IDs that have been generated by the CBM will start with the letter B.

SSN
» Social Secutity numbers are provided for employees that were pre-loaded into the system.

» 1If you are adding a new employee to CBM, leave the Social Secutity number field empty unless
you know it. If not blank, the system performs an edit check for uniqueness. Therefore, you
cannot enter dummy placeholders for this field.

» 'This field is display only for employee records that were pre-loaded into the system.

Name
» The name field must be in the PeopleSoft default format: Lastname,Firstname.
» 'This field is display only for employee records that were pre-loaded into the system.

» When you add an employee to the system, you need not format the name field in proper case.
When you tab off of the field the system will automatically change the case of the name field to
proper case, this is, initial capitalization. This feature is for this field only. The other character
fields in the system are case sensitive.

Employee Status
» This display only field is the employee’s status at the time of the data load.

» 1If the employee status is “Leave” or “Leave With Pay” the system will also display the reason for
the leave.

Regular/Temporary
> 'This field indicates whether ot not an employee is “Regular” or “Temporary.”
> Employees that meet the following criterion should be coded as “Regular”

> Employees in appropriated funds (including IFRs) whose pay basis is 7o biweekly, houtly or fee.
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b

> Employees that meet the following criterion should be coded as “Temporary’

A\

Employees in appropriated funds (including IFRs) whose pay basis is biweekly, houtly or fee.

» All Research Foundation employees should be coded as temporaty, unless the employee is a
GFT faculty member split with appropriated funds.

» Itis important to select the correct Regular/Temporary indicator because it will determine the
GL classes that are available to you on the Salary Distribution panel.

Position

» 'This field is for employees who have at least one distribution charged to an appropriated fund
account.

» Position is an eight-character field, which is the five-digit SUNY line number followed by three

ZEros.

» This field is updateable for all employee records, including those that were pre-loaded into the
system.

> You may leave this field empty for TBA (to be announced) employees that you have added to
the system.

» Please note that currently if you only enter the five-digit line number and tab off of the field,
three zeros will be added to the beginning of the number instead of at the end. In order to
avoid this, you will need to manually add the three zeros at the end of the line number before
tabbing off of the field.

Employee Start Date & Employee End Date

» These date fields do not represent the actual start and end date for the employee. It is the start
and end date of the employee during the selected fiscal year.

» For each model, the default is 7/1 and 6/30 of that model’s fiscal year.

> If the employee will be on the payroll for the entire fiscal year, you should leave the default
values. Otherwise, if the employee will be terminating mid-year, you should change the
Employee End Date field to reflect the end date of the employee. Alternately, if a new
employee is starting mid-year, you should change the Employee Start Date field to reflect the
start date of the employee.

» 'These two fields are informational purposes only. They do not at this time alter the salary
figures.

PeopleSoft Campus Budget Module Page 114 of 158



Shift Code

» 'This field indicates whether the employee works Day, Evening, or Night shift.

» 'The value of this field will default to Day if it is left blank.

» For employees meeting certain criteria who are paid from appropriated fund accounts, Evening
or Night selection will automatically generate Shift and Inconvenience Pay on the Employee
OSE panel.

Job Code Type

» This field indicates whether the employee is on approptiated funds or on the Research
Foundation. Once you have the selected the correct one, the system will use the information to
determine which set of job codes will be available in the Job Code field.

» For employee who has all or part of his/her salary on an appropriated fund account, select the
Appropriated Funds job code type. (If an employee is split between appropriated funds and
non-appropriated funds, select the Appropriated Funds job code type.)

» For employees who have all of their salary on non-appropriated fund accounts, select the
Research Foundation job code type.

Set ID

» This is a PeopleSoft required field that is automatically entered based on the Job Code Type of
the employee.

Job Code

» The job code field is a listing of all of the titles for the selected job code type.

» Itis very important that the correct job code is selected because the values for several fields are
defaulted based on the job code.

» To select a job code, click on the magnifying glass to the right of the field and click on Lookup
from the next panel.

> You will then get a list of valid values.

> Since there are more valid values than can be displayed, you will need to narrow the search by
typing in values in the search keys above the list.

» For example, if you need job code descriptions that start with “Staff” you will type “Staff” in the

Description field and click on the Lookup button on the screen.
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Home = Budget = Budget = Use = Employee Information

Lookup Jobh Code

SatiD: UBBNY
Joh Code: I—
Description: |Staﬂ’%
Salary Administration Plan: I—ﬂ
Salary Grade: l—
Union Code: l—g

Compensation Freguency: |

ClassifiediUnclassified Indc:|

LedLe

| Lookup | | Clear | | Cancel | Basic Lookun

Search Results

Job Code Description Salary Administration Plan Salary Grade Union Code Compensation Frequency ClassifiedUnclassified Indc

1-2 of 2

HMTE Staff Assnt S08 aL2 ng ARN-12 Profession

3174  StafAssoc 508 sL4 02 AMM-12 Prafession

» The system will then display the job codes shown above.

» You can search by any of the search keys shown.

» Remember that the Description field is case sensitive. If you type “staff” instead of “Staff” the
system would not have found any matching items.

» Click on the desired job code. You will then see the job code number in the job code field, but

the description and other related displays will not be shown until you tab off of the job code
tield.

Sal Plan, Classification, Salary Grade, Union Code & Comp Frequency

>
>

The values of these fields are automatically entered based on the job code selected.

The value in the Classification field is used to group employees in one of the reports in
development.

The Union Code field is used to automatically calculate the classified location payment and the
UUP location stipend in the OSE panel on the Employee Information panel group.

This is a one-to-many relationship between the job code and the Comp Frequency field. It is
possible to have more than one valid Comp Frequency for a given job code. Therefore, if the
default compensation frequency is not the one you wish to assign to the employee, you can
override the compensation frequency on the Salary Distribution panel.
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» At the bottom of the Employee Details panel, thete is a Last Modified By field. This field
stores the operator ID of the last user to save changes to the employee record. The date of the
change is also displayed.

» Also at the bottom of the Employee Details panel is a field indicating the data soutce of the
employee record as well as the date the record was loaded.
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Salary Distribution Panel

Appropriated i .
fund Salary | [ Ematnyee Detgils  Salary Distribution 7 08E 3 Al Salar oy Account |
Rate field
~fdodel ;2006 Fiscal Year 200512006 Emgli: 810313 WesiLouise
r k] SalanyRale  OtherSal Exp Total
AF Comip. Rate: faz623 For
. . -
- Appropriated: 100 §32,623.00 §2,764.00 $3538700| o ror Rake 593517000 AF
on-
_ £0.00 §0.00 $0.00 , [ 1o funds
appropriated AFFTE: @ - only.
fund Salary ernal: §o.00 §0.00 W0.00| o compFreqe | ANN12 @ Y-
Rate field
£32,623.00 §2,754.00 $35,337.00 | Min. Tod. Comp.: |
e Frimge: £32,622.00 §2,764.00 $35,337.00 | max. Tok. Comp.:
// ' ' i
External Sort Order: | - Ascending Decending
fund
Salary
Rate Fund Charged To Fringe Agency To
field “Acct "GLClass W Sal.Rate | 'Expense Type Fringe A, Aiency Amt, RFFTE | GLParentC create
Type Account G % 1
an
1[eangagon @) & |[Ps_oTH @) [ A0 [ $16311 50 Fises 16,311 500000 0.00 05000 PS5 modify
t
2 [esosznon @ |[Ps_omH @[50 [ 1631150 |Fises $16,311 500000 000 0.5000|PS :;Ef;“
J

There are two ways to add and modify salary distribution information on this panel. There is one
for the appropriated funds salaries, and one for the non-appropriated/external fund salaries.

To budget appropriated fund salaries:

PeopleSoft Campus Budget Module

» You must begin in the upper right-hand corner of the panel where the AF fields are

displayed.

» AF Comp Rate — This field is the compensation rate for appropriated funds. This
tield was formerly known as the annual salary.

» AF Max for Rank — This field is the maximum for the rank of the employees
appropriated funds job code.

» AF FTE - This field is the appropriated funds full-time equivalent.
To the right of the AF FTE label there is a button for the FTE Calculation Worksheet.
This worksheet will calculate the AF FTE based on the AF Comp Rate you enter.

After you enter the AF Comp Rate, click on the AF FTE button. Then, in the white field
labeled Appropriated Base Salary (salary rate) enter the amount that you want the person to
receive.
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» When you tab off the field, the system will calculate the closest FTE that will generate the
salary rate that you entered. Click OK to accept this change and return to the Salary
Distribution panel.

FTE Calculation Worksheet

FTE Calculation Worksheet

AF Comp. Rate: 532623
Maximum Pay Rate-Annual:  $33,517.000
Appropriated Base Salary: | $28,000.00

AF FTE: 0.86

| Ok || Cancel |

» AF Comp Freq — This is the rate of pay for the employee.

» Comp frequency ending in “SEM,” signify semester employees. The salary rate for
employees with compensation frequencies ending in “SEM” is the product of the AF Comp
Rate, the AF FTE and 0.5.

» For pre-loaded employees, the AF Comp Freq corresponds with the AF Comp Rate.

» As you modify the AF fields you will notice that the Appropriated Fund Salary Rate field on
the left side of the panel changes. For appropriated Funds, the Salary Rate field is a product
of the AF Comp Rate field and the AF FTE field.

» 'The Appropriated Fund Salary Rate field is the amount that you want the employee to
receive. This is the amount that you will distribute by account.

» Once you have the desired amount in the Appropriated Funds Salary Rate field, you are
ready to distribute this amount in the grid at the bottom of the panel.

» The salary distribution grid contains the following fields:
» Acct — This column contains the account(s) the employee’s salary is charged to.

» Fund Type — This display only column is the fund type of the account field in the
first column. It is automatically entered when you tab off of the Account field.

» GL Class — This the expenditure code that the salary will be charged to on the
account. The valid values for this field differs depending on the fund of the account
and the “Regular/Temporary” indicator on the Employee Details panel.

» 'The valid values for Regular employees on appropriated fund accounts are shown
below.
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Lookup GL Class

Budget Made! ID: 2006
Fund ID: 10
RegulanTemparary: R

GL Class:

GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-Z of 2

GL Class GL Description

INSTPS Instructional Services Reqular
FS OTH Mon Instructional

» 'The valid values for Temporary employees on appropriated fund accounts are shown
below:

Lookup GL Class

Budget Model I 2006
Fund 1D 10
RegulanTempaorary: T

GL Class:

GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1.4 of 4
G4 Graduate Assistants
IMST Instruct Personal Service Termp
TA Teaching Assistants

TS OTH Mon Instructional Temparary Sy

» % - This column contains the percent field. This is where you will indicate the
percent of the Appropriated Fund Salary Rate that you want charged to each
account. For appropriated funds only, the salaries distributed to each account must
be a whole number percent of the AF Salary Rate.

» Sal Rate — This column contains the portion of the Salary Rate (Appropriated
Funds, Non-Appropriated Funds or External) that is budgeted on the selected

account.
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Fringe Amount — This display only column contains the fringe benefit assessments
associated with the account selected. The fringe benefit calculation is based on the
fund of the account and the GL class of the distribution.

Charged to Account — This display only column is the sum of the Salary Rate
column on the grid and the Fringe Amount column.

Agency Amt — This display only column is automatically calculated based on the
fund of the account and the GL class of the distribution. Agency charges are
assessed only for CPMP staff.

Fringe % - This column displays the fringe benefit percentage that is being assessed
on the distribution.

Agency % - This column displays the agency percentage that is being assessed on
the distribution.

AF FTE — This column displays the AF FTE for the distribution.

GL Parent Class — This column displays the parent of the GL class, that is, whether
the GL class is PS (Personal Services Regular) or TS (Personal Services Temporary).

Import ID — This display only column indicates the import ID of the data load.
[This is for use by the technical team. You can safely ignore it.]

Emp Srce — This indicates the source of the distribution. An employee may have
distributions from several sources if their distributions are split across fund types.

» If you are distributing the Appropriated Fund Salary Rate to only one account, type 100 in
the % column after entering the account and GL class in the Salary Distribution grid. Once
you tab off of the % field, you will notice that the next column will contain the full value of
the Appropriated Fund Salary Rate field.

» If you are distributing the Appropriated Fund Salary Rate to more than one account, you can
do one of the following:

¢

¢

Enter the percent of the Appropriated Fund Salary Rate that you want in each
distribution.

Alternately, tab past the % column and type in the amount that you want to charge
to the account in the Salary Rate column in the grid.

Once you tab off of the Salary Rate field on the grid, you will notice that the system
changed the amount you entered to the nearest whole percent of the Appropriated
Fund Salary Rate field. This is done only for account distributions in appropriated
funds. You will get a message similar to the one below.

—

Distrbution was adjusted from 24000 to 23814.79 to make the percent distribution a whaole numher.

| 0K || Cancel |




>

>

>

¢ You will also notice that the value in the % column is adjusted.

For appropriated funds, the value in the % column is always the Salary Rate amount on the
grid divided by the Appropriated Fund Salary Rate field.

In order to save the Employee Information panel, the total appropriated fund percent in the
upper left-hand corner of the panel must equal 100. You will need to modify the
percentages of each distribution until you have a total of 100%.

If you attempt saving the panel while the Appropriated Fund Salary Rate is not equal to the
sum of the distribution Salary Rates, you will get an error message similar to the one below.

Microsoft Internet Explorer m

"'_., Appropriabed distribution tokal of 31315.08 does not match base salary rate of 32623,

Mavigate to the previous level

>

If you change the Appropriated Fund Salary Rate (by changing the AF Comp Rate or AF
FTE), the system will hold the % values constant and automatically prorate the Salary Rate
amounts in the grid.

To budget salaries on accounts that are in non-appropriated funds and external funds:

>

>

For employees with no appropriated fund salary component, you may budget the salaries
directly in the grid at the bottom of the panel.

As you insert rows on non-appropriated and external accounts, you can skip the % column
and enter the amount you want budgeted in the Sal Rate column on the grid. For non-
appropriated funds there is no whole number percent restriction on the distribution salary
rate. The amount you enter in the grid is the amount you want. It will not be rounded to
the nearest percent of the Non-Appropriated Fund Salary Rate.

As you enter an amount in the Salary Rate column on the grid, the system will add that
amount to the Non-Appropriated Fund Salary Rate field in the upper left-hand corner of the
panel.

Additionally, the percentages will automatically adjust when you tab off of the Sal Rate
column on the grid.

For non-appropriated funds (and external funds), the amounts in the % column are not
important. Itis the values on the distributions that are key. You can save the panel if the
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Non-Appropriated Fund Salary Rate or the External Fund Salary Rate is not equal to 100%.
After you save the panel, the percentage will reset to 100%.

» If you change the Non-Appropriated Fund Salary Rate (or the External Fund Salary Rate),
the system will hold the Salary Rate values in the grid constant and automatically prorate the
figures in the % column. Consequently, you will not be able to save the panel until the
amount in the Non-Appropriated Fund Salary Rate (or the External Fund Salary Rate) is
equal to the distribution Salary Rates in the grid. You will get an error message similar to
the one below.

Microsoft Internet Explorer m

"'_., Mon-appropriated distribution total of 23140,04 does not match base salary rate of 30052,

The PeopleCode program execuked an Error statement, which has produced this message,

» 'The valid values for Regular employees on non-appropriated fund or external fund accounts are
shown below:

Lookup GL Class

Budget Model ID: 2006
Fund 1D: 90
RegulanTemparary, B

GL Clasgs:

GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-2 of 2

GL Class GL Description

217901  Staff Classified
CP _FAC CPMPADF Faculty
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» 'The valid values for Temporary employees on non-appropriated fund or external fund accounts
are shown below:

Lookup GL Class

Budget Model [D; 2008

Fund ID; 0
RegulanTemparary: T
GL Class:

GL Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-10 of 10
MET  Graduate Student Exernpt
AMET22  Graduate Student Manexermpt
AMET2 Graduate Student Tuition
AMET24  Graduate Student Haurly
A1ET29 Salary Summer Exmpt Profession
AMET3I0 Summer Monexermpt Classified
816731 Summer Hourly
817802 RF Cletical / Clinical Staff
821521 Staff Professional
CP woL CPMP ADP Valuntary Members

Minimum Total Compensation & Maximum Total Compensation
» 'These fields are located on the right side of the panel, above the grid.

» These fields are editable only for employees whose AF Comp Freq is ANN-GFT.

» For ANN-GFT employees you will not be able to save the panel group unless you enter a
non-zero value for the Maximum Total Compensation field. You will get the error message
below if you are attempting to save the panel without a value for this field.

Microsoft Internet Explorer m

"'-., Max, tokal compensation must be greater then zero. Please correct before attempting to save again.,

Mavigate to the previous level

» 1If the Total Compensation amount (located above the grid to the left of the panel) is greater
than the Maximum Total Compensation you will get the warning message similar to the one
below, but you will be able to save the panel.
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arning -- Total compensation of 2864961 .92 exceeds the maximum of 150000,

Mavigate to the previous [evel
| 0K || Cancel |

At the top of the panel, to the right of the Salary Rate fields, there are Other Sal Exp fields. The
grid at the bottom of the panel is only for distributing the Salary Rate fields. To modify and
distribute the Other Sal Exp fields, click on the next panel in the group: OSE.
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OSE (by Employee) Panel

Ernployee Details | Salary Distribution " OSE Al Salary by Account

Model ID: 2006  Fiscal Year 20052006 EmpliD: B10313 West Louise
T e T e |
*GL Class: |P5_ADD Q] Additional Compensation  Other Base: I §1,000.00 -EI

iew Al First (4] 1.
sacet: [F4083900 amt:| $500.00 pringe:]  $0.0000 ey 500000 "Expense [ EE
Type:
=]

*GL Class: IF'S_ADJ Q) Lump Sum Adjustment  Other Base: I $500.00

view Al First [4] 1.
shcct: [I00BT100 [ g | 550000 pringe:] 900000 goo [ $00000 ‘Expense [ +1=]
Type:
[+H=]

*GL CIass:IPS_LOC Other Base: I £1,264.00
of 2 I ast
“acet; [E4083500 amt. | 963200 Fringe:]  90.0000 pgey.|  soooon Expense [ EE

Type:

Hotes: Total Fringe on OSE: Insert Blank Row |

ﬂ Calculate OSEl
| Hide Detaill

» The OSE panel is used to add and modify Other Salary Expense categories and their
distributions.

» There are two components of the OSE GL classes that need to be budgeted: their amounts and
their distributions. Different GL classes are calculated and distributed to accounts differently.

» In the panel shown above, you see that each OSE GL class has its own scroll bar for the
account distribution.

» There are three types of OSE GL classes.

Types of OSE by Employee GL Classes: Auto Calc/Auto Distribute
» 'The first type of OSE GL classes is automatically calculated and automatically distributed.

» Examples of this type are the UUP location stipends, the classified location payments, Shift
payments, Inconvenience payments, and Geographic payments.

» These types are valid for appropriated fund distributions only.

» In the screen print on the previous page, the second GL class is PS_LOC. It is grayed out
because it is automatically calculated based on the employee’s union code, FTE and
compensation frequency.
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» Additionally, the $1,264 amount for PS_LOC is automatically distributed among the accounts of

the employee’s base salary from the Salary Distribution panel. Since this employee’s base salary
is charged 50% on 84083900 and 50% on 86088800, the classified location stipend is prorated
50/50 to those accounts.

Types of OSE by Employee GL Classes: Manual Calc/Auto Distribute

>
>
>
>

The second type of OSE GL classes is manually calculated and automatically distributed.
The only Example of this type is Additional Compensation.
This type is valid for appropriated fund distributions only.

To budget for this GL classes on an employee, click the Insert Blank Row button at the bottom
of the screen. You will then get an empty row.

Click the magnifying glass to the right of the GL class field and select Additional Compensation.
Once you tab off of the GL class field, type an amount in the Other Base field.

When you tab off of the Other Base field, you will then notice that the account distribution
scroll bar underneath is grayed out. The system is automatically distributing the amount that you
have manually entered using the salary distribution of the base salary in the Salary Distribution
panel.

Employee Details | Salary Distribution " 0SE Y All Salary by Account

Model ID: 2006  Fiscal Year 2005/2006 EmpliD: B10313 West Louise

T e —— N T ] o700
*GL Class: [P5_ADD ﬂ Additional Compensation  Other Base: $1,000.00 -EI

wiew sl First (4] 1or2 I3 Last
shcct - [F4083900 amt:| $500.00 fringe:]  $0.0000 ppey:|  $0.0000 ;E:Snsef ==

*GL Class: IPS_ADJ ﬂ Lump Sum Adjustment Other Base: I §500.00

*GL Class: IPS_LOC Other Base: I $1,264.00

Type:
Notes: Total Fringe on OSE: Insert Blank Raw |

view Al First (4 101 [P Last

cAcct: 90081100 [ g $500.00 pripge:|  $0.0000 poco.|  $0.0000 ;izz?nsef [+]=]

shcct - [F4083900 amt: | 363200 pringe:]  $0.0000 pgey.|  $0.0000 Expense [; EE

Calculate OSE |
| Hide Detaill
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> In the screen print above, this employee’s base salary is charged 50% on 84083900 and 50% on
86088800, so the system is distributing the $1,000 in additional compensation to 50/50 between
these accounts.

Types of OSE by Employee GL Classes: Manual Calc/Manual Distribute
» The third type of OSE GL classes is manually calculated and manually distributed.

» The only GL class is that is manually calculated and manually distributed is Lump Sum
Adjustment.

» 'This GL class is valid for appropriated and non-appropriated fund types.

» The Lump Sum Adjustment GL class allows you the flexibility of designating the account where
the amount will be budgeted.

» Once you select PS_AD]J GL class (or TS_AD]J for Temporary employees) and you enter the
Other Base amount, you will need to manually enter the account number for each distribution,
as well as the portion of the amount that you wish to budget for each distribution.

» In the screen print below, you see that a PS_AD]J amount of $500 is budgeted and all of it is
distributed to account 90081100.

Ernployee Details | Salary Distribution "~ OSE Y All Salary by Account

Model ID: 2006  Fiscal Year 2005/2006 EmpllD; B10313 WestLouise
View 2 First (4] 1.2 ¢ 2 [ Last
[FS_ADD
*GL Class: [PS_ADD ﬂ Additional Compensation  Other Base: $1,000.00 -EI
Wiewy All First (4 1orz I Last
*Acct.: | Amt.: Fringe: | Agcy.: | Expense |— EI
Type:
=]

*GL Class: |P5_ADJ Q] Lump Sum Adjustment  Other Base: $500.00

view Al First (0 1081 [ Last
shcct: 90081100 R pne | B500.00 fripge:|  $0.0000 pgeu.|  $0.0000 ;i:in.anse [F [+]1[=]
=]
*GL Class: Other Base:

view sl First (4] 1orz I Last
“acet: | Amt.: Fringe: | Agey: | ERETEE | EHE=

TWB:

Notes: Total Fringe on OSE: Insert Blank Row |

Calculate OSE
Hide Detail

» Please note that for the Lump Sum Adjustment GL class, you need to manually enter the fringe
amounts for any accounts that are assessed fringe as well as any application agency costs.
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» 'The screen print below displays the valid OSE GL class values for Regular employees.
Lookup GL Class

Budget Model ID; 2006
RegulanTemporary R

GL Class:

GL Description: |

| Lookup | | Clear | | Cancel | BasicLookup

Search Results

1-2 of 2

GL Class GL Description

FS ADD Additional Compensation
FS ADJ Lurmp Summ Adjustiment

» 'The screen print below displays the valid OSE GL class values for Temporary employees.

Lookup GL Class

Budget Model ID: 2006
RegulanTemporary: T

GL Class:

GL Description: |

' Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1 of1

GL Class GL Description

T8 ADJ Temp Lump Surmiddiustment
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All Salary by Account Panel

Employee Details Salary Distribution 05E I." All Salary by Account ‘.I_
Model ID: 2006  Fiscal Year 200572006 EmpliD: B10313 VWestLouise
Sart Order: ~| @ ascending ¢ Decending
First (] 13073 [¥] Last
Fund Other Salary Total Fringe . Agency Fee
ST Type Salaviiiaie Amount Compensation Amount EE:;';E"SM'D" w. Amount
1 84083900 A 16,311 .40 $1,132.00 17443480 F0.0000 517.443.40 F0.0000
2 86088000 A F16,311.50 F1,132.00 F17.443.80 F0.0000 F17.,443.80 F0.0000
290081100 A F0.00 Fa00.00 Fa00.00 F0.0000 Fa00.00 F0.0000
Total Salary: $32623.00  Total OSE: $2,764.00 Total $35,387.00
Compensation:
Total Fringe: $0.00 Total Comp. $35,387.00 Total Agency: F0.00
w. Fringe:

» The last panel in the Employee Information panel group is the All Salary by Account panel.
This panel is a display only grid, which summarizes all of the accounts an employee is charged
to.

» 'The Salary Rate column on the grid corresponds with the base disttibution amounts in the Salary
Distribution panel.

» The Other Salary Amount column corresponds with the amounts in the OSE panel.

» The Total Compensation column is the sum of the Salary Rate column and the Other Salary
Amount column.

> The Fringe Amount column is the total fringe charged to the account.

> The Total Compensation with Fringe column is the sum of the Total Compensation column and
the Fringe Amount column.

» The Agency Fee Amount column is the total agency assessment charged to the account.

» Totals for the columns in the grid are displayed under the grid.
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Adding an Employee

There are two types of employee “Add”s on the CBM system. You can create an employee record
from scratch, or you can copy an employee record from another CBM model or from an HR

module.

Adding an Employee Record From Scratch:

» From the Use menu, select Employee Information, and click on Add a New Value.

Horme = Buddet = Budget = Lise = Employee Information

Emploeyee Information

Find an Existing Value

Budgst Modsl ID: [z006 Q)
EmpliD:; [
Marme: |

Social Security # ,7
Department: Y

Organizational Level Descr.:|

[ Cage Sensgitive

Add g Mew Walue

» You will then see the screen below. Enter the model where you would like to create the
employee record and click OK. The system will automatically generate temporary “B” employee
ID numbers. The “B” employee ID number indicates that the employee record did not

originate from the PeopleSoft HR modules.

Employee Information

Add a New Value

Budget Model 1D: 2006 Q]

EmpliD: M EWY
Add

Find an Existing Value

» You will then see an empty Employee Information panel group. You should enter data for the

white fields.
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> SSN is not a required field. You can leave it empty. If you fill-in the SSN field and it is already
in use on another employee record, you will get an error message when you try to save the panel.

» Name is also not requited, but we recommend that you enter data for that field since it is used

on the Search dialog box.

» Please refer to the Employee Details field descriptions on the preceding pages in this unit for

information on using each field in this panel group.

Copying an Employee Record from the HR Modules or a CBM Model:

» From the Use menu, select Employee Information, and click on Add a New Value.

Home = Budget = Budget = Uze = Employee Information

Employee Information

Find an Existing Value

Budget Madel 1D: 2006 Q)
EmpliD:

Mame: |

Social Security #:
Department: | g

Qrganizational Level Descr.:|

I™ Case Sensitive

Basic Search

Add a Mew Value

» You will then see the screen below. Enter the model whete you would like to create the
employee record, and enter the employee ID of the employee record that you want the system to

copy into the indicated model.

Employee Information

Add a New Value

Budget Model ID:[2006 Q]
EmpliD: 100333762

Add

Find an Existing Value

» You will then see the Employee Information panel group for the employee ID you requested.
Please note that the system fills in the information on the Employee Details panel oz/y. You will
need to enter salary distribution information on the Salary Distribution panel and the OSE

panel.

» When you enter the employee ID on the previous screen, the system searches the HR modules
first to find the most current information on the employee. If the system does not find the
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requested employee record in the HR modules, it will then search the CBM module for that
employee record.

» Please refer to the Employee Details field descriptions on the preceding pages in this unit for
information on using each field in this panel group.

Deleting an Employee

» For each budget preparation cycle, a cutrent snapshot of active employees will be pre-loaded
into the write-able models (Current, Proposed & Outyear). Consequently, you will not need to
delete an employee record unless he/she terminated after the snapshot was taken.

» Since a new employee snapshot is taken every yeat, the vice presidential areas did not want
recotds to be delete-able.

» 'Therefore, you may not delete employee records once they have been added to the CBM system.

» If an employee terminates after the payroll snapshot was loaded, you will want to adjust their
salary.

» 1If no portion of an employee’s salary will be charged during the fiscal year of the model that you
are budgeting, then zero the salary fields and the FTE field.

Employees Split Outside Your Organizational Level

» 1If an employee is split between organizational levels, each area that the employee is split to has
access to the employee record.

» You cannot view or modify an employee record unless some portion of the employee’s salary is
charged to one of your accounts.

» In order to keep track of whether or not a split employee record has been modified you will use
the Split Changes Panel in the Inquire menu.
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Home = Budget = Budget = [nguire = Split Changes

{ Split Changes

Model ID: 2006 Model Hame: Fiscal Year 2005/2006

Start Date: [02/0152008 i End Date: (05/08i2005 [4]] Refresh Panel

view Al First [0 1064 [ Last

Last Mod
Dt

1 05/052005 42000100 B102493 Smith,Bryan INSTPS 1364 50

Account SSN EmpliD Hame GL Class Salary Rate

» Use the Start Date field and the End Date field on this panel to specify the date range of the
modifications. In the example above, we are searching for all changes to employees split
outside our area since February 1. One employee distribution was modified during that
timeframe.
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Cloning an Employee

Employee Details ' Salary Distribution

OSE All Salany by Account

EmpliD: B11397 Model ID: 2005  Fiscal Year 200472004 Budget Documentation
SSN: |222-22-2222 Name: |Smith.Jane
Emplovee Status: Active
*RegularTemporany: Regular i Position: &
* Day
Employee Start Date; |07/0172004 @ Employee End Date: |06/3002005 @ " Evening
" Night
Employee Job Data
*Job Code TWE;Mpprnpriated Funds j SetiD: USBMY
*Job Code: 1954 ﬂ Assistant Director Sal Plan: 513
Classification: Manadement Salary Grade: MF4
Union Code: 13 MG - Unclassified Comp Freq:  ANN-12
Last Modified By: DTHIDE Oon: 013152006 Data Source: Date Loaded:

Exit | * This will exit without saving.

Clone Emploves) * This will save all current changes.

Change Repart

The Clone Employee button on the Employee Details page provides the ability to “clone” a complete CBM
Employee record (demographic, salary, and OSE data) into a new CBM employee record in the same
model. All data from the existing employee, except for Emplid, SSN, Name, and Position, will be copied to
the “clone”. A new ‘C’ Emplid will be automatically generated from CBM. The existing employee record is
saved when you click the Clone Employee button.

Note: As soon as you click Clone Employee, the data for the cloned employee is input into the
employee/salary/OSE tables even though you do not press Save. For that reason, a warning message is
generated to make sure you want to create the clone.
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To clone an existing CBM employee record:
» Bring up the record you wish to clone;

» Click the Clone Employee button and this warning will be displayed:

aming - This will create an exact duplicate (except for Emplid, Name, 88N, and Position) of the employee you have selected. Ifthis is notwhat you intended, please press Cancel, If
byou want a clone created, press OK.

Hyperlink label

0K Cancel

» If you click OK, a copy of the existing record will open in a new window. Notice that a new ‘C’
Emplid has been generated for the cloned employee.

» If you click Cancel, you will be returned to the existing employee record without creating a new
employee.
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CBM Change Form

This CBM Change form is now available from CBM for use by non-Hospital administrators. This form will
contain FTE, Compensation Rate, Salary Rate, and Job Earnings Distribution accounts and percentages
from CBM. Users can complete this form for AF employees and submit it for authorization before sending
to HR. Users should follow the usual HR guidelines and timetable for submitting account salary paperwork
so HR can process the changes in a timely manner.

The CBM Change form can be accessed from the Inquire menu or from the Change Report button on the
Employee Details page.

Main_Menu
. Search Menu:
' ®
s
] Budget
3 Seff Service 3 Setup b
3 Reporting Tools 3 Use b
3 PeopleToals 3 Inguire _
[£] Change My Passwaord 3 Report _| Accnu_nt Salaw Detail
[E] My Personalizations |5] Organizational Rollup

|] Split Changes
|£] CBM Change Form

Employee Details ‘.I Salary Distribution QOS5E All Salary by Account
|EmpIID: B11387 Model ID: 2005  Fiscal Year 2004/2005 Budnet Docurnentation

SSN: |222-22-2222 Hame: |Smith,Jane

Employee Status: Active

*RegularTemporans | Feoular = Position: D
ay
Emph]yee Start Date: 0712004 @ Emp|wee End Date: ORfA0520045 @ @ Euening
" Night

Employee Job Data

*Job Code Twe;|Appropriated Funds j SetiD: USBMY

*Joh Code: 1844 ﬂ Assistant Directar Sal Plan: 513

Classification: Management Salary Grade: MF5

Union Code: 13 MC- Unclassified Comp Freq:  ANN-12
Last Modified By: DTHIDE on: 0173172006 Data Source: Date Loaded:

Bt | * This will exit withaut saving. Clone Employee| * This will save all current changes.
Change Report

PeopleSoft Campus Budget Module Page 137 of 158



To generate the CBM Change form from the Change Report button on the Employee Details page:

» Click the Change Report button and the Change Information Form will be displayed with the HR
data for the employee;

l." SLUBM Change Repart \'L

Change Information Form

Run Control ID:  budget Frocess honitor Feport Manager
EmpliD: B11387 Effective Date:
Hame: Smith,Jane
National ID: Or Campus ID:
Department:
Position Humber: Union Code:
Job Code:
Compensation Freguency: Compensation Rate: 0.000000

Frint Change Form |

» Click the Print Change Form button;

» Click on Process Monitor and the report will be displayed in the Process List as shown below;

Process List Server List

UserlD: |DTHIDE Q| process | ~liastt | 5 |Days =

Server il F'Trﬁ:%ss | ﬂ Instance: | to |
Name: Run Status:
W View Job tems ¥ Sawe On Refresh
view Al First (4] 1208 2 (] Last
Instance Seq. Process Type Process Hame User Run Date/Time Run Status  Details
10800 Crw Online SUBMCHG DTHIDE 0250152006 9:37:52AM EST Success Details

» 'To print the CBM Change Reportt, follow the instructions in the Using Process Monitor to Check
Report Status section of this manual.
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To generate the CBM Change form from the Inquire menu:
» Choose SUBM Change Report from the menu;
» Input the Employee Emplid or Name in the Employee Search page as shown below;

SUBM Change Report

Find an Existing Value

Budget Model 1D: |zos Q)
ErnpliD: I
Marne: |
Social Security # Ii
Department: Y

Qrganizational Lewel Descr.:|

[ Casze Sensitive
| Search | | Clear | Basic Search

» When the Change Information Form is displayed, click the Print Change Form button;
» Click on Process Monitor and the report will be displayed in the Process List;

» 'To print the CBM Change Reportt, follow the instructions in the Using Process Monitor to Check
Report Status section of this manual.
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9.0  Reports

MainvMenu
. Search Menu:
' &
3 Budget
(3 Reporting Tools 3 Setup »
3 PeopleTools 4 Use »
[£] Change My Password 3 Inquire »
[5] My Personalzations 3 Report _
3 Security 01 Account Detail

02 Account Summaries

03A Org. Level Surmmary

04 Employee (By Distribution)
05 All Funds Comparison w Emp
06 IFR Allocation Worksheet

07 IFR Account Surmmaries

08 Hospital VP Summary

09 Salary Comparison (GFT)

10 Totl Compensation Over Max
12 Acct Summaries - Dual Depts
14 AF Account Notes

15 Admin Overhead Summaries
| 16 SBAM-Account Master

(1) (7 () () () ) ) Oy () ()

Click on a report in the list. The Run Control Search page will be displayed.

Run Control ID

01 Account Detail

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

{ Find an Existing Value Y Add a New Value

Search by: Run Control ID begins with |

[T Case Sensitive

Search | Advanced Search

Find an Existing Value | Add a Mew Value

If you are new to CBM, click on Add a New Value. Enter a name for your Run Control ID that is
no longer than 13 characters with no spaces. Click the Add button and the Report page will be
displayed.

If you already have a Run Control ID, click the Search button.

If you have multiple Run Control IDs, a list of your Run Control IDs will be displayed.

Note that if you only have one Run Control ID, the Report page will be displayed next.
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01 Account Detail

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

{ Find an Existing Value Y Add a New Valug

Search by: Run Control ID begins with|

[T Case Sensitive

Search | Advanced Search

Search Results
1-20f2

Run Contrel IDLanguage Code

BUDGET English
SK English

Find an Existing Value | Add a Mew Value

Click a Run Control ID from the list. The Report page will be displayed.

{ Account Detail Rpt

. Input the Model and
. BUDGET Report Manager Process Monitor un
Run Control 1D other Parameters for
the selected report.
Model D 2005 Q) Fiscal Year 2004/2005

Click the Run button.
Department: ﬂ

Account: aMazopn Q) Plumbing

ﬁ Save QReturn to Search [ add

The Process

Scheduler Request page will be displayed as shown on the next page.
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The Process Scheduler Request page will be displayed. This is where you will choose the specific
report you want to run and set up the output parameters.

Click the link to the report version you wish to run; i.e. Account/Detail (FTE/Title)

Note that from this point forward, setting up to print in PeopleSoft 8.9 is different than in previous
versions.

FProcess Scheduler Request

User ID: BUDGETSK Run Control g ir5er
ID:

Run Date: 2042007 |

Server Name: g

Recurrence: Y| Run Time: |12:4? 43FM Reset to Current Datef’Tirrl

Time Zone: Q

Select Description Process Name Process Type ‘Type “Format Distribution
|l Account Detail Report SUBMRDN PSJdob (Mane; = | | (None) = | Distribution
I_Gcount Detail EFTEmtIe >SUBMR1TF PSJdob (MNane; = | | (None) = | Distribution
Ok Cancel |

The Job Detail page will be displayed. For Process Type SQR Report and Crystal, make sure that
Web is selected for Type and PDF is selected for Format.

Note: If you plan to Export the report to Excel, change the Crystal Format to RPT.

Click the OK button.

Job Detail
Main Job o jgym7r Job Name: SUBMRITF  Account Detail (FTETitle)
MName:
|
B Process Name Description Process Type o - Distribution
& SUBMRITE ;
e Account Detail
B SUBMSITF SUBMSITE e Temige) SER ey
B SuBMCITF Account Detail
SUBMCITF (FTEille) Crystal
DK I Cancel
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The Process Scheduler Request page will again be displayed.

From the Process List, check off the report you want to print. Click the OK button.

Process Scheduler Request

User ID: BUDGETSK Run Centrol g oseT
1D:
Server Name: |PSNT ~| RunDate: [120472007

Recurrence: I 'l Run Time: I12:4?:43F’M Feset to Current DatEfTirrl

Time Zone: I Q

Select Description

Process Name Process Type *Type

*Format Distribution

r Account Detall Eeport SUBMROD1 FSdoh |(Nune]VI (Mone) = | Distribution
4 Account Detall (FTEMTitle) SUBMRITE P=Job I(Nune] 'l {Mone) = | Distribution
O | Cancel

The Report page will again be displayed. Note that it now shows the Process Instance number for
your print job under the Run button.

Click on Process Monitor.

Account Detail Rpt

Run Control g nGeT Report Manager Process Manito Run
ID:
rocess Instance: 2518535
Model 1D: 2008 @ Fiscal Year 2007/2008 Budget Documentation

Department: I Q
Account; |331SDBDD Q

JCAHO Continued Readiness
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Using Process Monitor to Check Report Status

The Process List page will be displayed. It shows the reports you have processed with the most
recent report listed at the top.

Click the dropdown box to the left of the Refresh button and choose Days.
Make sure that the Type dropdown is blank.

Click the Refresh button to update the Run Status column in the grid.

Process List | Server List

User IBUDGETSHQ Type: | vlL::st: |_1 |N0ne LI Refreshl

ID:
Server:l :" Name: | Q Instance:l tol
Run | vl Distributionl vl

¥ Save On Refresh

Status: Status
Process List Customize | Find | * |8  First [ 1.9 0ra [ Last
Process . Run Distribution .
SelectInstance Seq. Process Type Name User Run Date/Time Status Status Details
e T PSJob SUBMR1TF BUDGETSK | 2/0472007 Success Posted | DAl
< ool 12:47:43PM EST el )
= 2510508 T T e ];2;22% =TT PO Details
12/04/2007 .
| 2518314 FZ=doh SUBMEDT BUDGETSK 17:08: 29PM EST Success Fosted Dietails
= 2518516 PS.Iob SUBMR1TF BUDGETSK | 2/0472007 Success Posted  Details

12:0249PM EST

Go back to 01 Account Detall

Each print job that you have submitted will show on an individual line that begins with its
Process Instance number.

Click the Refresh button until the print job in the grid shows Run Status of Success; this means
that your print job has completed processing.

When your report shows Run Status of Success, click the link under the report’s Process Name;
i.e. SUBMRI1TF.
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The Process Detail page will be displayed.
For all reports except Report 05, click the third link that is displayed; i.e. SUBMCITTF.

(Since Report 05 is the only CBM report that does not produce a Crystal report, it will only show
two links. Click the second link that is displayed to access this report.)

Process Detail

Process Name: SUBMRITF

Main Job 2518535
Instance:

B 2518535 - SUBMRITF Success
L e e

G 7518537 - SUBMCITF Success I

Return I

Clicking on the link will open up the next Process Detail page. To view and print your report, click
View Log/Trace.

Process Detail

Instance: 25818537 Type: Crystal
MName: SUBMCITF Description:Account Detail (FTEMTitle)
Run Status: Success Distribution Posted
Status:

Run Contrel EUDGET " Hold Request
1D: " Queue Request
Location: Server = Cancel Request
Server: PSNT " Delete Request
Recurrence: " Restart Request
Request Created 12/04/2007 12:48:57PM FParameters Transfer
On: R EST Message Log
Run Anytime 12/04/2007 12:47:43PM
After: EST
Began Process 12/0</2007 12:49:48FM Wiew Log/Trace
At: EsST
Ended Process 12/04/2007 12:49:57PM
At: EST

Ok I Cancel I
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The View Log/Trace page will be displayed. In the Name column in the File List, click on the
Report Name which starts with SUBM.

View Log/Trace

ReportID: 578 Process 2518537 Message Log
Instance:

Name: SUBMCI1TFE Process Type: Crystal

Run SUCCESS

Status:

Account Detail (FTEMitle)

Distribution psnsrepos’ Expiration |12.f’1 1200
Node: Date:

File Size -
Name 7& es) Datetime Created
CRvY_SUBMCI1TE_ 2518537 log 0 S G

< UBMC1TE_2518537 . PDF E EoT
12/04/2007 12:49:57 .000000F M

12/04/2007 12:49:57 000000F R

S5 1=n 483 E=T
Distribution ID Type *Distribution ID
User BUDGETSK

Return I

Finally!!l' Your report will open in a separate window as an Adobe Acrobat Reader file or a Crystal
report, depending on which Format you selected on the Job Detail page.

Click on File — Print to print the report.

= o] x|
File Edit GoTo Favorites Help | 'l';'
™ Y ! [ A (— e i S )
Bk ¥ ) ~ |ﬂ |EL| ‘o | /.3Search 5. Favorites {_‘3| A~ :\F = _J ﬁ ﬁ
. . [ » @ -
Address |@ htips: /fpsns.ce.stonybrook.edu: 9443 /psrepor tsheB%prod/e 78/SUBMC 1TF_25 j Gao | Links
o e o (=l - K % |- oL : -~
anﬁ@ﬁ‘?? In El‘@)\ Lol |21 [© [o8% G)‘EB A |5Z'
: wr
B
g e
=2 =l
5 . . .
= SudgatModells 2003 Campus Budget Module Report Tt
e Account Detail Report
33130800 - JCAHO Continued Readiness
Title FIE AModal Year
20072008 -
33130800 - JCAHO Continued Readiness
Budgeted Expenses
Other Than Personnal Services
i Conracmal Services 40,000
Consulting
[ Conmracmal Services 40,000
Spec Contractual Serv.
@
£
a 20,000
£
=
& 140,000
E 10,000
7/ Ouisida Training Regisw Faes
e Sub-Total 250,000
E Total Expenzes 250,000
=
153
o Balance -150,000
= ) 000
Total FTE Instractional 000
Total FTE Noe Iustructioual - LI
i | i + L = oo Bd
5 iz [p pil| e @] = H
Cone \ | ]—é |Unknown Zone A
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Printing & Exporting From Report Files

4} https:{fpsBtest.cc.stonybrook.edu: 144 3/serviets/psreports/he 80tst4/8641/SUBMC1 TF_763410.PDF - Microsoft ... !En
File  Edit Wiew Favorites Tools  Help :,' Y H
A 0 ; our report wi
eBack > \ﬂ \ELI A 7’ ! Search ‘»:\'/ Favarites @Media {‘} = - ] ﬂ é% . p
' = ' ' — , open in Adobe
Address |g‘] https:{psatest.cc.stanvbrook. edu: 1443/ servlets/psreports/heditst4/a64 1 jSUBMC1TF _763410.FPDF ﬂ Go | Links * A b R d
. . - crobat Reaaer
BEEo-8SE02E |44 | € ||mE - T-& i ind
11 a new window.
@hox - @® OO0 MHE G-
4
$ »ll To the leftis a
"
% Budget Model Id: 2005 Campus Budget Module Report ?:FLE Q‘E‘?f(‘]ET“" repoft Sample-
A Aceount Detail Report
—
%_: 31132000 - Plumbing
5
5
= Tithe F.T.E. Mudel Year
L 2004/2005
31132000 - Plumbing
Budgeted Expenses
Personnel Services Regular
Lump Sum Adjustment 2,000
Sub-Taotal 2,000
Inconvenience Pay 350
Sub-Taotal 550
Classified Location Pay 7,200
Sub-Taotal 7,200
Non Instructional v| YOU mﬁy Chck on
@)1 4 1of3 » M Esxiiin O 5 # 4 1 . .
&] Dore S | Internet Flle — Print to

print the report
from Acrobat Reader.

See below for instructions on printing the report from Crystal Reports.
Close the report window to get back to CBM.

Click Return, then Cancel, then Return buttons to return to Process Monitot.

Printing from Crystal Reports:

If you selected RPT as the format for your report, it will be generated in Crystal Reports format.

To print the report file:

» You can print the file from the File menu by selecting Print, then Printer, then clicking Okay.

» You can change the destination printer from the File menu by selecting Printer Setup.

To export the file to Fxcel:

» You can exportt the file into Excel from the File menu by selecting Print, then Export.
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» From the Export box, select the following then click Ok.

Format: Excel
Destination: Disk File
et ok
- 0k
L Cancel |
Destination:
Disk file | Help |

» 'Type the name that you would like to assign to your file, select the desired directory and click
Save.

» You can now open your export file through the Excel application.
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Report Types

These are the reports that are currently in production:

» Account Detail (#01)— This report details the revenue, allocation, and expenditures budgeted
within an account by GL class. The base salary GL classes include employee names and
amounts. Also, the Notes fields are appended at the end of the report. This report can be
printed for individual accounts or departments. When you run the report from the report panel,
you will now see three choices at the bottom of the Process Scheduler Request box: "Account
Detail Report ", "Hospital Account Detail", and "Account Detail (FTE/Title)" If you select
"Account Detail Report", data for the model year selected and the three related model years will
be displayed. If you select "Account Detail (FTE/Title)" you will see data for the selected model
year only with the employee's FTE and Title listed. If you select "Hospital Account Detail" you
will see the data in “FTE/Title” report plus the Hospital Overtime/Contract Labor FTE
amounts and totals.

» Account Summaries (#02) — This report displays the budgeted targets, revenue, allocation, and
expenditures by major categories for each account within an organizational area. The accounts
are grouped by organizational level. Since account balances are included on this report, the
targeted allocation was included (for appropriated funds and IDC) in order to generate an
accurate representation of an area’s resources. This report can be printed for specific funds
within a department or for combinations of funds (i.e., State & IDC). When you run the report
from the report panel, you will now see two choices at the bottom of the Process Scheduler
Request box: "Account Summaries MF by Dept" and "Account Summaries MF by Fund." If
you select "Account Summaries MF by Dept" you will see your accounts grouped by
organizational level (dept). If you select "Account Summaries MF by Fund" you will see the
accounts grouped first by fund and then by organizational level.

» Otrganizational Level Summary (#03) — This report displays revenue and expenditure GL
class sub-totals for the organizational level selected. This report can be printed for a specified
fund or for all funds.

> Employee by Distribution (#04) — This report is a listing of all employee distributions within
the selected organizational level. The employee records are grouped by organizational level and
account. There are now three choices at the bottom of the Process Scheduler Request box. If
you select “Employee (By Distribution)” the report will be printed in alphabetical order by
employee name and will include the Emplid. If you select “Empl By Distrib (Title Shown)” you
will see the grade and title of the employee displayed. If you select “Empl By Distrib (Title Sub
Tot)” the report will be printed grouped by employee title with subtotals for each title group.
The employee GL classes are displayed in columns. This report may be printed for any
combination of fund and department or for a specific account. This report includes a column
named "Flg". This column contains a flag that denotes whether or not an employee record has
been modified or manually added into the system. "L" indicates that the employee record was
pre-loaded into CBM from PeopleSoft HR or ADP. "M" indicates that the employee record
was pre-loaded and then subsequently modified by a user. "N" indicates that the employee
record was manually added to CBM.
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» All Funds Comparison With Employees (#05) — This report has multi-fund parameters.
Each selected fund appears on the report as a column. You can select any combination of up to
seven funds. Please note that for this particular report you should use a ""txt’" extension when you name this
report on the Process Scheduler Request box. You can open the report from Microsoft Word or any
word processing application. Within Word, please change the setup to landscape for legal size
paper. You may also need to make the font smaller in order to fit all seven fund columns across
the page. Most reports take a minute or two to run, but this report may take three to eight
minutes to run to a file because of its complexity.

» IFR Allocation Worksheet (#06) — This two-page report displays the budgeted revenue and
expenditures by GL class for a selected IFR account. This report will be reviewed by the
Accounting Office for all Income Fund Reimbursable accounts. You can print this report for a
department or for a specific account.

» IFR Account Summaries (#07) — This report is similar to the second report except it contains
fields that are specific to IFR funds. This report displays the budgeted revenue and expenditures
by major categories for each account within an organizational area. The accounts are grouped
by organizational level.

» Hospital VP Summaries (#08) - This report is similar to the second report and is accessible
only by users with Hospital VP security. It lists all Fund 40 accounts, even those which fall in VP
areas outside the Hospital.

» Salary Comparison (#09) — This report lists the salaries of the GFT faculty in your department
for the associated models.

» Total Compensation Over Max (#10) — This report lists all of the GFT faculty in your area
whose total compensation is 250% or 275% over the salary maximum for their rank.

» Account Summaries — Dual Depts (#12) —This report displays the budgeted targets, revenue,
allocation, and expenditures by major categories for each account within two organizational
areas. This report can be printed for specific funds within departments or for combinations of
funds (i.e., State & IDC). Its layout is the same as report #2.

» AF Account Notes (#14) — This report displays AF accounts with allocation broken out by
SUNY object codes and the notes associated with each account. It can be run to display
accounts with negative budgeted objects only or for all accounts. This report can be printed for
specific AF funds within departments or for combinations of funds.
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» Admin Overhead Summaries (#15) — This report displays the revenue, allocation, and

expenditures by major categories for each administrative overhead account (900760xx) within an
organizational area.

» SBAM Account Master (#16) — This report displays accounts in the Stony Brook Account
Master (SBAM) table based on the parameters input.

For samples of these reports, please refer to the Appendix.
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10.0  Helpful Hints

The CBM online user manual can be accessed from any CBM page by clicking on this link:
Budget Dncumentatinn!!

Copying Grid Data into Worksheets

You can copy the information from this grid and all of the PeopleSoft grids into Excel by clicking
on the Export to Excel button which is on most panels.

Organizational Rollup \.I_

Model ID: 2006 Model Name: Fiscal vear 2005/2006
Department: 1556149 Fund ID:
Sort Order: =l * pscending ¢ Decending Expart to Excel
) ] First (4] 4.10of 20
DeptiD Organizational Level Descr. ::[;md Revenueifllocation Budgeted Total I::t':lstrihmm
11556105 Central Services 10 §1,104 458 §1,104,458 50
2 1556105 Central Services 20 §262,000 F-262,000
31556195 Central Services 3n F27,159 §-27.158
41556198 Central Services 40 §228,084 §-228,084
5 15586195 Central Services 71 50
6 15561958 Central Services 73 §164,6949 §-164 699
71556195 Central Services 78 $762 251 762,251 50
& 84080600 F Life Science Stockroom 10 $0
9 340806005 Life Science Stockroom 20 §7.000 §-7,000
10 240206005 Life Science Stockroom 71 50
Changing the Model

The CBM system groups data by model. This is analogous to a fiscal year. In all of the search
dialog boxes the model ID field has the default value of the proposed year. There are two ways to
change the model on CBM:

Method 1:
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» 1If you are already in a panel group, change the model by clicking on the Return to Search
button.

> You will then get the search dialog box of the panel group you are in.

Method 2:

» If you are on a panel with a grid (except the Auto Calc panel & Employee Information All Salary
by Account), click on the link next to Account.

> You will be directed to the panel shown below where you may choose the desired model to
transfer to.

Flease select one of the following links:

Account Salary Detail
Account Details

Transfer to Initial
Transferto Current
Transferto Outyear

» The links on this panel contains the following model transfer options:
¢ Transfer to Initial - This option will open your active panel for the Initial model.
¢ Transfer to Current - This option will open your active panel for the Current model.
¢ Transfer to Outyear - This option will open your active panel for the Outyear model.

» Please be aware that when you are in an associated model, the position where you are enteting
data is still the third column. To view all of the associated models you have to be in the
Proposed year.

» Since related models open in their own windows, you must close these windows to get back to
the Proposed model.
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Error Messages & Warnings

» Keep in mind the Save button saves everything in the panel group, not just the active panel.
When you get an error message, it may have to do with a field on a panel that you are not
currently on. The error message below states to correct the highlighted fields. The highlighted
tield may be on another panel in the panel group that you are viewing. Click through all of the
panels in the group in order to find the one causing the problem.

Microsoft Internet Explorer E

"'.., Highlighted fields are required. (15,30}
Enter data into the highlighted Fields.

» If you get the error message below, this means that you are attempting to insert a GL class that
you already have on the grid that you are working on. Click OK and then click the minus button
to delete the duplicate row or click the drop down list to change the selected GL class.

Microsoft Internet Explorer E

The GL Class wou are trying to add already has the maximum number of rows permitted, Please delete current row
! and insert new row with non duplicated GL Class,

Mavigate to the previous level

» 1If you are budgeting an account in one of the six Account Distribution panel groups, and you
select another Account Distribution panel group, you will get the error message below. To

avoid this message click the Exit button after saving your current panel.

Then you can select the next Account Distribution panel group you wish to work in.
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Microsoft Internet Explorer E

"'-., Inwvalid fund for this panel group, Panel group musk be cancelled.
L

Mavigate to the previous level

» If you enter a positive amount for Savings (GL Class PS_SAV) on the Account OSE panel, you will
get the error message below when you try to save. Click on the OK button and enter a negative
amount ofr zero.

Microsoft Internet Explorer E

"l-., PS_sAY gmounk May Mot Be Positive; Please Re-enter,

Mavigate to the previous level

» If you zero the AF Compensation Rate and/or FTE for a split employee, you will receive the
warning displayed below. This feature was added so that users are reminded to send email
notification to the VP area coordinators who share their split employees.

aming - You are 2eroing out an employee who is paid from more than 1 account. Ifany ofthe employee's accounts roll up 1o VP areas other than yours, please send emal nofificafion
0 the VP area coordinators who share tis snit employee.
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11.0 Need Help?

ALL CBM Users

If you have forgotten your PeopleSoft password, you should contact the Computer Accounts office
either by calling 2-8011 or by submitting a trouble ticket using this URL:

https:/ /naples.cc.sunysb.edu/SCORE/solarhelp.nsf/trouble+ticket

When you contact Computer Accounts, identify your problem as a "PeopleSoft Admin. Password
problem".

West Campus CBM Users

» For technical questions regarding PeopleSoft installations, forgotten network passwords,
access to Crystal Reports, etc., call Client Support at 2-9800.

» For general questions regarding the CBM module, call Diane Thide in the Budget Office at 2-
6090.

Medical Center CBM Users

» For technical questions regarding PeopleSoft installations, forgotten network passwords, etc.,
call the UHMC Help Desk at 4-4357.

» For general questions regarding the CBM module, call Glenn Schmidt in the Budget &
Finance Office at 4-2088.

Health Sciences Center CBM Users

» For technical questions regarding PeopleSoft installations, forgotten network passwords, etc.,
call the UHMC Help Desk at 4-4357.

» For general questions regarding the CBM module, call John Riley at 4-7504.

University Hospital CBM Users

» For technical questions regarding PeopleSoft installations, forgotten network passwords, etc.,
call the UHMC Help Desk at 4-4357.
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> For general questions regarding the CBM module, call your Budget Liaison at the Hospital
Cost & Budget Office. The names and responsibility areas for each liaison are listed below.

» Timothy Riley 4-4119 Nursing, ER, Cancer Center
» Jennifer Bailey 4-4115 Hospital Operations, Hospital Operations — Radiology, Ambulatory

Care
» Violet Payne 4-4117 Finance, Interns & Residents
» Susan Kass 4-4118 CEO, COOQO, Supply Chain, Human Resources, Public Affairs &

Marketing, Chief Strategy Officer, Finance — Core Campus CES, Laboratory, Facilities &
Support Services

» Stephanie Desio  4-4114 Chief Quality Office, Chief Medical Officer, Information Technology
» Tammy Palmer  4-4112 Supply Chain
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Appendix
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