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%'EGEDRGIAF/ﬁc@T Introduction

Fiscal Year 2018 Budget Prep User Guide

This User Guide is designed to provide an overview of the Budget Prep Process, as well as detailed
business processes for completing each task. This guide details tasks performed in the HR/Payroll
application, as well as the PeopleSoft Financials system.

Topics in the guide include:
e Budget Prep Process Flow
e Overview of GeorgiaFIRST budget structure
e How to update Budget Prep Parameters
e Preparing Data from EV5
e Loading Data into the Budget Prep Module
e Performing Mass Updates in PSFIN
e Budget Creation and Online Updates
e Fringe Benefit Estimates
e (Creating a Complete Budget
e Exporting Data Back to ADP and PSFIN
e Validating Export of Data Back to ADP
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Lesson 1: Introduction to Budget Prep

Each year, the University System of Georgia (USG) institutions complete the development of their
proposed budgets for the upcoming fiscal year. This process includes the budgeting of personal
services, fringe benefits, and non-personal services. The process should conclude with the
reconciliation of the budget to the final allocation by the Regents and the preparation of summary
schedules identified by the Regents. This reconciliation process should utilize queries and reports in
the financial system.

The Budget Prep Module is used to develop this budget by extracting all budget-related information
from the PeopleSoft Financials module. It then loads Personal Services information from the
HR/Payroll application data file (epoh009_xxx.txt). Within the Budget Prep Module itself, users can
manipulate the data. When they have finished, Budget Prep exports the new budget information
back to the HR/Payroll Application and PeopleSoft Financials (PSFIN).

In this lesson, we are going to review the entire Budget Prep Process Flow, as well as the
GeorgiaFIRST budget structure.
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Lesson 1.1: Overview of the Budget Prep Process Flow
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This graphic illustrates how the Budget Prep Module in PSFIN takes the existing Fiscal Year Budget
Information from the HR/Payroll Application and from PSFIN, manipulates it, and then exports the
new Fiscal Year Budget back to HR/Payroll and PSFIN.

First, before any information is loaded into the Budget Prep module, you must update the
Parameter Definitions in the module. This includes updating:

Budget Prep Year/Hour Parameters

Pay Group Raise Effective Date Parameters
Reason Codes and Descriptions

Fringe Accounts

Please note: For more information on the Budget Prep Parameter Definitions, see Lesson 2.

Once all Parameter Definitions have been updated, the next step involves preparing the data that
will be loaded into the Budget Prep Module from HR/Payroll. This includes generating and verifying
the EPOH009 Outbound data file that will be loaded into Budget Prep. In addition, there are nightly
feeds from EV5 to PSFIN that include Department, Job Code, and Position Data. These automated
nightly feeds are primarily used to provide Department, Jobcode and Position description
information used in the Budget Prep module. These nightly feeds do not require any action by the
institutions.
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After the payroll data has been verified, you can run the HR/Payroll BP Process in the Budget Prep
Module. Budget Prep loads the Job Data, Position Data, Department Budget Data, and Account
Code Data that is effective on July 1%t of the new budget year from HR/Payroll via that epoh009.txt
file, which populates the Personal Services records in Budget Prep. At this point, institutions’
HR/Payroll and Budget personnel will need to choose the best method of handling HR/Payroll
changes from the point of extraction until Budget export back to the HR/Payroll application since

the export back to the HR/Payroll application may overwrite existing changes made by HR/payroll
personnel.

For fulltime, benefited employees in a single incumbent position, Budget Prep loads the
demographic information, job data information, health benefit information, and retirement
information. This data is grouped in the data file as:
e Demographic Information: Represented by the “D” row in the file and contains the
following:
0 Position Number, Employee ID, Effective Date, Dept ID, Job Code, Pay Group, Annual
Rate, Position Budget, etc.
e Job Earnings Distribution Information: Represented by the “J” row in the file and contains
the following:
0 Position Number, Employee ID, Earnings Distribution Type, Effective Date, Earnings
Code, Job Earnings Percentage, Comp Rate, Account, etc.
o Retirement Information: Represented by the “R” row in the file and contains the following:
0 Position Number, Employee ID, Effective Date, Retirement Benefit Plan, Retirement
Benefit Type, Descriptions, etc.
o Health Benefit Information: Represented by the “H” row in the file and contains the
following:
0 Position Number, Employee ID, Effective Date, Health Benefit Plan, Health Benefit
Type, Descriptions, etc.

For Part Time, Vacant, or Lump-Sum positions, Budget Prep loads the demographic and job data
information. This information is grouped in the data file as:
e Demographic Information: Represented by the “D” row in the file and contains the
following:
0 Position Number, Employee ID, Effective Date, Dept ID, Job Code, Pay Group, Annual
Rate, Position Budget, etc.
e Job Earnings Distribution Information: Represented by the “J” row in the file and contains
the following:
0 Position Number, Employee ID, Earnings Distribution Type, Effective Date, Earnings
Code, Job Earnings Percentage, Comp Rate, Account, etc.

The next step involves loading non-personal services data from PeopleSoft GL Budget tables
through the Financials Extract. Budget Prep extracts Revenue Estimates, Non-Personal Services
Appropriation and Organization Budgets, and Non-Personal Services Grant Budgets. The amounts
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are calculated as the Original Budget +/- any permanent changes. Other one-time or temporary
changes are not included.

Once the initial financial extract and HR/Payroll Application data file load have been run, a
REFERENCE budget version is created in the Budget Prep Module. From the REFERENCE version, you
can create “planning” versions of the budget, with which you can perform mass updates, also
known as “what-if” analysis. Once you are done with your “what-if” analysis, you create a CURRENT
version of your budget. With your CURRENT budget version, you can update the Personal Services
Budgets, Non-Personal Services Budgets, Revenue Estimate Budgets, and Grants Budgets.

After these online updates are made to the CURRENT budget version, you can generate the fringe
benefit estimates and update them online if necessary. (NOTE: Fringe Benefits can be run on any
version of the budget but is typically run on the CURRENT version.)

After you have finished making updates, your next step is to run the “Build Financials” process in
the Budget Prep Module. The budget information can then be analyzed and balanced through the
use of various inquiries and reports. Institutions have the option to create a test file that can be
loaded back to the HR/payroll application staging table in REPORT MODE ONLY to be sure there are
no errors produced in the EV5/ADP application using the output reports in EV5/ADP. During this
time, before the budget is approved by the System Office, you may enter adjustments into Budget
Prep in Financials correcting any errors that may exist. You may repeat this process of creating a
test file and uploading in EV5 in REPORT MODE until all errors are corrected. Remember to upload
to the test file in REPORT MODE ONLY and make changes to Budget Prep BEFORE the System Office
approves the budget and be sure you maintain a balanced budget.

Once your budget is submitted to the System Office, no more changes should be made in Budget
Prep. When you receive word from the University System Office that your budget has been
approved, you can create the final export file for HR/Payroll to EV5/ADP and complete the export to
Financials. The final data file is created during the export process for HR/Payroll, (BORBU8F2) and
budget journals are created for Personal, Non Personal, Revenue, and Project/Grant Budgets during
the Financials Export (BORBUEXP) that will be posted through Commitment Control.

All salary changes for specific employees result in new job data rows in the HR/Payroll Application.
Any changes to vacant positions, lump-sum positions, etc., result in updated Position Data budget
values. In addition, Budget Prep automatically creates Department Budget tables for the new
Budget Reference. And changes to funding associated with a position result in new rows in the
Department Budget Table pages specific to that position.

On the PSFIN side, Budget Prep exports budget journals to Commitment Control to create the
budgets for the new year. All budgets, including Personal Services and fringe benefit estimates will
be loaded into the General Ledger. Budgets created in Budget Prep become the Commitment
Control budgets. Keep in mind that Actuals Ledger transactions are maintained separately from
Commitment Control budget data.
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The following budgets created in Budget Prep become Commitment Control Budgets/Ledgers:
e Appropriation
e QOrganization
e Project/Grant
e Revenue Estimate

This manual will cover each of these areas in depth.
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Lesson 1.2: GeorgiaFIRST Budget Structure Overview

In order to better understand how to prepare your budget for the upcoming fiscal year, it is
necessary to have a good understanding of the GeorgiaF/RST budget structure. This lesson details
what Commitment Control is, how accounts are set up, and what the different budgets are.
PeopleSoft Financials’ Commitment Control Module monitors budgetary expenditures and revenue
accumulation within the General Ledger, Expenses, Purchasing, Accounts Payable, and Accounts
Receivable modules.

On the expenditures side, the Commitment Control (KK) module can track and control Pre-
Encumbrance, Encumbrance, and Expenditure activities. On the revenue side, the Commitment
Control module tracks realized and collected revenue against revenue estimates. In addition, special
budgets can be created for sponsored Grants or projects. Projects may include internal funding
initiatives or projects such as PPV’s.

When you have financial obligations (such as a pre-encumbrance from a requisition, an
encumbrance from a purchase order, or an actual expenditure from a voucher), you use the Budget
Processor to check against the control budgets to ensure that sufficient budget amounts exist. The
transactions that do not have sufficient budget amounts become exceptions. The exceptions may
be errors or warnings. The type of control budget that the transaction is checked against
determines whether insufficient or non-existent funds result in an error or warning. The system
does not permit a transaction with the status of error to continue. The system does permit a
transaction with the status of warning to continue, but it sends a notification of the warning to
select users.

ACCOUNT TREES

For account values, Commitment Control relies on hierarchical structures called “Trees” to
determine how budget lines are set up and where accounting transactions should look for funds.
The ChartFields coded on an accounting transaction will not look identical to the budget line that
the transaction references because budgets are created and maintained at a higher level than
transactions. These “levels” and their definitions are recorded in the Account Budget Translation
Tree.
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Tree Manager

SetiD: 27000 Last Audit: Valid Tree

Effective Date: 01/01/1901  Status: Active

Tree Name: BOXLATE_ACCOUNT Budget Translation - Accounts
Save As Close Tree Definition Display Options Print Format

000000 =GE00000 »641000

First Page 130f243 [¥] LastPage

[ 000000 - All Accounts

| 400000 - Revenues

500000 - Personal Senices

[ 500000 - Travel

640000 - Travel

(= pHoo0STavel Employee = - B & B f B X %
" JF 641001 - 641000]

650000 - Travel- NonEmployee
651000 - Travel - Non-Employee
98000 - Travel- Allocations

700000 - Operating Supplies & Expenses
800000 - Equip Purch/Capital Outlay

" B 900000 - Transfers

Notify

All budgetary accounts (those that begin with a 4, 5, 6, 7, or 8) must appear on this tree. The value
found at the highest level of the tree (All Accounts) is 000000, which is used for validation purposes.

The next level is the Appropriation Level. These are the accounts at the 400000, 500000, 600000,
700000, and 800000 levels. All expenditure budgets will require lines at this level for Appropriation
Budgets.

The next level down is the Summary Accounts. Accounts at this level are used on Revenue Estimate,
Project, and Organizational Budgets. All other detail accounts (those where accounting transactions
are posted), fall at the lowest level, or “node”, on the tree where the leaf icon appears.

BUDGET TYPES
The GeorgiaFIRST Financials model supports the following types of budgets:

1. Appropriation Ledger Group (APPROP)
e This is the highest level of budgeting. The Fund Code, Department, Program, Class,
Project (optional), and Budget Year are entered at the detail level. The Account is
entered at the Appropriation level (500000, 600000, 700000, 800000, and 900000).
e At this level, you establish budgets for money authorized for expenditures for a
specific purpose during a specific period of time (i.e., budget for all travel during
fiscal year).

FY2018 Budget Prep User’s Guide
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Institutions “control” spending in this budget. If a budget or spending authority does
not exist in the Appropriations budget, financials transactions will not pass budget
checking and will not be processed.

The Appropriation Budget is the parent of the Organization Budget.

Commitment Control is configured to allow Personal Services transactions (500000)
to pass budget checking even if there is insufficient spending authority.

Since the Appropriation Ledger Group is controlled, budgets must exist (even if the
amount is zero) for any ChartField combination an institution desires to charge.

2. Organization Budgets Ledger Group (ORG)

Often called a departmental budget, the ORG budget is used to break Appropriation
budgets into “operating” budgets at a lower level of detail.

Note: The GeorgiaF/RST Financials community has decided on different standards for
Personal Services budgets vs. Non-Personal Services Organizational budgets.
Organizational Budgets will be established for Personal Services accounts, or all
accounts that begin with “5”. Organizational Budgets can also be created for Non-
Personal Services accounts, such as Travel (6XXXXX), Supplies (7XXXXX), and
Equipment (8XXXXX) Accounts if the institution would like to track and/or control
expenditures at a lower level. These budgets can be zero dollar budgets if desired.
The Fund Code, Department, Program, Class, Project (optional), and Budget Year are
entered at the Detail level, in addition to the Summary Account.

Organization Budgets “track” spending. If budget or spending authority does not
exist, the transaction will be processed and a warning message will be logged in the
Commitment Control Exception tables.

Organization Budgets are the children of the Appropriations Budget.

The Organization Budget cannot exceed the Appropriation Budget for the same
ChartField combination.

3. Master Grant Expense Ledger Group (PRMST EXP)

The Grant Expense Master Budget is a cumulative budget, which can cross fiscal year
and budget year boundaries.

Only the Project ID field and the Budget Amount are captured in the Master Grant
Expense Budget.

The Project Grant budget cannot exceed the Project Expense Master Budget.

The ChartField definition and corresponding synchronization process determine
whether a grant is “controlled” or “tracked” in the Master Grant Expense Budget.
Cumulative budgets for grants are not updated or interfaced from the Budget Prep
module.

4. Grant Expense Ledger Group (PROJ GRT)

The Grant Expense budget is the yearly budget for a grant.
The budget is entered at the same level as the Organization Budget with the
addition of the project ID ChartField.

FY2018 Budget Prep User’s Guide
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e The ChartField definition and corresponding synchronization process determine
whether a grant is “controlled” or “tracked” when budget checked.
e The Grant Expense budget is the child of the Master Grant Expense Expense Budget.

5. Revenue Estimate Ledger Group (REVEST)

e In this budget, you track revenues recognized and cash collected against estimated
revenues.

e The Fund Code, Department, Program, Class, Project/Grant (optional), and Budget
Year are entered at the detail level in addition to the Summary Account.

e Revenue Budgets are always set to “track”.

o The GeorgiaFIRST model makes no distinction between recognized and collected
revenue.

6. Master Grant Revenue Ledger Group (PRMST REV)

o The Master Grant Revenue budget is a cumulative project budget. Master Grant
Revenue Budgets can cross fiscal year and budget year boundaries.

e Tracked revenues include recognized collected against estimated revenues.

e Only the Project ID field and the Budget Amount are captured in the Master Grant
Revenue Budget.

e The Master Grant Revenue Budget is a sibling of the Master Grant Expense Budget.

e Revenue budgets are always set to “track”.

7. Detail Ledger Group (DETAIL)
e The Detail Ledger Group contains all revenue and expenditure transactions.
e No budget is entered here as DETAIL is only used for reporting.
e Inthis Ledger Group, the system captures all ChartField values at the level they were
entered.

APPROPRIATION AND ORGANIZATION LEDGER GROUP
Expenditures require two kinds of budgets: Appropriation Budgets and Organization Budgets.

For Personal Services Budgets, detailed “target” amounts will be included for Organizational
Budgets. In this example, an Organizational Budget of SO will be established for the non-Personal
Services budgets. Institutions may also opt to establish detailed amounts for the organizational
budgets.

FY2018 Budget Prep User’s Guide
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This table shows a summarized $1 million sample budget for one entire department:

Ledger Ledger Fund Dept Progra Class Budget | Account Proj Description Amount
Group m Ref
APPROP APPROP | 10000 | 1001000 | 11100 | 11000 | 2016 500000 Personal Services | 870,000
BD
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 511000 Salaries — Regular | 600,000
Faculty
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 512000 Salaries — Part 100,000
Time Faculty
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 521000 Salaries — 70,000
Prof/Admin
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 522000 Salaries — Staff 40,000
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 523000 Salaries — Grad 30,000
Assistants
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 524000 Salaries — Student 30,000
Assistants
APPROP APPROP | 10000 | 1001000 | 11100 | 11000 | 2016 600000 Travel 40,000
BD
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 640000 Travel -
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 698000 Travel — -
Allocations
APPROP APPROP | 10000 | 1001000 | 11100 | 11000 | 2016 700000 Supplies & 40,000
_BD Expense
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 702000 Purchases for -
Resale
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 712000 Motor Vehicle -
Exp
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 714000 Supplies and -
Materials
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 715000 Repairs and -
Maintenance
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 717000 Utilities -
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 748000 Property -
Management
APPROP APPROP | 10000 | 1001000 | 11100 | 11000 | 2016 800000 Equipment/ 50,000
_BD Capital Outlay
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 802000 Lease/ Purchase -
of Equipment
ORG ORG_BD | 10000 | 1001000 | 11100 | 11000 | 2016 812000 Motor Vehicle -
Purchase
| 1,000,000 | |

III

The Appropriation Budgets are the default “control” budget lines. Funds must be available at the
APPROP budget level in order for a transaction to pass budget checking. The Organization Budgets,
denoted by the ORG lines, are established for tracking only on the 5XXXXX accounts. The $0 lines for
the Non-Personal Services accounts exist as targets only. Actual amounts will be posted against
these budgets, but the system will check for funds only at the higher Appropriation level.

The remaining examples in this section break down a departmental budget above into two
components: Personal Services and Non-Personal Services. For Personal Services, Appropriation
Budgets occur at a higher level than Organizational Budgets. This means that Appropriation Budgets
should always equal the sum of the Organizational Budgets below them. Remember, Commitment
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Control will never stop expenditures for Personal Services accounts unless there is no budget
defined.

Beginning with the 2016 budget year, Projects can be budgeted in the APPROP, ORG, and REVEST
ledgers.

Please note: A zero-dollar budget is considered a valid budget. If a transaction fails budget checking
against the Appropriations Budget with a “No Budget Exists” error, the corrective action is to add a
SO budget row.

Personal Services:

The table below shows a sample Personal Services budget for Department 1306000, which can only
spend Personal Services money in three areas: Regular Faculty, Part-Time Faculty, and
Professional/Administrative Salaries.

Ledger Ledger Fund Dept Program | Class Budget Account | Proj | Description | Amount

Group Ref

APPROP | APPROP_BD | 10000 | 1306000 | 11100 11000 | 2016 500000 Personal 10,000
Services

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 511000 Salaries — 6,000
Regular
Faculty

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 512000 Salaries — 2,000
Part-Time
Faculty

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 521000 Salaries — 2,000
Prof/
Admin

For the Appropriation, note the required fields or budget keys. The Program field is used with
Appropriation Budgets and with Organization Budgets. On expenditure transactions, all fields are
required (with the possible exception of Project). Also note that the Organization Budget total
equals the Appropriation Budget of $10,000. The sum of Organization Budgets cannot exceed
Appropriation Budgets.

Personal Services Transaction Example:
As an example, let’s look at a transaction against the Personal Services budgets above: a journal for
$900 in Regular Faculty Salaries is recorded in PSFIN — GL from the ADP Salary Interface.

Ledger Ledger Fund Dept Program | Class Budget Account | Proj | Description | Amount

Group Ref

APPROP | APPROP_BD | 10000 | 1306000 | 11100 11000 | 2016 500000 Personal 10,000
Services

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 511000 Salaries — 6,000
Regular
Faculty
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ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 512000 Salaries — 2,000
Part-Time
Faculty

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 521000 Salaries — 2,000
Prof/
Admin

Ledger Ledger Fund Dept Program | Class Budget Account Proj Description | Amount

Group Ref

ACTUALS 10000 | 1306000 | 11100 11000 | 2016 511000 Salaries — 900
Regular
Faculty

Ledger Ledger Fund Dept Program | Class Budget Account | Proj | Description | Amount

Group Ref

APPROP | APPROP_BD | 10000 | 1306000 | 11100 11000 | 2016 500000 Personal 10,000
Services

APPROP | APPROP_EX | 10000 | 1306000 | 11100 11000 | 2016 500000 Personal (900)
Services

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 511000 Salaries — 6,000
Regular
Faculty

ORG ORG_EX 10000 | 1306000 | 11100 11000 | 2016 511000 Salaries — (900)
Regular
Faculty

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 512000 Salaries — 2,000
PT Faculty

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 521000 Salaries — 2,000
Prof/
Admin

Notice in the example above that the journal (B) added $900 of expense to our budget lines and
reduced our spending authority in both the Appropriation and the Organization Budgets by $900

(©).

Please note: A separate process will be executed at a later time to update projected encumbrances
for Personal Services budgets. The Encumbrance Projection process will project annualized
expenditures in the Personal Services area and identify Department/Account combinations that
may exceed budgeted expenditures.

Non-Personal Services:

Non-Personal Services budgets are not required to feature target budget amounts for
Organizational Budgets. Let’s examine a budget for Non-Personal Services. As shown in the table
below, Department 1306000 has $10,000 to spend in their budget for the 700000 Appropriation, or
Operating Supplies and Materials.

Ledger Ledger Fund Dept Program | Class Budget | Account | Proj | Description | Amount

Group Ref

APPROP | APPROP_BD | 10000 | 1306000 | 11100 11000 | 2016 700000 Supplies & 10,000
Expense
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ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 714000 Supplies and -
Materials

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 715000 Repairs and -
Maintenance

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 717000 Utilities -

Non-Personal Services Transaction Example:
Let’s examine two transactions against our 714xxx budget: a journal for $100 and a Purchase Order

(PO) for $1000.

Ledger Ledger Fund Dept Program | Class Budget Account | Proj | Description | Amount

Group Ref

APPROP | APPROP_BD | 10000 | 1306000 | 11100 11000 | 2016 700000 Supplies & 10,000
Expense

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 714000 Supplies -
and
Materials

Ledger Ledger | Fund Dept Program | Class Budget | Account Proj Description | Amount

Group Ref

ACTUALS 10000 | 1306000 | 11100 11000 | 2016 714120 Paper — 100
Copier/Laser
Printer

Ledger Ledger Fund Dept Program | Class Budget Account | Proj | Description | Amount

Group Ref

APPROP | APPROP_BD | 10000 | 1306000 | 11100 11000 | 2016 700000 Supplies & 10,000
Expense

APPROP | APPROP_EX | 10000 | 1306000 | 11100 11000 | 2016 700000 Supplies & (100)
Expense

ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 714000 Supplies
and
Materials

ORG ORG_EX 10000 | 1306000 | 11100 11000 | 2016 714000 Supplies (100)
and
Materials

Ledger Ledger Fund Dept Program | Class Budget Account Proj Description | Amount

Group Ref

ACTUALS 10000 | 1306000 | 11100 11000 | 2016 714100 General 1,000
Supplies

Ledger Ledger Fund Dept Program | Class Budget Account | Proj | Description | Amount

Group Ref

APPROP | APPROP_BD | 10000 | 1306000 | 11100 11000 | 2016 700000 Supplies & 10,000
Expense

APPROP | APPROP_EN | 10000 | 1306000 | 11100 11000 | 2016 700000 Supplies & (1,000)
Expense

APPROP | APPROP_EX | 10000 | 1306000 | 11100 11000 | 2016 700000 Supplies & (100)
Expense
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ORG ORG_BD 10000 | 1306000 | 11100 11000 | 2016 714000 Supplies -
and
Materials
ORG ORG_EN 10000 | 1306000 | 11100 11000 | 2016 714000 Supplies (1,000)
and
Materials
ORG ORG_EX 10000 | 1306000 | 11100 11000 | 2016 714000 Supplies (100)
and
Materials

Note in the transactions above that the journal (B) added $100 of expense to our budget lines and
reduced our spending authority in both the Appropriation and Organization Budgets by $100 (C).
Likewise, the Purchase Order (D) encumbered funds for $1,000 and reduced our spending authority
by $1,000 (E). The Organization Budgets now show that they are “overspent” at the 714000 level.
This is a consequence of setting up SO budgets at this level and choosing to manage and track funds
only at the 700000 level.

The GeorgiaFIRST model of Commitment Control always looks for available funds at the
Appropriation Budget level. The default setup for GeorgiaFIRST Model allows transactions to “pass”
Organizational Budgets if funds are not available at the ORG level. This is achieved by selecting the
“Track w/o Budget” option in the Budget Definition Control Options.

REVENUE ESTIMATE LEDGER GROUP

Revenue Estimate Budgets track revenues recognized and cash collected against estimated
revenues. For a revenue transaction to be successful, a Revenue Estimate Budget must exist with
the proper ChartField distribution values. Revenue Estimate Budgets exist at only one level above
the actual transactions, while Expenditure Budgets have two levels for better reporting and ease of
administration.

Why budget check revenues at all? Commitment Control ensures that revenues are posted to
desired accounting distributions and that actual transaction values are updated against expected
(budgeted) values. The “Track w/o Budget” option ensures that institutions will still be able to
collect revenues that exceed their estimated (budgeted) amounts. Institutions will also be able to
receive revenue on ChartField distributions not estimated.

Revenue Estimate Budgets can exist for your entire institution in the case of General Tuition and
Fees (Department 0000000), or they can be booked to a specific department, as in the case of
Departmental Sales & Services, Auxiliary Enterprises (where departmental revenues need to match
expenses), or Other Educational Sales & Services.

Revenue Estimate Examples:
Let’s look at the following examples and note the required fields, or budget keys.

Ledger Ledger Fund Dept Program | Class Budget Account | Proj Description Amount
Group Ref
REVEST | REVEST_BD | 10000 | 0000000 | 00000 11981 | 2016 401000 Matriculation 10,000
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| REVEST | REVEST_BD | 10000 | 0000000 | 00000 | 11983 | 2016 | 401000 | | Matriculation | 10,000 |
Ledger Ledger Fund Dept Program | Class Budget | Account | Proj Description | Amount
Group Ref
REVEST | REVEST_BD | 10000 | 1100000 | 00000 11000 | 2016 449000 Other 10,000
Educations
Sales and
Services
REVEST | REVEST_BD | 10000 | 1200000 | 00000 11000 | 2016 449000 Other 10,000
Educations
Sales and
Services

Note: Profit and Loss Statements at the institution level must be keyed by Program Code, which is
standardized for system-level reporting, but can be keyed by Department ID also.

Transactions have account numbers at detail levels, below the Summary Account level used for
Revenue Estimate Budgets.

Revenue Estimate Transaction Example:
The following example shows the impact of a journal when an operator records a $100 cash
payment for tuition revenue.

Ledger Ledger Fund Dept Program | Class Budget Account | Proj Description | Amount
Group Ref

REVEST | REVEST_BD | 10000 | 0000000 | 00000 11000 | 2016 401000 10,000
Ledger Ledger Fund Dept Program | Class Budget Account Proj Description | Amount
Group Ref

ACTUALS 10000 | 0000000 | 00000 11000 | 2016 401100 (100)
Ledger Ledger Fund Dept Program | Class Budget Account | Proj Description | Amount
Group Ref

REVEST | REVEST_BD | 10000 | 0000000 | 00000 11000 | 2016 401000 10,000

REVEST | REVEST_CO | 10000 | 0000000 | 00000 11000 | 2016 401000 (100)

REVEST | REVEST_RC | 10000 | 0000000 | 00000 11000 | 2016 401000 (100)

Since we did a journal and recorded the receipt of cash (B), we updated both the Recognized and
the Collected buckets, showing that we have Unrecognized revenue of $9,900 after this transaction

(C).

Note: The GeorgiaF/RST model does not differentiate between Recognized and Collected revenue
since the open receivables are tracked outside of PeopleSoft. All interfaces and online journal
entries have been set to populate recognized and collected revenue balances at the time budget
checking is done.
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MASTER GRANT EXPENSE and GRANT EXPENSE LEDGER GROUPS

The GeorgiaFIRST Financials model provides support for projects and for grants. Projects are
defined as internal initiatives that must be funded out of regular operating budgets or PPV or other
State projects that will be tracked through Unexpended Plant Funds. Grants are sponsored
initiatives that are funded by third parties, e.g., the Federal Government, Private Corporations, etc.

PeopleSoft Financials supports separate budget lines for sponsored initiatives called Grant budgets.
In the GeorgiaFIRST model, sponsored initiatives are referred to as Grants and other initiatives are
referred to as Projects. Projects are not required to have separate budget lines, although the
system does support the functionality. Grants do require a project-based budget, since Fund 20000
is not controlled by Appropriation or Organization Budgets.

Note: The funds for project expenditures typically come out of normal Appropriation and
Organization Budgets.

The Master Grant Expense and the Grant Expense Budgets have a parent/child relationship with
one another. PeopleSoft 9.2 allows both ledgers to be populated when a budget journal is entered
to the Grant Expense budget. When a Grant Expense Budget is entered into Commitment Control
with the “Generate Parent” flag enabled, the PROJ_GRT and PRMST_EXP budgets are populated
simultaneously.

Grant Transaction Example:

For example, a two-year Grant to study automobile safety-*++++++* an overall grant budget of
$30,000. The Grant Manager must create valid budget lines for each fiscal year in the total grant
life. Let’s assume the sponsor gives us money to cover only salaries for part-time faculty and office
supplies. We'll create Grant Expense Budgets for the first year of the grant.

A - Budgets Before Transaction
Ledger Ledger Fund Dept Progra Class | Budge | Accoun | Projec | Descriptio | Amoun
Group m t Ref t t n t
PROJ_GRT | PROJ_GRT_B | 2000 | 130600 | 12100 6100 | 2016 512000 | 1002 10,000
D 0 0 0
PROJ_GRT | PROJ_GRT_B | 2000 | 130600 | 12100 6100 | 2016 714000 | 1002 5,000
D 0 0 0
PROJ_GRT | PROJ_GRT_B 2000 130600 12100 6100 2017 512000 1002 10,000
D 0 0 0
PROJ_GRT | PROJ_GRT_B | 2000 | 130600 | 12100 6100 | 2017 714000 | 1002 5,000
D 0 0 0
PRMST_E PRMST_EBD 1002 30,000
X
B — Transaction 1: A Journal Entry for $1,000 in Salaries and $600 in Office Supplies
Ledger Ledger Fund Dept Program | Class | Budget | Account | Project | Description | Amount
Group Ref
ACTUALS 20000 | 1306000 | 12100 61000 | 2016 512100 1002 Salaries 1,000
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ACTUALS 20000 | 1306000 | 12100 61000 | 2016 714100 | 1002 Office 600
Supplies
C— Budgets After Transaction 1
Ledger Ledger Fund Dept Progra Class | Budge | Accoun | Projec | Descriptio | Amoun
Group m t Ref t t n t
PROJ_GRT | PROJ_GRT_B 2000 130600 12100 6100 2016 512000 1002 10,000
D 0 0 0
PROJ_GRT | PROJ_GRT_B | 2000 | 130600 | 12100 6100 | 2016 714000 | 1002 5,000
D 0 0 0
PROJ_GRT | PROJ_GRT_B | 2000 | 130600 | 12100 6100 | -2017 512000 | 1002 10,000
D 0 0 0
PROJ_GRT | PROJ_GRT_B 2000 130600 12100 6100 -2017 714000 1002 5,000
D 0 0 0
PROJ_GRT | PROJ_GRT_E 2000 | 130600 | 12100 6100 | 2016 512000 | 1002 1,000
X 0 0 0
PROJ_GRT | PROJ_GRT_E 2000 130600 12100 6100 2016 714000 1002 600
X 0 0 0
PRMST_E PRMST_EX 1002 1,600
X

Note: Grant Expense Budgets use the same Account Tree as the other Commitment Control types,
with one level of account summarized above the transactions. Also, notice that the budget keys are
all ChartFields. Any Grant Expense Budget that you enter must fill each of them.

In this example, the transaction (B) reduced our available spending authority on the grant by a total
of $1,600: $1,000 for Part-Time Faculty Salaries and $600 for Office Supplies. Therefore, our new
available spending authority is $9,000 for accounts that begin with 512XXX and $4,400 for accounts
that begin with 714XXX.

Additionally, the project/grant spanned two budget years with an overall budget of $30,000. Since
we booked $1,600 in expenses, the available spending authority on the grant is $28,400.

DETAIL LEDGER GROUP

The GeorgiaFIRST model retains the pre-encumbrance and encumbrance amount information in the
ledger group: DETAIL. Unlike the other ledger groups discussed, the Detail ledger group contains all
ChartField values at the level they were entered.

The Detail Ledger Group is used for reporting and reconciliation purposes only. No budget is
required for the Detail Ledger Group, and Commitment Control should never create budget
exceptions as well.

Detail Ledger Group Transaction Example:
For example, a $1,876 voucher for office supplies is being sourced from a purchase order. The
$2,000 voucher finalizes all the requirements of the purchase order.

| A - Detail Ledger Balances Before the Transaction (Encumbrance from purchase order)
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Ledger Ledger Fund Dept Program | Class Budget | Account Description Amount
Group Ref
DETAIL DETAIL_EN 10000 | 1306000 | 11100 11000 | 2016 714100 2,000

B — Transaction 1: A voucher is sourced from the purchase order. The PO is finalized by the voucher.

Ledger Ledger Fund Dept Program Class Budget | Account Description Amount
Group Ref
ACTUALS 10000 | 1306000 | 11100 11000 | 2016 714100 1,876

C — Detail Ledger Balances After the Transaction

Ledger Ledger Fund Dept Program | Class Budget | Account Description Amount
Group Ref
DETAIL DETAIL_EN 10000 | 1306000 | 11100 11000 | 2016 714100 -
DETAIL DETAIL_EX 10000 | 1306000 | 11100 11000 | 2016 714100 1,876

ADDITIONAL BUDGET CONTROL

Budget Attributes

You can use the optional Budget Attributes component to refine budget processing options for a
specific business ChartField combination. Attributes that you assign through this component
override all attributes specified at a higher level. Conversely, any budget whose attributes you do
not configure through the Commitment Control Budget Attributes page inherits its attributes from a
higher level.

Budget Attributes can be used to perform the following functions:

e Prevent spending
e Prevent reductions in spending authority
e Allow overspending for a ChartField combination

Budget Reference Expiration

At the end of each fiscal year, the Budget Manager may wish to set the Budget Reference to
“Expired”. All transactions budget checked against an expired budget will receive a budget error.
However, this error can be overridden by authorized users.

Track Versus Control
Setting a Ledger or ChartField combination to “Track” will not prevent a transaction from being
processed. A tracking ledger is primarily used for reporting and inquiry purposes.

If a Ledger or ChartField combination is set to “Control”, a Budget is required. If a ChartField
combination does not have enough spending authority, it will fail budget checking. The only
mechanism for allowing the transaction to post is to override the transaction or increase the
applicable budget.

This table describes the GeorgiaFIRST Ledger configuration, and whether the Ledger Budgets should
be set to “Track” or “Control”.

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

22



{IGEVRGIAF/ZS T Parameter Definitions

FINANCIAL, INFORMATION & REPORTING
‘A Project of

Budget Type Track vs. Control

Appropriation Control

Organization Track

Revenue Estimate Track

Grant Expense Track and/or Control, based on ChartField definition
Master Grant Expense Track and/or Control, based on ChartField definition
Master Grant Revenue Track

Detail Track

Commitment Control Security

In order to have the permission to override a budget exception, Commitment Control security has
to be granted. This can be accomplished through the Commitment Control Security Center.

You can grant users security to override Budget exceptions by module. In order for security changes
to take place, the system must execute a batch process (Request Build) to synchronize security
across all the submodaules.
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Lesson 2: Updating Budget Prep Parameter Definitions

Before doing anything in the Budget Prep Module to start preparing your new budget, you must
first update the Budget Prep Parameter Definitions in PeopleSoft Financials. These definitions
include:

e Budget Prep Year/Hour Parameters

e Pay Group Raise Effective Date Parameters

e Reason Codes and Descriptions

e Fringe Accounts

Lesson 2.1: Setting Up Budget Prep Year/Hour Parameters

Each Budget Development Cycle, budgets are set up with specific parameters for employee pay
calculations and processing. These parameters are entered at the beginning of the Budget
Development Cycle and drive the budget calculations and processing throughout the Budget
Preparation module. The specific parameters are:

e From Budget Ref

e To Budget Ref

e To Budget Ref Hours

e Max Raise Rate

Year/Hours parameters

SetlD 98000

Budget Prep - Years & Hours

<E\> *From Budget Ref:
<é> “*To Budget Ref:
<§> To Budget Ref Hrs: 2080
‘\/é\/‘ Max Raise Rate: 3.00
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A. The value for “From Budget Period” identifies the budget year from which data will be
loaded to become the starting point for the budget being developed. For the FY2018
Budget Development Cycle, this value is 2017.

B. The value for “To Budget Period” identifies the year for which this budget is being
developed. For the FY2018 Budget Development Cycle, this value is 2018.

C. The “To Budget Period Hrs” value is used to calculate the Proposed Budget Amount for
hourly positions. It reflects the number of working hours in the “To Budget Period” you
specified. For the FY2018 Budget Development Cycle, this value is 2080.

D. The “Max Raise Rate” value reflects the maximum raise amount allowed before an error
message is generated. Any raises greater than this value will require the user to identify a
reason code explaining the raise. This value must be greater than zero.

For complete step-by-step instructions on setting up Budget Prep Year/Hour Parameters, see
Business Process BP.010.010, Setting Up Budget Prep Year/Hour Parameters (pages 119 — 121).

Lesson 2.2: Setting Up Pay Group Raise Effective Date Parameters

The Pay Group Raise Effective Dates determine when a raise will take effect. Similar to other Budget
Prep Parameters, Pay Group Raise Effective Dates are entered once per year at the beginning of the
Budget Development Cycle. You use this process to enter the Raise Effective Date for each pay
group where the majority of employees have a Raise Effective Date other than the beginning of the
Budget Year, or July 1. In the event that none of your paygroups will be have raises, it is acceptable,
but not required, to delete the rows from this page. Pay Groups not included in this process will
have a default Raise Effective Date of 7/1.

The Pay Groups in which the majority of employees’ Raise Effective Dates are not 7/1 typically
include:

e XXA—Salaried

o XXE — Exempt Hourly

e XXF—10 Month Faculty

e XXH - Staff

e XXY—12 Month Faculty

e XXJ—10 Month Non Exempt

e XXX —10 Month Non Faculty Exempt

REMINDER: Make sure all paygroups listed are updated before the HR/Payroll extract has been
processed. This will require additional steps later if some paygroups were not updated to the
current year effective date.
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Raise Effective Dates

SetiD 42000

Raise Effective Dates by
’ Personalize | Find |@|Lu_a’ First'4' 1-15 of 15 ‘&' Last

Paygroup
\) Gpraoyup Description @ Date From

1 42A @, Salaried 0710112014 |5 [+] (=]
2 42B |3, BenefitBilling 07012014 |7 [#] [=]
3 [42C @, Temporary Staff 071012014 |5 [#] [=]
4 42E |3y, ExemptHourly 07/01/2014 | [+] [=]
5 |42F |@, 10 Month Faculty 08012014 |H [+] [=]
642G @, Graduate Assistants 07/01/2014 |75 [+] [=]
7/42H @, staff 0702014 | [+ [=]
8 |42L @, Temporary Salaried 071012014 |5 [+] [=]
9 42M @, Pending Faculty 08/01/2014 |5 [#] [=]
10 [42N @, Mon-paid Affiliate 07012014 [ [#] [=]
11 |42P |3y, Part Time Faculty 07/01/2014 | [+] [=]
12 1425 | @, Summer Faculty 071012014 |H  [+] [=]
13 42T |@, Student Assistants 07/01/2014 |[7] +] [=]
14 42W @, College Work/Study 07012014 |75 [+] [=]
15 |42Y |@, 12 Month Faculty 071012014 |5 [+] [=]

A. When setting the Raise Effective Date, each pay group is prefixed with the first two digits of
the institution’s Business Unit. For example, “43A” is the Salaried Pay Group for Kennesaw
State University.

B. When entering a date, use the format MM/DD/YYYY.

If you have previously deleted all the rows from this page and wish to enter a Paygroup Raise
effective date for a paygroup this year, you will need to “Add a new value” for your Setid.

Please note: Please remember that the pay raise effective dates for each paygroup can be
institution specific but must be within the budget year on which you are working. The snapshot
above is only an example.

For complete step-by-step instructions on setting up Pay Group Raise Effective Date Parameters,
see Business Process BP.010.020, Setting up Pay Group Effective Date Parameters (pages 122 —
125).
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Lesson 2.3: Setting up Reason Codes and Descriptions

Reason Codes are used to explain raises that exceed the Maximum Raise Rate that was set earlier in
the Budget Prep Year/Hour Parameters. You can define Reason Codes and descriptions for the
salary changes that exceed that rate. Once defined, the Reason Codes can be assigned to raises over
a specific threshold, and are required for raises greater than the percentage specified in the Budget
Prep Year/Hour Parameters. Note that reason codes are used for reporting purposes in Budget Prep
and are not linked to the HR/Payroll Application.

Normally, you would define Reason Codes only once. An initial set of Budget Reason Codes has
been delivered with the GeorgiaFIRST model. However, you can add additional Reason Codes as
needed. The Reason Codes delivered with the GeorgiaFIRST model include:

Customize | Find | g First E 1-15 of 15 E| Last

Reason
Reason Descr
Codes

1 |Ab0ve Maximum Allowed: Promoation

i |Ab0ve Maximum Allowed: Reclassification

3 |Ab0ve Maximum Allowed: Paygrade Adjustment To New Base

4 EI |Ab0ve Maximum Allowed: Faculty Received Salary Supplement

5 |Ab0ve Maximum Allowed: Justification Letter
G |.4'-\b0ve Maximum Allowed: Other

7 |No Increase Given: Appointed April 1, 2004 Or Later

g D |No Increase Given: Fully Compensated

10 |No Increase Given: Appointment Renegotiated At Mid Year

11 |Deu:rease In Salary: Decrease In Salary Supplement

12 |Increase budget for lump sum position
13 IEI |Increase Wacant Fosition

14 |F'ositi0n increased from half time to full time

HEHHHEHIHIHEHEEHKHME
DRORnRnEnEnEnEnEnEnEnEnEnRnEn

|
|
|
|
|
|
|
8 |N0 Increase Given: Flanned Termination |
|
|
|
|
|
|
|

15/0 | |Equily Adjustment

When entering a new Reason Code, use the next available alpha character in the Reason Codes
field.

For complete step-by-step instructions on setting up Reason Codes and Descriptions, see Business
Process BP.010.030, Setting Up Reason Codes and Descriptions (pages 126 — 128).
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Lesson 2.4: Setting up Fringe Accounts

The Budget Prep module contains Fringe Accounts as part of the delivered content. The categories
which contain Fringe Accounts are FICA, Retirement, and Group Health. In the event new salary,
retirement or group health accounts are added, a model change will be required during the annual
Budget Prep change review.

Once the fringe estimate percentages and accounts are defined, they are used by the Fringe
Estimate Generator to generate the fringe benefit estimates associated with Personal Services
budgets, later in the Budget Prep process. Normally the fringe estimate percentages are defined
once at the beginning of the budget development cycle. However, changes may be made anytime
as needed to support the Fringe Estimate Generator.

FICA
{ FICA Y Retirement | Group Health |

*SetiD
Fringe Percentage FICA Customize | Find | View Al | , First ] 1 or4 [¥ Last
f\/f /“*Sala['.{ Acct Description (o) EICA% C\ane Acct E\D /

1 Q T Q [# [=
]

E/E\I\ (e
N \F)
FICA Maximuim: FICA Med Percentage: Fringe Account; €
B save | £\ Return to Search | Es Add ‘ |

A. To set up a FICA fringe account, you will first search for and select the Salary Account the
generated fringe estimates will be associated with.

B. Next, you will enter the FICA percentage, which represents the current employer share of
the Federal Insurance Contributions Act tax (FICA). This value will serve as the percentage of
the proposed salary budget used to estimate the FICA fringe amount associated with the
salary account.

C. Next, you will select the FICA account “551000”, which is the account to which the
estimated FICA fringe amount will be assigned.
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D. You can insert additional rows to select the next salary account until all Personal Services
earning accounts are selected. For each row, you will complete the FICA percentage and
Fringe Account data for each salary account.

E. After finishing all salary accounts, enter the FICA Maximum Salary, This is the maximum
amount of wages subject to the Social Security tax. You will need to verify the annual FICA
Maximum Salary each year at www.irs.gov.

F. Inthe FICA Med Percentage field, enter “1.45”, which represents the current share of
Medicare tax. This value serves at the percentage of the proposed salary budget used to
estimate the FICA Med fringe amount associated with the salary account. Note that there is
no limit on the amount of wages subject to the Medicare tax.

RETIREMENT

FICA Retirement Group Health

SetlD 53088
Percentage Retirement - Filled F'ersonalize),wd | View All Iﬁ!‘l 2524 First' 4 1 -31/1,,,*\ Last
N
[ A*Plan Type *Benefit Plan B ) Description ( C ) *Employer % D }Budget Account \ E )
A\ \_/ \_/ — \—/
i a, Q, a ==

Percentage Retirement - Vacant

TN
[ [F JEmployer %: Budget Account: @,
N ployer q Y

Percentage Retirement - Summer Faculty

Employer %: Budget Account; OJ

Percentage Retirement - Future Row Faculty

Employer %: Budget Account: OJ

To set up the Retirement Fringe accounts, you need to be on the Retirement tab.

A. First, you need to search for the Plan Type with which the generated fringe estimates will
be associated. The current values available are:
0 ERS- Employee Retirement System
ERSE — Emp Ret Sys — ER Contribution
ERSO- Emp Ret Sys- ER Contribution
FDRT — Federal Retirement Plan
ORP — Optional Retirement Plan
ORPL — Optional Ret Plan Limit
ORPT — Optional Ret Plan to TRS
TRS — Teachers Retirement System

O O0OO0OO0OO0OO0Oo
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0 TRSL - Teachers Ret System Limit
B. Then, select the Benefit Plan for the associated Plan Type.
C. Following that, you enter the applicable Employer percentage for the Plan Type and Benefit
Plan. If the current rate for projection is unknown, contact your internal HR Benefit

representative.

D. For the Budget account, enter or search for the account for the Benefit Plan and associated
Plan Type. The current value is “552000” Retirement Systems.

E. Insert additional Plan Types, Benefit Plans, Employer Percentages, and Budget Accounts as
needed.

F. Also, enter the Employer Percentage and Budget Account as applicable to estimate fringe
amounts for Vacant, Summer Faculty, and Future Row Faculty positions.

GROUP HEALTH
FICA Retirement Group Health
SetiD 42088
Group Health Amounts - Filled Personalize | Find | View Al | Y | &= First'&' 1 of 1 "%/ Last
YR AN Coverage "Grp *Budget
(| A )= § Bl} “FIL
A ) "Pan Type B jBen Plan ik ‘/C\‘ Code .ﬁ.mour(\ Acmunt/\ /\
_ = 2 mpes
1 @, &, BCBS Open Access PPO @ @, =]
Group Health Amounts - Vacant
N ] .
( 6 ) Group Amount: Group Account: -
N/
Group Health Amounts - Future Row Faculty
Group Amount: Group Account: @,
Group Life Fringes
(H) . _
\_/ Group Life Premium: Life Budget Account 553200

A. For Group Health fringe accounts, first select the Plan Type with which the generated fringe
estimates will be associated. There is only one valid value, which is “MED”.
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B. Next, select the Benefit Plan for the associated Plan Type. Although more values may be

available to choose, the current valid values are:

(0}

O O0OO0O0OO0OO0OO0OOo

06 = Blue Choice HMO18 = Kaiser HMOS5 = Senior Advantage HMO
27 = Medicare B BCBS PPO31 = BCBS Open Access POS

32 = BCBS HSA Open Access POS
33 = Med B BCBS Open Access POS

34 = Non Med B BCBS Open Access POS 39 = Comprehensive Care

40 = Consumer Choice HAS
41 = Med B Comprehensive Care

42 = Non-Med B Comprehensive Care

43 = GRA Option

C. After selecting the Benefit Plan, select the Coverage Code with which the generated fringe

estimates will be associated. The current values are:

(0]

O 0000000000000 0ODO0ODO0ODO0ODO0ODO0OO0OO0OO0OO

01 = Employee Only

02 = Employee + 1 Spouse

05 = Employee + 1 Child

07 = Family

B2 = Md Ret+Md SP 1s/MDB
B7 = Md Ret+Md SP+Chrn

M1 = Mdcr Ret/Sur Only

M2 = Mdcr Ret + Mdcr SP

M3 = Mdcr Ret Non = Mdcr SP
M4 = Non-Mdcr Ret Mdcr SP
M5 = Mdcr Ret/Sur + 1Child
M6 = Mdcr Ret/Sur + Chrn

M7 = Md Ret/Md SP+Chrn

M8 = Md Ret + Non-MdSP + Chrn
M9 = Non-MdRet MdSP+Chrn
R1 = Retiree Only

R2 = Retiree + Spouse

R5 = Retiree + 1 Child

R7 = Family

R8 = Medicare Elig Ret

R9 = Medicare Elig Ret + Spouse
S1 = Survivor Only

S5 = Survivor + 1 Child

S7 = Family

S8 = Medicare Elig Survivor

D. Inthe Group Amount field, enter a value to serve as a flat amount used to estimate the
Group Health fringe amount associated with the salary account.
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E. Inthe Budget Account field, select the account for the Benefit Plan and associated Plan
Type.

F. Insert additional Plan Types, Benefit Plans, Coverage Codes, Group Amounts, and Budget
Accounts as needed.

Note: All model Group Health Plan and Coverage Code combinations are delivered in the
GeorgiaFIRST Budget Prep module. While all model plans are delivered, fringe estimates will only be

calculated for budgeted positions. Therefore, it is not necessary to delete unused model plans.

G. Enter the Group Amount and Group Account as applicable to estimate fringe amounts for
Vacant and Future Row Faculty positions.

H. For Group Life Fringes, enter the Group Life Premium amount.

For complete step-by-step instructions on setting up Fringe Accounts, see Business Process
BP.010.040, Setting Up Fringe Accounts (pages 129 — 135).
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Lesson 3: Preparing Data from EV5

The Budget Prep process begins with the extraction of personnel data from EV5 and ends with the
importing of the new budget year data back into EV5. This lesson addresses the processes for
exporting the data and importing the data into EV5. Reconciliation and validation tools have been
created to provide you with ways of verifying the data you export and import is accurate.

ADP Step 1: Extracting Employee Salary Information

EPOHO009 Budget Extract File One Company will capture EV5 information, format it so that the
information can be placed into a fixed format file, and then made available for Financials Budget
Prep. The extract will create, for a specified institution, a file that captures in one file all of the
fields that reside in EV5 needed to populate the budget preparation work files.

Record Types to Capture

Three types of records will be captured by EPOH009.
1. Active, filled single incumbent positions
2. Active, Vacant single incumbent positions
3. Lump Sum positions

Expected records

A single D (Demographic) row will be written for each position captured.

Multiple J (Earnings Distribution) rows can be written for a single position.

A single H (Health) record will be written for all occupied non-lump sum positions.

A single R (Retirement) record will be written for all occupied non-lump sum positions.

Navigating to the page

E PLANNING & ANALYSIS

File Edit Deskop Wiew B2 B¢ &L 26 8 Navigation:
FLAMNING & BNALYSIS Planning & Analysis=> USG Custom
B = Processes = Outbound Interfaces 2
'gzition Management Budget Extract File One Company
Salary Planning (EPOH009)
Planning and Analysis Reports
Bl USG Custom Processes

Inbound Interfaces
B Outbound Interfaces
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Actions:

1. Use the calendar or enter the date for the Budget Year End for the data you need to build
the new year’s budget. For example: To build the FY2018 budget you will enter
06/30/2018 as Budget Year End Date. This will capture any future dated rows that have
been entered in EV5.

‘ Budget Extract File for One Company (EPOHO009)
( Budget Extract File far One Compary (EPOHODG) |

Budget “ear End Date: i

D]

Comparny: ,j g

L]

] Run far all Departmert=?

Department: ,7 g

D]

L]

[v] Only Budgeted Positions
|:| Run Repart |

2. Use the magnifying glass to find your Company ID.

Company: L
“Es Company E|
= "
AIban\f_State University
240 Armstrong Atlantic State Uniy
270 Augusta State University
280 Clayton State University
300 Columbuz State University
330 [Fort Walley State University
360 EGenrgia Colege & State Univ
390 EGenrgia Southern University
400 EGenrgia Gyvinnett College -
34 matches
QK Cancel Find... Al

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

34



(I)GEORGIAF/BST EV5 Data Preparation

OR
System of Goorgia

3. |Ifthis is the first time for extracting in the Budget year, you should run the extract for All
departments. Click the OO Run for all Departments? to extract all data for all departments in
your company then go to Action 11.

NOTE: Subsequent extracts may be run for all departments or one department. Budget Prep

treats all extracts after the original extract as a subsequent extract and will pick up changes in

EV5. HOWEVER, take note that subsequent extractions will overwrite the distribution if

changes to the distribution have been made in Budget Prep prior to subsequent extraction.

[¥] Fun far all Depattments?

4. If you want to only extract for one or more specific departments, use the magnifying glass
to select the department.

Department:

“E3 Department

ilege of &rts & Sciences
| son College of Business
.;b"oilege of Education
.;b"oilege of Health & Human Sery
';i:f"oilege of Laww
|Carwersion

300 matches
Maximum exceeded: Use Shift-F4 ar Find_. to limit matches

Ok Cancel Finc... A

5. Click the Find button to select your institution’s departments.

Enter key [ partial key / alternate key PE|

Departmert |

Description |

Ok I Cancel |

6. Inthe Department field type the two digits of your Company ID and click OK.

Enter key [ partial key / alternate key E|

Department

Description |

Ok Cancel
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7. Your institution’s departments will appear. Select the department you wish to extract and

click OK.

3 Department
Department

000104
N000105
1000200
1000300
N000301
000302
1000303
1000304
1000305
31000306

191 matches

OK

X

Descr

3Ag.iF0r.fPastures
3Ag Lattery Matching
[Business Administrstion

:Al:‘t

Humanrtles

Music
[Excellence In Education

GHC Cuttural Dlversrty Grant

'Ic:y Sparks Grant GHC

GQUE Grart

[l

Cancel | Find... I A i

8. To add another department to extract, click the scroll bar in the Department section and
click the insert a row icon 3*E.

|_] Run for all Departments?

Depadment _m g! Humanities

9. A new row will appear. Use the magnifying glass to select the department.

[] Run for all Departmerts?

Department: | 01000300 % Humanities
Departmert: | g

10. Repeat Actions 4 — 7 to select the department.

11. Check the “Only Budgeted Positions” checkbox if you only want to include Positions that
have “Budgeted Position” checked on the Position Budget Status tab in Position Information
(path: Planning and Analysis = Position Managent = Update Positions =>Position
Information = Position Budget Status tab)

[#] Only Budgeted Positions

Leaving the checkbox empty will run the process as usual and extract all positions.

12. When all the selections are complete, click the Run Report button.

D Run Repart |
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13. Click OK.

EV5 Data Preparation

5 RunProcess
The epohi0d process has been submitted. (5000 5)

14. Click the Process Monitor button

N
@pss

15. Validate Success for epoh009. If Status is not success, review the .log report that is created
to reveal the error that has occurred to result in the process not being successful.

Note: When the Status shows “Queued”, be patient. The process status indicates that
other institutions are running the job. As soon as the job at one of the institutions is
completed, your job will be executed.

Process Monitar

Operator I0

Server
@ Select & () Select One

) Select & @ Select One  |USGSELLH g

Process Class

Detail Proce:
<{pohnug USGSELLN  PSUNX

@ Select 2 () Select One

Run Status

@ Select Al () Select One
{ | j— ' 1=
T rerm— = Status
SR Report 160972 024372000 10:41 P Success

Beginning 1| dayi(=) ago

-

Feset List Server Status

16. To view the log report, click Report Outputs button

HGETE

17. In the File with extension ¥ select the * to reveal all the extensions that are produced by

the process.
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=
A& BRAE
Look in: | User Directory hd | File with extension: |/is 'iu

Maime it Size
enopldd_570.lis 061112009 1

Cloze |

18. Click the column heading of Date/Time to have the most recent reports generated appear
at the top of the list of reports. You should see a log report epoh009.log, epoh009.dat, a lis
report epo h009.lis, a report epoh009_nnn.txt, where nnn = institution, and
epoh009_nnn.csv.

£ Report Outputs
PEBRE

Laok in: | Uszer Directory hd | File: wvi e Y
v DatedTime o Size
DN 17322

02M 32010 224316 PM 125675
02H 342010 22:43:15 P 2

020 32010 22:43:15 P 156970
02M 32010 22:41:48 PM ]

Cloze |

19. Highlight the report name of epoh009.lis and click the View button or double click the
report name.
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+: Report Outputs

Lok i | User Directary > File with extension; |* W

Matme DratedTitme Size |
epohdog.Jog 021302010 22:4316 P 17322)
02132010 22:43:16 PM 1256745

156970
epoh00d dat 0241302010 22:41:45 PM 21

Cloze |

20. The lis report will contain the detail of the positions information that will appear on the file.
The last page will show number of positions extracted and the various types of positions.

Emvizomment: BUZE Emvircmment University System of Gecrgia Poge No. 16
Report I0: epobdog HRE Budget Prep HR FIN Extracts Mo Date 04/13/2010
Tum Time 22:43118
Toan Mer  Eeplid Evpl Red  Nese Erfaeq Depeid Jabed Paggroup Cregpany inpual Fare Fran Budger Erna Dise Type
Reticement et irement Bealth Ceegrate
std Mes  Fet Erncd Jeped Joee oa Denetit Flan Bensfit Type  Denefit Coversge
01232 0118 000 XI00O000L 0000 01 £0B000101  OO4O0X L &0 0000 1840.00 00OCO00O0O P
00,00 W0.000  REG o400 STOEPDEPNIOE  OOTRSL 72 X
WIOTE  LIDPSN STOSSO0L01  STMWOO 5 570 0014 145,00 DOOO014145 P
0. 00 WO0H0  REG oom0E STACUATRECYY  DOTRSL 72 X
w051 LIPEN 9500400 5TETO0 ST 50 0015432 .00 OOO0015432 P
0. 00 0000 REG o0 STSTUREDIALY  OOTRSL ki 4 OO
XORID  LINPIN SI00S00S00  FTOALS ;e 570 0O0O0D00.00 DOO00DOO00 B
00,00 100,000 S0n1s SISTIRMEGL0  OOTRSL 7z 00000000,
01186 LUWPSH 5709500512 §TTC00 e 50 00014000.00 0000014000 P
00,00 100,000 REC £7TC00 STORIENTATI4  OOTREL 72 0000
w11 LS ST0US00SIZ  STETOO 57T 510 DO00S000.00 ON000SO00 P
00,00 100.000  REG OS00% SIORIENTATI4  DOTRS, 72 0000000, 0000
W09 LUKESH ST0ES0512  O0SIRX bl 50 COD00000. 00 0000000000 B
o0, 00 00000 REC 099 zx STORTENTATI4  DOTREL T COD00O0G. 0000
W1L66  LUFSR SES0EIS  STITO0 s s 0000000, 00 0000000000 F
0. 00 00000 REC oosank STWPLRRDICAT DOTRSL 72 CODO0O0G. 0000
00A20  LWMESH SIOFFHISES STHTOO0 5B 50 CO000000.00 Q000000000 P
00.00 100.000 REG 00929k STRETMATCHIO OOTRSL T 0000C-000, 0000
008D LIPEN 099695959 00OSEX L) 0 00000000.00 0000000000 P
00,00 W00.000  REG oowER STRETRHATCHIO  OOTESL 7E DOOCO000. 0000
Foairions Selected 3 285
Linpsm Pesitions ]
hevsve Jobin 3 =
Vacent Active Positicns 1 %
Default J Pecords Written i 1
D Pecords Uritcen 3 285
H Pecords Veitten 1 m
J Pecords Ueitcen . 388
® Records Mritten ) Eo]
Unrning Measagen : o
L
il S|

21. Validate the information on the report is correct.

22. Close the panel showing the report.

EER
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23. The lis report will contain totals to validate the data. You can print the report by clicking the
printer icon.

24. The epoh009.log provides the same totals as the .lis.

25. The epoh009_nnn.csv provides the same data as the .lis but allows you to open in EXCEL to
sort and sum.

26. Save the epoh009 _nnn.txt in a directory. This file is the file that will be imported into

Financials Budget Prep Module. To save the file click the Save icon in the Report Outputs
area.

b g— =
ref= (&) EY:=|

Look in: | User Directary . File with extension; | * k-4

Mame DateiTite Size
epoh003 log 0232010 22:43:16 PM 17322
epoh00d lis 0232010 22:43:16 PM 125675

e (021302010 22:43:15 P
epoh003 dat 0201362010 22:41:45 P

ADP Step 2: Validation of Extracted Employee Salary Information
You need to validate the data that was exported is correct.

Actions:

1. Using the epoh009.lis or epoh009_nnn.csv file to randomly select positions and compare
with the employee records in EV5.

&l epoh009_ O.csv

A | B C D E F G H 1 1 K Ls M N (o] P Q R S T
1 [File TEEE !Pusitimn Emplid Rcd Nbr  Name Effdt Effseq Deptid Jobcode Paygroup Company Annual Rt Pos Budge Std Hours Full Part T Reg Temp
2 D 000049 11 0 8/1/2009 0 5.7EH09 57PFO0 ¥ 0 93403.41 93403 40 F R H 000049 11
3D 000233 11 ] 8/1/2009 0 5.7E+09 57PF00 F 0 50278.4 50278 40 F R H 000233 11
4 D 000312 11 o 1 8/1/2009 0 5.7E+09 57TI00 F 0 474159 47416 40 F R H 000312 11
5 D 000332 11 o 8/1/2009 0 5.7E+09 57PF00 F 0 56099.5 56099 40 F R H 000332 11

2. Open EV5 to validate the data on Change Job/Position within the People functional group.

ADP Step 3 involves the actual processing of the HR/Payroll Load into the Budget Prep module (see
lesson 4).
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Lesson 4: Loading Data from the HR/Payroll Application and PSFIN into
Budget Prep Module

Now that the Personal Services Data in EV5 has been prepared and you have set up your Budget
Prep Parameter Definitions, you can load the budget data into the Budget Prep Module. The
Personal Services information is loaded from the HR/Payroll Application and the Non-Personal
Services, Revenue Estimate, and Grant budget data is exported from PeopleSoft Financials.

Lesson 4.1 Processing the HR/Payroll Load to Budget Prep

This process loads Personal Services information from the HR/Payroll system into the Budget Prep
module via the epoh009.txt file obtained from the HR/Payroll source (ADP).

EPOHO009.TXT FILE
The file name is epoh009_XXX.txt, where XXX represents the first three digits of the Business Unit

ID. This file is saved to a local directory.

The file contains four rows of data pertaining to active positions (D, J, R, and H). Positions that are
active and not filled only contain two rows of data (D and J).

“D” Rows assigned for the Demographic Information:

e POSITION_DATA.POSITION_NBR e POSITION_DATA.PAYGROUP

e JOB.EMPLID e POSITION_DATA.COMPANY

e JOB.EMPL_RCD e JOB.ANNUAL_RT

e JOB.EFFDT e POSITION_DATA.POSITION_BUDGET
e JOB.EFFSEQ e POSITION_DATA.STD_HRS

e POSITION_DATA.DEPTID e POSITION_DATA.FULL_PART_TIME

e POSITION_DATA.JOBCD e POSITION_DATA.REG_TEMP

IIJII

Rows assigned for the Job Earnings Distribution information:

e POSITION_DATA.POSITION_NBR e EP_POS_JED.STD_HOURS
e JOB.EMPLID e EP_POS_JED.DIST_PCT

e JOB.EMPL_RCD_NBR e EP_POS_JED.ERNCD

e JOB.EFFDT e EP_POS_JED.JOBCODE

e JOB.EFFSEQ e EP_POS_JED.COMPRATE
e POSITION_DATA.ERNS_DIST_TYPE e EP_POS_JED.ACCT_CD

e EP_POS_JED.GL_PAY_TYPE
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“R” Rows assigned for the Retirement Information:

“H” Rows assigned for the Health Information:

POSITION_DATA.POSITION_NBR
JOB.EMPLID

JOB.EMPL_RCD_NBR

JOB.EFFDT

Description based on
RTRMNT_PLAN.BENEFIT_PLAN. LINK
TO XLATTBLE

POSITION_DATA.POSITION_NBR
JOB.EMPLID

JOB.EMPL_RCD_NBR

JOB.EFFDT

JOB.EFFSEQ
EP_WIN_EE_ELCTN.BIX_PLAN_TYPE
EP_WIN_EE_ELCTN.OPTION_NAME

Loading Data into Budget Prep

JOB.EFFSEQ
BENEF_PLAN_TBL.BENEFIT Plan
BENEF_PLAN_TBL.PLAN TYPE

Health Benefit Type = ‘MED’

Health Benefit Type Description
EP_WIN_EE_ELCTN.OPTION_NAME
EP_WIN_EE_ELCTN.COVRG_LEV_CD
EP_WIN_EE_ELCTN.COVRG_LEV_NAM
E

RUNNING THE HR/PAYROLL LOAD TO BUDGET PREP PROCESS

The process name for the HR/Payroll Load is BORBUSHX. When ready to run the HR/Payroll Load to
Budget Prep Process, first enter a new Run Control ID. On the HR/PR to BP Load page, enter your
business unit and click the Add button. This will open a browser page for you to search for the
location of the directory and file (epoh009_XXX.txt). Double-click the file to select it and then click
the Upload button.

{ HR/IPRto BP Load

Run Control ID:  LOAD

Business Unit [42000 |CL

Server File Name:

Local File Name: epoh009_420 bt

Feport Manager  Process Monitor

Run

2010-02-26-09.45.44.000000epoh009_420 b

| Delete | | Detach |

After the process has been run to success and has been posted, you can then verify the data loaded
from EV5 into the Budget Prep Module.

For complete step-by-step instructions on running the HR/Payroll Load to Budget Prep process, see
Business Process BP.040.010, Processing HR PR to BP Load (pages 136-142).
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Loading Data into Budget Prep

Lesson 4.2: ADP Step 4 - Validate Epoh009 data loads into Budget Prep Module of

PeopleSoft Financials

Epoh009_nnn.csv file in EV5 created the .txt file that was loaded into Budget Prep in Step 3. You
need to validate that the file loaded correctly. Within the Epoh009.csv will show totals that can be

validated with the pdf that is generated in the Budget Prep module with the loading of the file.

Actions:

1. Open the Epoh009_nnn.csv file in Excel.

D

o e W=

D
D
D
D

534D
535|D
536|D
537|D
538|D
539 (H
540/]
541 R
542

A B 5 D
File Type Position Emplid

42000001 LUMPSM
42000657 LUMPSM
42000003 63307
42000004 LUMPSM
42000005 LUMPSM

E F

Red Nbr - Name Effdt

7/1/2014
7/1/2014
6/1/2015
7/1/2014
7/1/2014

Effseq

G

H I J K

4.2E+09 00905X  42G
4.2E+09 00932R  42P
4.26+09 00472X  42F
4.2E+09 00S00X 42T
4.2E+09 00900X 42T

2. Scroll to the bottom of the file.

42000833 LUMPSM
42000840 LUMPSM
42000841 LUMPSM
42000883 LUMPSM

536

306

571

306

3. Row counts are located at the end of the file contents.

D
D
H
]

R

7/1/2014
7/1/2014
7/1/2014
7/1/2014

4.21E+09 00999X
4.21E+09 00999X
4.21E+09 00999X
4.21E+09 00999X

42000883 LUNMPSM

420
420
420
420
420

428
428
428
428

L

o
8500
33419
1000
500

M

0
8500
33419
1000
900

420
420
420
420

3P
9P
40 F
3P
9P

(=R = = =)

T

T
R
T
T

p

(=R = = =)

H

H
H
H
H

Q
Deptid  Jobcode Paygroup Company Annual Rt Pos Budge Std Hours Full Part T Reg Temp File Type Position NEmplid

40 F
40 F
40 F
40 F

R

42000003

™ m m D

5

63307

T
Empl Red |

I T TIT
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4. Validate that the row counts for D, H, J and R agree with the Budgets HR/Payroll Load
BORBUS8HX .pdf file contents.

534D 42000839 LUMPSM 7/1/2014 4.21E+09 00999X 428 420 0 0 4aF R H
535D 42000840 LUMPSM 7/1/2014 4.21E+09 00999X 428 420 0 0 4 F R H
536D 42000841 LUMPSM 7/1/2014 4.21E+09 00999X 428 420 0 0 aF R H
537D 42000883 LUMPSM 7/1/2014 4.21E+09 00999X 428 420 0 ] anF R H
s34 D 536
539 H 306
540)) 569
541|R 306
547
ER/PAYROLL EUDGET LOAD D RECORDS

PAYGROUR BAYGROUF COUNT ADP TUTAL BNNUAL SALARY 2DP TOTAL POSITION BUDGET

428 118 5,763,504 02 5,75%,427.00

478 & .00 0.00

42C &3 411,365.16 362,032.00

42F 128 7,127,538.50 7,210, 358.00

420 & 7,000.00 7,000.00

42H 531 2,858, 260.04 2,357,784.00

471, 12 73,000.00 73,000.00

42N H £, 000.00 £,000.00

420 20 453, 115.00 453,115_00

428 17 1,1%8,323.00 1,18¢,323.00

42T g3 408, 150.00 408€,150.00

427 H l 0.00 0.00

42Y H 4 1B0,235.00 180,235.00

2 1
TOTAL 536.00 I 18,020,153.72 18,031,024 .00
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524 D 42000839 LUMPSM 7/1/2014 4,21E+09 00999X 428 420 0 0 aF R H

535 D 42000840 LUMPSM 7/1/2014 4.21E+09 00999X 428 420 0 0 aF R H

536 D 42000841 LUMPSM 7/1/2014 4.21E+09 00999X 428 420 0 0 aF R H

537D 42000883 LUMPSM 7/1/2014 4.21E+09 00999X 428 420 0 0 aF R H
o L 1)

[ QB A I

540) 569

541 R 306

542

HE/FAYROLL BUDGET LORD H RECORDS

BENEFIT PLAN DESCEIPTION COUNT

45
MED Comprehensive Care 133
MED Consumsr Choice HER 123
HMED HedB Cmprhnsve Care 4

TOTAL IB[IE.[Id

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

45



(I)GEORGIAF/BST Loading Data into Budget Prep

Project of the University

5334 D 42000839 LUNMPSM 7/1/2014 4.21E+09 00999X  42B 420 o o 40 F R H
335 D 42000840 LUMPSM 7/1/2014 4.21E+09 00999X  42B 420 o o 40 F R H
536 D 42000841 LUMPSM 7/1/2014 4.21E+09 00999X  42B 420 0 o 40 F R H
537 D A2000883 LUMPSM 7/1/2014 A 21E+09 00999X  42B 420 0 0 40 F R H
538 D 536
539 H 306
5
5i1 B 06 I
542
HE,/PAYROLL BUDGET LOAD E BRECORDS
BENEFIT\ FLAN EENEFIT COUNT
25

ERS 1

CRFE |

CRFL 1040

TRS 41

TREL 128

TOTAL 306.00

5. Sum columns for Annual Rate and Position Budget in the epoh009_nnn.csv file.
A B Cc D E [F G H I J K L M N 0] P Q
1 |File Type Position Emplid Rcd Nbr Name Effdt Effseq Deptid  Jobcode Paygroup Compatfly Annual Rt Pos Budget Sd Hours Full Part T Reg Temp File Type |

525/D 42000337 LUMPSM U 7/12015 4.21E+09 00900X 42T a 3000 3000 1P T H
526D 42000889 LUMPSM 7/1/2015 4.21E+09 00810X  42L 4 a o 15 p T H
527|D 42000908 LUMPSM 7/1/2015 4. 21E+09 00905X 426G 4 3000 3000 19 p T H
528 D 42000333 231313 0 7/1/2015 1 4.21E+09 00310X  42A 4 36615 36615 40 F R H
529|D 42000952 LUMPSM 7/1/2015 4.21E+09 00900X 42T 4 32000 32000 19 p T H
530D 42000954 VACANT 7/1/2015 4.21E+09 00935X  42C 4 5000 5000 0P T H
531 D 42000963 LUMPSM 7/1/2015 4.21E+09 00936X  42C 4 a o 195 P T H
532(D 42000558 LUMPSM 7/1/2015 4.21E+09 00999X  42B 4 a ] 40 F R H
533 D 42000559 LUMPSM 7/1/2015 A4.21E+09 00998X  42B 4 0 o 40 F R H
534 D 42000839 LUMPSM 7/1/2015 4.21E+09 00999X  42B 4 a o 40 F R H
535|D 42000840 LUMPSM 7/1/2015 4.21E+09 00999X 428 4 a ] 40 F R H
536/ D 42000341 LUMPSM 7/1/2015 4.21E+09 00999X  42B 4 0 o 40 F R H
537|D 42000883 LUMPSM 7/1/2015 4.21E+09 00999X 428 4 a ] 40 F R H
538 D 536 $18,020,153.72 5 18,031,024.00
539 H 306
540) 569
541 R 308
542

[¥L1

6. Validate that the epoh009_nnn.csv Summed columns for Annual Rate and Position Budget
equal the Budgets HR/Payroll Load BORBU8HX .pdf file for HR/PAYROLL BUDGET LOAD D
RECORDSreport for columns TOTAL ANNUAL SALARY (S) and TOTAL POSITION BUDGET (S).
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o0 50 Crercey Sysiom of Seo

A B = D E F G H I il K L M N a P Q
1 File Type Position Emplid Red Nbr Name Effdt Effseq Deptid Jobcode Paygroup Company Annual Rt Pos Budget Std Hours Full Part T Reg Temp File Type
501|D 42001089 VACANT 8/1/2014 A4.21E+09 00934R 421 420 10000 10000 25 p T H
531D 42000963 LUMPSM 7/1/2014 4.21E+09 00936X 42C 420 o o 19 p T H
532|D 42000558 LUMPSM I 4.21E+09 00999X 428 420 o o 40 F R H
533D 42000559 LUMPSM HHHHEHE 4.21E+09 00998X  42B 420 ] ] 40 F R H
534D 42000839 LUMPSM 7/1/2014 4.21E+09 00999X  42B 420 ] ] 40 F R H
535D 42000840 LUMPSM 7/1/2014 A4.21E+09 00999X  42B 420 ] ] 40 F R H
536|D 42000841 LUMPSM 7/1/2014 A.21E+09 00999  42B 420 ] ] 40 F R H
537 D 42000883 LUMPSM 7/1/2014 4.21E+09 00999X 428 420y 40 F R H
538|D 536 I $18,020,153.7, I$18,031,024 DDI
539 H 300
540 ) 569
541 R 306
HR/PAEYROLL BUDGET LOAD D 5

PAYGROUP PAYGROUP COUNT ADP TOTAL AMNUAL SALARY ADP TOTAL POSITION EUDGET

42R 118 5,763,504_02 5,73%,427.00

42B g 0.00 0.00

420 &3 411,388_1¢ 362,03z2.00

42F 128 7,.127,538_50 7.210,358._00

4265 g T,000_00 7,.000.00

42H 51 2,356,260.04 2,357,784.00

42L 12 73,000.00 73,000.00

42H 2 5,000.00 5, 000.00

42D 20 453,115_00 453,115._00

428 17 1,18¢€,523.00 1,15, 523.00

42T ES 40€,150._00 40, 15000

427 2 Q.00 0.00

42% 2 180,235.00 180, 235.00

 — —y

TOTAL 53600 I 18 020I153_72| I 18,031,024.00'

HR/Payroll Step 5 involves budget creation in the PSFIN Budget Prep module. This is covered
throughout this User’s Guide.
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Lesson 4.3: Processing Financials Extract

This process loads Non-Personal Services budget information from the Financials system into the
Budget Prep module. The Financials Extract process uses Non-Personal Services budget information
from the prior year (based on the “From Budget Year” parameter) in Financials to collect data to be
used as a starting point for developing budgets for the next fiscal year. The budget data that is
generated includes Appropriation, Organization, Revenue Estimate, and Grant budgets. In the
Financials extract, only original and permanent adjustment budgets will be extracted.

RUNNING THE FINANCIALS EXTRACT PROCESS

Before running this process, you must have completed setting up all parameter definitions (lesson
2). The name of the Financials Extract is BORBUDFX. When ready to run the Financials Extract
process, add a new run control ID. It is recommended that you add a new run control for this
process each year. On the Fin Budget Extract page, enter your Business Unit and indicate the
departments you want to extract. We recommend that you run this initial extract for all
departments.

[ FIN Budget Extract |

Run Controd ID:  FIN_EXT BeportManager  Process Monar _ Fun

Language: English

Business Unit Q,
From Department:

All Departments: [+

After the process has run to success and been posted, you can view the Trace File to view the data
that was loaded during this extract process.

For complete step-by-step instructions on running the Financials Extract process, see Business
Process BP.040.011, Processing Financials Extracts (pages 143 — 146).

REFERENCE BUDGET VERSION

The initial load from the HR/Payroll Application and extract from Financials creates a budget version
named REFERENCE. This version cannot be updated directly within the Budget Prep Module. You
can inquire on the REFERENCE version by using the Online Inquiry on Personal Services, and the
Online Inquiry on Non-Personal Services. Updates to the REFERENCE version can only be made
through subsequent execution(s) of the extract process(es). To begin manipulating your budget,
you will run the Budget Copy process. This cannot be done until you have completed your initial
extracts.
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Lesson 4.4: Guidelines for Rerunning Load /Extract

You may find it necessary to rerun the HR/Payroll to Budget Prep Load, as well as the Financials
Extract. Some changes to the HR/Payroll source system that may necessitate running additional
budget extracts are:
e Changing a Position Budget
Changing salary for an employee in a filled position
Inactivating a position
Terminating an employee but leaving the position active
Adding a new position

By running subsequent HR/Payroll to BP Loads, the following changes are created in all budget
versions:

e Updates the Current Salary for position changes in the HR/Payroll system

e Adds or deletes positions added or inactivated in the HR/Payroll system

e Updates the status of a position from “Filled” to “Vacant”, or from “Vacant” to “Filled”

The following will not occur when running subsequent HR/Payroll to BP Loads:

e Department, Job Code, and Pay Group changes in the HR/Payroll system will not be updated
in the Budget Prep module. Department and Job Code changes made in the Budget Prep
module will, however, update the HR/Payroll system when the final export file to the
HR/Payroll system is loaded.

o Note: The Budget Prep user controls the Department, Job Code, and Pay Group changes
made after the initial load. Changes to these fields must be made in Budget Prep, even if the
HR/Payroll system has been updated to avoid unwanted changes to the new Budget Year.

Some of the changes in PeopleSoft Financials that may require additional Financial Extracts are:
e Adding a Permanent Non-Personal Services budget amendment to Appropriation,
Organization, or Grant budgets.
e Adding new Non-Personal Services Appropriation, Organization, or Grant budget lines that
are identified as Original or Permanent.
e Adding a new Revenue Estimate budget or a Permanent change to an existing Revenue
Estimate budget.

By running additional Financials Extracts, the following changes are created in all budget versions:
e Updates current Non-Personal Services budgets based on Permanent Amendments
e Adds new Original Non-Personal Services budgets and revenue estimates

When running additional Financials Extracts, Non-Personal Services budgets will not be deleted in
the Budget Prep module. However, you can adjust them to zero.

For complete step-by-step instructions on guidelines for rerunning the HR/Payroll Load to Budget
Prep, see Business Process BP.040.010, Processing HR to BP Load (pages 136 — 142).

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

49



&
H
3
e

"'“'s

i

GEORGIAF/ZS T Loading Data into Budget Prep

Lesson 4.5: Guidelines for Adding a New Project/Grants

In some cases, you may need to add a new project or grant that will be budgeted. Please verify that
the following steps have been taken to ensure that your new grant is available for budgeting in the
Budget Prep module:

1. The Project/Grant must be setup in PSFIN. When setting up the Project/Grant, the

Project/Grant Type must be set appropriately to “Project” or “Grant” to be used in Personal
or Non Personal Services budgeting.

Project Description BOR Project Info BOR Track Project Grant BOR Project Financials BOR Project Combo Edits

SetlD: 98000 Project: TEST

Find | View All First ‘4" 1 of 1 '*/ Last
* H i . +||=
*Effective Date: |01/30/2015 |[5] Status: A Project/Grant Type: E] =
Proposal: 00000 Cost Share Direct:
Group Type: -
Sponsor: .
- Indirect Cost Base: -
Billing
Address: Indirect Cost Rate:
Type: -
Frequency:
City: ¢ y T
. Financial Report: -
State: OJZ'D:
Pl Hame:
Owner: LINIV
. . Accountant:
Remit Location: @,
. Invoice Approver:
Funding Type: -
CFDA Number: Commitment Control Processing Options for Grants
Project End Date Ei Project Master Expense Control -
*Project Master Revenue Track wi/o Budget -
. 0
Lag Days: *Project Grant Expense Tracking w/Budget -

The Sync KK and Project Definition process must be run which is part of the normal setup
procedure.

Enter a zero budget journal in Commitment Control. Be sure to check the Generate parent
Budget(s) check box on the Budget Header Page. Your Budget Journal must be an original or
permanent adjustment.

Please Note: If this is a Project and you are budgeting at the APPROP budget level, the
“Generate Parent Budget” box will not apply.
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Budget Header || BudgetLines || BudgetErrors

Unit 71000 Journal ID 0001058364 Date 05/02/2014
Ledger Group PROJ_GRT Fiscal Year 2014 Period 11
Control ChartField Project Currency USD
Budget Header Status Posted Rate Type CRRNT
Budget Entry Type Original Exchange Rate 1.00000000 B

Parent Budget Options CurEffdt 05/02/2014

Generate Parent Budget(s) BudgetType Expense

Use Default Entry Event

Parent Budget Entry Type

Criginal Attachments (0}

Long Description
280 -Increasing Gateway Overall Budget April $73,871.75

Alternate Description

4. Post the Budget Journal
5. Run the FIN Extract process again for All Departments or the Specific Department associated

with the Project or Grant.
6. The Project or Grant Budget with zero value will be available for update under the Budget

Prep Data update/Grant Budgets page and Update Personal Services.
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Lesson 5: Mass Updates in Budget Prep

After you have run the initial HR/Payroll Load to Budget Prep process and the Financials Extract
process, you can begin to work on updating your budget. Remember, these processes created a
REFERENCE version of your budget. Your first step is to create a PLANNING version of your budget
from the REFERENCE version. Once you have a PLANNING version to work with, you can perform
“what-if” analyses of different scenarios on the copied version.

Lesson 5.1: Creating a PLANNING Version of the Budget

To create a PLANNING version, you are going to use the Budget Copy process. This process copies

one version of a developed budget to a different version, allowing multiple versions of a budget to
exist. By having a PLANNING version, you can perform mass updates on your budget. The process

name for copying a budget is BORBUDCP. Remember, the HR/Payroll Load to Budget Prep and the
Financials Extract processes must be run at least once prior to creating additional planning budget
versions.

After you have entered a run control ID and input your Business Unit, select the version you want to
copy. If you have only run the initial load and extract, only the REFERENCE version created during
those extract processes is available for selection. Any version of the budget can be selected though.
Next, enter a name in the “To Version” field. Any name is acceptable, such as PLANNING,
PLANNING1, PLANNING2, etc. Since we are creating a PLANNING version at this point, do not select
the option “Copy as Current.” A “what-if” analysis cannot be performed on a CURRENT budget
version.

Budget Copy/Delete

Run Control ID:  980FINEXT Report Manager  Process Monitor

Run

Language: English v

Business Unit|21000 |,

Budget Action:| Copy e
Version for BOR |REFERENCE Q [] copy as Current Version?
To Version: | PLANNING
F save | L4 Return to Search ‘ | +E] Mext in List | Es Add

To verify that the process successfully completed, review the Process Monitor. The Trace File does
not contain any data for this process. However, you can query the BUD_NPSA_ BOR table to verify
the copied version presence.
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For complete step-by-step instructions on creating a PLANNING budget version, see Business
Process BP.020.010, Running the Budget Copy Process (pages 147 — 150).

Lesson 5.2: What-If Analysis

This lesson discusses how to perform mass updates to the PLANNING version of the budget. These
updates are also known as “what-if” analyses. This process allows users to make across-the-board
changes to their budgets based on various criteria. This may be done to analyze the impact of
across-the-board changes but never implemented, or these changes may be incorporated in the
final CURRENT version of the budget.

Any time a “what-if” analysis is processed against a budget version, the original values in that
budget version are always used during any calculations. A “what-if” analysis cannot be performed
on the results of a previous “what-if” analysis. For example, a 5% mass update, followed by a 3%
update on the same data would result in only a 3% change, as opposed to the sum of the two
updates.

Remember, “what-if” analyses may only be performed on a PLANNING budget version. Anytime a
“what-if” analysis is processed against a budget version, the original values are always used to
perform any calculations. A “what-if” analysis cannot be performed on the results of a previous
“what-if” analysis.

The name of the “what-if” process in the Budget Prep module is BORBUDMU. To begin, add a new
run control ID. After entering your Business Unit, you can select the Budget Type you want to do
your “what-if” analysis on:
o All: updates all Personal Services and Non-Personal Services budgets using the selected
criteria
e Appropriation/Organization: updates only Non-Personal Services Appropriation and
Organization budgets using the selected criteria
e Grant: updates only Grant budgets using the selected criteria
e Personal Services: updates only Personal Services budgets using the selected criteria
e Revenue Estimate: updates only Revenue Estimate budgets using the selected criteria
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{ Mass Updates |
Run Control I0:  WHAT_IF Report Manager Process Maonitor Hun
Language: English bt
Business Unit: Q Budget Type: b
Version: Q,
Pay Group:
Fund Codea:
All Filled Vacant
Froem:
Type:| Amount b Percent: Amount: 200000000

When running a “what-if” analysis on a Budget Type of Personal Services, you can select a specific
Pay Group. When selecting a Pay Group, remember that all Pay Groups are prefixed with the first
two digits of the Business Unit ID. If you leave this field blank, all Pay Groups will be calculated. You
can also specify whether you only want Filled, Vacant, or All positions calculated.

When running a “what-if” analysis on a Budget Type of Non-Personal Services, you can select a
specific fund code. In addition, you can specify an Account Range to be calculated during the
process.

You must also select the type of change to apply to the “what-if” analysis calculations: Amount,
Percent, or Zero.

Amount:

0 For Personal Services, the process will add the specified amount to the Current
Salary to determine the Proposed Salary amount, and accordingly recalculate the
Proposed Budget.

0 For Non-Personal Services, the process will add the specified amount to the Current
Budget Amount to determine the Proposed Budget amount.

Percent:

0 For Personal Services, the process will multiply the Current Salary amount by the
specified percentage to determine the Proposed Salary amount and accordingly
recalculate the Proposed Budget based on the raise effective date.

0 For Non-Personal Services, the process will multiply the Current Budget Amount by
the specified percentage to determine the Proposed Budget Amount.

0 When entering a value for percent, enter a value of “10” to indicate “10%”, as
opposed to “0.10.”
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Zero
0 For Personal Services, the process will set the Proposed Salary amount to zero for
the records matching the specified criteria.
0 For Non-Personal Services, the process will set the Proposed Budget amount to zero
for the records matching the specified criteria.

When selecting the Version, all PLANNING budget versions are available for processing. If mass
updates are desired against the CURRENT version of the budget, the CURRENT version must first be
copied to a Planning version, updated through these processes, and then copied back to the
CURRENT version.

After the process successfully completes, you can view the trace file to see the identifying
information for the process, such as Budget Reference and affected tables. To analyze the results of
your “what-if” analysis, you can use the online inquiries, as well as query on the record
BUD_PSB_BOR. When querying this record, include criteria for your SetID and for the
BUD_VERSION_BOR of PLANNING (or whatever you have named your Planning version on which
you performed the mass update).

For complete step-by-step instructions on performing “what-if” analyses, see Business Process
BP.020.020, Processing What If Analysis (pages 151 — 156).

Lesson 5.3: Inquiring on Personal Services

The Online Personal Services Inquiry enables you to quickly review all Personal Services budget
information by Department for a specified budget version. All budget versions creating during the
original extract, copy, “what-if” analysis, and online update processes are available for this inquiry.

The Personal Services search criteria include SetID, Budget Version, Budget Ref, and Department.
You must enter or select your SetlD first. The resulting data includes the following:

Pay Group

Job Code
Position Number
Description
Proposed Salary
Current Amount
Per Rate
Proposed Budget
Exported Amount
Distribution %

Multiple rows may appear for the same position if the position’s funding is distributed across
multiple account codes or earnings codes.
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For complete step-by-step instructions inquiring on Personal Services, see Business Process
BP.060.010, Inquiring on Personal Services (pages 157 — 159).

Lesson 5.4: Inquiring on Non-Personal Services

The Online Inquiry of Non-Personal Services enables you to quickly review all Non-Personal Services
budget information by ChartField combination for a specific budget version. All budget versions
created during the original extract, copy, “what-if” analysis, and online update processes are
available for inquiries.

In the search criteria, you need to specify your Business Unit and the Budget Type. The Budget
Types are Appropriation/Organization, Grant, and Revenue Estimate. You must also select the
Budget Version and Budget Reference. In addition, you have the option of specifying the Fund Code,
Department ID, Program, Class, Project, and Account. You may use the % wildcard in any of these
fields.

The resulting budget includes the Total Current Budget and the Total Proposed Budget amounts for
all records in the search. The Org Budgets tab displays information for Organization budgets. This
page works in conjunction with the first page and only displays when a Non-Personal Services
Budget Type is specified in the criteria. The Organization Budgets selected will be a child record of
the selected Appropriation Budget.

For complete step-by-step instructions inquiring on Non-Personal Services, see Business Process
BP.060.020, Inquiring on Non-Personal Services (pages 160 — 163).
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Lesson 6: Budget Creation and Online Updates

Now that all of your “what-if” analyses have been completed, you are ready to create a CURRENT
budget version and perform your online updates. Online updates allow you to update your budgets
on a more detailed level than the mass updates. In order to perform online updates, you must have
a CURRENT budget version.

Lesson 6.1: Creating a CURRENT version of the Budget

In the last lesson we created a PLANNING version from the REFERENCE version of the budget. We
are now going to create a CURRENT version from our best PLANNING version. We will follow the
same Budget Copy process. The difference this time is to select the checkbox “Copy as Current”.
Once we select that, the “To Version” selection will gray out and we can run the process. You are
only able to have one CURRENT budget version at a time.

[ Budget Copy/Delete ')

Run Control ID:  SUPPORT Report Manager Process Monitor Run

Language: English v

Business Unit Q

Budget Action: | Copy LY
Version for BOR |REFERENCE Q Copy as Current Version?

To Version:

For complete step-by-step instructions on creating a PLANNING budget version, see Business
Process BP.020.010, Running the Budget Copy Process (pages 147 — 150).

Lesson 6.2: Deleting PLANNING Versions of the Budget

Once you have created your CURRENT budget version, you may want to clean up your old
PLANNING versions and remove them from the system. To do this, you can use the “Deleting the
Planning Version of Budget” process. You can run this process as needed when all desired “what-if”
analyses have been completed, and one of those versions has been copied to the CURRENT version.
It is the CURRENT version that the system uses for online updates and final export to HR/Payroll and
Financials.
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| Budget Copy/Delete

Run Control ID: DELETE Repord Manager Process Monitor _ Run

W

Language: English

Business Unit Q

Budget Action: Delete W

Version for BOR - Copy as Current Version?

To Version

When running this process, ensure that “Delete” appears on the Budget Action selection. When
searching for the version you want to delete, the Search view will show REFERENCE and CURRENT
versions as well as the Planning version(s) you have created. Budget Prep will only allow you to
delete the PLANNING version. If you try to delete the REFERENCE or CURRENT budget versions, you
will receive an error.

For complete step-by-step instructions on deleting a PLANNING budget version, see Business
Process BP.020.011, Deleting the Planning Version of Budget (pages 170 — 173).

Lesson 6.3: Updating Personal Services Online

Now that you have a CURRENT budget version, you can manually update the Personal Services
budgets that were created as a result of the HR/Payroll to BP Load process and any “what-if”
analyses/mass updates that were performed. Any additions or changes to the budgets are saved in
the Budget Prep module. The Personal Service budgets will eventually be exported back to
HR/Payroll as Job, Position, and Department data. In addition, the Personal Service budgets are
used to generate fringe estimates and Appropriation, Organization, and Grant budgets to be
exported to Financials. Remember, online updates can only be performed on CURRENT budget
versions.

To select an existing Personal Service record to update, you can search by Position Number,
Department, Employee ID, and Employee Name. When updating Personal Services, you must add
the new Position Number before clicking the Search button. If no position number is entered, the
search process displays all the old position numbers as well. If only the first two digits of the
position number are entered, the search process displays “No Matching Values”, or an error
message may be returned.

There are three tabs for Personal Services budgets: Budget Data, New Distrib, and Original Distrib.
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BUDGET DATA TAB

Budget Data MNew Distrib Original Distrib

Version: CURRENT

Position Number: 83000034 Student Assistant [ inactive?
Effective Date: 07/01/2014 Lumpsum Position
Department: 3301101010 |@&, Dept. of English Pay Group: |g37 |@,
Job Code: 839489 |@, Student Assistant
Empl ID: LUMPSM Empl Red: 0
Current Sal 4 000.00 Raise Effdt: |07/01/2014 |[5] Equity Adj: 0.00
Proposed Sal: 4,000.00 Change(%): 0.00 Supp Amt: 0.00
Proposed Bud: 4.000.00 COverride Proposed Budget: I:‘ FTE:| 0.490000
Reason: OJ
Proposed Monthly Salary: 33333  Proposed Hourly Salary: 1.92

[5] Save | |[2F Returnto Search | 1Z] Previous in List | 4= MNextin List

e Version: this field will always be CURRENT and cannot be edited

e Position Number: displays the Position number selected in the search criteria and cannot be
edited

¢ Inactive: checkbox enables you to inactivate the selected position

o Effective Date: defaults to 7/1 of the “To Budget Year” and cannot be edited

e Department: displays the Department to which the current position is assigned

e Job Code: displays the Job Code assigned to the current position

e Pay Group: displays the Pay Group to which the current position is assigned

e EmplID: displays the Employee ID for single incumbent positions, LUMPSM for multi-
incumbent positions, and VACANT for completely vacant positions; field cannot be edited

o Empl Rcd#: displays the Employee Record number for the employee to which the funding
applies and cannot be edited

e Current Sal: displays the position’s salary at the time of extraction. This value will be
selected from the Job Data for filled single incumbent positions, and from the Budget
Amount field for Position Data for LUMPSUM and VACANT positions. You cannot edit this
field.

0 Note: If future-dated rows exist at the time of the extract, the Budget Prep module
will use the most future-dated row with an Effective Date less than or equal to July 1
of the new fiscal year.

e Raise Effdt: reflects the date when the proposed salary change will take effect, either the
default date entered for the pay group during Parameter Definition, or July 1% of the new
fiscal year
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e Equity Adj: reflects the equity adjustment amount that can be added to a position. If you
enter a value here, the system will create a new Job Data row, effective 7/1 of the new
budget year. This row is in addition to the delayed raise occurring on the Raise Effective
Date. If a Job Data row for an equity adjustment already exists for July 1 of the new budget
year, the equity adjustment will be included in the Current Salary from the extract. In this
case, you should not enter an equity adjustment in the Budget Prep module.

o Proposed Sal: displays the salary amount being proposed for the position as of the Raise
Effective Date. Changing this field will automatically recalculate the Change (%) field.

e Change (%): reflects the percentage change between the Current Salary and the Proposed
Salary. Changing this field will automatically calculate the Proposed Salary amount.

0 Note: The Change (%) value is applied only to the Current Salary. The final Proposed
Salary is equal to the Current Salary plus the Change (%) plus the Equity Adjustment.

e Supp Amt: reflects any additional money budgeted with a position, but should not be
included in the Proposed Salary. For example, you could use this field to budget for any
additional pay.

o Proposed Bud: reflects the budget proposed for the selected position. This field is
calculated by prorating the Current Salary from 7/1 to the Raise Effective Date, and
combining this amount with the Proposed Salary from the Raise Effective Date until 6/30.
Furthermore, this calculation will factor in the actual number of hours in a year for hourly
employees, based on the Budget Reference Hours on the Year/Hours parameters panel.

e Override Proposed Budget: this checkbox activates the Proposed Bud field. This enables
you to override the calculated Proposed Budget amount. This may be useful in scenarios
where a filled position exists, but the employee may be terminating before the end of the
fiscal year.

e Reason: shows the Reason Code assigned to justify a Proposed Salary. If the Change (%) is
over the threshold value specified during Parameter Definition, this field is required.
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o Project of the University System of Georgia

e FTE: shows the FTE associated with a pay group based on the following table:

Pay Group Full/Part Time Indicator | FTE
A PT 0.50
A FT 1.00
C N/A 0.49
E PT 0.50
E FT 1.00
F N/A 0.75
G N/A 0.49
H PT 0.50
H FT 1.00
L N/A 0.49
P N/A 0.49
S N/A 0.49
T N/A 0.49
w N/A 0.49
Y PT 0.50
Y FT 1.00
B No FTE -

M No FTE -

N No FTE -
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NEW DISTRIB TAB

Budget Data New Distrib Original Distrib
Position Number: 83000034 EmplID: LUMPSM Empl Red: 0
Current Sal: 4 000.00 Proposed Sal: 4,000.00 Proposed Bud: 4,000.00
Personalize | Find
‘ sy [t *Account Code LI Dist% |Fringe % et *Start Date *End Date Fund Department ‘Prngram
Code Type amount Budget
1[Rec|@, [P @, 31101010104 2| [[100.00( [100.00¢ | 4,000.00 0700172014 |5 [0613012015 [ [10000 [1101010  [11100 |

e Earnings Code: shows the specific Earnings Code to which the specified funding applies.
Leaving this field blank indicates that the selected funding applies to all position earnings.
You will leave this field blank when creating Financials Personal Services budgets, while
Earnings Codes such as OVT may be configured for export back to HR/Payroll department
budgets.

o Dist Type: shows how salary and fringe amounts are distributed. Values are:

0 A =ByAmount- The amount field is still available but should not be chosen due to
limitations by ADP.

O N-=None

O P =By Percent

e Account Code: shows the funding associated with the Position and Earnings Code

e Distributed Amount: shows the amount of funding for the selected position for the selected
Account Code. A position may be funded by several different Account Codes whose
Distribution equals the total salary.

e Dist %: shows the percentage of the total funding for the selected position for the selected
Account Code. A position may be funded by several different Account Codes whose
Distribution %’s add up to 100%.

0 You will receive an error message when saving a page with a zero percent row that
has the same account code information as an existing row. This condition causes an
error when the Fringe Estimator is run so the error message prevents this error
condition.

e Fringe %: shows the percentage that fringe estimates will be calculated. This value can be
changed to calculate fringe estimates on a different percentage than earnings. The total
percentage of fringes must equal 100%.

e Proposed Budget: shows the portion of the overall Proposed Budget for the selected
position assigned to the selected Account Code. The calculation uses the Dist % to obtain
this value.

e Start and End Date: reflect the start and end dates for each account code distribution.
These fields can be edited to enable the configuration of account codes for different periods
throughout the fiscal year. The total distribution of all account codes must equal 100%.

e Fund, Department, Program, Class, Project/Grant, and Account: show the Financials
ChartFields associated with the selected account code. The Budget Prep module uses these
ChartField combinations to build Appropriation, Organization, and Grant Personal Services
budgets.
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ORIGINAL DISTRIB TAB

BudgetData | Mew Distrib || Original Distrib
Position Number: 83000034 EmplID: LUMPSM Empl Red: i)

Current Sal: 4,000.00 Proposed Sal: 4,000.00 Proposed Bud: 4,000.00

Personalize | Find | View A
Distributed
amount

Earnings
Code

Proposed

Account Code Budget

Dist Type Dist% Start Date End Date Fund Department |Program

Fringe

Class |

1|REGO“E-,-Pemem |331m1n1n1n; | ‘mnnnn|1nnnnn| 4nnnnn|n7-‘n1rzn14 |nn3-'3n-'zn15 |1nnnn |11n1n1n |111nn |1mnn |

The fields on the Original Distrib page are display-only and are the same as the New Distrib page.
The values represent the original budget and account code information for the position. This panel
displays the information from the REFERENCE version of the budget and is useful as a reference
point when changing the position budget information in the CURRENT version.

UPDATING PERSONAL SERVICES DATA
To update Personal Services Data, navigate to the desired field, change the value and save the page.
Keep in mind the following:
e Changing the Raise Effective Date, Equity Adjustment, or Change (%) will impact the
Proposed Salary and Proposed Budget Amounts.
e Changing the Proposed Salary amount will impact the Change (%) amount and Proposed
Budget Amount.
e Changing the Department, Pay Group, or Job Code fields will change the corresponding
values in Job and Position Data when exporting back to the HR/Payroll system.
e Changing the Account Codes and Distribution % will impact the Personal Service financial
budgets in the Financials system, and Department Budget data in the HR/Payroll system.
e Inactivating the Position in the Budget Prep Module will create a new Position Data row,
making the position inactive on 7/1 of the “To Budget Year.”

Multiple Employees in Single Incumbent Position
Occasionally, multiple employees are in the same single incumbent position. This may happen when
one employee starts in a position as another is leaving at some point in the “To Budget Year.” Both
employees will appear in the Budget Prep Module. Use the following steps for this scenario:

e Zero out the Proposed Salary for the employee that is leaving.

e Add the Budget Amount associated with the employee leaving to the Supplemental Amount

for the new employee.

This process will result in an accurate Proposed Budget for the position, without impacting the
HR/Payroll export data.

Split Funding Instructions:

On the New Distrib tab, insert a new row. The distribution can be split by percentages, or by start
and end dates. To split by end date, the Dist % and the Fringe % will be 100%, but the Start and End
Dates will change.
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For complete step-by-step instructions on updating Personal Services Budgets online, see Business
Process BP.020.030, Updating the Personal Services Budget Online (pages 174 — 183).

Lesson 6.4: Updating the Non-Personal Services Budget Online

The Non-Personal Services page is used to manually modify Non-Personal Services Appropriation
and Organization budgets that were created as a result of the Financial extract process and any
mass updates that may have been performed. As with other online updates, only the CURRENT
version of the budget is available. Appropriation Budgets may also be manually added using the
highest account level of budgeting which is at the 600000, 700000, or 800000 level.

To select an existing Non-Personal Services record for viewing, you can enter the following search
criteria: Account, Fund Code, Department, Program Code and Class Field. An existing Appropriation
budget can be changed manually by navigating to the Proposed Budget field in the Appropriation
Level group box, and adjusting the amount to any value. Likewise, the user can navigate to the
Change (%) field to recalculate the Proposed Budget Amount.

An existing Organization budget can be changed manually by navigating to the Proposed Budget
field in the Organization Level group box, and adjusting the amount to any value, as long as the sum
of the Organization Budgets does not exceed the total Appropriation. Likewise, the user can
navigate to the Update % field to recalculate the Proposed Budget Amount. In addition, the user
can also modify the account for the Organization Budget.

In addition to modify Organization budgets, you can also add additional Organization Level budget
rows. Remember, the total sum of the Organization Budgets cannot exceed the total Appropriation
budget.

Non-Personal Srvcs

Business Unit: 42000 Version: CURRENT

Budget Type: Appropriation/Organization

Fund Code: 10500 Tuition

Department: 1001104 Dept Biology

Program Code: 11100 General Academic Instruction
Class: 11000 Gen Opns - General
Project:
Account: 700000 Operating Supplies & Expenses

Appropriation Level
Date: 07/01/2014 [ Current Budget: 22 500.00 Change{%): 0.00

Proposed Bud: 22,500.00 Org Sum: 0.00

Organization Level

Personalize | Find | View All I@ | & First ‘&' 1 of 1 &/ Last
Budget
Reference

1 @, 0.00 0.00! 0.00 10500 1001104 11100 11000 2014 [+ [=]

Account Current Budget Update % Proposed Budget Fund Code Department Program Code Class Field  Project/Grant

For complete step-by-step instructions on updating Non-Personal Services Budgets online, see
Business Process BP.020.040, Updating the Non-Personal Services Budget Online (pages 184 — 188).
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Lesson 6.5: Updating the Revenue Estimate Budget Online

You can use the Revenue Estimate Update page to manually add and modify Revenue Estimate
budgets created as a result of the Financials extract process, as well as any mass updates that may
have been performed. Only the CURRENT version of the budget is available for online updates. Any
changes to the Revenue Estimate budgets are saved in the Budget Prep module, until they are
exported back to Financials.

When searching for a Revenue Estimate budget, you need to input your Business Unit. You can then
search for a specific Account, Fund Code, Department, Program Code, and Class Field. You will then
be able to access the Revenue Estimates page to edit. To make the edits, use the Revenue Estimate
group box:
e Date: specifies the date the budget should take effect. This typically will be July 1 of the “To
Budget Year” minus 1.
e Change (%) displays the percentage between the Current Budget and Proposed Budget
fields. Changing this field will automatically calculate the Proposed Budget amount.
e Proposed Budget: displays the budget amount being proposed for the selected Revenue
Estimate. Changing this field will automatically recalculate the Change (%) field.
e To delete a revenue estimate budget, input a zero for the proposed budget amount and
click save.

Revenue Estimates

Business Unit: 53000 Version: CURRENT Bud Ref: 2015
Budaget Type: Revenue Estimate

Fund Code: 13000 Student Activities

Department: 9211000 Cumming Campus Intro

Program Code: 00000 All Departments

Class: 11000 Gen Opns - General

Project:

Account: 409000 Other Fees

Revenue Estimate
Date: |07/01/2015 [  Change(%): 0.00 Current Budget: 7,595.00

Proposed Bud: 7,595.00

For complete step-by-step instructions on updating Revenue Estimates Budgets online, see Business
Process BP.020.050, Updating the Revenue Estimate Budget Online (pages 189 — 192).
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Lesson 6.6: Updating the Grant Budget Online

This process reviews how to update or manually add a Non-Personal Service Grant Budget, as well
as how to review a comprehensive Grant Budget picture. Remember, Grants cannot be added in the
Budget Prep module. All grants must initially be created and configured in the Financials system. To
use this update, you can search for any existing, active Project/Grant. The Project/Grant type that
is budgeted here and will post to the PROJ_GRT Ledger are those whose attributes are “Grant” in
the setup in Financials.

On the Project/Grant page is a summary of information for the Grant that you searched for. This
read-only information includes:
e Grant Attributes: Effective Date, Status, Description, Project/Grant Type, Start Date, End
Date, and Manager Name
e Overall Project/Grant Amount and Spending Authority: These numbers are cumulative
across fiscal years.
e Proposed Budget Information: The values in this group box display the total for each Grant
budget component (Personal Services Budgeted for Period, Fringes Budgeted for Period,
and Non-Personal Services Budgeted for Period), and the Total Project Budgeted for Period.

On the Personal Services tab, the following read-only information is displayed:
e Attributes for each Position assigned to the Grant.
e Earnings Code and Account Code attributes for each position assigned to the Grant. If a
position is split funded, only the portion associated with the Grant will be displayed.

The data shown on the Personal Services tab is for information purposes only and cannot be
updated. The “Updating the Personal Services Budget Online” (BP.020.030) process should be used
to modify any Personal Services budget data. This page is essentially identical to the format of the
Personal Services pages, but is limited to positions with Grant funding.

On the Fringes tab, the following read-only information for the fringe estimates supported by the
Grant is displayed:
e Department, Employee ID, and Position Number
e ChartField combination: The ChartFields are taken directly from the ChartFields associated
with the position’s Grant funding with the exception of Account that comes from the Fringe
Accounts table. These fields include Account, Fund Code, Program Code, and Class Field.
e Fringe Type: This field specifies the fringe type associated with the ChartFields.
e Rate/Amount: This field displays the percentage or flat amount associated with the fringe.
e Amount: This field displays the amount of the Fringe Estimate for the Fringe Type and
ChartField combination.
e The data shown is for information purposes only. To modify any Fringe budget data, you
should use the “Update Fringe Benefit Estimates Online” (BP.020.070) process.

The Non-Personal Services page contains the fields that are available for update. The ChartFields
that uniquely define the grant budgets are displayed. All ChartFields are available for edit on this
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page. When modifying the ChartFields on existing budgets, care should be taken to not create a
ChartField combination that already exists.

e Date: The date field specifies the date the budget should take effect. This typically will be
7/1 of the “To Budget Year.”

o Current Budget: This field displays the amount of the original budget, plus any permanent
budget amendments that were extracted from Financials for the specified Project/Grant
budget.

e Change (%): This field displays the percentage change between the Current Budget and
Proposed Budget fields. Changing this field automatically recalculates the Proposed Budget
amount.

e Proposed Budget: This field displays the budget amount being proposed for the new budget.
Changing this field automatically recalculates the Change (%) field.

Non Personal Srvcs

Mon Personal Srves Find | View All First ‘& 1 of 1 &/ Last

[H[=]

Business Unit: 27000 Project 012 Budget Reference 2012 Version CURREMNT
Budget Type: Grant

Fund Code: (20000 @, Restricted Education & General
*Department: 2001200  |@, SEOG
*Program Code: 18100 @, Scholarships
Class: 51000 @, Sponsored - Federal
Account: (781000 @, Scholarships
Date: Current Budget: Change(%): Proposed Budget:
B

You can manually modify a Non-Personal Service Grant budget by navigating to the Proposed
Budget field and adjusting the amount to any value. Likewise, you can make the change in the
Change (%) field to recalculate the Proposed Budget Amount.

To add a Non-Personal Services budget to the grant, you will need to insert a new row on the Non-
Personal Services page. You will enter the desired ChartFields to uniquely identify the new grant

budget:
e Fund Code: Any existing fund code in the 20000 — 29999 range may be selected.
e Department
e (Class Field
e Program Code
e Account: Typically, only a 600000 — 999999 account should be selected, as 500000 accounts

will be generated through the Personal Services budgets.

Budgets will automatically be added only to the CURRENT version of the budget for the specified
Project/Grant.
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For complete step-by-step instructions on updating Grant Budgets online, see Business Process
BP.020.060, Updating the Grant Budget Online (pages 193 — 196).

Lesson 6.7: Resetting Raise Effective Dates

The process of Resetting Raise Effective Dates enables you to update the Raise Effective Dates on all
Personal Services pages for selected pay groups. This process should only be performed if the initial
extract from HR/Payroll has been completed. Whereas the initial Raise Effective Dates can be run
for all applicable Pay Groups at the same time, this process is often run only for the Pay Group(s)
that need to be updated.

Reset Raise Effective Dates

Run Control ID RESET_RAISE Report Manager Process Maonitor Run
Language English -

Report Request Parameters

SetlD 71000 |@,
Set Raise Date
Budget Ref: 2015
Pay Group: OJ
Raise Effective Date: &

*** NOTE: DO NOT use this page if the initial extract has NOT
been run_ If the initial extract has NOT been run, change the Raise
Effective Date on the PAYGROUP RAISE EFFECTIVE DATE
PARAMETER page instead.

If the initial extract HAS been run, enter the correct date above for
the Paygroup you wish to change and click run. THEN, return to
the PAYGROUP RAISE EFFECTIVE DATE PARAMETER page
and correct the effective date for the paygroup this process was
just completed.

The "Set Raise Date" button will take you to the PAYGROUP
RAISE EFFECTIVE DATE PARAMETER page.

To run this process, enter your SetID and select the Pay Group. Then enter the new Raise Effective
Date for that particular Pay Group. After running the process, verify that the process completed
successfully and that it was posted. You then need to return to the Reset Raise Effective Date page.
Here, select the Set Raise Date button to go to the Raise Effective Dates page. You then need to
update the Pay Group with the new Raise Effective Date for which you just ran the process.
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Raise Effective Dates

SetlD 71000

Raise Effective Dates by
¥ Personalize | Find |@|@ First ‘&' 1-17 of 17 &' Last

Paygroup
;Er..r?rup Description Date From
1(71A &, Salaried 071012015 |5 [+] [=]
2|71B |@, BenefitBilling 07/01/2015 |FH [+ [=]
3|71C @, Temporary Staff 071012015 |[H  [+] [=]
4 |7T1E |@, ExemptHourly 07/01/2015 |[H [+ [=]
5[71F @, 10 Month Faculty 08/01/2015 |[H  [+] [=]
671G @, Graduate Assistants 071012015 |[H  [+] [=]
7[71H |@, Staff 071012015 |[H  [+] [=]
8 |71J @, 10 month NonFac-non-exempt 071012015 |[H  [+] [=]
9 |71L |@, Temporary Salaried 07/01/2015 |[FH [+ [=]
10 [71M @, Pending Faculty 071012015 |[H  [+] [=]
11 71N | @&, Mon-paid Affiliate 07/01/2015 |[H [+ [=]
12 [71P |@, Part Time Faculty 071012015 |[H  [+] [=]
13715 |@, Summer Faculty 071012015 |[H  [+] [=]
14 71T &, Student Assistants 071012015 |[H  [+] [=]
15 [T1W @, College Work/Study 071012015 |[H  [+] [=]
16 71X @, 10 month NonFac-exempt 07/01/2015 |[FH [+ [=]
17 [71Y &, 12 Month Faculty 071012015 |[H  [+] [=]

For complete step-by-step instructions on resetting the Raise Effective Date, see Business Process
BP.020.090, Resetting Raise Effective Dates (pages 197 — 202).
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Lesson 7: Fringe Benefit Estimates

Lesson 7.1: Generating Fringe Benefit Estimates

You can generate Fringe Benefit Estimates based on the proposed Personal Services budgets and
the fringe estimate percentages, accounts, and amounts that were defined in the initial setup. You
can run this process multiple times against the same budget version. However, this process will not
rebuild any fringe estimates that have been protected using the online fringe estimate adjustment
procedures (lesson 7.2).

This process populates the Fringe Estimate table, displaying fringe estimates for each position for
FICA Emp, FICA Medicare, Retirement, Group insurance, and Life Insurance. Typically, the Budget
Coordinator executes this process after creating the CURRENT budget version and after making any
necessary updates to the Personal Services budgets.

When running this process, you can run it on any budget version. Typically, you will select the
CURRENT version though. In addition, you can choose to generate fringes for a single department, a
department range, or for all departments. On the initial run of this process, we recommend that
you run it for all departments. Once you have generated the fringe estimates, you can update these
estimates online.

Fringe Estimate

Run Control ID fringe Report Manager Process Monitor Run

Language English -

Deptid Values

Business Unit: 71000 @, Version: |[CURRENT @,
From Department: OJ
To Department @,

All Departments: [V

For complete step-by-step instructions on Fringe Estimates, see Business Process BP.040.040,
Generating Fringe Benefit Estimates (pages 203 — 207).

Lesson 7.2: Updating Fringe Benefit Estimates Online

Now that you have run the Fringe Estimate Generator process, you can manually adjust the results
that were created from that process. Manual adjustments to the fringe benefit estimates may be
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useful when more information is available about fringes for a particular position. Budget users can
access the Fringe Updates page to review the results of the Fringe Estimate Generator, as well as to
make manual adjustments.

On the Fringe Updates page, the selected Position’s information includes the Budget Version,
Position Number, Department, Employee ID, and Name in the Header. The rows below the header
include:

e ChartField Combination: With the exception of Account, the ChartFields are taken directly
from the ChartFields associated with the position’s funding. The Account defined on the
Fringe Account setup page is substituted in place of the earnings account.

e Fringe Type: This field specifies which fringe type the ChartFields and amount are associated
with. The values will be one of FICA EMP, FICA, MED, RETIRE, GROUP, or LIFE.

e Rate/Amt: This field displays the percentage or flat amount associated with the fringe and is
taken directly from the Fringe Estimate setup pages.

e Proposed Amount: This field displays the amount of the Fringe Estimate for the Fringe Type
and ChartField combination.

e Lock?: This checkbox indicates whether or not the fringe is protected from any additional
processing of the Fringe Estimate Generator. If the checkbox is ON, the row is locked and
the data will not be updated by subsequent executions of the Fringe Estimate Generator.

e Plan Type, Benefit Plan, and Coverage Code: These fields display the values selected in the
Fringe setup for Retirement and Group fringe estimates.

Fringe Updates

Version: CURRENT Department: 5502100

Position Number: 100151 Pool ID:

Empl ID: Name:

Personalize | Find | (2 |L:d First'4) 15 of 5 ‘& L ast
*Account *Fund *Department *Program *Class Project Bud Ref Frmge Rate/Amt Proposed Amount Lock? Plan Type Benefit Plan Coverage Code

1551000 [@, 10000 |3 5502100 (@ (15300 @ [11000 @ @, 2015 |[FICAEMP @ 6.20 2,105.40 +] =]
2 /551200 |@, [10000 |@, [s502100 @, [15300)@, [11000 @ @, 2015 [FICAMED |@ 1.45 492.39 & =
3 /652000 |@, [10000 |@, 5502100 @, [15300)@, [11000 @, @, 2015  [RETIRE (%) |@, 9.24 313772 7Y ORPL [+ [=]
4553000 |@, 10000 |, 5502100 '@, |15300 ‘&, [11000 (@ @, 2015 |GROUP ($) |@, 4195.00 4,195.00 06 MED 01 =+ [=]
5553200 |@, [10000 | @, (5502100 @, [15300)@, [11000 |@ @, 2015 [UFE @ 180.00 180.00 + =

Typically, five rows will appear for each position if Fringes have been generated for FICA EMP, FICA
MED, RETIRE, GROUP, and LIFE, and 100% of a position’s funding is from a single source. Split
funded positions will likely have additional fringe estimates for different ChartField combinations
and are prorated based on the account codes distribution percentage.

To change a fringe estimate amount manually, enter a new proposed amount in the Proposed
Amount field for a specific fringe. To add fringe estimate row and amount, click on the + sign at the
right. When adding a new value, the new row must have different ChartField combination from any
of the existing rows. If you manually change a value, you should give serious consideration to
clicking the checkbox in the “Lock?” field (ON) to protect the change from being overwritten by
subsequent Fringe Estimate Generator runs. NOTE: To remove a fringe entirely from a position,
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zero the proposed amount to zero and lock the row. This will prevent the system from recalculating
the fringe type again.

For complete step-by-step instructions on updating Fringe Estimates, see Business Process
BP.020.070, Generating Fringe Benefit Estimates (pages 208 —211).
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Lesson 8: Creating a Complete Budget

After you have completed your what-if analyses and all of your online updates, you are then ready
to build your overall budget and analyze it. This process involves running the Build Financials
process and using various inquiries and reports to analyze the results.

Lesson 8.1: “Build Financials” Process

The Build Financials process aggregates all Personal Services, Fringe Estimates, Non-Personal
Services, Revenue Estimates, and Grant budget data, in both summary and detail. The result of this
process is the Aggregate Financials Budget (AFB) table. The Aggregate Financials Budget table
supports reporting by presenting a complete budget picture in a consistent format.

Users can build the Aggregate Financials Budget table as many times as needed to provide an up-to-
date snapshot of the entire budget picture and generate reports for review. However, the process
of exporting the budget data to Financials (lesson 9) can only occur once per budget development
cycle. Once the final export to Financials has been run, the BORBUILD process cannot be re-run.

When running the Financials Build process, you must have a CURRENT budget version that is ready
for reporting. Also, the process itself does not generate any reports. However, you can query the
data or view in through the Aggregate Detail Inquiry.

This Build Financials process generates two tables:

e BUD_AGGDET_BOR: This table displays detailed Financials budget data built from Personal
Service, Fringe Estimate, Non-Personal Service, Revenue Estimate, and Grant budget data in
the Budget Prep module. This table provides a complete picture of the Financials budget
picture, but with attributes and detail that are built during budget preparation and in a
consistent Financials format. The extract detail is not necessary for Financials, but supports
the reporting function in the Budget Prep Module. Please note that entries in the
BUD_AGGDET_BOR table are rounded up to the next whole dollar.

e BUD_JRNLBLD_BOR: This table displays a summary of the Financials budget data from
Personal Service, Fringe Estimate, Non-Personal Service, Revenue Estimate, and Grant
budget data in the Budget Prep Module. This table provides a list of all the budget journals
that will be created during the Export to Financials process. The data is similar to the data in
the BUD_AGGDET_BOR table, but is aggregated to a summary level by Financials budget
type to provide more efficient creation of budget journals in Financials.
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Build Financials

Run Control ID build_2016 Report Manager Process Monitor Run

Language English h

Budget Reference: 2016

Deptid Values
*SetlD: 42000 |3

From Department:

To Department:
All Departments

For complete step-by-step instructions on running the Build Financials process, see Business Process
BP.020.080, Processing Build Financials (pages 212 — 217).

Lesson 8.2: Analyzing Data Using Inquiries

Now that you have run the Build Financials process, you can analyze your complete budget through
online inquiries. The Aggregate Detail Inquiry queries data from the Aggregate Financials Budget
table. This inquiry enables the users to review the Personal Service, Fringes, and Non-Personal
Service budgets, by department and by ChartField combination for the CURRENT budget version.

When entering search criteria for the Aggregate Detail Inquiry, you can ask for specific criteria or
generate results for all values in a particular field. You will need to input your Business Unit first.
When selecting the Ledger, you can select the APPROP, ORG, REVEST, or PROJ_GRT ledger. Leave
this field blank to retrieve all Ledger sources.

When selecting Budget Source, select Fringe Estimates, Non-Personal Services, or Personal Services.
Leave this field blank to return all Budget Sources. You will also need to specify the Budget
Reference. Only budgets associated with the selected budget reference will be retrieved in the
inquiry.

You can also retrieve budget information specific to these specific ChartFields: Fund, Department,
Program, Class, Project, and Account. A value of “%” in any field serves as a wildcard and will
retrieve all values for that field. A wildcard may also be used as a prefix or suffix to any ChartField
search string.
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For complete step-by-step instructions on running the Aggregate Detail inquiry, see Business
Process BP.060.030, Inquire on Aggregate Detail (pages 218 — 221).
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In addition to the Aggregate Detail Inquiry, you can also use the Inquiry on Personal Services and
the Inquiry on Non-Personal Services that were detailed in lesson 5.

For complete step-by-step instructions inquiring on Personal Services, see Business Process
BP.060.010, Inquiring on Personal Services (pages 157 — 159).

For complete step-by-step instructions inquiring on Non-Personal Services, see Business Process
BP.060.020, Inquiring on Non-Personal Services (pages 160 — 163).

As well as the online inquiries, you can also build your own queries on the Budget Prep records. The

following grid details the record name and the basic information contained in each record.

Record Name

Description

BUD_AGGDET_BOR

Aggregate details for APPROP, ORG, REVEST, and PROJ_GRT
Ledgers

BUD_JRNLBLD_BOR

List of budget journals that will be created during the Export to
Financials process

BUD_NPSA_BOR

Details of Non-Personal Services for all Budget Versions and
Ledgers

BUD_NPSB_BOR

Details of Non Personal Services for all Budget Versions

BUD_PSA_BOR e Lists position numbers and if the position is Active or Inactive
BUD_PSB_BOR e Details of Personal Services for all Budget Versions
BUD_PSC_BOR e Details of Personal Services for all Budget Versions

BUD_HLTHBEN_BOR

List of EmplIDs who have health benefits, benefit types, and
effective dates

BUD_RETPLAN_BOR

List of EmplIDs who participate in a retirement plan and the plan
type

BUD_FRG_UPT_BOR

Details of Fringe Benefits by position number

In order to query these Budget Prep records or run any Budget Prep queries, you will need to have
your Security Administrator add the role “BOR_PT_QRY_BUDPREP” to your User ID in PeopleSoft

Financials.
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Lesson 8.3: Analyzing Data Using Reports and Queries

There are numerous reports you can run in the Budget Prep module after running the Build
Financials process, which will help you analyze your budget. The following grid details the report
name and the purpose/detail of the report. The navigation for reports in the Budget Prep Module is
BOR Menus > BOR Budget Prep > Budget Prep Reports.

Report Name

Purpose/Detail

Schedule C — Statement
of (Summary) Revenue

Provides a summary of revenue budget information

Includes revenue data for the original budget for the current fiscal
year, the amended budget for the current fiscal year, and the
proposed budget for the upcoming fiscal year.

Revenue data totals by Class Ranges within a Fund Code

Report can be run for one or all Fund Codes (use % wildcard for all
Fund Codes)

Schedule C-1 — Detail of
Available Funds

Provides detailed revenue budget information

Includes revenue data for the original budget for the current fiscal
year, the amended budget for the current fiscal year, and the
proposed budget for the upcoming fiscal year

Similar to Schedule C, but with a further breakdown of revenue
within Account ranges

Budget revenue data totals by Account ranges within Class ranges,
within a Fund Code

The Account range categories vary depending on the associated
Class range

Report can be run for one or all Fund Codes (use % wildcard for all
Fund Codes)

Schedule D — Summary
of Budget Functions

Provides summary budget information for proposed expenditures
by Program

Includes budget data for the original budget for the current fiscal
year, the amended budget for the current fiscal year, and the
proposed budget for the upcoming fiscal year.

For the proposed budget, the expenditures by program are
further broken down by Personal Services, Travel, Operating
Supplies, Equipment, and Non-Mandatory Transfers.

Budget Expenditure data totals by program ranges within Class
ranges, within a Fund Code.

Report can be run for one or all Fund Codes (use % wildcard for all
Fund Codes)
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Report Name

Purpose/Detail

Schedule D-1 -
Summary of Functions
by Fund Source

Provides summary budget information for proposed expenditures
by Program (function)

Similar to Schedule D, but only includes the proposed budget for
the upcoming fiscal year.

Budget expenditure data totals by program ranges within Class
ranges, within a Fund Code

Report can be run for one or all Fund Codes (use % wildcard for all
Fund Codes)

Schedule E — Statement
of Personal Services

Provides budget information for Personal Services

Includes budget data for the original budget for the current fiscal
year and the proposed budget for the upcoming fiscal year.
Personal Services data totals by salary account ranges within Class
ranges, within a Fund Code

Report can be run for one or all Fund Codes (use % wildcard for all
Fund Codes)

Schedule E-1 — Detail of
Institutional Fringe
Benefits

Provides summary fringe benefit budget information

Includes budget data for the original budget for the current fiscal
year, the amended budget for the current fiscal year, and the
proposed budget for the upcoming fiscal year

Fringe estimate budget data totals by fringe account within a Fund
Code.

Report can be run for one or all Fund Codes (use % wildcard for all
Fund Codes)

Schedule F — Schedule
of Non-Personal
Services

Provides budget information for proposed Non-Personal Services
expenditures by Account range

Includes budget data for the amended budget for the current
fiscal year, and the proposed budget for the upcoming fiscal year
Non-Personal Service budget data totals by the first three digits of
the Account within a Class range, within a Fund Code

Report can be run for one or all Fund Codes (use % wildcard for all
Fund Codes)
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Report Name

Purpose/Detail

Schedule G -
Department Budget by
Fund Source, Function,
and Expenditure Type

Provides Personal Service and Non-Personal Services budget
information for a department, broken down by Program, Class
and Account

Includes budget data for the original budget for the current fiscal
year, the amended budget for the current fiscal year, , the
proposed budget for the upcoming fiscal year, and any
projects/Grants within a department.

Report data totals by Account ranges within a Class range, within
a Program range, with a Fund Code, and within a Department or
Project/Grant.

Specify one or all (%) Fund Codes, Department Range, or Project
Range.

Sort by Position, Account Code or Name

Schedule G-1 — Detail of
Personal Services

Provides Personal Services budget information for a department
broken down by Position Number, Name, Employee ID, Job Code,
Job Description, Fund, Account, and Program

Includes budget data for the amended budget for the current
fiscal year, the proposed salary for the upcoming fiscal year, and
the proposed budget amount for the upcoming fiscal year
Positions that are split-funded will be marked by an * beside the
proposed budget amount

Report data totals by Class within a Department

Specify the version (CURRENT)

Include a range of Departments

Sort by Position, Account Code or Name

Schedule J — Schedule of
Employee Salary Ranges
Report

Provides a count of the number of positions and total
compensation amount within a specified salary range
Parameter is the budget version (CURRENT)

Schedule K — Salaries of
$100,000 and Over
Report

Provides a listing of every employee slated to make over $100,000
in the upcoming fiscal year
Parameter is the budget version (CURRENT)

Schedule L — Total
Raises for Filled
Positions Report

Provides a count of the number of positions and a percentage of
all positions within a specified raise percentage range
Parameter is the budget version (CURRENT)

Revenue/Expense
Compare Report

Provides a summary of revenues vs. expenses by Fund Code
When running the report, you can choose to show the ORG ledger
or not

Provide a sort order based on Account, Class, Program,
Department and Project
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To access a BOR predefined query:

Query Viewer: Main Menu > Reporting Tools > Query > Query Viewer
Query Manager: Main Menu > Reporting Tools > Query > Query Manager

Query Name Description Parameters

BOR_BP_AGG_GRANTS Returns the following for: Unit

Budget Prep Aggregate for Grants Unit, Budget Ref, Position, Fund, Budget Ref

Dept, Descr, Program, Class, Project,
Account, Proposed Budget, ID, Empl
Rcd#, Acct Code, Source, Fund,
DeptID, Program, Class, Proj/Grt,
Acct, Ledger

BOR_BP_BUDAGG Returns the following for: Unit

Budget Prep Aggregate Unit, Position, Fund, Dept, Descr, Budget Ref

Program, Class, Project, Account,
Proposed Budget, ID, Name, Empl
Rcd#, Acct Code, Source, Fund,
DeptlID, Class, Program, Proj/Grt,
Acct, Ledger

BOR_BP_DIST_EXCEPTIONS Returns the following for: SetID

Budget Prep Proposed Distrib SetID, Budget Ref, Position, ID, Empl Budget Ref

Exceptions Rcd#, Proposed Budget, Dist
Proposed Budget

SetID

Bud Ref
Budget Prep Earn Code List <> REG | SetID, Descr, Dept, Position, Job Version

Code, Descr, ID, Name, Current
Amount, Equity Adj Amt, Supp Bud
Amt, PerRate, Proposed Salary,
Proposed Budget, Group, Bud Orig
PayGrp, Acct Code, Account, Fund,
Budget Dept, Program, Class,
Project, Distrib %, Master Acct,
From, Eff Date, Distrib Prop Budget,
Distrib Prop Sal, EarnCode

BOR_BP_ORIG_SAL_NAMES Returns the following for : SetlD
Bud Ref

BOR_BP_ERN_CD_LIST Returns the following for:

Original PSvc wnames and distrib
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SetlD, Descr, Dept, Position, Job
Code, Descr, ID, Name, Current
Amount, Equity Adj Amt, Supp Bud
Amt, PerRate, Proposed Salary,
Proposed Budget, Group, Bud Orig
PayGrp, Acct Code, Account, Fund,
Budget Dept, Program, Class,
Project, Distrib %, Master Acct,
From, Eff Date, Distrib Prop Budget,
Distrib Prop Sal, EarnCode

BOR_BP_ORIG_SAL_NONAME

Original Psvc vac-Lump-pct distrib

Returns the following for:

SetID, Descr, Dept, Position, Job
Code, Descr, ID, Current Amount,
Equity Adj Amt, Supp Bud Amt,
PerRate, Proposed Salary, Proposed
Budget, Group, Bud Orig PayGrp,
Acct Code, Account, Fund, Budget
Dept, Program, Class, Project,
Distrib %, Master Acct, From, Eff
Date, Distrib Prop Bud, Distrib Propr
Sal

SetID
Budget Ref

BOR_BP_POSNS_SAME_CHTFIELD

Identifies positions that have
different earnings codes with the
same ChartFields.

Returns the following for:

SetlID, Position, Bud Ref, Acct Code,
Account, EarnCode, Empl ID, Empl
Rcd#, Department, Distrib %,
Proposed Budget

SetID
Budget Ref

BP Reports

Reports can be viewed in either the Report Manager or the Process Monitor.

When running a

report, you can select how you want the report to be displayed, e.g. HTML, PDF. You can also
choose to run your report to the Web or to a separate window.

Report Name Description Navigation Parameters
Schedule C Provides a summary | BOR Menus > BOR e Business Unit
Statement of of revenue budget Budget Prep > Budget e Fund Code
(Summary) information. Prep Reports > Schedule

Revenue C

FY2018 Budget Prep User’s Guide

© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

81




(I)GEORGIAF/BST Creating a Complete Budget

chchchch

Schedule C-1 Provides detailed BOR Menus > BOR e Business Unit
Detail of Available revenue budget Budget Prep > Budget e Fund Code
Funds information. Prep Reports > Schedule

C-1

Schedule D Provides summary BOR Menus > BOR e Business Unit
Summary of Budget | budget information Budget Prep > Budget e Fund Code
Functions for proposed Prep Reports > Schedule

expenditures by D
Program.

Schedule D-1 Provides summary BOR Menus > BOR e Business Unit
Summary of budget information Budget Prep > Budget e Fund Code
Functions by Fund for proposed Prep Reports > Schedule
Source expenditures by D-1

Program (function).

Schedule E Provides budget BOR Menus > BOR e Business Unit
Statement of information for Budget Prep > Budget e Fund Code
Personal Services Personal Services. Prep Reports > Schedule

E

Schedule E-1 Provides summary BOR Menus > BOR e Business Unit
Detail of fringe benefit budget | Budget Prep > Budget e Fund Code
Institutional Fringe | information. Prep Reports > Schedule
Benefits E-1

Schedule F Provides budget BOR Menus > BOR e Business Unit
Schedule of Non- information for Budget Prep > Budget e Fund Code
Personal Services proposed Non- Prep Reports > Schedule

Personal Services F

expenditures by
Account range.

Schedule G Provides Personal BOR Menus > BOR e SetlD
Department Budget | Service and Non- Budget Prep > Budget e From DeptID
by Fund Source, Personal Services Prep Reports > Schedule | ¢  To DeptID
Function, and budget information G e Fund Code
Expenditure Type for a department, e From Project

broken down by e To Project
Program, Class, and
Account.

Schedule G-1 Provides Personal BOR Menus > BOR e SetlD
Detail of Personal Services budget Budget Prep > Budget e Version
Services information for a Prep Reports > Schedule | ¢  From

department broken G-1 Department
down by Position e To Department

Number, Name,
Employee ID, Job
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Code, Job
Description, Fund,
Account, and
Program.

Schedule )
Schedule of
Employee Salary
Ranges Report

Provides a count of
the number of
positions and total
compensation
amount within a
specified salary
range.

BOR Menus > BOR
Budget Prep > Budget
Prep Reports > Schedule
J

Business Unit
Version

Schedule K
Salaries of $100,000
and Over Report

Provides a listing of
every employee
slated to make over
$100,000 in the

upcoming fiscal year.

BOR Menus > BOR
Budget Prep > Budget
Prep Reports > Schedule
K

Business Unit
Version

Schedule L
Total Raises for
Filled Positions

Provides a count of
the number of
positions and a

BOR Menus > BOR
Budget Prep > Budget
Prep Reports > Schedule

Business Unit
Version

Compare Report

of revenues vs.
expenses by Fund
Code.

Budget Prep > Budget
Prep Reports >
Revenue/Expense
Compare

Report percentage of all L
positions within a
specified raise
percentage range.
Revenue/Expense Provides a summary BOR Menus > BOR Business Unit

Fund Code
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Lesson 9: Exporting Data Back to HR/Payroll and PSFIN

When your budget is ready and you have received word from the University System Office that the
budget has been approved, you can then export your budget data to the HR/Payroll Application and
PSFIN.

Lesson 9.1: Exporting Budget Journals to Financials

The Exporting Budget Journals to Financials process exports data from the detail Aggregate
Financials Budget table in the Budget Prep module to the Financials system for the “To Budget
Year.” The result of this export process is a set of unposted Appropriation, Organization, Revenue
Estimate, and Grant Budget Journals. Keep in mind that you can only export budget data to
Financials once per budget development cycle, after all budget data is finalized. Until then, users
can build the Aggregate Financials Budget table as needed to provide an up-to-date snapshot of the
entire budget picture and generate reports for review. Users may create a report of positions and
amounts in inactive Department and Fund codes prior to exporting to Financials by selecting the
checkbox as noted in the screenshot below. As long as the “Export Budget Journals to Financials”
checkbox is not selected, you may go back and make corrections as necessary.

When running this process, create a new Run Control ID and enter your Business Unit. Institutions
have the option to suppress zero budgets from being created during the export. When this box is
selected, the export will not create any zero budgets for APPROP, ORG, REVEST, or PROJ_GRT
budgets to be posted by Commitment Control. When you run the process to “Export Budget
Journals to Financials”, you will receive a warning indicating that this process can only be done once
for a budget year. After your process has run successfully, your budget journals will then need to
be posted in the PSFIN Commitment Control module.

Financials Export

Run Control ID SUPPORT Report Manager Process Monitor Run

Business Unit 23000 @, Budget Reference:

(3]
(=1
purd
(8]

Export Budget Journals to Financials
¥| Exclude Inactive Department/Fund Code and Create Report

Suppress ALL Zero Budgets from Finance

To create the Inactive Department and Fund Code Report for review prior to
running the Export Budget Journals to Financials, check OFF the Export
Budget Journals to Financials check box.
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Favorites = Main Menu > BOR Menus 3 BOR Budget Prep > Budget Prep Processing > Export Financials

B

Run Control ID: mfe Report Manager Process Monitor Run

Business Unit 39000 Q

Export Budget Journals te Financials
Exclude Inactive Department/Fund Code and Create Report

Budgets will Be Created for Fiscal Year: 2014

To create the Inactive Department and Fund Code Report for review prior to running the Export
Budget Journals to Financials, check OFF the Export Budget Journals to Financials check box.

The Financial Export process supports Commitment Control in that the KK_BUDGET_HDR and
KK_BUDGET_LN records are populated with the Budget Prep budgets. Commitment Control does
support multiple journal lines within a journal. The interface to Financials creates a separate journal
for each department/ledger group combination. Only the APPROP, ORG, PROJ_GRT, and REVEST
ledger groups are populated. The PRMST_EXP and PRMST_REV ledger groups are not populated
since they are cumulative and may cross fiscal years. To post the budget journals, users should run
the Batch Journal Post process in Commitment Control. For more information on posting Budget
Journals in Batch, see Business Process KK.030.002.

For complete step-by-step instructions on exporting data back to Financials, see Business Process
BP.040.020, Exporting Budget Journals to Financials (pages 222 — 226).

Lesson 9.2: Exporting Budget Data Back to HR/Pavroll Application

The Exporting Budget Data back to ADP process exports Personal Services data from the Budget
Prep module to the HR/Payroll system for the “To Budget Year”. The process creates a file
containing Job Data, Position Data, and Department Budget information. Specifically, this process
creates or updates the following information in the HR/Payroll system:
e Job Data: Up to three new rows may be created on this page
e Equity Adjustment: Effective-dated 7/1 of the “To Budget Year”
e Raise: Effective-dated as of the Raise Effective Date that is specified in the Budget Prep
Module
e End Appointment: 10-month faculty will receive an End Appointment row that is effective
dated 6/1 of the “To Budget Year”
e Note: Any newly created row could also have Department, Job Code, and/or Salary changes
as well.
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Changes made in the Budget Prep module to Department or Job Code will overwrite any changes
made to those values in the HR/Payroll system after the initial extract to Budgets. For Department
Budgets, the entire Department Budget definition for the new fiscal year will initially be created
from the Budget Prep module. Keep in mind, changes made in EV5 during Budget Preparation will
require subsequent extractions to the Budget Prep module such as new positions, terminations, etc.
until the budget is submitted to OPB.

When running the Export for ADP process, you will need to input your Business Unit and select
whether you are creating a test export file or a final export file. You can create the test export file
multiple times for validation purposes. Once you select the “Create Final Export File for ADP”
selection, you will not be able to run this export process again for this budget period.

After the process runs to selection, the system will generate two files:
o BORBUS8F2_xxxxxx.pdf: This is a printed report of the data contained in the export file.
o EPXPOO1XXX.txt file: The XXX represents the first three digits of your Business Unit. This file
will be retrieved by an ADP auto process for loading the new budget data into the
HR/Payroll system.

{ Export for ADP

Run Control ID: 3

not Manager  Process Montor __RuN

Business Unit 21000 |
Create Test Export File for HRPayroll &
Create Final Export File for HR/Payroll O

Budget Period:

For complete step-by-step instructions on exporting budget data back to HR/Payroll, see Business
Process BP.040.030, Export Changes to HR/Payroll (pages 227 — 231).
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Lesson 10: Validating Export of Data Back to HR/Payroll

ADP Step 6: Uploading Budget Prep Export File into EV5 Directory for Upload

After data has been completed in the Budget Prep module and Board of Regents approval has been
granted for budget data, export back into EV5 is needed to update position and employee salary
data. The file epxp001nnn.txt where nnn is the company id generated from the Budget Prep
module needs to be uploaded into the EV5 Report Outputs directory for the next process to locate
the file for import. Epxp001_nnnxxxxxx.csv where nnn is the company id and xxxxxxx is a datetime
stamp will be produced. This file will be used for validation. borbu8f2 862148.PDF is produced
along with the epxp001nnn.txt file.

VERY IMPORTANT! The epxp001nnn.txt must be named as such and saved where the EV5 system
can find the file.

This process will use the File Upload Utility from the Process bar in EV5.

Actions:

1. Within EV5 click the File Upload icon E| from the Process Bar in the upper right hand
corner of the EV5 window.

FEREE]

2. Click the w in the Look In: field to select the directory where you stored the epxp001nnn.txt
file was stored.

h Eila LInlnad '__]
E-FileUpl x

Look In: ||jh-1y Documents v| @ @ @ @E

T Dovwniloads

Ij My Meetings

] bty Muisic

Ij My Pictures

Ij My Videos

[ snact

D error2010 Payroll Spreadsheet Master EV'S with GL Recon 012582010 updated xlstm
D gokoutd xlsx

File Mame:

Files of Type: | Mon-executable files - |

Destination: | Batch Directary - |

Uplozcd Cancel
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(I)GEORGIAF/ZST Validating Data in EV5

3. Select the epxp001nnn.txt from the list.

Lok In: ‘DABAC v| @ @ @ IE

[ BUDGET FREP spohong L anohOn 70 s
D Budget Prep Process Pt D epxpll 570 txt
D Budget Prep Process Pt D epxpll] _S702010-02-2521 47 51.
D Budget Prep Process.di D epxpll] _S702010-02-2521 47 51
D Budget Prep Validation 1 D epxp001 _5702010-02-2521 47 51e
D Budget prep validtion to

[alurd D Budget Prep Wimba Ses
D Budget Prep Wimba Ses

I

File: Marme: | |
Files of Type: | Mon-executable files - |
Destination: | Batch Directory - |

| Lplozd || Cancel |

4. Use the w for Destination to select User Directory. Note: The default will be Batch
directory so you need to make sure you select User.

Destination: |Bstch Directary

Fatrh Archive Directore

5. Click the Upload button.

6. The File Upload Status box will appear. Validate the load is successful. You can print the
status to support a successful load of the file.
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Operator: USGSELLH  Destination: user directory Files: 1 ©n: Thu, 25 Feb 2010 21:19:20
Starting uplosd of. epxpO001570 txt
From: C\Budget PreplaBac
File zize: 102740 Segments needed for uplosd: 1
Successfully uploaded file

HNeuccessfully uplosded 1 file,

| Prirt || Close |

7. Validate the file is in the Report Outputs by clicking the Report Outputs icon from the
Process Bar.

@R @

8. In the File with extension ¥ select the * to reveal all the extensions that are produced by
the process.

——
File with extension: hsl hd

9. Click the column heading of Date/Time to have the most recent reports generated will
appear at the top of the list of reports.
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-E: Report Outputs

Look in: | Uzer Directory - File: weith extension: [* ¥

Matme € Datefime Size >
eppl0 570 txt 020252010 FT T = 2 7 41
epohild S log 0202572010 122713 P 1251
epohil S et 025252000 12:27:13 PM 91
epoh00g log 0202272010 16:533:59 P 17322
epohi00S_ 570t 02222010 16:33:59 P 128777
epoh009_570.csv 0202272010 16:533:59 P 156970
epohiond lis 0202272010 16:33:59 P 125675
epohi0ng dat 020222010 16:533: 39 P 21

Close |

10. Validate the epxp001nnn.txt is shown.

+; Report Outputs

BESHS0RE
Look in; |L|SEI’ Directory - | File with extension: | * %

— T DAt —ie |
epxp001 570 txd 0202502010 21:19:21 P 102@
SR T 02725 T251
epohllS.err 0202502010 12:27:13 P 91
epoh009. oy 0272252010 163359 PM 17322
epoh009_570 0272252010 163359 PM 128777
epoh009_S70.csy 0272252010 163359 PM 156970
epoh009 Jis 0272252010 16 3359 P 125675
epoh009. dat 0202202010 16,3339 PM M

Claze |

11. The file is now in place to import into the work table.

ADP Step 7: Preliminary Load of Budget Prep file into Work Table

The epxp001nnn.txt file will be imported into a worktable in EV5 for validation before the data is
inserted into the Job data rows for the employees. This work table allows you to review salary
increase and position data and make corrections in the Budget Prep module multiple times before
loading the data into the EV5 Job and Position rows.

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

90



f""""’»‘
{GEORGIAZ/ZST

FINANCIAL, INFORMATION & REPORTING
‘A Project of

Validating Data in EV5

Navigating to the page

PLANNING & ANALYSIS

L =) Navigation:

‘osition Management : :
Selry PIErEG Planning & Analysis—> USG Custom Processes =

Planning and Analysis Reports Inbound Interfaces = HR Salary Worktable
USG Custom Processes

= (EPXP001)

M
<: HF Salary Warktable (EPXPO01
oL

OHEHMH

Actions:

In the Report or Update section click the radio button for Run Report Only. It is very
important to run in Report Only mode first to validate the data is correct. The data will not

be loaded into the worktable until the file is executed in the Run Report and Update the
Database mode.

Note: While you cannot proceed to epbh011 to see the Errors and Warnings of the data

until you run this process in Update mode, you will get several reports from the report
mode to review before you update the database

‘ HR Salary Worktable (EPXP001)
[ HR Salary Worktable

Report or Update

@ Run Report Only 1 Run Report and Update the Databasze

Company: D C_u

D Run Repart

2. Use the magnifying glass to find your Company ID or enter the id.
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Project of the University System of Georgia

G tate Ll
Slbany State University
Armstrong Atlantic State Univ
Lugusta State University
Clayton State University
Columbus State Univer zity
Fort Yalley State University
Geaorgia College & State Univ
Geargia Southern University
400 Geargia Gwinnett College

34 matches

Ok | Cancel | Find... | Ll

3. Click the Run Report button.

D Fun Repart

4. Click OK.

‘roce
The epxpl] process has been submitted. (3000 5)

5. Click the Process Monitor button

(@ar &

6. Validate Success for epxp001. If Status is not success, review the .log report that is created
to reveal the error that has occurred to result in the process not being successful.

Note: When the Status shows “Queued”, be patient. The process status indicates that
other institutions are running the job. As soon as the job at one of the institutions is
completed, your job will be executed.
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OR
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[ Frocess Monitor
Operatar D Process Clazs
0 Select Al (W Select One  [USGSELLN g w0 Select Al () Select One
Server Fun Status
i Select &1 () Select One i Select & (O Select One

]

Dretail Process Iggprsﬂnr ICL ! E" ! ! . ime Status

14;&)(;3001 USGSELLH  PSUMX SGIR Report 1E1610 0272572010 9:47PM SUCCRES >
\ I

-

Beginning 1| day(s) ago Reset List Server Statl.ﬁ'

7. Toview the log report, click Report Outputs button

HEEE

8. In the File with extension ¥ select the * to reveal all the extensions that are produced by
the process.

"E{report Outputs j =
S BRE
Look in: | User.Directory i | File: weith extension: |lis V[k
Mame DatedTil" B

epopDdd_570lis

Cloze |

9. Click the column heading of Date/Time to have the most recent reports generated will
appear at the top of the list of reports. You should see a log report epxp001.log,
epxp001.dat, as .lis report epxp001.lis, and a report epxp001_nnnyyyy-xx-xxxx.xx.xx..csv
where nnn = institution.
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-E: Report Outputs

Look in; | Uzer Directory

-| Fill i gt -

epxpi0] log Fa I :

DatelTime

ep=pil] lis

[p2iz5i2010 21 4754 P

epxplll _S70201 0-02-2321 .47 .51 cav

|p2iz5i2010 21:47:55 PM

epxp0] dat

m2.|'25f2|]1 021:47:45 PM

Ep =l x D202502010 21:19:21 PM
epohi 5 oy 0202552010 12:27:13 PM
epohill S err 020252010 12:2713 PM
epoh009 Jog 0202202010 16:33:59 PM

=1t nnln} wdnE2Y. 3 O N1 0 A8 - E0) Db

10. Highlight the report name of epxp001.lis and click the View button or double click the

report name.

+E: Report Outputs

B eRE
Look in; | Uszer Directory - File with extension: |[* ™
| Mame Date/Time Size
020252010 29:47:54 P 2140| |
< epp0dd iz ) 0202502090 249:47:54 P 106130
MQ1 AT 51 cavw 020252010 29:47:53 P 35706
00 st 0242572010 29:47:45 P |5
epp001 570t 02252010 29:19:21 P 102740
epohill S oy 02252010 12:27:13 P 1251
epohill 3 err 020252010 12:27:13 PM b=
epohi009 oy 0202212010 16:33:59 P 173221—
ettt nm el T+t {whelwleSorlnk Nu i W=0 S0 Db 132 TTT i
Close |

11. The lis report will contain the detail of the positions information that will be imported in

department order.

Validation Tip:

Comparison of this report can be made against the Schedule G-1 that is produced in
the Budget Prep module.
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Enviromeent: BVZ6_Ervironment Tniversity System of Georgia Fage No. 1
Report ID:  epspO0l Fudget Extract Irbound Work Teble Fun Date 02/27/2010
Fun Time 11:20:13

Posilfbr Enplid Bud Effdt Reas Actn Deprid Jobed Py Comp AnnualRate Position Dist Dist  $td  Dis Pet Ern Jobed Comprate acon od Stert Dt Endbate
Code Code Grp Busiget Type Row  Hes cd
0049 0117048 01-JUL-2010 UPD DTA 01000400 'PFOO ¥ 3 93403.41 93403 P 40.00 100.000 FEG  PFO0 0.0000 RES10 01-JUL-2010 30-JUN-2011
0233 0117894 01-JUL-2010 BFA DTA 01000100 'PFOO0 F ) 50276.40 50278 F 40.00 100.000 FEG  FFOO 0.0000 RES10 01-JUL-2010 30-JUN-2011
0233 0117694 01-JUL-2010 EFA DTA 01000400 'PFOO F ) 0.00 50278 P 40.00 100.000 FEG  PFO0 0.0000 RES10 01-JUL-2010 30-JUN-2011
031z 0119163 01-JUL-2010 BFA DTA 01000100 'TI00 F ) 47415.80 47416 P 40.00 100.000 FEG  TI00 0.0000 RES10 01-JUL-2010 30-JUN-2011
0312 0119163 01-JUL-2010 EFA DTA 01000100 'TIo0 F ) 0.00 47416 P 40.00 100.000 FEG  TI0O 0.0000 RES10 01-JUL-2010 30-JUN-2011
0332 0117331 01-JUL-2010 EFA DTA 01000400 'PFOO0 F ) 0.00 56089 P 40.00 100.000 FEG  PFO0 0.0000 RES10 01-JUL-2010 30-JUN-2011
0332 0117331 01-JUL-2010 BFA DTA 01000100 'PFOO0 F ) 56099, 50 56099 F 40.00 100.000 FEG  FFOO 0.0000 RES10 01-JUL-2010 30-JUN-2011
0718 0117717 01-JUL-2010 BFL DTR 01000100 'PFOO0 F ) 54821.50 54821 P 40.00 100.000 FEG  PFOO 0.0000 RES10 01-JUL-2010 30-JUN-2011
0718 0117717 01-JUL-2010 EFA DTA 01000400 'BFO0 F ) 0.00 54821 P 40.00 100.000 FEG  FFO0 0.0000 RES10 01-JUL-2010 30-JUN-2011
0721 0117720 01-JUL-2010 UPD DTA 01000100 '&T01 H ) 41943, 62 42105 P 40.00 100.000 FEG  &T01 0.0000 RES10 01-JUL-2010 30-JUN-2011
0723 0117976 01-JUL-2010 UPD DTA 01000400 *5C00 & ) 33439.38 33439 P 40.00 100.000 FEG  3C00 0.0000 RES10 01-JUL-2010 30-JUN-2011
0745 0117744 01-JUL-2010 BFA DTA 01000100 'AF00 F ) 53476.40 53476 F 40.00 100.000 FEG  APO0 0.0000 RES10 01-JUL-2010 30-JUN-2011
0745 0117744 01-JUL-2010 EFL DTR 01000100 '&P00 F ) 0.00 53476 P 40.00 100.000 FEG P00 0.0000 FES10 01-JUL-2010 30-JUN-2011
J1061 0118499 01-JUL-2010 UPD DTA 01000400 "MWz H ) 27720.78 27627 P 40.00 100.000 FEG  MUD2 0.0000 RES10 01-JUL-2010 30-JUN-2011
11071 0119051 01-JUL-2010 BFA DTA 01000100 ’4300 F ) 41451.80 41452 F 40.00 100.000 FEG 300 0.0000 RES10 01-JUL-2010 30-JUN-2011
J1071 0119051 01-JUL-2010 EFA DTA 01000400 '&300 F ) 0.00 41452 P 40.00 100.000 FEG 300 0.0000 RES10 01-JUL-2010 30-JUN-2011
J107% 0120192 01-JUL-2010 BFA DTA 01000400 'INOD F ) 4500000 41000 P 40.00 100.000 FEG  INDO 0.0000 RES10 01-JUL-2010 30-JUN-2011
11078 0120192 01-JUL-2010 EFA DTA 01000100 *INOO F ) 0.00 41000 P 40.00 100.000 FEG  INDO 0.0000 RES10 01-JUL-2010 30-JUN-2011
1138 0119616 01-JUL-2010 UPD DTA 01000400 'LAOD € ) 23920.00 30000 P 40.00 100.000 FEG  LAOO 0.0000 RES10 01-JUL-2010 30-JUN-2011
1154 0120176 01-JUL-2010 BFA DTA 01000100 *INOO F ) 61200,00 61200 F 40.00 100.000 FEG  INDO 0.0000 RES10 01-JUL-2010 30-JUN-2011
1154 0120176 01-JUL-2010 EFL DTR 01000100 *INOO F ) 0.00 51200 P 40.00 100.000 FEG  INDO 0.0000 FES10 01-JUL-2010 30-JUN-2011
1155 0120177 01-JUL-2010 BFA DTA 01000400 'AP00 F ) 56292.50 56293 P 40.00 100.000 FEG P00 0.0000 RES10 01-JUL-2010 30-JUN-2011
1155 0120177 01-JUL-2010 EFA DTA 01000100 '&P00 F ) 0.00 56293 P 40.00 100.000 FEG P00 0.0000 RES10 01-JUL-2010 30-JUN-2011
16464 VACANT 01-JUL-2010 01000100 'AGOL k& 3D 0.00 0 P 0.00 100.000 FEG  &G01 0.0000 RES10 01-JUL-2010 30-JUN-2011
Totals for the Depertment: 01000100 686463.19 1150844
00124 0118753 01-JUL-2010 UFD DT2  J1000101 ‘3600 . 2 O 31397.20 31397 F 40.00 100.000 FEG GO0 0.0000 LAB10 D1-JUL-2010 30-JUN-2011
00485 0118636 01-JUL-2010 UFD DTR  J1000101 CRPOD -7k 0 34584.96 34585 P 40.00 100.000 FEG  RPOO 0.0000 LAB10 01-JUL-2010 30-JUN-2011
Totals for the Depertment: 01000101 65982, 16 65982
46010 LUMPSM 01-JUL-2010 UFD DTA 01000103 MU0l € 3 0.00 0 F 0.00 100.000 REG  MWO1 0.0000 PER14 D1-JUL-2010 30-JUN-2011
Totals for the Department: 11000103 0.00 0
00027 0117026 01-JUL-2010 EFA DTR 1000004 &S00 F 2 53721.60 53722 P 0.00 100.000 FEG &S00 0.0000 01-JUL-2010 30-JUN-2011
000Z7 0117026 D1-JUL-2010 EFA DTA  J1000104¢ &S00 F 3 0.00 s3722 F 0.00 100.000 REG &S00 0.0000 01-JUL-2010 30-JUN-2011
00109 0118858 01-JUL-2010 EFA DT: 1000104 4500 F 3 0.00 45142 P 0.00 100.000 FEG &S00 0.0000 01-JUL-2010 30-JUN-2011
00109 0118856 01-JUL-2010 EFA DTR  J1000104 &S00 F 2 46142.30 46142 P 0.00 100.000 FEG &S00 0.0000 01-JUL-2010 30-JUN-2011
onaza 011 Q1oI-70I0 NEDL DT Lonnine  ienn B 45 o 49 E 000 100 oon BE BO0 0 oo Q12010 A0-IN=201

12. Validate the information on the report is correct. The last page of the epxp001.lis lists the
totals for the report along with the record count. The Position Budget can be compared to
the Position Budget Salary field on the report that was produced by the BORBU8F2 process.
The D and J record counts can be compared as well.

Grand Totals

Total Annual Rate is : 14,5829, 760.03

Total Position Budget is 15, 617,549
—————————————— Totals ————————————

Input records read: ga5
Fecords written to the output file: 472
Descriptive Input records read: 440
Job Earnings Input records read: 385
Input records bypassed: u]
Error Count : u]

13. Close the panel showing the report.
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14. You can print the report by clicking the printer icon from within the report viewer or from
the Report Outputs box.

15. The epxp001.log provides information as to how many records were processed and the
processing mode that was execute

16. The epxp001_nnnyyy-xx-xxxx.xx.xx..csv provides the same data as the .lis but allows you to
open in EXCEL to sort and sum.

Validation Tip:
Comparison of this file can be made against the queries in the Budget Prep module.

17. Execute this process again but click the radio button for Run Report and Update the
Database. Follow the actions in this Step 7.

ADP Step 8: Budget Load into EV5 Position and Salary Rows (epbh011)

Important Note: You must have executed the epxp001 (Step 7) in Run Report and Update the
Database mode before this process can be executed.

The epbh011 process will take the data loaded into the work table in Step 7 and produce the Error
and Warnings reports as well as a .csv file to validate the data created in Budget Prep is what will be
loaded in EV5. The epbh011 MUST be executed in Report Only mode first. Critical that Report Only
is executed so that you can check your Errors and Warnings and return to Budget Prep to correct
the data.

IMPORTANT Reminders!

1. If you have executed the export in Budget Prep module as Final, you will not be able to
correct any data in Budget Prep.

2. If you have executed this process (epbh011) as Run Report and Update the Database in EV5,
you will not be able to correct any data.
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Navigating to the page

PEOPLE

DHFEHEHEHHEHEEEEHMHBE

I\

Perzonnel Actions

Perzonal Infarmstion

Maintain Benefit Coverages (People)

Record Benefit Events (People)

Business Expense Information

Fizk Management

Leave of Abzence Administration (People)

Employee Development (People)

Emploves Dizcipline (People)

Terminations

Irternational

Reports

Home Pages

Self Service Actions

USE HR Customs ! Processes

Imbound Irterfaces

Outhound Interfaces

B Processes
Employes Badge
HFE Buzinezz Unit Update (EPEHOZE1)
PPGRA Appointment Entey
PPGRA, Load to Work Table (EPEHOOS)
PPGRA Reviews Load to Work Tables

iudget Load (EFEHDT1)

Actions:

1.

Validating Data in EV5

Navigation:

People—> USG HR Customs / Processes 2>
Processes = Budget Load (EPBHO11)

For the first or repeated executions you will need to run in Report Only to validate the data

being loaded. Click the Run Report Only radio button on the Budget Load Report tab.
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Budget Load (EPBH011)
Budget Load Report (EPEHO11) r Budget Load Update (EPEHO11) r Budget Load Clear Trigger(EPEHO11) |

eport

(W) Run Repart Only

Company: 'j g

D Fiun Report |

2. Use the magnifying glass to find your Company ID or enter the id.

Company: L

“Ei Company {gl
gCe | Descr

|Geargia State University
210 Albany State University
240 Armstrong Atlantic State Univ
270 Augusta State University

280 Clayton State University

300 Columbus State University
330 Fort YWalley State University
360 Georgia College & State Univ
380 Georgia Southern University
400 Georgia Gyinnett College

34 matches

[]

Ok | Cancel | Find... Addd

3. Click the Run Report button.

|:| Fun Report |

4. Click OK.
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(I)GEORGIAF/BST Validating Data in EV5

The epbhi11 process has bheen submitted. (S000,5)

H

Qe

5. Click the Process Monitor button

GERE

6. Validate Success for epbh011. If Status is not success, review the .log report that is created
to reveal the error that has occurred to result in the process not being successful.

Note: When the Status shows “Queued”, be patient. The process status indicates that
other institutions are running the job. As soon as the job at one of the institutions is
completed, your job will be executed.

Monitor Processes

[ Process Maontor

Operator 1D Process Class

) Select Al (@ Select One  [USGSELLM g ® Select Al ) Select One

Server Fun Status

@ Select 8l () Select One ) Select Al ) Select One

[a]

Detail Process I Operator ID Server Process Class | Inztance | Run DatesTime | Status | =
J epxplo1 USGSELLI PSR OF Eenort 161772 0227201011198 Success

@bhﬂﬂ USGSELLM  PSURX SR Repart 1B1773 0202702010 4:15PM s@

-

Beginning | 1| day(=) ago Reset List Server Status

7. Toview the log report, click Report Outputs button
P
HEREE]
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8. In the File with extension ¥ select the * to reveal all the extensions that are produced by

the process.

“EjReport Outputs )

=N NEYE|

Look in: | Uzer Dirgctory

=

File with extension: élis i

Mame

epopl44_570 iz

x|

Diate/Til*
10615200912 7|

Size

Cloze |

9. Click the column heading of Date/Time to have the most recent reports generated will
appear at the top of the list of reports. You should see a log report epbh011.log,
epbh011.dat, as .lis report epbh011_01.lis shows the Employee Errors from the load,
epbh011_02.lis shows the Position Errors from the load, epbh011_03.lis shows Employee
Warnings, epbh011_04.lis shows Position Warnings and a file epbh011..csv.

“Es Report Outputs

TIIY

Look in: | Uzer Directary

adl

Fille e O

[Jame

sphO vl g

Date/Time A
I|D§M

epbh0l1.cev

fozerrmio1E1g12 M

epbhi11_02 iz

fozeremio1E1g12PM

epbh11_03 lis

fozrzoio1e19.12 P

kb0 1 _0 s

Jozzreoo gtz e

epbhil1_04 iz

Jozrriz0n0 161912 P

epbhil 1. dat

020274201 0 16:15:50 P

02/27/2010 11:20:15 AM

OT0d 0 442045 Ahd

10. Highlight the report name of epbh011_01.lis and click the View button or double click the

report name.
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“Es Report Outputs

Look in: |Llaer Directary - | File with extensior: [* |

Matme | DiatedTime |
epbh01 log 020271201016 .
epbhl 1 cav 0202772010
202702010

0212712010 16:18:12

SRBhOT] ot 227 e OHOAE 15 5 0EM
e Lo R 0227 20N 8.1 5 W)

e Lz o T 0 A4S okl

11. The epbh011_01.lis report provides the employees’ records that have Errors. These records
will not be loaded into EV5.

Erviromeent: BVZ6 Ernvironmwent Tniversity System of Georgia Page No. 1

Report ID: epbhﬁll_ﬂl Budget Salary Load Error Report Run Date 02/27/2010
Pun Time 16:15:59

Tun Mode : Report. Cnly

EMPLID HAME DEPTID VALUE MESSAGE

LUMPSM Jernigan, ishley 3 5702001000 ERR: EMPLID cloes not exist

LUMPSM Lundy, ivanda Elmors 5701001500 ERR: EMPLID coes not exist

12. Validate the information and determine what action needs to be taken to remove the
errors.

13. Close the panel showing the report.

14. You can print the report by clicking the printer icon from within the report viewer or from
the Report Outputs box.

15. The epbh011_02.lis report provides the position records that have Errors. These records
will not be loaded into EV5.
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Enviromment: BVZ6 Environment Universicy System of Georgia Page MNo. 1

Report ID: epbh0ll 02 Budiget Position Load Error Report Fun Date 02/27/2010
Run Time 16:19:12

Run Mode @ Report Omly

PCSITION MER COMPANY VALUE MEZ3LGE

There Are No Positions With Errors

Feport Omly FRun - No datshase updates have occurred

16. The epbh011_03.lis report provides the employees’ records that have Warnings. These
records will be loaded into EV5. You will have to manually update the records after the

load.
Ermviromment: E'L'EE_Ern.rJ.'l:ctm:nt Jatomatic Data Processing, Inc.
Paport ID: Enphill EFudger Salary Load Warning Mesasges Faporc

Pun Hode: Papart Cnly

ENFLID HANE VALUE MESSAGE
OOOEdZ1 Carter ,Stephanie E I IO0E0 1010 UE: Deptid Is Different Than Previous =
DDOZ4z1 Carver,Staphanie E WEN: Reports to ID 1= now blank
OD0Z 421 Caxter,Stephanie £ £10 WRN: DEFTID has changed. Location needs to ke verified
ODO2421 Carcer , Stephanie E 101l WEN: DEPTID ha=s changed. Reporting Location resds o be werifisd.
OD0E42 1 carver,Stephanie E 1T WRN: Payoroup i3 different than poeviouws
O002421 Carter , Stephanie E li0i= ik WMN: Joboode is different than previous
17. The epbh011_04.lis report provides the Position records that have Warnings. These records
will be loaded into EV5. You will have to manually update the records after the load.
Erviroreent EI'-.-"E?_!m.r:l.::chnrl:nt utomatic Data Processing, Inc.
Fepore ID: epphldll Eudger Pooicion Load Warning Heasages Peport
Fun Hode: Report Only
FOEITICH_NBR CONPANY WALUE HESSFAGE
21000011 Z10 21T WFN: Existing papgroup ia different chan che Papgroup thac is being
21000011 210 01-JM.-2010 WEN: this date position condition exists already.
21000011 210 O1=JUL=2010 WFN: chi= dace posicion copdition exiscs already.

18. The epbh011.log provides information as to how many records were processed and the
processing mode that was executed.

19. The epbh011.csv provides the data that will be uploaded in the format to open in EXCEL to
sort and sum.
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Validation Tip:
Comparison of this file can be made against the queries in the Budget Prep module.

See how to Validation of Data from Budget Prep To EV5 guide.

20. You now need to correct any errors and warnings that were generated in the Budget Prep
module.

Miscellaneous Budget Prep Errors and Warnings
1. WRN: An effective date '| | SEP_BUD_EFFDT | |' exists for this position '| | SPosition_Nbr | |'

that is greater than the EP_BUD_EFFDT.

2. WRN: This date'| | SEP_BUD_EFFDT | |' position condition already exists '| | SPosition_Nbr
"

3. WRN: The encountered value is not A or | for position number '| | SPosition_Nbr | |".'

4. WRN: Existing paygroup '| | SCORE.PAYGROUP| |' is different than the Paygroup that is being
loaded for position number '| | SPosition_Nbr | |'

5. WRN: Position_Budget Is Zero for position number '| | SPosition_Nbr | |'

Error/Warning Listing for EPBHO11 Process

Report # Severity Text
epbh011_02.lis "Error, position does not exist.”
epbh011_02.lis “Error—Position already Inactive.”

epbh011_02.lis | Record not loaded. | “Error—“DEPTID not found.”

epbh011_02.lis | Record not loaded. | “Error—“JOBCD not found.”

epbh011_02.lis | Record not loaded. | “Error—“COMPANY not found.”

epbh011_02.lis | Record not loaded. | “Error—“PAYGROUP not found.”

epbh011_02.lis | Record not loaded. | “"Error—EMPLID does not exist

epbh011_02.lis | Record not loaded. | “Error—Action Does not exist.”

epbh011_02.lis | Record not loaded. | “Error—Action Reason Does not exist.”

epbh011_01.lis | Record not loaded. | “Error-EMPLID does not exist

epbh011_01.lis | Record not loaded. | “Error-inserted record where the previous Employee Status is in
a terminated status.”

epbh011_01.lis | Record not loaded | “Error, Position Number is different than previous”

epbh011_03.lis | Record loaded. “Warning-inserted paygroup is not the same as previous
paygroup. The employee benefit program needs to be verified
because of this change.”

epbh011_03.lis | Record loaded “Warning-The inserted salary is less than the previous salary.”
epbh011_03.lis | Record loaded “Warning- Jobcode is not the same as the previous jobcode.”
epbh011_03.lis | Record loaded “Warning-DEPTID has changed. Location needs to be verified
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Report #

Severity

Text

epbh011_03.lis

Record loaded

“Warning-DEPTID has changed. Reporting location needs to be
verified

epbh011_03.lis

Record loaded

“Warning-Reports to ID is now blank

epbh011_03.lis

Record loaded

“Warning-The inserted deptid is not the same as the previous
deptid.”

epbh011_04.lis

Record loaded

“WARNING-Position Nbr (insert the position number) not
updated.”

epbh011_04.lis

Record loaded

“Warning- this date position condition exists already.”

epbh011_04.lis

Record loaded

“Warning—an effective date exists for this position that is
greater than the BUD_EFFDT.”

epbh011_04.lis

Record loaded

“Warning— the encountered EFF_Status value is not A or I.”

epbh011_04.lis

Record loaded

“Warning—POSITION_BUDGET is zero

epbh011_04.lis

Record loaded.

“Warning-Existing paygroup is different than the Paygroup than
is being used.

ADP Step 9: Correcting Load of Budget Prep file into Work Table

Corrections are needed to be made after validating data from the Preliminary load into the work

table (epxp001).

Actions:

1. Return to the Budget Prep Module and make the corrections. Follow the Budget Prep guide
on how to make the corrections, create your new query results, produce your reports, and
export the file ONLY IF THE FINAL EXPORT PROCESS HAS NOT BEEN COMPLETED.

2. Perform Step 5 through Step 7 of this guide for loading the Budget Prep file back into EV5.
Perform Step 8 to review your errors and warnings.

3. Once you are sure that all data is correct, you are ready to place the Budget rows in EV5.

ADP Step 10: Final Load of Budget Prep file into Work Table

Actions:

1. Return to the Budget Prep Module and make the corrections. Very important!!! Make sure
you have run the export from Budget Prep as the “Final” on the Export Run Control. At this
point no further corrections can be made.
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2. You are now ready to load the position and salary data into EV5. You will repeat the
loading of the epxp001nnn.txt file into a worktable in EV5 one more time. Validate the load
worked correctly. Perform Step 5 through Step 7 of this guide for loading the Budget Prep
file back into EV5.

3. The data from Budget Prep is now ready to insert the rows into Positions Management and
Employee Job Data. This process will take the data loaded into the work table in Step 7 and
insert the rows needed in EV5. Caution: This process inserts rows in EV5. Validation after
the insertion of these rows is critical. These rows will instruct EV5 how an employee’s salary
will be paid and what chart strings will be charged.
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Navigating to the page

PEOPLE

Perzonnel Actions

Perzonal Infarmstion

Maintain Benefit Coverages (People)

Record Benefit Events (People)

Business Expense Information

Fizk Management

Leave of Abzence Administration (People)

Employee Development (People)

Emploves Dizcipline (People)

Terminations

Irternational

Reports

Home Pages

Self Service Actions

USE HR Customs ! Processes

Imbound Irterfaces

Outhound Interfaces

B Processes
Employes Badge
HFE Buzinezz Unit Update (EPEHOZE1)
PPGRA Appointment Entey
PPGRA, Load to Work Table (EPEHOOS)
PPGRA Reviews Load to Work Tables

DHFEHEHEHHEHEEEEHMHBE

iudget Load (EFEHDT1)

I\

Actions:

Validating Data in EV5

Navigation:

People—> USG HR Customs / Processes 2>
Processes = Budget Load (EPBHO11)

1. You now need to have the data rows inserted into EV5. On the Budget Load Update
(EPBHO011) tab, click the circle for Run Report and Update the Database.
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Budget Load (Em

N
[ Bucget Load Report [EPWEudget Load Lpdate (EPBHUWget Load Clear Trigger(EFEHIT1) |
= ———————

Update

1 Run Report and Update the Database

Company: I: g

|:| Run Repart |

2. Use the magnifying glass to find your Company ID or enter the id.

Company: l_ Cd

£ Company X
oS0 I tate Lni I
Albany State University
Armztrong Atlantic State Lniv
Augusta State University
Clayton State University
Columbus State University
Fort “Walley State University
Georgia College & State Univ
Geargia Southern University
Georgia Guwinnett College

L]

34 matches

O I Cancel | Find... Al

3. Click the Run Report button.

D Fun Report

4. Click OK.
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The epbh011 process has been submitted. (2000 .53

H

Clsen >

5. Click the Process Monitor button

(B8~ &

6. Validate Success for epbh011. If Status is not success, review the .log report that is created
to reveal the error that has occurred to result in the process not being successful.

Note: When the Status shows “Queued”, be patient. The process status indicates that
other institutions are running the job. As soon as the job at one of the institutions is
completed, your job will be executed.

Monitor Processes
[ Process Monitar
Operator ID Process Class
O Select &I (@) Select One  [USGSELLM g @ Select &l () Select One
Server Run Status
) Select &1 () Select One @ Select &l () Select One
[a]
Cetail Frocess | Operator 1D Server |Prnceaa Class I Instance | Fun DatesTime Status | =]
J epxp00] USGSELLM  PSLIN el =T 1E17F2 Q22701011138 Success
< o J epbhil 1 USGSELLM PSUMX SR Repart 161773 020272010 4:15PM Success ‘>
e —— )
|
Beginning 1| day(s) ago Reset List Server Status

7. Toview the log report, click Report Outputs button

B53
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OR
System of Goorgia

8. In the File with extension ¥ select the * to reveal all the extensions that are produced by
the process.

EiReportoutputs x|
BSBRR

Look ir: | User Directory - | File with extension: |[is ¥}

Hame Diate/Til" Size
epopldd_370lis JOE1 72009 125527

Close |

9. Click the column heading of Date/Time to have the most recent reports generated will
appear at the top of the list of reports. You should see a log report epbh011.log,
epbh011.dat, as.lis report epbh011 01.lis shows the Employee Errors from the load,
epbh011_02.lis shows the Position Errors from the load, epbh011_03.lis shows Employee
Warnings, epbh011_04.lis shows Position Warnings and a file epbh011..csv.

“E3 Report Dutputs

BESerE

Laook in: | Uszer Directary hd File with extension: |* |
Mame DatelTime
epbh011 log 10
epbh011 cav 027272010 161912 PM
epbhi11_02Jis 02272010 161912 PM
"""""""""" D27 M0 161812 FM

027272010 161912 PM
027272010 161912 PM
027272010 16:15.50 PM
02/27/2010 11,2015 AM

N7 A0 4430 A Akd

lamwenind 1

10. Highlight the report name of epbh011_01.lis and click the View button or double click the
report name.
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Project of the University System of Georgi

“Es Report Outputs
= N
HESB8RE

Laook in: | Uszer Directary hd | File with extension: ||* |

[ame | Date/Time |
epbhol1 log 027272010 16:19:12 PM |
epbhil1 cav (02272010 161912 PM
é;:u'bhlj_ﬂ__ Pl B e
epbhO1l_ D2/27/201016:19:12 PM

0212772010 1613 12 P

502."2?."2-0'1 016:19:12 Ph

027272010 161 550 P

=001 Jog 0202772010 11:20:15 AM
areenOnd i Inam7ANN 419045 Ant

11. The epbh011_01.lis report provides the employees’ records that have Errors. These records
will not be loaded into EV5.

Erviromeent: BVZE Enwironwent Tniversity System of Georgia Page Ho. 1

Feport ID: epbholl 01 Budget Jalary Load Error Report Fun Date 02/27/z010
Fun Time 1£:15:59

Fun Mode : Report. Cmly

EMPLID MAME DEPTID VALUE MESSAGE

LUMPSM Jernigan, Ashley 5 5702001000 EFR: EMPLID does not exist

LUMPSM Lundy, ianda Elmors 5701001500 EFR: EMPLID does not exist

12. Validate the information and determine what action needs to be taken to remove the
errors.

13. Close the panel showing the report.

14. You can print the report by clicking the printer icon from within the report viewer or from
the Report Outputs box.

15. The epbh011_02.lis report provides the position records that have Errors. These records
will not be loaded into EV5.
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Ervirorment:
Report ID:

Fun Mode :

PCSITICN MER

BV26_Ervirormwent Universicy System of Georgia Page MNo. 1
epbh011 02 Budget Position Load Error Report Fun Date 02/27/2010

Run Time 16:19:12
Report Omly

COMPINT VALUE MEZ3LGE

There Are No Positions With Errors

Feport Omly FRun - No datshase updates have occurred

16. The epbh011_03.lis report provides the employees’ records that have Warnings. These

records will be loaded into EV5. You will have to manually update the records after the
load.

Ermviromment: E'L'EE_Ern.rJ.'l:ctm:nt Jatomatic Data Processing, Inc.
Paport ID: Enphill EFudger Salary Load Warning Mesasges Faporc

Pun Hode: Papart Cnly

EMPLID NAMNE VALUE MESSAGE

OOOEdZ1 Carter ,Stephanie E I IO0E0 1010 UE: Deptid Is Different Than Previous =
DDOZ4z1 Carver,Staphanie E WEN: Reports to ID 1= now blank

o0z 4zl Coarter,Stephamie E Z10 WAN: DEFTID has changed. Loocation meeds to ke werified

ODO2421 Carcer , Stephanie E 101l WEN: DEPTID ha=s changed. Reporting Location resds o be werifisd.
OD0E42 1 carver,Stephanie E 1T WRN: Payoroup i3 different than poeviouws

O002421 Carter , Stephanie E li0i= ik WMN: Joboode is different than previous

17. The epbh011_04.lis report provides the Position records that have Warnings. These records

will be loaded into EV5. You will have to manually update the records after the load.

Emviromement: [I'-.-'E?_!mr:l.::chrln:nt lutomatic Data Processing, Inc.
Fepore ID: epphidll Eudger Pomicion Load Warning Measzages Report

Fun Hode: Peport Only

POSITICH_WBR COMFANT VALUE HEFFAGE

21000011 210 21T WRN: Existing pagygroup i3 different chan che Papgroup thac i= being
21000011 210 01-JM.-2010 WFEN: this date position condition exists already.

21000011 210 O 1=JUL=2010 VEN: chis dace posicion condition exiscs already.

18. The epbh011.log provides information as to how many records were processed and the

processing mode that was executed.

19. The epbh011.csv provides the data that will be uploaded in the format to open in EXCEL to

sort and sum.
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Validation Tip:
Comparison of this file can be made against the queries in the Budget Prep module.

Validating Data in EV5

20. Validate rows have been entered on Employee Records (People — Personnel Actions —
Change Job/Position Information — Change Job/Position — Compensation Details Tab) and
Position Records (Planning & Analysis — Position Management — Update Positions — Position
Information — Compensation and Accounting Tab).

21. Review the Errors and Warning reports generated in the previous Actions to determine if
manual updates and inserts are needed on those positions and job data rows.

Miscellaneous Budget Prep Errors and Warnings

6. WRN: An effective date '| | SEP_BUD_EFFDT | |' exists for this position '| | SPosition_Nbr | |
that is greater than the EP_BUD_EFFDT.

7. WRN: This date'| | SEP_BUD_EFFDT | |' position condition already exists '| | SPosition_Nbr

8. WRN: The encountered value is not A or | for position number '| | SPosition_Nbr | |".'
9. WRN: Existing paygroup '| | SCORE.PAYGROUP| |'is different than the Paygroup that is being
loaded for position number '| | SPosition_Nbr | |'

10. WRN: Position_Budget Is Zero for position number '| | SPosition_Nbr ||

Error/Warning Listing for EPBHO11 Process

Report #

Severity

Text

epbh011_02.lis

"Error, position does not exist.”

epbh011_02.lis

“Error—Position already Inactive.”

epbh011_02.lis

Record not loaded.

“Error—“DEPTID not found.”

epbh011_02.lis

Record not loaded.

“Error—“JOBCD not found.”

epbh011_02.lis

Record not loaded.

“Error—“COMPANY not found.”

epbh011_02.lis

Record not loaded.

“Error—“PAYGROUP not found.”

epbh011_02.lis

Record not loaded.

"Error—EMPLID does not exist

epbh011_02.lis

Record not loaded.

“Error—Action Does not exist.”

epbh011_02.lis

Record not loaded.

“Error—Action Reason Does not exist.”

epbh011_01.lis

Record not loaded.

“Error-EMPLID does not exist

epbh011_01.lis

Record not loaded.

“Error-inserted record where the previous Employee Status is
in a terminated status.”

epbh011_01.lis

Record not loaded

“Error, Position Number is different than previous”

epbh011_03.lis

Record loaded.

“Warning-inserted paygroup is not the same as previous
paygroup. The employee benefit program needs to be
verified because of this change.”
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Report #

Severity

Text

epbh011_03.lis

Record loaded

“Warning-The inserted salary is less than the previous salary.”

epbh011_03.lis

Record loaded

“Warning- Jobcode is not the same as the previous jobcode.”

epbh011_03.lis

Record loaded

“Warning-DEPTID has changed. Location needs to be verified

epbh011_03.lis

Record loaded

“Warning-DEPTID has changed. Reporting location needs to
be verified

epbh011_03.lis

Record loaded

“Warning-Reports to ID is now blank

epbh011_03.lis

Record loaded

“Warning-The inserted deptid is not the same as the previous
deptid.”

epbh011_04.lis

Record loaded

“WARNING-Position Nbr (insert the position number) not
updated.”

epbh011_04.lis

Record loaded

“Warning- this date position condition exists already.”

epbh011_04.lis

Record loaded

“Warning—an effective date exists for this position that is
greater than the BUD_EFFDT.”

epbh011_04.lis

Record loaded

“Warning— the encountered EFF_Status value is not A or |.”

epbh011_04.lis

Record loaded

“Warning—POSITION_BUDGET is zero

epbh011_04.lis

Record loaded.

“Warning-Existing paygroup is different than the Paygroup
than is being used.
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Budget Prep Processing Task List

Task Process System Reference in
_ _ User’s Guide
___ 1. SetUp Budget Prep Year/Hour PSFIN p. 24
Parameters Budget Prep

(8P.010.010)

____ 2. Setting up Pay Group Raise Effective Date PSFIN p. 25
Parameters Budget Prep
(BP.010.020)

____ 3. Setting up Reason Codes and PSFIN p. 27
Descriptions Budget Prep
(BP.010.030)

___ 4. Setting up Fringe Accounts PSFIN p. 28
(BP.010.040) Budget Prep

___ 5. Extract Employee Salary Information EPOHO009 ADP EV5 p. 33
from EV5

* Planning and Analysis > Position
Management > USG Custom
Processes > Outbound Interfaces
—>Budget Extract File One
Company (EPOH009)
Can be run for all departments or for a
single department
___ 6. Process the HR/Payroll Load BORBUSHX PSFIN p. 41
(BP.040.010) Budget Prep
*  When epoh009 data is reloaded,
the Department, Jobcode, and
Paygroup will not be updated for
pre-existing positions

___ 7. Validate EPOHO009 Data Loads into PSFIN p.43

Budget Prep Module Budget
e Compare the epoh007nnn.csv file Prep/ADP
to the BORBUSHX.pdf EV5

___ 8. Process the Financials Extract BORBUSFX PSFIN p. 48
(BP.040.011) Budget Prep

___ 9. Running the Budget Copy Process — BORBUDCP PSFIN p. 52
Create Planning Version Budget Prep
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Task Process System Reference in
User’s Guide
(BP.020.010)
. Creating a PLANNING Version of the PSFIN p. 53
10. Budget (“What-If” analysis) Budget Prep
(BP.020.020)
_ Inquiring on Personal Services PSFIN p. 55
11. (BP.060.010) Budget Prep
_ Inquiring on Non-Personal Services PSFIN p. 56
12. (BP.060.020) Budget Prep
_ Creating a CURRENT version of the BORBUDCP PSFIN p. 57
13. Budget Budget Prep
(BP.020.010)
- Deleting the Planning Version of Budget PSFIN p. 57
14. (BP.020.011) Budget Prep
_ Update Personal Services Budget Online PSFIN p. 58
15. (BP.020.030) Budget Prep
- Update Non-Personal Services Budget PSFIN p. 64
16. Online (BP.020.040) Budget Prep
_ Update the Revenue Estimate Budget PSFIN p. 65
17. Online (BP.020.050) Budget Prep
_ Update the Grant Budget Online PSFIN p. 66
18. (BP.020.060) Budget Prep
_ If necessary, reset Raise Effective Dates PSFIN p. 68
19. (BP.020.090) Budget Prep
- Generate Fringe Benefit Estimates BORBUSFU PSFIN p.70
20. (BP.040.040) Budget Prep
_ Update Fringe Benefit Estimates Online PSFIN p. 70
21. (BP.020.070) Budget Prep
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Task Process System Reference in
User’s Guide
_ Process the Financials Build BORBUILD PSFIN p.73
22 (BP.020.080) Budget Prep
Analyzing Data Using Inquiries PSFIN p. 74
23. e Inquire on Aggregate Detail Budget Prep
(BP.060.030)
e Inquiring on Personal Services
(BP.060.010)
e Inquiring on Non-Personal
Services
(BP.060.020)
- Analyzing Data Using Reports and PSFIN p. 76
26. Queries (BP.070.010 through BP.070.022) Budget Prep
_ Exporting Budget Journals to Financials BORBUEXP PSFIN p. 84
27. (BP.040.020) Budget Prep
_ Export Changes to HR/Payroll BORBU8SF2 PSFIN p. 84
28. (BP.040.030) Budget Prep
- Upload Budget Prep Export file into EV5 ADP EV5 p. 87
29. Directory for Upload
e Use the File Upload feature in
EV5 to load your epxp001 file and
Select User Directory as the
destination
e Validate the load is successful by
checking the log file
_ Load of Budget Prep file into Work Table EPXP001 ADP EV5 p. 90
30. * Planning and Analysis > Position
Management 2> USG Custom
Processes = Inbound Interfaces
- HR Salary Worktable
(EPXP001)
* Runin Report Only mode initially
e Compare the Epxp001.lis report
against the Schedule G-1. The
reports are in the same format
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31,

Task Process System Reference in
User’s Guide
and the totals at the end of each
report should match.
* Run the process in Update mode
Budget Prep Load into EV5 Position and EPBHO11 ADP EV5 p. 96

Salary Rows
* People—> USG HR Customs /
Processes - Processes 2> Budget
Load (EPBHO11)
* Runin Report Only mode
* Review Error/Warning Reports
e epbh011_01.lis shows the
Employee Error
e epbh011_02.lis shows the
Position Errors
e epbh011_03.lis shows
Employee Warning
e epbh011_04.lis shows
Position Warnings
Warnings will be loaded, but errors will
not
* Runin Update mode
e Validate Job Data and Position
Data rows in EV5
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BP.010.010
BP.010.020
BP.010.030
BP.010.040
BP.040.010
BP.040.011
BP.020.010
BP.020.020
BP.060.010
BP.060.020
BP.060.040
BP.020.011
BP.020.030
BP.020.040
BP.020.050
BP.020.060
BP.020.090
BP.040.040
BP.020.070
BP.020.080
BP.060.030
BP.040.020
BP.040.030

Business Processes

PSFIN Budget Prep Business Processes

Setting up Budget Prep Year/Hour Parameters
Setting up Pay Group Raise Effective Date Parameters
Setting up Reason Codes and Descriptions

Setting up Fringe Accounts
Processing HR/PR to BP Load
Processing Financials Extracts

Running the Budget Copy Process

Processing What If Analysis
Inquiring on Personal Services

Inquiring on Non-Personal Services

Inquiring on Grant Budgets

Deleting the Planning Version of Budget

Updating the Personal Services Budget Online
Updating the Non-Personal Services Budget Online
Updating the Revenue Estimate Budget Online

Updating the Grant Budget Online

Reset Raise Effective Dates

Generating Fringe Benefit Estimates

Updating the Fringe Benefit Estimates Online

Processing Build Financials
Inquire on Aggregate Detail

Exporting Budget Journals to Financials

Exporting Changes to HR/Payroll
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Setting up Budget Prep Year/Hour Parameters

Security Role BOR_BP_SETUP

Responsibility/Role

File Name BP_010_010 - Setting up Budget Prep
Year_Hour Parameters_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.010.010 - Setting up Budget Prep Year/Hour Parameters

Concept

This topic demonstrates how to set up Budget Prep Year and Hour parameters. Each Budget
Development Cycle, budgets are set up with specific parameters for employee pay calculations and
processing. These parameters are entered at the beginning of the Budget Development Cycle and drive
the budget calculations and processing throughout the Budget Preparation module. The specific
parameters are: From Budget Period, To Budget Period, To Budget Period Hours, and Max Raise Rate.

Note: Parameters are entered once per year, at the beginning of a budget development cycle.

Topic Objectives:

Upon completion of this topic, you will be able to:

- Identify the specific parameters defined in the Budget Prep Setup Year/Hour process.
- Explain the frequency in which Budget Year and Hour parameters are set.

- Navigate the Setting up Budget Prep Year/Hour Parameters process.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints
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Setting up Budget Prep Year/Hour Parameters

Procedure
In the following topic, we will set up budget parameters for the Budget Development Cycle.

Step | Action
1. Click the vertical scrollbar to navigate:
2. Click the BOR Menus link.
3. Click the BOR Budget Prep link.
4. Click the Budget Prep Setup link.
5. Click the Year/Hour Parameters link.
Eem Hour Parameters|
This brings you to the Year/Hours Parameters page.
6. Click the Find an Existing Value or the Add a New Value tab.
Enter or Search Q for the SetID for your Business Unit:
Setll:| = | » &'}
Note: If this is the first time Year/Hour Parameters have been setup for the Business Unit,
you should use the Add a New Value tab to perform the initial setup. Each year thereafter
edits to the parameter fields will be the only requirement.
7. Click the From Budget Period list using the drop down menu to select the appropriate
year:
*From Budget Period: -
*To Budget Period: d
To Budoget Period Hrs:
Max Raise Rate:
This value identifies the budget year from which data will be loaded to become the starting
point for the budget being developed.
8. Click the list item and select the upcoming Beginning Budget Year. (07/01/2017 would be
beginning budget year 2018).
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Step

Action

Click the To Budget Period list using the drop down menu to select the appropriate
year.

*From Budget Period: -

*To Budget Period: d
To Budget Period Hrs:

Max Raise Rate:

This value identifies the year for which this budget is being developed.
For example, when developing the FY2018 budget, you would set this value to 2018.

10.

Click the 2018 list item and select the ending Budget Year.

11.

Enter "2080" in the To Budget Period Hrs field.

This value is used to calculate the Proposed Budget Amount for hourly positions. It reflects
the number of working hours in the To Budget Period entered in Step 9.

For example, typical values for this field would be 2080, 2088 or 2096, dependent upon the
actual number of work days within the Budget year.

12.

The Max Raise Rate is an institutional identified field.

This value reflects the maximum raise amount allowed before an error message is
generated. Any raises greater than this value will require the user to identify a reason code
explaining the raise.

Note: Zero is not a valid value, this field is formatted as percent, to enter 5% enter 5 not
.05.

13.

Click the Save button.

14,

Congratulations. Setting Up Budget Prep Year/Hour Parameters are complete. Key
concepts of this topic are outlined below:

- Budget Prep Year and Hour parameters drive the calculations and processing throughout
the Budget Preparation Module.
- Budget Prep Year and Hour parameters are set up once each Budget Development Cycle
(once per year).
- The Budget Prep Year and Hour parameters are:

- From and To dates of the Budget Cycle,

- Hours of the budget period (depending on the year, this is 2080, 2088, or 2096 for the
year), and

- Maximum raise rate (greater than zero).
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Security Role BOR_BP_SETUP

Responsibility/Role

File Name BP_010_020 -Setting up Paygroup Raise
Effective Date Parameters_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.010.020 -Setting up Paygroup Raise Effective Date Parameters

Concept

This topic demonstrates how to set up Effective Dates for raises for specific Paygroups. These dates
determine when a raise will take effect. Similar to other Budget Prep parameters, Paygroup Raise
Effective Dates are entered once per year at the beginning of the Budget Development Cycle.

This process is used to enter the Raise Effective Date for each pay group where the majority of the
employees have a Raise Effective Date other than the beginning of the Budget Development Cycle —
07/01. Paygroups not included in this process have a default Raise Effective Date of 07/01.

Key Term:
- Raise Effective Date — The date a pay raise takes effect.

Topic Objectives:

Upon completion of this topic, you will be able to:

- Identify the Paygroups in which the default Effective Date for raises is not 07/01, i.e. Faculty.
- Identify the frequency in which Paygroup Raise Effective Dates are entered.

- Navigate the Paygroup Raise Effective Date process.

Assumptions

Security Role setup completed by internal Security Administrator.

Dependencies/Constraints
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Additional Information

Current Paygroup listing:
Raise Effective Dates by Paygroup

Personalize | Find | U | ¥ First ] 447 0f 47 | Last

*Pﬂy

Group Description Date From
1[o8a ' salaried 07017201 5]
2[98B (@, Benefit Billing [o7i017201 |5
3 lﬁo\ Temporary Staff IWEJ
4@@, Exempt Hourly IWEU
5[98F '@, 10 Month Faculty 07/01/201 - |[5)
5(98G (@, Graduate Assistants 0701201 5
7[08H (@ Staff 07011201 5
8 WQ 10 month MonFac-non-exempt IWE{I

9[osL @
10 [aem |Q

Tempaorary Salaried

Pending Faculty

0701201 [3)
0701201 [z

11[98N |@_ Non-paid Affiliate 07011201 5
12 (98P @ PartTime Faculty 0701201 |50
13988 @ Summer Faculty 0701201 |5
14 (98T @ Student Assistants 0701201 |5
15[98W @ College WorkiStudy 07011201 5
16 (98X @ 10 month NonFac-exempt 07011201 5

17 [osy @

12 Month Faculty

0701201 [3)

HEHHHHHEHERFEREHRFH
00 [ [0 [0 00 0 00 0 0] 0 00 0 00 0 00 (] Qi

Note: each Paygroup is prefixed with the first two digits of the institutions Business Unit ID, for example
43A would be the KSU Salaried Paygroup.
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Procedure

In the following topic, we will set up Effective Dates for Employee Paygroups with an Effective Date of
01/01/2018. Remember that this process will always have an Effective Date other than 07/01 because
07/01 is the default Effective Date and does not need to be set up. Let's see how this is done.

Step | Action
1. Click the vertical scrollbar.
2. Click the BOR Menus link.

Click the BOR Budget Prep link.

4. Click the Budget Prep Setup link.

5. Click the Paygroup Raise Effective Dates link.

Pavoroup Raise Effective Dates |
This brings you to the Paygroup Raise Effective Dates page.

6. Click the Find an Existing Value or the Add a New Value tab.
Enter or Search “ for the SetID for your Business Unit:
SetlD:| =+ o]
Note: All Paygroups will default to window, delete as needed by using the [=] delete
button located at the far right of the window.

7. Update the Date From field.

The date should be entered for each paygroup where the majority of employees have a
Raise Effective Date other than 07/01/YYYY, where YYYY is the To Budget Period of 2018
entered in BP_010_010 Setting up Budget Prep Year/Hour Parameters.

8. Click the Save button.
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Step | Action

9. Congratulations. Setting Up Paygroup Raise Effective Date Parameters are complete. Key
concepts of this topic are outlined below:

- Effective Dates for Paygroup Raises determine the date the raise will take effect.
- Effective Dates for Paygroup Raises are entered once per Budget Development Cycle.
- Effective Dates for Paygroup Raises are only entered for Paygroups in which the majority
of employees’ Raise Effective Dates are not 07/01. Example of typical paygroups with
alternate raise effective dates are:

- XXA — Salaried

- XXF — 10 Month Faculty

- XXH — Staff

- XXY — 12 Month Faculty
- The default Effective Date is 07/01/XXXX.

Note: The prefix XX of the paygroups are the first two digits of the Business Unit.

End of Procedure.
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Security Role BOR_BP_SETUP

Responsibility/Role

File Name BP_010_030 - Setting up Reason Codes and
Descriptions_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.010.030 - Setting up Reason Codes and Descriptions

Concept

Reason Codes are used to explain raises that exceed the Max Raise Rate. This topic demonstrates how to
define the Reason Codes and descriptions for these salary changes. Once defined, the Codes can be
assigned to individual positions in the Budget Prep Module. Typically, the reasons are assigned to raises
over a specified threshold, and are required for raises greater than the percentage specified in the
parameters defined in BP_010_010.

Note: Normally you would define these Reason Codes once. An initial set of Budget Reason Codes has
been delivered with the GeorgiaFIRST model. However, you can make any further changes anytime as
needed.

Topic Objectives:

Upon completion of this topic, you will be able to:

- Explain the purpose of Reason Codes as they relate to Budget Prep for salary increases.
- Navigate the Setting Up Reason codes and Descriptions process.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

126



Business Process Document

f’_} o egm
(1)GEORGIAZ/FST Budget Prep - Parameter Definition BP.010.030 —
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Additional Information
Reason Codes delivered with the GeorgiaFIRST model.

Customize | Eind | i First [4] 1-15 of 15 [+] Last

gﬁgn Reason Descr
1 |A | |Abn'u'e Maximum Allowed: Promotion | =
2B |  |Above Maximum Allowed: Reclassification | =]
3 |C | |Abn'u'e Maximum Allowed: Paygrade Adjustment To Mew Base | EI
4 |D | |Abmre Maximum Allowed: Faculty Received Salary Supplement | El
5/E | |Above Maximum Allowed: Justification Letter | =
6|F | |Above Maximum Allowed: Other | =]
7|6 | |Nolncrease Given: Appointed April 1, 2004 Or Later | =]
g |H | |Nn Increase Given: Planned Termination | (=]
g |I | |Nn Increase Given: Fully Compensated | E|
10 |J | |Nn Increase Given: Appointment Renegotiated At Mid Year | El
11 |P{ | |Decrease In Salary: Decrease In Salary Supplement | EI
12 |L | |In|:rease budget for lump sum position | [=]
13 |ru1 | |In|:rease Vacant Position | =]
14|N | |Pnsitinn increased from halftime to full time | =]
15[0 | [Equity Adjustment | =]
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Procedure

In the following topic, we will add a Reason Code that indicates the reason for the salary increase is due
to an increase in work duties. Remember that this process is used for raises that exceed the Max Raise
Rate. Let's see how this is done.

Step Action

1. Click the vertical scrollbar.

2. Click the BOR Menus link.
Click the BOR Budget Prep link.

Click the Budget Prep Setup link.

Click the Reason Codes link.

AN I B g

On the Find an Existing Value tab.

Enter or Search “* for the SetID for your Business Unit:

SetlD:| = | Q
7. To add additional Reason Codes:
Click the Add a new row at row 16 (Alt+7) button.
8. Enter "the next alpha character" in the Reason Codes field.
9. Enter "the appropriate reason description" in the Reason Descr field.

10. Click the Save button.

11. | Congratulations. Setting Up Reason Codes and Descriptions is complete. Key concepts of
this topic are outlined below:

- The system has a delivered set of Reason Codes.

- Additional Reason Codes can be added at any time.

- Reason Codes are used for pay increases that exceed the max Raise Rate.
End of Procedure.
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Security Role BOR_BP_SETUP

Responsibility/Role

File Name BP_010_040 - Setting up Fringe
Accounts_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.010.040 - Setting up Fringe Accounts

Concept

This process is used to add Fringe Accounts as part of Budget Prep set-up. The system contains Fringe
Accounts as part of the delivered content. The categories which contain Fringe Accounts are FICA,
Retirement, and Group Health.

Note: In the event new salary, retirement or group health accounts are added a model change will be
required during the annual Budget Prep change review.

Once the fringe estimate percentages and accounts are defined, they will be used by the Fringe Estimate
Generator to generate the fringe benefit estimates associated with the Personal Services budgets.

Normally the fringe estimate percentages are defined once at the beginning of the budget development
cycle. However, changes may be made anytime as needed to support the Fringe Estimate Generator.

Topic Objectives:

Upon completion of this topic, you will be able to:

- Identify the three categories in which Fringe Accounts can be added to the delivered content.
- Navigate the Setting Up Fringe Accounts process.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints
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Procedure

In the following topic, instructions are provided for completing the setup of the three fringe categories:
FICA, Retirement and Group Health

Step | Action
1. Click the BOR Menus link.
2. Click the BOR Budget Prep link.
Click the Budget Prep Setup link.
4, Click the Fringe Accounts (FICA, ...) link.
5. Click the Find an Existing Value or the Add a New Value tab.
Enter or Search “* for the SetID for your Business Unit:
SetlD:| = &}
6. Click the FICA tab. All fields will be blank for the initial setup.
{ RACA Y Refirement | Group Health ',
*SetlD
Fringe Percentage FICA Customize | Find | View All | B First [4] 1 or1 [ Last
*Salary Acct Description FICA% *Fringe Acct
o a 0.00 Q =
|
FICA Maximum: FICA Med Percentage: Fringe Account: Q
Bl save | 2\ Return to Search | [Er Add | |

7. Click on the “X Search icon under the *Salary Acct to select the salary account with which
the generated fringe estimates will be associated.

8. Click in the FICA% box and enter 6.2, which is represents the current employer share of
Federal Insurance Contributions Act tax (FICA). This value will serve as the percentage of the
proposed salary budget used to estimate the FICA fringe amount associated with the salary
account.

9. Click on the “X Search icon under the *Fringe Acct box to select the FICA account 551000
(ORG level). This value serves as the account to which the estimated FICA fringe amount will
be assigned.
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Step | Action

10. | click on the Insert Row icon. A new blank row displays. Select the next salary account
until all Personal Services earnings accounts are selected. Complete the FICA% and *Fringe
Acct data for each salary account.

11. | Click in the FICA Maximum: box.

12. | Enter " the maximum dollar amount in the FICA Maximum Salary field.

FICA Maximum:
Note: This is the maximum amount of wages subject to the social security tax. Verify the
annual FICA Maximum Salary each year at www.irs.gov

13. | Click in the FICA Med Percentage: box.

14. | Enter “1.45” in the FICA Med Percentage box which represents the current employer share
of Medicare tax. This value will serve as the percentage of the proposed salary budget used
to estimate the FICA Med fringe amount associated with the salary account. The Fringe
Account: 551200 (standardized account) is hard coded and grayed out for data entry.

FICA Med Percentage: 1.45 Fringe Account: 551200
Note: There is no limit on the amount of wages subject to the Medicare tax.
15. | Click the Retirement tab.
Percentage Retirement - Filled Customize | Find | View All | #H First ] 10f1 [ Last
*Plan Type *Benefit Plan Description *Employer %  *Budget Account
1 Q Q Q [+ [=
|
Employer %: Budget Account: &}
Employer %: Budget Account: Q,
Employer %: Budget Account: &}
B save | 2\ Return to Search [Ek Add
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Step

Action

16.

Click on the “X Search icon under the *Plan Type to select the Plan Type with which the
generated fringe estimates will be associated.
Current values for selection:

Plan Type Description

ERS Employee Retirement System
ERSE  Emp Ret Sys-ER Contribution
ERSO  Emp Ret Sys-ER Contribution
FDRT  Federal Retirement Plan
ORP Optional Retirement Plan
ORPL Optional Ret Plan Limit
ORPT  Optional Ret Plan to TRS
TRS Teachers Retirement System
TRSL Teachers Ret System Limit

17.

Click on the “& Search icon under the *Benefit Plan to select the Benefit Plan for the
associated Plan Type.

18.

Click on the *Employer % box.

19.

Enter the applicable rate for the Plan Type and Benefit Plan. For example: to entera 17.21%
Employer % enter as 17.21.

Note: if current rate for projection is unknown, contact the internal HR Benefit
representative.

20.

Click on the “4 Search icon under the *Budget Account to select the Account for Benefit
Plan and associated Plan Type.
Note: The current value is 552000 Retirement Systems.

21.

Insert additional Plan Types, Benefit Plans, Employer Percentages and Budget Accounts as
needed.

22.

Click in the Percentage Retirement group boxes for Vacant, Summer Faculty and Future
Row Faculty.

Employer %: Budget Account; o)

Employer %a: Budget Account: &)

Employer %: Budget Account; a

23.

Enter the Employer % and Budget Account as applicable to estimate fringe amounts for
Vacant, Summer Faculty and Future Row Faculty positions.
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Group Amount; |

Group Amount: |

Group Life Premium: |:|

coded in the BP module.

Step | Action
24. | Click the Group Health tab.
Group Health Amounts - Filled Customize | Find | View Al | B8 First 4 1 of 1 [ Last
*Plan Type *BenPlan Description chﬁg *AG_rrl'l-E)unt ;?:cou?ltt
1 & Ja [ ]a | [ lREE

Group Account; I:IQ
[ |«

Life Budget Account: |:|Q

Group Account:

Note: Budget accounts are ORG level, the exception is the Life Budget Account which is hard

PlanType |

MED
Note: There is only one valid value.

25. | Click on the “& Search icon under the *Plan Type to select the Plan Type with which the
generated fringe estimates will be associated.

Plan Type.

2018 Current Values are listed below:

04 BCBSGA HDHP kXl
05 BCBSGA HDHP Consumer Choice 32
06 Blue Choice HMO 33
o7 Blue Choice HMO Consumer C 34
12 BCBSGA PPO 35
13 BCBSGA PPO CHOICE 36
18 Kaiser HMO 37
19 Kaiser HMO CC 38
25 Senior Advantage HMO 39
27 Medicare B BCBS PPO 40
28 Mdcre B BCBS PPO CC 41
29 NonMedcr B BCBS PPO 42
30 NonMdcr B BCBS PPOCC 43

26. | Click on the “L Search icon under the *Ben Plan to select the Benefit Plan for the associated

BCBS Open Access PPO

BCBS HSA Open Access POS
Med B BCBS Open Access POS
Non Med B BCBS Open Access POS
BCBSGA PPQ Choice Alt
BCBSGA HDHP Choice Alt
Medicare B BCBS PPO Choice Alt
Non-Med B BCBS PPO Choice Alt
Comprehensive Care
Consumer_Choice_HSA

Med B Comprehensive Care
Non-Med B Comprehensive Care
GRA Option
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Step | Action

27. | Click on the “X Search icon under the Coverage Code to select the Coverage Code (tier) with
which the generated fringe estimates will be associated.
Current values2016:
Coverage Code Description
k] Emplovee Qnly
oz Emplovee + 1 Spouse
as Employee + 1 Child
o7 Family
B2 Md Ret+d SP 1s/MOB
BY Id Ret+ld SP+Chrn
M1 Mdeor Ret'Sur Only
M2 Mder Ret+ldder SP
M3 Mdecr Bet Mon=Mdcr SP
4 Maon-Mdor Ret WMdor 3P
M5 KMdecr Ret'Sur+1Child
MG Mdcr Ret'Sur+Chrn
M7 Md Retifld SF+Chrn
M2 Md Ret+Man-MdEF+Chrn
M9 Mon-MdRet MdSP+Chrn
R1 retiree only
B2 retiree + Spouse
[ads] refiree + 1 Child
B Famil
Ea Medicare Elig Ret
Ea Medicare Elig Ret + Spouse
31 Survivar 2nly
55 Sunvivar + 1 Child
a7 Family
58 Medicare Elig Survivor

28. | Click in the *Grp Amount box.

29. | Enter a value to serve as a flat amount used to estimate the Group Health fringe amount
associated with the salary account.

30. | Click on the “& Search icon under the *Budget Account to select the Account for Benefit
Plan and associated Plan Type.
Note: The current value is 553000 Group Insurance.
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Step | Action

31. | Insert additional Plan Types, Ben Plans, Coverage Codes, Grp Amounts and Budget Accounts
as needed.

Note: All model Group Health Plan and Coverage Code combinations are delivered in the
GeorgiaFIRST Budget Prep module. While all model plans are delivered, fringe estimates will
only be calculated for budgeted positions, therefore, it is not necessary to delete unused
model plans.

32. | Click in the Group Health Amounts group boxes for Vacant and Future Row Faculty.

Group Amount; Group Account; Q,

Group Amount: Group Account: Q

33. | Enter the Group Amount and Group Account as applicable to estimate fringe amounts for
Vacant and Future Row Faculty positions.

34. | Click in the Group Life Fringes group box.

Group Life Premium: Life Budget Account: | 553200 QL

35. | Enter the Group Life Premium amount.
Group Life Premium:

Note: the Life Budget Account is prefilled and grayed out for data entry. Thisis a
standardized account.

36. | Click the Save button.

37. | Congratulations. Setting Up Fringe Accounts are complete.
Below is a summary of the key concepts of this topic:

- There are three categories of Fringe Accounts — FICA, Retirement, and Group Health.
- Fringe Accounts are part of the delivered content but new accounts can be added as
needed.

End of Procedure.
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Security Role BOR_BP_PROCESSES

Responsibility/Role

File Name BP_040_010 - HR/Payroll_BP_LOAD_BUSPROC
Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.040.010 - Processing HR/Payroll to BP Load

Concept

This topic provides an overview and demonstrates the HR/Payroll to BP LOAD process. This process
loads Personal Services budget information from the HR/Payroll system into the Budget Preparation
module via the epoh009.txt file obtained from the HR/Payroll source (ADP).

Topic Objectives:

Upon completion of this topic, you will be able to:

- Explain the purpose of the ADP Load process

- Identify the types of information that are and are not included when the HR/Payroll to BP Load process
is run

- Run the HR/Payroll to BP Load process

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints
Extract file epoh009 XXX.txt has been received from ADP and saved to a local directory.

Additional Information
The file name is epoh009_XXX.txt, where XXX represents the first three digits of the business unit ID
number. This file will be saved to a local directory.

The file contains four rows of data pertaining to active positions. Positions which are active and not
filled will only contain two rows of data. The information is extracted from EV5 (ADP) for the budgeting
process. These rows are as follows:

“D” rows assigned for the Demographic information:
POSITION_DATA.POSITION_NBR
JOB.EMPLID
JOB.EMPL_RCD
JOB.EFFDT
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JOB.EFFSEQ
POSITION_DATA.DEPTID
POSITION_DATA.JOBCD
POSITION_DATA.PAYGROUP
POSITION_DATA.COMPANY
JOB.ANNUAL_RT
POSITION_DATA.POSITION_BUDGET
POSITION_DATA.STD_HRS
POSITION_DATA.FULL_PART_TIME
POSITION_DATA.REG_TEMP

IIJ”

POSITION_DATA.POSITION_NBR
JOB.EMPLID
JOB.EMPL_RCD_NBR

JOB.EFFDT

JOB.EFFSEQ,
POSITION_DATA.ERNS_DIST_TYPE
EP_POS_JED.GL_PAY_TYPE
EP_POS_JED.STD_HOURS
EP_POS_JED.DIST_PCT
EP_POS_JED.ERNCD
EP_POS_JED.JOBCODE
EP_POS_JEB.COMPRATE
EP_POS_JED.ACCT_CD

rows assigned for the Job Earnings Distribution information:

“R” rows assigned for the Retirement information:

POSITION_DATA.POSITION_NBR
JOB.EMPLID
JOB.EMPL_RCD_NBR
JOB.EFFDT

JOB.EFFSEQ
BENEF_PLAN_TBL.BENEFIT Plan
BENEF_PLAN_TBL.PLAN TYPE

Description based on RTRMNT_PLAN.BENEFIT_PLAN. LINK TO XLATTBLE

“H” rows assigned for the Health information:
POSITION_DATA.POSITION_NBR
JOB.EMPLID
JOB.EMPL_RCD_NBR
JOB.EFFDT
JOB.EFFSEQ
EP_WIN_EE_ELCTN.BIX_PLAN_TYPE
EP_WIN_EE_ELCTN.OPTION_NAME
Health Benefit Type = ‘MED’
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Health Benefit Type Description EP_WIN_EE_ELCTN.OPTION_NAME
EP_WIN_EE_ELCTN.COVRG_LEV_CD
EP_WIN_EE_ELCTN.COVRG_LEV_NAME

Procedure
In the following topic, you will process the HR/Payroll to BP LOAD. The Process Name is BORBUSHX.

Step Action

1. Click the BOR Menus link.

2. Click the BOR Budget Prep link.
[ BOR Budget Prep |

3. Click the Budget Prep Processing link.
4, Click the HR/PAYROLL BP link.
5. Click the Add a New Value tab.

6. Enter "LOAD" in the Run Control ID field or add new run control as necessary

Run Control 1D;

7. Click the Add button.

Add
8. Once the new Run Control is saved the HR/PR to BP Load page will be opened:
{ HRIPR to BP Load ‘|
Run Control ID:  LOAD Report Manager  Process Monitor —
Business Unit QL

Server File Name:

Local File Hame:
Add | |

In the Process Parameters group box enter or search Q for the Business Unit.
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Step Action

10. Click the Add button.
Add ‘

11. | This will open a Browser page which will enable you to search for the location of the
directory and file (epoh009_XXX.txt) where XXX represents the first three digits of the
business unit ID number. Once located, simply double click to select the file.

Browse. ..

Upload | Cancel ‘

12. | Click the Upload button.

Lipload

This will return the screen to the HR/PR to BP Load page and will have the Server File
Name and Local File Name populated.

{ HRIPR to BP Load

Run Control ID:  LOAD Report Manager  Process Monitor i

Business Unit|42000 |2

Server File Name: 2010-02-26-09.48.44 000000epoh009_420

Local File Name: epoh009_420 bd
Delete View Detach

13. Click the Run button.
Run ‘

14. | The Process Scheduler Request page will open.

Default values will be pre-populated:
Process Scheduler Request

User ID: CLONG Run Control ID: LOAD

Server Name: ¥ | Run Date: 027262010 El

Recurrence: “ | Run Time: 9:59:23AM Reset to Current Date/Time |

Time Zone: Q

Select Description Process Name Process Type *Type *Format Distribution
Budgets HR/Payroll Load BORBUSHX S0R Report Web ~ || PDF ~ | Distribution

15. Click the OK button.
[ o |

This will return the window to the HR/PR to BP Load page.
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Step Action
16. Click the Process Monitor link.
[ Erocess Monitor |
The Process list will be displayed.
[ Process List | SemverList |
User ID: [CLONG Q. Type: + | Last: 1| |Days |»
Server: * | Name: Q. Instance: to
Run + | Distribution v Save On Refresh
Status: Status
Process List Customize | Find | View All | 4 First £l 1-10 of 10 [ Last
Select Instance Seq. Process Type % User Run Date/Time Run Status w Details
920142 SOR Report BORBUSHX CLONG 02/26/2010 9:59:23AM EST Success Fosted Details
17. Click the Refresh button.
Select Refresh until the Run Status displays as Success and the Distribution Status displays
as Posted.
18. | cClick the LCetails |ink to view the Process Detail.
Process Detail
Instance: 920142 Type: SOR Report
Name: BORBUSHX Description: Budgets HR/Payroll Load
Run Status: Success Distribution Status: Posted
Run Control ID: LOAD Hold Request
Location: Server Queue Request
Server: PSUMNK Cancel Request
) Delete Request
Recurrence: Restart Request
Request Created On: 02/26/2010 10:01:43AM EST Parameters Transfer
Run Anytime After:  02/26/2010 9:50:23AM EST Message Log
Began Process At 02/26/2010 10:01:57AM EST Batch Timings
Ended Process At 02/26/2010 10:02:27AM EST View Log/Trace
19. . View Loa(Mrace . . Trace File .
Click the link to view the Trace file contents. The — —— contains a
view of data loaded during the HR/Payroll Load process.
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Step Action

20. | The View Log/Trace link also contains a .PDF report. The report contains summary
information which may be used to validate the number of rows (D, J, R and H), Total
Annual Salary and Total Position Budget amounts successfully loaded from the
epoh009_XXX.txt file.

View Log/Trace
Report ID: 517668 Process Instance: 920142 lMessage Lag
Name: BORBUSHX Process Type: S0R Report

Run Status: Success

Budgets HR/Payroll Load

Distribution Node: DMNODE Expiration Date:
Name File Size (bytes) Datetime Created
Message Log 1778 02/26/2010 10:02:27.000000AM EST
baorbughx 920142.PDF 8,031 02/26/2010 10:02:27.000000AM EST
Trace File 4 692 265 02/26/2010 10:02:27.000000AM EST

21. | Some changes to the HR/Payroll source system that may necessitate running additional
budget extracts are:

eChanging a Position Budget.

eChanging salary for an employee in a filled position.
e|nactivating a position.

eTerminating an employee but leaving the position active.
eAdding a new position

22. | Running subsequent HR/Payroll to BP Loads will create the following changes in all budget
versions:

eUpdates the Current Salary for positions changed in the HR/Payroll system.
*Adds or deletes positions added or inactivated in the HR/Payroll system.
eUpdates the status of a position from Filled to Vacant, or from Vacant to Filled

23. | The following will not occur when running subsequent HR/Payroll to BP Loads:

eDepartment, Job Code, and Pay Group changes in the HR/Payroll system will not be
updated in the Budget Preparation module. Department and Job Code changes made in
the Budget Preparation module will, however, update the HR/Payroll system when the
final export file to the HR/Payroll system is created.

Note: The Budget Prep user controls the Department, Job Code and Pay Group changes
made after the initial load. Changes to these fields must be made in Budget Prep, even if
the HR/Payroll system has been updated to avoid unwanted changes to the new Budget
Year.

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

141



Business Process Document
{(1)GEORGIAZIFST Budget Prep - Parameter Definition BP.040.010 —
Processing HR/Payroll to BP Load

Step Action

24. | Congratulations. The HR/Payroll to BP LOAD process is complete. Below is a summary of
the key concepts of this lesson:

- The initial HR/PR to BP Load creates a REFERENCE version.

- Subsequent loads may be completed to capture interim changes in HR/Payroll.

- Some changes to HR/PR which may require running subsequent loads are -changing a
position budget, changing a salary for an employee in a filled position, inactivating a
position, terminating an employee but leaving the position active, and adding a new
position.

- Subsequent loads will not update changes made in HR/PR to pre-existing Positions for
Department, Job Code, and Pay Group in the Budget Preparation module.

End of Procedure.
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Security Role BOR_BP_PROCESSES

Responsibility/Role

File Name BP_040_011 - Processing Financials
Extracts_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.040.011 - Processing Financials Extracts

Concept

This topic provides an overview and demonstrates the Financials Extract process. This process loads
Non-Personal Services budget information from the Financials system into the Budget Preparation
module.

The Financials Extract process uses Non-Personal services budget information from the prior year (based
on the “From Budget Year” parameter) in Financials to collect data to be used as a starting point for
developing budgets for the next fiscal year. Budget data generated include Appropriation, Organization,
Revenue Estimate, and Grant budgets.

Note: All budget parameter definitions must be completed before running this extract process.

Topic Objectives:

Upon completion of this topic, you will be able to:

- Explain the purpose of the Financials Extract process
- Run the Financials Extract process

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints
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Additional Information

The extract processes for HR/Payroll and Financials should be run a minimum of once per budget cycle,
at the beginning of the budget development process. Subsequent extracts may be run at any time to
reconcile data between the budget module and the source system.

The initial extract process(es) creates a budget version named REFERENCE. This version cannot be
updated directly within the Budget Module. Updates to the REFERENCE version can only be made
through subsequent execution(s) of the extract process(es).

The Budget Copy process cannot be run until the initial extracts from HR/Payroll and Financials have
been completed.

BP.040.011 Procedure

In the following topic provides steps for running the Financials Extract process. The Process Name is
BORBUDFX.

Step Action

1. Click the BOR Menus link.

2. Click the BOR Budget Prep link.

3. Click the Budget Prep Processing link.
Budget Prep Processing

4, Click the FIN Extract link.

5. Click the Add a New Value tab.

6. Enter "FINEXT" in the Run Control ID field or add a new run control as necessary.

Run Control 1D

Note: Itis best practice to add a new run control for this process each year.

7. Click the Add button.
Add
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Step Action
8. Once the new Run Control is saved the FIN Budget Extract page will be opened:
{ FIN Budget Extract
Run Control ID:  FIN_EXT Report Manager  Process Monitor un
Language: English v
Business Unit: Q
From Department: Q
All Departments:
9. In the Deptid Values group box enter or search < for the Business Unit.
10. | click the All Departments checkbox O
You may choose to extract by a single department by entering or selecting the appropriate
department number in the Individual Department field. We recommend, however, that
you run the initial extract for all departments. This process may be run multiple times
throughout the Budget Prep process to pick up any changes made since the initial extract.
11. | Click the Run button.
Run
12. | The Process Scheduler Request page will open.
Default values will be pre-populated:
Select Description Process Hame Process Type *Type *Format Distribution
Budgets Financials Extract BORBUDFX S0R Report Web ~ || POF w | Distribution
13. | Click the OK button.
This will return the window to the FIN Budget Extract page.
14. | Click the Process Monitor link.
15. | Click the Refresh button.

Select Refresh until the Run Status displays as Success and the Distribution Status displays
as Posted.
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Step Action

16. | Click the Le&tails |ink to view the Process Detail.

Process Detail
Instance: 920141 Type: SOR Report
Name: BORBUDFX Description: Budgets Financials Extract
Run Status:  Success Distribution Status: Posted
Run Control ID: FIN_EXT Hold Request
Location: Server Queue Request
server: BSUNK Cancel Request
O Delete Request
Recurrence: Restart Request
Request Created On: 02/26/2010 2:37:52AM EST Parameters Transfer
Run Anytime After:  02/26/2010 8:34:10AM EST Message Log
Began Process At:  02/26/2010 8:38:07AM EST Batch Timings
Ended Process At 02/26/2010 8:40:07AM EST View Log/Trace
17. . View LoaTrace . . Trace File |. )
Click the link to view the Trace file contents. The link contains

a view of data loaded during the Financials Extract process.

18. | Running additional Financials Extracts will create the following changes in all budget
versions:

e Updates current Non-Personal Services budgets based on Permanent Amendments.
e Adds new Original Non-Personal Services budgets and revenue estimates.

¢ Makes available in Budget Prep, Grants that have been added into PSFIN.

19. | The following will not occur when re-running budget extracts:

*Non-Personal Services budgets will not be deleted in the Budget Preparation module. You
can adjust them to zero, however.

20. | Congratulations. Running Processing Financials Extracts is complete. Key concepts of this
topic are outlined below:

- This process loads Non-Personal Services budget information from the Financials system

into the Budget Preparation module.

- All budget parameter definitions must be completed before running the extracts process.
- It is recommended to run the initial process for all departments; subsequent process can
be run for individual departments.

End of Procedure.
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Security Role BOR_BP_PROCESSES

Responsibility/Role

File Name BP_020_010 - Running the Budget Copy
Process_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 3/07/2017

Last Changed by

Status

BP.020.010 - Running the Budget Copy Process

Concept

This topic demonstrates how to run the Budget Copy process. The Budget Copy process copies one
version of a developed budget to a different version, allowing multiple versions of a budget to exist.
Once the budget is copied, you can perform “what-if” analyses of different scenarios on the copied
version.

Note: The initial HR/Payroll to BP Load and Financials Extract processes create a REFERENCE version,
after which additional Planning budget versions may be made using the Copy process.

Topic Objectives:

Upon completion of this topic, you will be able to:

- Run the Budget Copy process from the Reference version.
- Run the Budget Copy process from the Planning version.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

The HR/Payroll to BP Load and the Financials Extract processes must be run at least once prior to
creating additional planning budget versions. A source (REFERENCE) budget version must exist to copy
from.

Additional Information

When using the Copy process keep in mind that all online budget development work takes place on a
version of the budget named CURRENT, but you will not create this version until all mass update/”what-
if” analyses are completed.
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BP.020.010 Procedure

In the following topic, the Budget Copy process will be run. The scenario describes how to run the
process both from the Reference version and from the Planning version. The Process name is
BORBUDCP.

Step Action

1. Click the BOR Menus.

2. Click the BOR Budget Prep link.

| BOF BEudget F"re-

3. Click the Budget Prep Processing link.
[ Budaet Prep Processing |

4. Click the Budget Copy/Delete link.
Budget Copy/Delete

5. Click the Find an Existing Value tab.

Search _—
To enter or 4 for an existing Run Control ID:

[ Find an Existing Value Y Add a New Value

Run Control ID:| begins with

[l case Sensitive

Search | Clear | Basic Search Save Search Criteria

6. Else click the Add a New Value tab to setup a new Run control ID:

{ Find an Existing Value | Add a New Value '\

Run Control 1D

7. Enter "COPY" in the Run Control ID field.

8. Click the Add button.
Add
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Step Action

9. Once the Run Control ID has been entered by Finding an Existing Value or Adding a New
Value the Budget Copy/Delete page will be displayed:
| Budget Copy/Delete

Run Control ID:  SUPPORT EeportManager  Process Monitor S
Language: English v
Business Unit Q
Budget Action: | Copy v
Version for BOR Q [ICopy as Current Version?
To Version:

10. Enter or Search Q for the Business Unit:
Business Unit Q

11. Enter or Search Q to select REFERENCE as the Version for BOR:
Version for BOR |REFEREMCE &'}

If you have only run the initial load and extract, only the REFERENCE version created during
the extract processes will be available for selection. Any version of the budget, however,
can be selected.

12. Enter a name in the To Version field:

Any name is acceptable, such as PLANNING, PLANNING1, PLANNING2, etc.
Examples of copied versions:

e Copy REFERENCE to PLANNING Version

e Copy PLANNING to CURRENT Version
After the initial extract, the budget can be copied to a planning version for “what if”
analysis, or copied straight to the current version for online updates. A “what if” analysis
cannot be performed on a CURRENT budget version.

Note: When copying as CURRENT Version, click the Copy as Current Version? check box to
auto populate the To Version. Once checked the To Version will be grayed out as shown

below:
Budget Action: | Copy W
Version for BOR |REFERENCE Q Copy as Current Version?
To Version:
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Step Action
13. | Click the Run button.
Run
14. | The Process Scheduler Request page will open.
Default values will be pre-populated:
Process Scheduler Request
User ID: CLOMG Run Control ID: COPY_420
Server Name: | Run Date: 02/26/2010 Bl
Recurrence: *| Run Time: 12:09:22PM Resetto Current Date/Time |
Time Zone: Q
processist
Select Description Process Name Process Type *Type *Format Distribution
Budget Copy BORBUDCP S0OR Report Web ~ || PDF ~ | Distribrution
oK | Cancel |
15. | Click the OK button.
This will return the window to the Budget/Copy Delete page.
16. | Click the Process Monitor link.
17. | Click the Refresh button.
Select Refresh until the Run Status displays as Success and the Distribution Status displays
as Posted.
Note: The Trace File does not contain data for this process. The PS_ BUD PSC_BOR table
may be queried to verify copied version presence.
18. | Congratulations. Running the Budget Copy process is complete. Below are the key
concepts of this topic:
- The Budget Copy process copies one version of a developed budget to a different version,
allowing multiple versions of a budget to exist.
- The HR/Payroll to BP Load and Financials Extract processes must be run at least once
prior to creating additional Planning budget versions.
End of Procedure.
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Security Role BOR_BP_PROCESSES

Responsibility/Role

File Name BP_020_020 - Processing What If
Analysis_BUSPROC

Version

Document Generation Date 03/03/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.020.020 - Processing What If Analysis

Concept

This topic demonstrates how to perform mass updates to the Planning version of the budget. These
updates are “what-if” analyses. This process allows users to make across-the-board changes to their
budgets based on various criteria. This may be done to analyze the impact of across-the-board changes
but never implemented, or these changes may be incorporated in the final (CURRENT) version of the
budget.

Any time a “what-if” analysis is processed against a budget version, the original values in that budget
version are always used during any calculations. A “what-if” analysis cannot be performed on the results
of a previous “what-if” analysis. For example, a 5% mass update, followed by a 3% update on the same
data would result in only a 3% change, as opposed to the sum of the two updates.

Topic Objective:
Upon completion of this topic, you will be able to:
- Run “What-If” Analyses to the Planning budget.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

An existing Planning version of the budget must exist. These are created through successful execution
of the extract and copy processes.

Any time a “what-if” analysis is processed against a budget version, the original values are always used
to perform any calculations. A “what-if” analysis cannot be performed on the results of a previous
“what-if” analysis.
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Additional Information
The process may be run as needed. Generally, users will cycle through several iterations of this process
against planning versions of the budget prior to creating the CURRENT version of the budget.

BP.020.020 Procedure

In the following topic, the “what-if” analysis process will be run. The Process name is BORBUDMU.

Step | Action

1. Click the BOR Menus link.

2. Click the BOR Budget Prep link.

3. Click the Budget Prep Processing link.
Budget Prep Processing

4. Click the What-If Analysis link.
[What-If Analysis |

5. Click the Find an Existing Value tab.

Search _—_
To enter or 4 for an existing Run Control ID:

j Find an Existing Value Y Add a New Value

Run Controd ID:| begins with

[l case Sensitive

Search | Clear | Basic Search Save Search Criteria

6. Else click the Add a New Value tab to setup a new Run control ID:

{ Find an Existing Value | Add a New Value

Run Controd 1D

7. Enter "WHATIF" in the Run Control ID field.

Run Control 1D;

8. Click the Add button.
Add
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Step | Action
9. Once the Run Control ID has been entered by Finding an Existing Value or Adding a New
Value the Mass Updates page will be displayed:
{ Mass Updates
Run Control ID:  WHAT_IF Report Manager Process Monitor —
Language: English w
Business Unit: Q Budget Type: A
Version: Q
Pay Group:
Fund Code:
All Filled Vacant
From: To:
Type: | Amount b Percent: Amount: 200.000000
10. | Enter or Search Q for the Business Unit:
Business Unit Q
11. | Click in the Budget Type Listbox.

For this exercise, Personal Services will be selected.

Budget Type: v

A list of Budget Type options and an explanation of each are below:

¢(none) — blank

¢All — updates all Personal Services and Non-Personal Services budgets using the
selected criteria.

eAppropriation/Organization — updates only Non Personal Services Appropriation and
Organization budgets using the selected criteria.

eGrant — updates only Grant budgets using the selected criteria.

ePersonal Services — updates only Personal Services budgets using the selected criteria.

*Revenue Estimate — updates only Revenue Estimate budgets using the selected criteria.
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Step | Action
12. | Click the Search Q to select the Version for use in the “what-if” analysis.
All PLANNING budget versions are available for processing. If mass updates are desired
against the CURRENT version of the budget, the CURRENT version must first be copied to a
planning version, updated through these processes, and the copied back to the CURRENT
version.
Note: Manual changes may be lost if the CURRENT version is processed through the “what-
if” analysis.
13. | Select Planning as the Version.
Version: |[PLANNING Q
14. | Click the Search “* to select the Pay Group for use in the “what-if” analysis.
15. | Select “xxF” from the search Pay Group results.
Pay Group: |42F |2, “F” in this example represents the Faculty Pay Group.
If you leave this field blank, all pay groups will be updated.
Note: All pay groups are prefixed with the first two digits of the Business Unit ID.
16. | If a Non Personal Budget Type is selected the Fund Code box will be open for selection:
Fund Code: Q
Enter or Search Q for a valid Fund Code in the Fund Code field, only budgets with the
specified Fund Code will be calculated.
17. | The Process, Account Range and Change group boxes allow the user to select criteria to

further limit which budgets the process will impact.

= Al I Filled ) vacant

From: To:

Type:| Percent w Percent: 3.000 Amount:
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Step | Action

18. | Select the radio button desired for the What-If Analysis in the Process group box:

& an CFilled vacant

All — all positions within the “F” pay group will be calculated.
Filled — only filled positions within the “F” pay group will be calculated.
Vacant — only vacant positions within the “F” pay group will be calculated.

Note: calculations are included or excluded based on the selection criteria

19. | If a Non Personal Budget Type is selected the Account Range group box will be open for
selection:

From: aQ, To: Q

Enter or Search % for values in the From and To fields, only budgets within the specified
range for the specified Budget Type will be calculated.

20. | Select the Type of change to apply to the “what-if” analysis calculations in the Change
group box:

Type: | Amount W Percent: Amount: 100.00

Amount
e Personal Services, the process will add the specified amount to the Current Salary
to determine the Proposed Salary amount, and accordingly recalculate the
Proposed Budget.
e Non Personal Services, the process will add the specified amount to the Current
Budget Amount to determine the Proposed Budget Amount.
Percent
e Personal Services, the process will multiply the Current Salary amount by the
specified percentage to determine the Proposed Salary amount and accordingly
recalculate the Proposed Budget based on the raise effective date.
e Non Personal Services, the process will multiply the Current Budget Amount by the
specified percentage to determine the Proposed Budget Amount.
Zero
e Personal Services, the process will set the Proposed Salary amount to zero for the
records matching the specified criteria.
e Non Personal Services, the process will set the Proposed Budget amount to zero for
the records matching the specified criteria.

If the Change Type is set to Percent, enter a value into the Percent field. A value of 10
would indicate 10%, as opposed to 0.10.

If the Change Type is set to Amount, enter a value into the Amount field.
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Business Process Document

(1)GEORGIAZ/IFST Budget Prep - Extracts and Updates BP.020.020 —
Processing What If Analysis
Step | Action
21. | Click the Run button.
Run

22. | The Process Scheduler Request page will open.
Default values will be pre-populated:
Select Description Process Name Process Type *Type *Format Distribution

Budgets Mass Updates BORBUDMU SOR Report Web w | POF w | Distribution

23. | Click the OK button.
ok |
This will return the window to the Mass Updates page.

24. | Click the Process Monitor link.
[Process Monitor |

25. | Click the Refresh button.
Select Refresh until the Run Status displays as Success and the Distribution Status displays
as Posted.
Note: The Trace File contains identifying information for this process, such as Budget
Period and tables affected by update.

26. | Congratulations. The Processing What-If Analysis is complete. Key concepts of this topic are
outlined below:
-This analysis allows you to make across-the-board changes to your budgets and analyze the
impact of these changes using various criteria.
-Data contained in the specified budget version will be updated based on the specified
criteria.
-The budget can be copied to another planning version, copied to the CURRENT version, or
deleted if no longer necessary.
End of Procedure.
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R Business Process Document
EME%,GL&E,{.@@,E Budget Prep - Financials, Analysis, and Final Exports BP.060.010 -
Inquiring on Personal Services

Security Role BOR_BP_INQUIRE

Responsibility/Role

File Name BP_060_010 - Inquiring on Personal
Services_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.060.010 - Inquiring on Personal Services

Concept

This topic demonstrates how to run the Personal Services inquiry. This inquiry enables you to quickly
review all Personal Services budget information by Department for a specified budget version. All
budget versions created during the original extract, copy, “what-if” analysis, and online update process
are available for inquiries.

Topic Objective:
Upon completion of this topic, you will be able to:
- Run the Personal Services Inquiry.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints
At least one version of the Budget must exist to inquire against.
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Business Process Document
(1)GEQORGIAZIZST Budget Prep - Financials, Analysis, and Final Exports BP.060.010 -
Inquiring on Personal Services

Procedure

This topic demonstrates how to inquire on Personal Services by Department and Budget
Version.

Step | Action

1. Click the BOR Menus link.

2. Click the BOR Budget Prep link.
[ BOR Budget Prep |

3. Click the Budget Prep Inquire link.

4, Click the Personal Services link.
[Personal Services |

5. The Personal Services search criteria selection will be displayed.
Personal Services
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

j Find an Existing Value

SetlD: beqgins with o]
Version for BOR: | beqgins with '
Budget Period: | begins with &)
Department; begins with &)
Search | Clear | Basic Search Save Search Criteria

6. Enter or click the [~ to Search for the SetID.

Note: Enter any target search criteria to select a Department for viewing. The criteria
entered will limit the values returned by the search.

7. Enter or click the to search for the Version for BOR.

8. Enter or click the [ to search for the Department.

9. Click the Search button.

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

158



Business Process Document
(1)GEQORGIAZIZST Budget Prep - Financials, Analysis, and Final Exports BP.060.010 -
Inquiring on Personal Services

Step | Action

The Personal Services data for the selected criteria is displayed when you click .
The initial view of the Personal Services data displays the following:
e Pay Group
e Job Code
e Position Number
e Description
e Proposed Salary: this amount reflects the proposed salary after any processing in
the Budget Prep Module.
e Current Amount: this amount reflects the original salary amount loaded from the
HR/Payroll system.
e PerRate
e Proposed Budget: this value reflects the budgeted amount for a position based on
proposed salary and raise effective dates.
e Exported Amount
e Distribution %: this reflects the percentage of the proposed budget that will be
funded to a particular Account Code.

Multiple rows may appear for the same position if the position’s funding is distributed
across multiple account codes or earnings codes.

Data may be ordered differently by changing the selection in the drop-down boxes. The
first box contains Emplid/Name and Position Number/Des, the second box contains Job
Code/Paygroup, Erncd/Account Code, and Emplid/Name.

10. | Congratulations. Inquiring Personal Services is complete.

-This inquiry enables you to quickly review all Personal Services budget information by
Department for a specified budget version.

End of Procedure.
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Business Process Document

ﬁ.@%ﬁﬁfﬁ@ Budget Prep - Financials, Analysis, and Final ExportsBP.060.020 -

Inquiring on Non-Personal Services

Security Role

BOR_BP_INQUIRE

Responsibility/Role

File Name BP_060_020 - Inquiring on Non-Personal
Services_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.060.020 - Inquiring on Non-Personal Services

Concept

This topic demonstrates the Non-Personal Services inquiry. This inquiry enables you to quickly review all
Non-Personal Services budget information by ChartField combination for a specified budget version. All
budget versions created during the original extract, copy, “what-if” analysis, and online update process

are available for inquiries.

Topic Objective:

Upon completion of this topic, you will be able to:

- Run the Non-Personal Services Inquiry.

Assumptions

Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

At least one version of the Budget must exist to inquire against.
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- Business Process Document
\JME,MEE;E.GM@@ Budget Prep - Financials, Analysis, and Final ExportsBP.060.020 -
Inquiring on Non-Personal Services

Procedure
For this topic, inquire on Non-Personal Services for Budget Period 2017. Let's see how this is done.

Step Action
1. Click the BOR Menus link.
2. Click the BOR Budget Prep link.
3. Click the Budget Prep Inquire link.
Ellll!!ef P1 ep |II(!lIiI e
4, Click the Non-Personal Services link.

[ Mon-Personal Senvices |

5. The Approps/Rev Est/Grants page will be displayed.

[ AppropsiRev EstiGrants {_Drg Budgets |

*BU: Budget Type: *Version: *Budget Period:
Q v Q Q
Fund: Deptid: Program: Class: Project: Account:
% Q % Q % Q % Q % Q % Q

Customize | Find | view All | B8 First 4] 1 071 [¥] Last

Account Fund Dept Program Class Project %ﬁ fmhﬂg Current Budget Proposed Budget
1 0.00 0.00 0.00

The top of this page displays the search criteria options to retrieve various Non-Personal
Service budgets into the page.

6. Enter or search Q for the Business Unit.
*BLU:
QL
7. Click the Budget Type list.
Budget Type:

W

Using the drop down menu, select one of the following:
e Appropriation/Organization
e Grant
e Revenue Estimate
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Business Process Document
(1)GEQORGIAZIZST Budget Prep - Financials, Analysis, and Final ExportsBP.060.020 -
Inquiring on Non-Personal Services

Step Action

8. Enter or search % for the Version:
*Version:
Q,
Only budgets associated with the selected version will be retrieved in the inquiry. All
versions are available for selection.
9. Enter or search for the Budget Reference.
*Budget Reference:
| Q
Only budgets associated with the selected budget reference will be retrieved in the
inquiry.
10. | These optional fields only retrieve budget for the specific selection.
e Fund:
e DeptlD:
e Program:
e (Class:
e Project:
e Account:

A value of % in any field serves as a wildcard and will retrieve all values for that field. A
wildcard may also be used as a prefix or suffix to any ChartField search criteria. For
example, a value of 5% in account will only retrieve accounts starting with 5. The % will
automatically append to any search criteria entered. Any combination ChartFields or
wildcards and specific values may be specified.

11. Click the Search button.

[ oo |

All of the budgets matching the search criteria will be displayed. The fields displayed
include the appropriate ChartField combination for the selected Budget Type and Budget
Reference, the Current Budget amount, the Proposed Budget amount, and the percentage
change between the two amounts.

The bottom of the panel displays the total Current Budget amount and the total Proposed
Budget amount for all records in the search.
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Business Process Document
(1)GEQORGIAZIZST Budget Prep - Financials, Analysis, and Final ExportsBP.060.020 -
Inquiring on Non-Personal Services

Step Action

12. | Click on the Org Budgets tab.
prpmpszevEsUGrants ! Org Budgets \

*BU: Budget Type: *Version: *Budget Period:
Q v Q Q
Fund: Deptid: Program: Class: Project: Account:
% Ja [® a % Ja [ |a % Q % a
Search
Fund Code Department Program Code Class Field Project/Grant Account fﬁ}nﬂg Current Budget Proposed Budget Account Fund

1 0.00 0.00 0.00

The Org Budgets page displays information for Organization budgets. This page works in
conjunction with the first page, and only displays values when a NPS Budget Type is
specified in the criteria. The Organization Budgets selected will be child records of the
selected Appropriations.

The Search criteria on the Org Budgets page are exactly the same as the Approps/Rev
Est/Grants page. A change on one page automatically changes the values on the other
page.

The bottom of the page displays the total Current Org Budget amount and Proposed Org
Budget amount for all records retried in the search.

13. | Congratulations. Inquiring Non-Personal Services topic is complete.

-This inquiry enables you to quickly review all Non-Personal Services budget information
by ChartField combination for a specified budget version.

End of Procedure.
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R Business Process Document
E.E%ﬁl&fi‘%ﬁm Budget Prep - Financials, Analysis, and Final ExportsBP.060.020 -
Inquiring on Non-Personal Services

Security Role BOR_BP_GRANTS

Responsibility/Role

File Name BP_060_040 - Grant Budget Inquire
Online_BUSPROC

Version

Document Generation Date 03/31/2016

Date Modified 03/07/2017

Last Changed by

Status

BP.060.040 - Grant Budget Inquire Online

Concept

This topic demonstrates the Grant Budget inquiry. This inquiry enables you to quickly review all Grant
Budget information by ChartField combination for a specified budget version. All budget versions
created during the original extract, copy, “what-if” analysis, and online update process are available for
inquiries.

Topic Objective:
Upon completion of this topic, you will be able to:
- Perform the Grant Budget Inquire online.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

The Financials Extract processes complete successfully, a CURRENT version of the budget has been
created, and Grants exist.

Additional Information
Budget users will access these pages to review a comprehensive Grant Budget picture, budget users will
navigate to the Budget Prep Inquiry pages, Grant Budget Inquire.
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Business Process Document
(1)GEQORGIAZIZST Budget Prep - Financials, Analysis, and Final ExportsBP.060.020 -
Inquiring on Non-Personal Services

Procedure
This topic lists steps to follow when performing the Grant Budget Inquire online.

Step | Action
1. Click the BOR Menus link.

2. Click the BOR Budget Prep link.

3. Click the Budget Prep Data Inquire link.

Budget Prep Inquire

4. Click the Grant Budget Inquire link.

Grant Budaget Inguire

5. | The Grant Budgets Inquire search criteria page opens:

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

[ Find an Existing Value |

Business Unit:| hegins with + Q
Project: hegins with Q
Search | Clear | Basic Search Save Search Criteria

Enter or Search Q for the Business Unit:

Enter or Search Q for the Project:

e Any existing, active Project/Grant may be selected, after a budget version has been
created.

8. Click the Search button.

==
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Business Process Document

Budget Prep - Financials, Analysis, and Final ExportsBP.060.020 -

Inquiring on Non-Personal Services

Personal Services

Step | Action
9. | The Project/Grant page will open.
J ProjectiGrant {_Personal Services | Fringes | Non Personal Srves |

Business Unit. 51000 Project: 511003

Effective Date: 01/01/1901 Status: Active

Description: SEOG 2011

Project/Grant Type:  Grant Status:

Start Date: 07/01/2009 End Date: 06/30/2011

Manager Name: Martin, Traycee

Overall Project/Grant Amount: §275,000.000

Spending Authority Remaining: $162 332.00

Personal Services Budgeted for Period: $0.00

Fringes Budgeted for Period: 50.00

Non-Personal Services Budgeted for Period: $30,000.00

Total Project Budgeted for Period: $30,000.00

The Project/Grant page displays summary information for the Project/Grant that is
entered.

e Grant Attributes are Effective Date, Status, Description, Project/Grant Type, Start
Date, End Date and Manager Name.

e Overall Project/Grant Amount and Spending Authority Remaining: These
numbers are cumulative across fiscal years.

e Proposed Budget Information: The values in this group box display the total for
each Grant budget component (Personal Services Budgeted for Period, Fringes
Budgeted for Period, and Non-Personal Services Budgeted for Period), and the Total
Project Budgeted for Period.

10. | Click the Personal Services tab.
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Business Process Document
(1)GEQORGIAZIZST Budget Prep - Financials, Analysis, and Final ExportsBP.060.020 -
Inquiring on Non-Personal Services

Step | Action

11. | The Personal Services page opens for review only.

| Project/Grant | Personal Services ' Fringes | Non Persenal Snves |

Business Unit: 51000 Project: 511003

Eind|View Al First [4] 1 or1 [* Last

Effective Date:

Department:

Empl 1D: Empl Rcd#: 0
Position Number: Pool 1D:
Earnings Code:

Account Code:

Start Date for Gen Standing PO: End Date:

Fund: Department: Program:

Class: Project: Account:

Distribution®a: Proposed Bud: §0.00

The Personal Services page displays detailed information for the Personal Services budgets
supported by the Grant. The page displays the following information:

e Attributes for each Position assigned to the Grant.

e Earnings Code and Account Code attributes for each position assigned to the Grant.
If a position is split funded, only the portion associated with the Grant will be
displayed.

e The data shown is for information purposes only, and cannot be updated. The
Updating the Personal Services Budget Online (BP.020.030) should be used to
modify any Personal Services budget data.

e The page is essentially identical to the format of the Personal Services Update
pages, but is limited to positions with Grant funding.

12. | Click the Fringes tab.
Fringes
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\_\)EMESE_GM@%E Budget Prep - Financials, Analysis, and Final ExportsBP.060.020 -
Inquiring on Non-Personal Services

Step | Action

13. | The Fringes page opens for review only.

/ ProjectiGrant | Personal Services ' Fringes Y Mon Personal Snes |

Business Unit: 51000 Project: 511003

Find | view Al First [l 1 or1 [ Last

Department:
Empl ID: EmplRcd# 0
Position Number: Position Pool 1D:

Customize | Find | View All | 88 First [1] 4 op 1 ] Last
Account Fund Code Program Code Class Field Fringe Type Rate/Amt Proposed Amount
1 0.00 0.00

The Fringes page displays detailed information for the fringe estimates supported by the
Grant. The page displays the following information:

e Department, Employee ID, and Position Number. (Position Pool ID is no longer
used, but has not been modified for removal from this page at this time).

e ChartField combination: The ChartFields are taken directly from the ChartFields
associated with the position’s Grant funding with the exception of Account that
comes from the Fringe Accounts table. These fields include Account, Fund Code,
Program Code, and Class Field.

e Fringe Type: This field specifies the fringe type associated with the ChartFields.

e Rate/Amount: This field displays the percentage or flat amount associated with the
fringe.

e Proposed Amount: This field displays the amount of the Fringe Estimate for the
Fringe Type and ChartField combination.

e The data shown is for information purposes only, and cannot be updated. The
Updating Fringe Benefit Estimates Online (BP.020.070) should be used to modify
any Fringe budget data.

14. | Click the Non Personal Srvcs tab.
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Business Process Document

_\JME,MESE.GM@%E Budget Prep - Financials, Analysis, and Final ExportsBP.060.020 -

Inquiring on Non-Personal Services

Step | Action
15. | The Non Personal Srvcs page will open for inquiry. The Non Personal Srvcs page
displays all available versions and available budget periods.
[ Project’Grant ) Personal Serices | Fringes | Mon Personal Srvcs
Business Unit: 51000 Project: 511003
Non Personal Srvcs Find | View 1 First 4] 1.3 013 L* Last
Budget Period: 2011 Version: CURRENT
Budget Type: Grant
Fund Code: 000 Restricted Education & Genearal
Department: 1810000 Scholarghips - Fadarally Funda
Program Code: 18100 Scholarships
Class: 1000 Sponsored - Federal
ACCount 154000 Scholarships
Date: Current Budgat: Change{®:): Proposed Budget:
070172011 £5.000.00 0.00 $5.000.00
The Non Personal Srvcs page displays detailed information for the Grant. The page displays
the following information:
Note: ChartField combination: The ChartFields that uniquely define the Grant Budget are
displayed.

e Date: The date field specified the date the budget should take effect. This typically
will be July 1 of the To Budget year.

e Current Budget: This field displays the amount of the original budget plus any
permanent budget amendments that were extracted from Financials for the
specified Project/Grant Budget.

e Change %: This field displays the percentage change between the Current Budget
and Proposed Budget fields. Change this field will automatically calculate the
Proposed Budget amount.

e Proposed Budget: This field displays the budget amount being proposed for the
new budget. Changing this field will automatically recalculate the Change % field.

16. | Congratulations. Inquiring the Grant Budget online is complete.
- The Grant Budget inquiry enables you to quickly review all Grant Budget information by
Chartfield combination for a specified budget version.
End of Procedure.
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R Business Process Document
(1)GEQORGIAZIZST Budget Prep - Extracts and Updates BP.020.011 —
Deleting the Planning Version of Budget

Security Role BOR_BP_PROCESSES

Responsibility/Role

File Name BP_020_011 - Deleting the Planning Version of
Budget_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.020.011 - Deleting the Planning Version of Budget

Concept
This topic demonstrates how to delete the Planning Version(s) of the Budget. This process removes any
unwanted Planning version(s) of the budget from your database.

Topic Objective:
Upon completion of this topic, you will be able to:
- Delete the Planning version of the budget.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

Additional Information
This process may be run as needed when all desired “what-if” analyses on Planning versions of the
budget has been completed and one of those versions has been copied to the CURRENT version.

Note: The CURRENT version will be used for on-line updates and final export to HR/Payroll (ADP)
and Financials.
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(1)GEQRGIAZIAST Budget Prep - Extracts and Updates BP.020.011 —
Deleting the Planning Version of Budget

BP.020.011 Procedure
In the following topic, the Budget Delete process will be run. The Process name is BORBUDCP.

Step Action

1. Click the BOR Menus link.

2. Click the BOR Budget Prep link.

3. Click the Budget Prep Processing link.
gmlu!et Prep Processing

4. Click the Budget Copy/Delete link.

5. Click the Find an Existing Value tab.

Search _—
To enter or 4 for an existing Run Control ID:

[ Find an Existing Value *{_Add a New Value

Run Control ID:| begins with

[ case Sensitive

Search | Clear |Elasi|:Eear|:h Save Search Criteria

6. Else click the Add a New Value tab to setup a new Run control ID:

/' Eind an Existing Value | Add a New Value

Run Control [D:

7. Enter "DELETE" in the Run Control ID field.

Run Control 1D

8. Click the Add button.
Add
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Business Process Document

\_3&Eﬁﬁﬂﬁ_ﬂ Budget Prep - Extracts and Updates BP.020.011 —

Deleting the Planning Version of Budget

Step

Action

Once the Run Control ID has been entered by Finding an Existing Value or Adding a New
Value the Budget Copy/Delete page will be displayed:
/ Budget Copy/Delete |

Run Control ID: DELETE Report Manager Process Monitor Run

Language: English -
Business Unitl:lq

Version for BOR | |Q Copy as Current Version?

To Version: | |

10.

Enter or Search Q for the Business Unit:

Business Unitl:lc'\

11.

In the Action group box select the Budget Action from the drop down list:

Budget Action:

12.

Enter or Search “* to select the delete target Version for BOR box:

Version for BOR | PLANNING 1

The search view will contain REFERENCE and CURRENT versions, as well as the Planning
version(s) you have created available for selection. Budget Prep will only allow you to
delete the Planning version. If an attempt is made to delete the REFERENCE or CURRENT
budget versions, the below error message will be displayed:

[ B WY [ILE] []E L E E

"_\ REFEREMCE & CURREMT “ersions Cannot be Deleted, (30000,17%
L

Meither the REFERENCE nor CURRENT versions of the budget are available to delete. The
REFEREMCE version can be updated by running subsequent extracts to include changes from
HR./Fayroll and Financials, The CURREMT version can be updated by running subsequent exiracts
or onling processing, of can be recreated using the Copy process.

Click to return and make an appropriate selection.
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(1)GEQORGIAZIZST Budget Prep - Extracts and Updates BP.020.011 —
Deleting the Planning Version of Budget

Step Action
13. | Click the Run button.

Run

14. | The Process Scheduler Request page will open.
Default values will be pre-populated:

Select Description Process Name Process Type *Type *Format Distribution
Budget Copy BORBUDCP SQR Report Web ~ ||FDF » | Distribution

15. Click the OK button.

This will return the window to the Budget/Copy Delete page.

16. Click the Process Monitor link.

17. Click the Refresh button.

Select Refresh until the Run Status displays as Success and the Distribution Status displays
as Posted.

[rereen |

Note: The Trace File does not contain data for this process. The PS_ BUD PCS_BOR table
may be queried to verify copied version absence.

18. | Congratulations. Deleting the Planning Version of Budget is complete.
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(1)GEQORGIAZIZST Budget Prep - Extracts and Updates BP.020.030 —
Updating the Personal Services Budget Online

Security Role BOR_BP_UPDATES

Responsibility/Role

File Name BP_020_030 - Updating the Personal Services
Budget Online_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/15/2017

Last Changed by

Status

BP.020.030 - Updating the Personal Services Budget Online

Concept

This topic demonstrates how to update the Personal Services Budget. The Personal Services page is used
to manually modify the Personal Services budgets that were created as a result of the HR/Payroll to BP
Load process and any “what-if” analyses/mass updates that were performed.

Note: Only the CURRENT version of the budget is available for online updates. Users must copy the final
Planning budget version to create the CURRENT version.

Topic Objective:
Upon completion of this topic, you will be able to:
- Update the Personal Services Budget online.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

The HR/Payroll to BP Load process completed successfully, and a CURRENT version of the budget has
been created.

Additional Information

Any additions or changes to the budgets are saved in the Budget Module. The Personal Service budgets
will eventually be exported back to HR/Payroll as Job, Position and Department data. In addition, the
Personal Service budgets will be used to generate fringe estimates and Appropriation, Organization and
Grant budgets to be exported to Financials.
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Business Process Document
(1)GEQORGIAZIZST Budget Prep - Extracts and Updates BP.020.030 —
Updating the Personal Services Budget Online

Procedure

In this topic, Budget users will access the Personal Service page to manually modify the Personal Service
budgets and attributes.

Step Action

1. Click the BOR Menus link.
2. Click the BOR Budget Prep link.

3. Click the Budget Prep Data Update link.
Emln!et Prep Data Update)

4, Click the Personal Services link.
5. The Personal Services search criteria page opens:

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

| Find an Existing Value Y

SetlD: = W QL
Position Humber:| begins with QL
Department: hegins with QL
EmpliD: begins with
Name: begins with
[ case Sensitive
Search ‘ Clear ‘ Basic Search Save Search Criteria
6. Enter or Search Q for the SetlID:
7. Enter any desired search criteria to select an existing Personal Service record for viewing.

The criteria entered will limit the values returned by the search.
e Position Number: any existing position number may be selected.
e Department: any existing department may be selected.
e EmplID: any existing employee ID number may be selected
e Name: records may also be selected by employee name.
Note: Only the CURRENT version of the budget is available for on-line manipulation.

Enter or Search Q for Position Number:

Example: Position Number: 42000008

Note: Position numbers are prefixed by the first two digits of the SetID/Business Unit.

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

175



Business Process Document
(1)GEQORGIAZIZST Budget Prep - Extracts and Updates BP.020.030 —
Updating the Personal Services Budget Online

Step Action

9. Click the Search button.

10. | The Budget Data tab will be opened for editing.

11. | Note: Budget Data page contains the following fields:

eVersion — this field will always be CURRENT, and is not available for edit.

ePosition Number — this field will display the Position number selected and the description
in the search criteria, and is not available for edit.

e|nactive — this check box enables you to inactivate the selected position. To exclude a
CURRENT Position from the new Fiscal Year check the Inactive? Box. Do not zero salary in
order to calculate fringe benefits.

oEffective Date — this field defaults to July 1°* of the To Budget Year, and is not available
for edit.

eDepartment — this field will display the Department to which the current position is
assigned.

¢Job Code - this field will display the Job Code assigned to the current position.

*Pay Group — this field will display the Pay Group to which the current position is assigned.
*EmplID — this field will display the Employee ID number for single incumbent positions,
LUMPSM for multi-incumbent positions, and VACANT for completely vacant positions, and
is not available for edit.

*Empl Rcd# - this field will display the Employee Record number for the employee to
which the funding applies, and is not available for edit.

eCurrent Sal — this field will display the position’s salary at the time of extraction. This
value will be selected from the Job Data for filled single incumbent positions and from the
Budget Amount field from Position Data for LUMPSUM and VACANT positions, and is not
available for edit.

e Note: If future-dated rows exist at the time of the extract, the Budget Preparation
module will use the most future-dated row with an Effective Date less than or
equal to July 1st of the new fiscal year.

*Raise Effdt — this field reflects the date when the proposed salary change will take effect,
either the default date entered for the pay group during Parameter Definition or July 1st of
the new fiscal year.

*Equity Adj — this field reflects the equity adjustment amount that can be added to a
position. If you enter a value in this field, the system will create a new Job Data row,
effective July 1st of the new budget year. This row is in addition to the delayed raise
occurring on the Raise Effective Date. If a Job Data row for an equity adjustment already
exists for July 1st of the new budget year, the equity adjustment will be included in the
Current Salary from the extract. In this case, you should not enter an equity adjustment in
the Budget Preparation module.
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*Proposed Sal — this field displays the salary amount being proposed for the position as of
the Raise Effective Date. Changing this field will automatically recalculate the Change (%)
field.
eChange (%) — this field reflects the percentage change between the Current Salary and
the Proposed Salary. Changing this field will automatically calculate the Proposed Salary
amount.

e Note: The Change% value is applied only to the Current Salary. The final Proposed

Salary is equal to the Current Salary plus the Change% plus the Equity Adjustment.

*Supp Amt — this field reflects any additional money budgeted with a position, but should
not be included in the Proposed Salary. For example, you could use this field to budget for
any additional pay.
*Proposed Bud — this field reflects the budget proposed for the selected position. This
field is calculated by prorating the Current Salary from July 1st to the Raise Effective Date,
and combining this amount with the Proposed Salary from the Raise Effective Date until
June 30th. Furthermore, this calculation will factor in the actual number of hours in a year
for hourly employees, based on the Budget Period Hours on the Year/Hours parameters
panel.
eOverride Proposed Budget — this check box activates the Proposed Bud field. This enables
you to override the calculated Proposed Budget amount. This may be useful in scenarios
where a filled position exists, but the employee may be terminating before the end of the
fiscal year.
*Reason — this field shows the Reason Code assigned to justify a Proposed Salary. If the
Change (%) is over the threshold value specified during Parameter Definition, this field will
be required.
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*FTE — this field shows the FTE associated with a pay group based on the following table:
Full/Par
t Time
Pay Indicat
Group or FTE
A PT 0.50
A FT 1.00
C n/a 0.49
E PT 0.50
E FT 1.00
F n/a 0.75
G n/a 0.49
H PT 0.50
H FT 1.00
L n/a 0.49
P n/a 0.49
S n/a 0.49
T n/a 0.49
w n/a 0.49
Y PT 0.50
Y FT 1.00
B no FTE -
M no FTE -
N no FTE -
12. | Click the New Distrib tab.
/ BudgetData y Mew Distrib Y Original Distrib ',
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Note: New Distrib tab displays the following information:

Dist
Type

1[Rec|a [P @ |[987315000120

Distributed
amount

Earnings
Code

Proposed
Budget

*Account Code Dist% |Fringe % =Start Date

*End Date ‘

Q| [[100.00 [[100.000 [[07101:2013 |15 [[o6r3012014 |59 |

eEarnings Code — this field shows the specific Earnings Code to which the specified funding
applies. Leaving this field blank indicates that the selected funding applies to all position
earnings. You will leave this field blank when creating Financials Personal Services budgets,
while Earnings Codes such as OVT may be configured for export back to HR/Payroll
department budgets.

*Dist Type — this field shows how salary and fringe amounts are distributed. Values are:

A By Amount
M Mone

F By Percent
eAccount Code — this field shows the funding associated with the Position and Earnings
Code.
eDistributed Amount — this field shows the amount of funding for the selected position for
the selected Account Code. A position may be funded by several different Account Codes
whose Distribution equals the total salary.
*Dist% - this field shows the percentage of the total funding for the selected position for
the selected Account Code. A position may be funded by several different Account Codes
whose Distribution %’s add up to 100%.
*Fringe%-this field shows the percentage that fringe estimates will be calculated. This
value can be changed to calculate fringe estimates on a different percentage than
earnings. The total percentage of fringes must equal 100%.
*Proposed Budget — this field shows the portion of the overall Proposed Budget for the
selected position assigned to the selected Account Code. The calculation uses the Dist% to
obtain this value.
eStart and End Date — these reflect the start and end dates for each account code
distribution. These fields can be edited to enable the configuration of account codes for
different periods throughout the fiscal year. The total distribution of all account codes
must equal 100%.
*Fund, Department, Program, Class, Project/Grant and Account — these fields show the
Financials ChartFields associated with the selected Account Code. Budget Preparation
module will use these ChartField combinations to build Appropriation, Organization, and
Grant Personal Services budgets.

First E 1 of1 |E| Last

Customize | Find | View Al | 38

Fund Department Program |Class ProjectiGrant Account

[+]|[=]

511100
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Step Action
13. | Click the Original Distrib tab:
/ BudgetData | New Distrib | Original Distrib _

The fields on this page are display-only, and are the same as the New Distrib page. The
values represent the original budget and account code information for the position. This
panel displays the information from the REFERENCE version, and is useful as a reference
point when changing the position budget information in the CURRENT version.

14. | Updating Personal Services Data
To update any field in the Personal Services pages, navigate to the field; change the value

and m the page. Consider the following nuances:

¢ Changing the Raise Effective Date, Equity Adjustment or Change % will impact the
Proposed Salary and Proposed Budget Amounts.

¢ Changing the Proposed Salary amount will impact the Change % amount and Proposed
Budget amount.

¢ Changing the Department, Pay Group or Job Code fields will change the corresponding
values in Job and Position Data when exporting back to the HR/Payroll system.

¢ Changing the Account Codes and Distribution % will impact the Personal Service financial
budgets in the Financials system and Department Budget data in the HR/Payroll system.
¢ Inactivating the Position in the Budget Module will create a new Position Data row,
making the position inactive on July 1% of the To Budget Year.

Special Business Processes

Multiple Employees in Single Incumbent Position
¢ Occasionally multiple employees are in the same single incumbent position. This may
happen when one employee starts in a position as another is leaving some time in the To
Budget Year. Both employees will appear in the Budget Module. The following process
will budget for this scenario:

e Zero out the Proposed Salary for the employee that is leaving.

e Add the budget Amount associated with the employee leaving to the

Supplemental Amount for the new employee.

¢ This process will result in an accurate Proposed budget for the position, without
impacting the HR/Payroll export data.
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Step

Action

15.

Split Funding instructions

Click on the New Distrib tab.
Insert a new row by clicking on the [+].

The distribution can be split by percentages or by start and end dates. This example shows

the split by percentages.
SRR P—

Earnings | Dist Distributed Proposed

Code Type *Account Code e Dist% |Fringe % Budaet *5tart Date *End Date
1|[REc]a |P @, |[28901009REKK Q [50.000/| 50.000 40,000.00{(07/01/2012 [+ ([06/20/2014 [
2|ReG @ |[P '@ [[ea1510000110 Q [50.000/| 50.000 40,000.00 ([07/01/2013  |[3] |[06/30/2014 [5]

To split by end date, the Dist% and Fringe% will be 100%, but the Start and End date will
change. For example, the dates can be from 07/01/20XX to 9/30/20XX on one row, and
10/1/20XX to 6/30/20XX on another row.

Earnings (Dist . Distributed . . Proposed |, .

Code Type Account Code amount Dist % Fringe % Budaet Start Date End Date
1|[Rec @ |[F @ |[28901009REKK Q [100.00¢ |[100.000 20,000.00{(07/01/2013 |[5] |[09/30/2013 5]
2(rec | [P | |[o81510000110 Q [100.00¢{[100.000 60,000.00 ([10/01/2013 [ |[08/30/2014 [[5)

The appropriate Account Code should be selected for each distribution split.
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Step Action
16. | Changing Distribution Type from Percent % to Amount instructions.
Click on the New Distrib tab.
i%;‘“g g[i—’::_e *Account Code g:g;i‘t"ed Dist% |Fringe % PL"B% *Start Date *End Date ‘
1[Rec @ [P @ |[98201009REKK Q| [100.00¢[100.000]  80,000.00 070112013 [ {[o6r30/2014 [ |
%ﬁ %*;‘)‘_e *Account Code Duirbed Dist% |Fringe % Proposed :start Date *End Date
1|[Rec]a [ ] |[s10101000108 e || || 100.000 [100.00( 26,393.95 07012010 |5 ([06/30/2011 [[5
Changing the Distribution Type from Percent to Amount is useful when the user wants to
budget a specified amount for a specified period. This type of change cannot be loaded by
subsequent HR/Payroll to BP loads. Manual entry to the New Distribution page is
required.
Enter an A in the Dist Type field and enter the amount in the Distributed Amount field.
e Note: The Distributed amount must equal the Proposed Budget, else a Warning
will be produced and the Save will not complete.
When changing specified amounts to be split funded the total amounts must equal the
Proposed Budget amount, else a Warning will be produced and the Save will not complete.
e Note: When split funding by amount the Fringe % will auto calculate and split the
Percent based on the Distributed Amount divided by the Proposed Budget
amount. The Fringe % must equal 100%, else a Warning will be produced and the
Save will not complete. If 100% of Fringe should be budgeted to one department
manually enter 100% on the target department.
i%:“g %Li—fé *Account Code g:g::t"ed Dist% |Fringe % PL"B%ES *Start Date *End Date
1|[Rec|a |4 |c |[98901009REKK a | 20000.000 [ 37.500 20,000.00|[07/01/2013 [ |[06/30/2014 |5
2|rRec|q |[a @ |[981510000110 Q| 50000.000 | 62,500 50,000.00([07/01/2013 5] |[06/30/2014 [5]
17. | Click the Save button.

EEa
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Step Action

18. | Congratulations. Updating the Personal Services Budget Online is complete. Below are the
key concepts of this topic:

- This process allows you to manually modify the Personal Services budgets that were
created as a result of the HR/Payroll extract process and any “what-if” analyses/mass
updates that were performed.

- Only the current version of the budget is available for online updates.

End of Procedure.
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Updating the Non-Personal Services Budget Online

Security Role BOR_BP_UPDATES

Responsibility/Role

File Name BP_020_040 - Updating the Non-Personal
Services Budget Online_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.020.040 - Updating the Non-Personal Services Budget Online

Concept

This topic demonstrates how to update the Non-Personal Services Budget. The Non-Personal Services
page is used to manually modify Non-Personal Services Appropriation and Organization budgets that
were created as a result of the Financial extract process and any mass updates that may have been
performed.

Note: Only the CURRENT version of the budget is available for online updates.
Topic Objective:

Upon completion of this topic, you will be able to:
- Update the Non-Personal Services Budget online.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

The Financials Extract process completed successfully, and a CURRENT version of the budget has been
created.
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Procedure
This topic lists steps to follow when updating the Non-Personal Services Budget Online.

Step | Action
1. Click the BOR Menus link.
2. Click the BOR Budget Prep link.
3. Click the Budget Prep Data Update link.
Emlt!et Prep Data Update)
4, Click the Non-Personal Services link.
EDII—PEI sonal Services|
5. The Non-Personal Services search criteria page opens:

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

[ Find an Existing Value Y Add a New Value

Business Unit: | = '}
Account: begins with ')
Fund Code: begins with ')
Department: beging with » &'}
Program Code:| begins with &}
Class Field: beging with « QL
Search Clear | Basic Search Save Search Criteria

NOTE: A new Appropriations Budget may be added by clicking on the “Add a new
value” tab. Remember that Appropriations budgets are recorded at the highest level
of budgeting which is at the 600000, 700000, or 800000 level.

Enter or Search Q for the Business Unit:

7. Enter any desired search criteria to select an existing Non-Personal Service record for
viewing. The criteria entered will limit the values returned by the search.

e Account: any existing Account may be selected.

e Fund Code: any existing Fund Code may be selected.

e Department: any existing Department may be selected.

e Program Code: any existing Program Code may be selected

e Class Field: records may also be selected by Class Field.
Note: Only the CURRENT version of the budget is available for on-line manipulation.
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Updating the Non-Personal Services Budget Online

Step | Action
8. Click the Search button.
[seann |
9. The Non-Personal Services page will open for review and edit.
Business Unit: 36000 Version: CURRENT
Budget Type: Appropriation/Organization
Fund Code: 10500 Tuition
Department: 1002255 Writing Center
Program Code; 11100 General Academic Instruction
Class: 11000 Gen Opns - General
Project:
Account: 700000 Operating Supplies & Expenses
Date:|07/01/2013 [ Current Budget: 630000  Change{%): 0.00
Proposed Bud: 6,300.00 0Org Sum: 0.00
Organization Level
Perzonalize | Find ||
Account Current Budget u ite % Proposed Budget Fund Code Department Program Code Class Field Project/Gra
1|[714000 Q@ 0.00| 0.00 ‘ 0.00/ 10500 1002255 11100 11000
2727000 | 0.00 | 0.00 ‘ 0.00 10500 1002255 11100 11000
10. | An existing Appropriation budget can be changed manually by navigating to the Proposed
Budget field in the Appropriation Level group box, and adjusting the amount to any value.
Likewise, the user can navigate to the Change % field to recalculate the Proposed Budget
amount.
Date; |(07/01/2013 E'!J Current Budget: £,300.00 Change(%): 0.00
Proposed Bud: | 6,300.00  Org Sum: 0.00
11. | An existing Organization budget can be changed manually by navigating to the Proposed
Budget field in the Organization Level group box, and adjusting the amount to any value, as
long as the sum of the Organization Budgets does not exceed the total Appropriation.
Likewise, the user can navigate to the Update % field to recalculate the Proposed Budget
Amount. In addition, the user can also modify the account for the Organization Budget.
Organization Level
Account Current Budget Update % Proposed Budget
1714000 |Q 0.00 || 0.00 | 0.00
2|[727000 Q@ 0.00|| 0.00 | 0.00
12. | Click the Save button.
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Step | Action
13.

Organization Level budget rows may be added by clicking the insert a new row link
found at the end of the Organization Level row. Enter the Account, Update % and Proposed
Budget amount as needed. Remember ORG budgets are set up at the summary account
level (i.e. 714XXX, 715XXX, 727XXX, 781XXX, etc). For more information on how ORG
budgets are recorded, please see lesson 1.2 in the Budget Prep guide.

Note: the total sum of the Organization Budgets cannot exceed the total Appropriation.

14. | Click the Save button.

15. | The Appropriations budgets and the associated Organization budgets are displayed for the
specified criteria. Note the information that this panel contains:

Appropriation Budget Definition

eBusiness Unit — this field will always show your business unit number.

eVersion — this field will always be CURRENT.

eBudget Type — this field will always show Appropriation/Organization.

*Fund Code — this field will show the fund code for the selected Appropriation.
eDepartment — this field will show the department for the selected Appropriation.
eProgram Code — this field will show the program for the selected Appropriation.
eClass — this field will show the class for the selected Appropriation.
*Project/Grant — this field will be blank for Appropriations.

eAccount — this field will show the account for the selected Appropriation.

16. | Appropriation Level:

eDate — this field shows the date the budget should take affect and will be the date used on
the resulting budget journal. This will typically be July 1st of the new budget year.

eCurrent Budget — this field shows the amount of the Original budget, plus any Permanent
budget amendments based on the From Budget Year, for the Appropriation.

eChange(%) — this field shows the percentage change between the Current Budget and
Proposed Budget fields. Changing this field will automatically calculate the Proposed Budget
amount.

eProposed Bud — this field shows the budget amount proposed for the budget being
developed. Changing this field will automatically recalculate the Change(%) field.

*Org Sum — this field shows the total budget amount for all associated Organization
budgets for this Appropriation.
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Step

Action

17.

Organization Level:

eAccount — this field shows the account of each Organization budget linked to the
associated Appropriation.

eCurrent Budget — this field shows the amount of the Original budget plus all Permanent
budget amendments that were extracted from Financials for the specified Organization
budget.

eUpdate % - this field shows the percentage change between the Current budget and the
Proposed Budget fields. Changing this field will automatically recalculate the Proposed
Budget amount.

*Proposed Budget — this field shows the budget amount proposed for the budget that is
being developed. Changing this field will automatically recalculate the Update % field.
eChartFields — the remaining ChartFields display the ChartField combination that uniquely
defines the specific Organization budget. These ChartFields will be identical to the
Appropriation ChartFields, and are not available for you to edit

18.

Congratulations. Updating the Non-Personal Services Budget Online is complete. This topic
demonstrates how to update the Non-Personal Services Budget. Below are the key
concepts of this topic:

- Only the CURRENT budget is available for online updates.

- The Appropriation Level contains three fields which may be edited, Date, Change %, and
Proposed Budget

- The Organization Level contains three fields which may be edited, Account, Update %, and
Proposed Budget.

End of Procedure.
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Security Role BOR_BP_UPDATES

Responsibility/Role

File Name BP_020_050 - Updating the Revenue Estimate
Budget Online_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.020.050 - Updating the Revenue Estimate Budget Online

Concept

This process demonstrates how to update the Revenue Estimate Budget Online. The Revenue Estimate
Update page is used to manually add and modify Revenue Estimate budgets created as a result of the
Financials extract process, as well as any mass updates that may have been performed.

Note: Only the CURRENT version of the budget is available for online updates.

Topic Objective:
Upon completion of this topic, you will be able to:
- Update the Revenue Estimate Budget online.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

The Financials Extract process completed successfully, and a CURRENT version of the budget has been
created.

Additional Information
Any changes to the revenue estimate are saved in the Budget Prep Module.

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

189



Business Process Document
(1)GEQORGIAZIZST Budget Prep - Extracts and UpdatesBP.020.050 —
Updating the Revenue Estimate Budget Online

Procedure
This topic identifies the steps to Update Revenue Estimates online.

Step | Action
1. Click the BOR Menus link.
2. Click the BOR Budget Prep link.
3. Click the Budget Prep Data Update link.
Emln!et P ep Data Updme

4, Click the Revenue Estimates link.

1= | Revenue Estimates

5. The Revenue Estimates search criteria page opens:
Revenue Estimates
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value {_Add a New Value

Business Unit: | begins with &)
Account: begins with QL
Fund Code: beging with QL
Department: begins with QL
Program Code:| begins with &)
Class Field: begins with » QL
Search | Clear | Basic Search Save Search Criteria
6. Enter or Search Q for the Business Unit:
7. Enter any desired search criteria to select an existing Revenue Estimate record for viewing.

The criteria entered will limit the values returned by the search.
e Account: any existing Account may be selected.
Fund Code: any existing Fund Code may be selected.
Department: any existing Department may be selected.
e Program Code: any existing Program Code may be selected
Class Field: records may also be selected by Class Field.
Note: Only the CURRENT version of the budget is available for on-line manipulation.

8. Click the Search button.

E=a
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Step | Action

9. | The Revenue Estimates page will open for review and edit.

Business Unit: Version: CURRENT

Budget Type: Revenue Estimate

Fund Code: 10500 Tuition

Department: 0000000 All Departments

Program Code: 00000 All Departments

Class: 11995 Fees Summer-Grad

Project:

Account: 402000 Out of State

Date: |07/01/2013 [  Change{%): -2311  Current Budget: 133,302.00
Proposed Bud: 102 500.00

10. | Click the Save button.

11. | Edits are performed in the Revenue Estimate group box.

Date: W Change{%): 200 Current Budget: 12,500.00
Proposed Bud: 12.750.00

Date: The date field specifies the date the budget should take effect. This typically will be
July 1 of the To Budget Year minus 1.

Change (%): This field displays the percentage change between the Current Budget and
Proposed Budget fields. Changing this field will automatically calculate the Proposed
Budget amount. Refer to the above example, a 2% change would produce an increased
Proposed Bud amount.

Proposed Budget: This field displays the budget amount being proposed for the selected
Revenue Estimate. Changing this field will automatically recalculate the Change % field.

Note: An existing Revenue Estimate budget can be changed manually by navigating to the
Proposed Budget field and adjusting the amount to any value. Likewise, the user can
navigate to the Change % field to recalculate the Proposed Budget amount.

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

191



Business Process Document

(1)GEQRGIAF/SST Budget Prep - Extracts and UpdatesBP.020.050 —

Updating the Revenue Estimate Budget Online

Step

Action

12.

Revenue Estimate Budget Definitions

eBusiness Unit — this field will always show your business unit number.

eVersion — this field will always be CURRENT.

*Budget Type — this field will always show Revenue Estimate.

*Fund Code — this field will show the fund code for the selected Revenue Estimate.
eDepartment — this field will show the department for the selected Revenue Estimate.
*Program Code — this field will show the program for the selected Revenue Estimate.
eClass — this field will show the class for the selected Revenue Estimate.

*Project/Grant — this field will show the project/grant for the selected Revenue Estimate.
e Account — this field will show the account for the selected Revenue Estimate.

Revenue Estimate Level

eDate — this field shows the date the budget should take effect. This will typically be July 1st
of the new budget year.

eCurrent Budget — this field shows the amount the Original budget, plus any Permanent
budget amendments, for the Revenue Estimate budget.

eChange(%) — this field shows the percentage change between the Current Budget and
Proposed Budget fields. Changing this field will automatically calculate the Proposed Budget
amount.

eProposed Bud — this field shows the budget amount proposed for the Revenue Estimate
budget being developed. Changing this field will automatically recalculate the Change(%)
field.

13.

Click the Save button.

14,

Congratulations. Updating the Revenue Estimate Budget Online is complete. Below are the
key concepts of this topic:

- Only the CURRENT budget is available for online updates
- There are three fields which may be edited, Date, Change %, and Proposed Bud

End of Procedure.
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Security Role BOR_BP_GRANTS

Responsibility/Role

File Name BP_020_060 - Updating the Grant Budget
Online_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.020.060 - Updating the Grant Budget Online

Concept
This process demonstrates how to update the Grant Budget Online. The Grant Budget page is used to
manually add and modify the Grant Budget.

Topic Objective:
Upon completion of this topic, you will be able to:
- Update the Grant Budget online.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

The Financials Extract processes complete successfully, a CURRENT version of the budget has been
created, and Grants exist.

Additional Information

Budget users will access these pages to manually add or modify Non-Personal Service Grant Budgets, to
review a comprehensive Grant Budget picture, budget users will navigate to the Budget Prep Inquiry
pages, Grant Budget Inquire.

Grants cannot be added in the Budget Module. All Grants must initially be created and configured in the
Financials system.

Note 1: When updating Grants, a budget journal must be created to increase the amount, else the
Budget Prep journal will not post.

Note 2: The PS_BUD_NPSA_BOR table is populated with all grants that have had transactions on
the KK_ACTIVITY_LOG for the budget period = ‘xxxx’.
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Procedure
This topic lists steps to follow when updating the Grant Budget Online.

Step | Action
16. | Click the BOR Menus link.

[ BOR Menus

17. | Click the BOR Budget Prep link.

BOR Budaget Prep

18. | Click the Budget Prep Data Update link.

Budget Prep Data Update

19. | Click the Grant Budgets link.

Grant Budgets

20. | The Grant Budgets search criteria page opens:
Grant Budgets
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Business Unit:| begins with QL
Project: beqgins with &)
Search Clear | Basic Search Save Search Criteria
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(1)GEQRGIAZIFST Budget Prep - Extracts and Updates BP.020.060 —

Updating the Grant Budget Online

Step

Action

21.

The Non Personal Srvcs page will open for update.

A id

| [ =
Business Unit: Project 67514 Budget Period 2013 Version CURREMNT [+
Budget Type: Grant

Fund Code: |20000 QL Restricted Education & General
*Department: 1082050 Q CWSP
*Program Code:[16700 @, General Institutional
Class: (1000 Q@ Sponsored - Federal

Account: (723000 Q College Work Study Program

Date; Current Budget: Change(%): Proposed Budget:
0701420 Ex| %0.00 0.00 5139 663.00

The Non-Personal Srvcs page contains the fields available for update.

Note: ChartField combination: The ChartFields that uniquely define the Grant Budget are
displayed. All ChartFields are required, and are available for edit. When modifying the
ChartFields on existing budgets, care should be taken to not create a ChartField
combination that already exists. Only funds in the 20000-29999 range are valid for grants.

e Date: The date field specified the date the budget should take effect. This typically
will be July 1 of the To Budget year.

e Current Budget: This field displays the amount of the original budget plus any
permanent budget amendments that were extracted from Financials for the
specified Project/Grant Budget.

e Change %: This field displays the percentage change between the Current Budget
and Proposed Budget fields. Change this field will automatically calculate the
Proposed Budget amount.

e Proposed Budget: This field displays the budget amount being proposed for the
new budget. Changing this field will automatically recalculate the Change % field.

Modifying a Non-Personal Service Grant Budget

An existing Non-Personal Services Grant budget can be changed manually by navigating to
the Proposed Budget field and adjusting the amount to any value. Likewise, the user can
navigate to the Change % field to recalculate the Proposed Budget Amount.

22.

Click the Save button.
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Business Process Document
(1)GEQORGIAZIZST Budget Prep - Extracts and Updates BP.020.060 —
Updating the Grant Budget Online

Step | Action

23. | To add a Non-Personal Services budget to the Project/Grant, the Non-Personal Srvcs page

|

will be used to insert a new row

Enter the desired ChartFields to uniquely identify the new Grant budget.

e Fund Code: any existing Fund Code in the 20000-29999 range may be selected

e Department: any existing Department may be selected.

e C(lass Field: any existing Class Field may be selected.

e Program Code: any existing Program Code may be selected.

e Account: any existing budget account may be selected. Typically, only a 600000-
999999 account should be selected, as 500000 accounts will be generated through
the Personal Services budgets.

Budgets will automatically be added only to the CURRENT version of the budget for the
specified Project/Grant.

24. | Click the Save button.

25. | Congratulations. Updating the Grant Budget online is complete. Below are the key
concepts of this topic:

- The Grant Budget page is used to manually add and modify the Grant Budget. To add a
budget to a Grant that is not available in Budget Prep, refer to Lesson 4.5 Adding a Grant to
Budget Prep in the Budget Prep Guide.

End of Procedure.
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R Business Process Document
(GEORGIAZIZST Budget Prep - Extracts and UpdatesBP.020.090 —
Resetting Raise Effective Dates

Security Role BOR_BP_SETUP

Responsibility/Role

File Name BP_020_090 - Resetting Raise Effective
Dates_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.020.090 - Resetting Raise Effective Dates

Concept

This topic is used to update the Raise Effective Dates. This process should only be performed if the initial
extract from HR/Payroll has been completed. This process will update the raise Effective Dates on all the
Personal Services pages for the selected Paygroups.

Whereas typically the initial raise Effective Dates can be run for all applicable Paygroups at the same
time, this process is often run only for the Paygroup(s) that need to be updated.

Topic Objectives:

Upon completion of this topic, you will be able to:

- Explain the difference between set up and reset processes for Raise Effective Dates.

- Identify when the Resetting Raise Effective Dates process is run in relation to the Setting up Paygroup
Raise Effective Date process.

- Navigate the Resetting Raise Effective Dates process.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints
Initial HR/Payroll to BP Load has been completed.
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(1)GEQRGIAZIAST Budget Prep - Extracts and UpdatesBP.020.090 —
Resetting Raise Effective Dates

Procedure

The following topic lists the steps necessary to Reset Raise Effective Dates. Remember that this process
is only run if the set up process for Raise Effective Dates has been completed. The process name is
BORRAISE.

Step | Action
1. Click the BOR Menus link.

2. Click the BOR Budget Prep link.
[ BOR Budget Prep |

3. Click the Budget Prep Setup link.
Budget Prep Setup

4, Click the Reset Raise Effective Dates link.

\Reset Raise Effective Dates ‘

5. The Reset Raise Effective Dates Run Control page will be displayed.

6. Click the Find an Existing Value tab.

Search _—_
To enter or 4 for an existing Run Control ID:

/ Find an Existing Value {_ Add a New Value

Run Control ID:| begins with

[l case Sensitive

Search | Clear | Basic Search Save Search Criteria

7. Else click the Add a New Value tab to setup a new Run control ID:

/ Eind an Existing Value | Add a New Value

Run Control 1D:

8. Enter "RESETRAISE" in the Run Control ID field.

Run Control 1D;

9. Click the Add button.
Add ‘
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(1)GEQRGIAZIFST Budget Prep - Extracts and UpdatesBP.020.090 —

Resetting Raise Effective Dates

Step | Action

10. | Once the Run Control ID has been entered by Finding an Existing Value or Adding a New

Value the Reset Raise Effective Dates page will be displayed:

Run Control ID:  SUPPORT Report Manager Process Monitor
Language: English -
SetiD: 98000 |Q
Budget Period: 2013 Set Raise Date
Pay Group: Q
Raise Effective Date: el

*** NOTE: Do not use this panel if the inifial extract from HR/Payraoll
to BP has not been run. Change the Raise Effective Date on the
Setup Dates page instead. If the Raise Effective Date on the Setup
Dates Page is incorrect, and the initial extract from HR/Payroll to BP
has been run, enter the correct date on the Reset Dates page and
run the process. After the process has run to completion, go back to
the setup Dates Page and correct the date there as well. Changing
this date causes the program to recalculate the Proposed Budget
Field. This will cause the What-If Analysis, Fringe Estimates, and
Build Processes to be re-run. ™

Run

11. | Enter or Search Q for the SetID:
SetiD: Q

12. | Enter or Search A for the Pay Group targeted for change.
Pay Group: Q

13. | Enter the new Raise Effective Date or Search using the calendar icon to auto format:

Raise Effective Date; E‘.J

14. | Click the Run button.

Run ‘
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(1)GEQRGIAZIAST Budget Prep - Extracts and UpdatesBP.020.090 —
Resetting Raise Effective Dates

Step | Action

15. | The Process Scheduler Request page will open.

Default values will be pre-populated:
Process Scheduler Request

User ID: OITFARMER Run Control ID: RESETRAISE

Server Name: I | Run Date: 03/01/2010 il

Recurrence: ¥ | Run Time: 5:19:2TPM Resetto Current DateMime |

Time Zone: Q

Select Description Process Name Process Type *Type *Format Distribution
Update Raise Effective Date BORRAISE SCOR Report Web + || PDF + | Distribution

16. | Click the OK button to run the BORRAISE process.

This will return the window to the Reset Raise Effective Dates page.

17. | Click the Process Monitor link.

18. | Click the Refresh button.

Select Refresh until the Run Status displays as Success and the Distribution Status displays
as Posted.

19. | Click the Details link.

20. | The Process Detail page will be displayed.
Process Detail

Instance: 1005533 Type: SUR Report

Name: BORRAISE Description: Update Raise Effective Date

Run Status:  Success Distribution Status: Posted

Run Control ID: RESETRAISE Hold Request

Location: Server Queue Request

Server: PSUMNX Cancel Request
() Delete Request

Recurrence: Restart Request

Request Created On: 03/01/2010 5:21:09PM EST Farameters Transfer

Run Anytime After:  03/01/2010 5:19:27PM EST Message Log

Began Process At 03/01/2010 5:21:31PM EST Batch Timings

Ended Process At: 03/01/2010 521.45PMEST View Log/Trace
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(1)GEQRGIAZIAST Budget Prep - Extracts and UpdatesBP.020.090 —
Resetting Raise Effective Dates

Step | Action

21. | The View Log/Trace file does not contain any detail information for this process.

22. | Once the process has been run, the raise effective date must be changed on the setup panel
as well.

23. | Click the Return button.
Return |

This will return to the Process Detail page.
24. | Click the Cancel button.

Cancel

This will return to the Process List page.

25. | Click the Go back to Reset Raise Effective Dates link.
This will return to the Reset Raise Effective Dates page.
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(1)GEQRGIAF/AST

Business Process Document

Budget Prep - Extracts and UpdatesBP.020.090 —
Resetting Raise Effective Dates

Step | Action

Raise Effective Dates

26. | Click the Set Raise Date link.

The Raise Effective Dates page will be opened for edit. For this example we entered
10/01/2013 for Pay Group “F”, using Business Unit 45000.

SetlD 98000

Raise Effective Dates by Paygroup

s
Perzonalize | Find | IE'] B

First n 117 of 17 n Last

::ﬁ;’rup Description Date From
1[98A |@, salaried [07/01/2013 |[5] =
2[98B |@, Benefit Billing [07/01/2013 |[5] =
SWO\ Temporary Staff IWEJ =]
4'@0\ Exempt Hourly IWEJ =]
5[98F ) 10 Month Faculty [10/01/2013 5] =]
6(98G |@, Graduate Assistants [07/01/2013 |[5] =l
7[o8H |@ staff [07/01/2013 |[5] =
EWQ\ 10 month MonFac-non-exempt IWEJ =]
QWQ\ Temporary Salaried IWEJ =]
10[98M (@, Pending Faculty [07/01/2013 |[5] =
11[98N @, Mon-paid Affiliate [07/01/2013 |[5] =
12[98P (@ Part Time Faculty [07/01/2013 |[5] =
13 lﬁo\ Summer Faculty IWEJ =]
14[08T |@ Student Assistants [07/01/2013 |[5] =
15[98w @, College WorkiStudy [07/01/2013 |[5] =
16 WQ 10 month NonFac-exempt IWEJ =]
17[98Y (@, 12 Month Faculty [07/01/2013 |[5] =

27. | Click the Save button.

28.

Congratulations. Resetting Raise Effective Dates is complete. Below is a summary of the
key concepts of this topic:

- Raise Effective Dates are only updated if the initial set up process has been completed.
- Raise Effective Dates can be run for single Pay Groups at a time.

End of Procedure.
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gﬁ@f‘ﬁﬁf&ﬂ%ﬁ Budget Prep - Financials, Analysis, and Final Exports BP.040.040 -
Generating Fringe Benefit Estimates

Security Role BOR_BP_PROCESSES

Responsibility/Role

File Name BP_040_040 - Generating Fringe Benefit
Estimates_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.040.040 - Generating Fringe Benefit Estimates

Concept

This topic demonstrates how to generate Fringe Benefit Estimates based on the proposed Personal
Services budgets and the fringe estimate percentages, accounts, and amounts that were defined in the
initial setup.

Note: The process can be run multiple times against the same budget version. However, this process will
not rebuild any fringe estimates that have been protected using the online fringe estimate adjustment
procedures.

Topic Objective:
Upon completion of this topic, you will be able to:
- Generate Fringe Benefits Estimates online.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

-The Fringe Estimate percentages, accounts, and amounts have been configured.
-At least one version of the Budget exists for processing.

Additional Information
The Fringe Estimate table will be populated with the results of this process, displaying fringe estimates
for each position for FICA Emp, FICA Medicare, Retirement, Group Insurance, and Life Insurance.
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JEME%GM@@E Budget Prep - Financials, Analysis, and Final Exports BP.040.040 -
Generating Fringe Benefit Estimates

Procedure

Typically, the Budget Coordinator will execute this process after creating the CURRENT version of the
budget, and making any necessary updates to the Personal Service budgets. The process name is
BORBUSFU.

Step | Action

1. Click the BOR Menus link.

2. Click the BOR Budget Prep link.

3. Click the Budget Prep Processing link.
Budget Prep Processing

4. Click the Fringe Estimates link.
Fringe Estimates

5. Click the Find an Existing Value tab.

Search o
To enter or 4 for an existing Run Control ID:

J Find an Existing Value Y Add a New Value

Run Control ID:| begins with

[]case Sensitive

Search | Clear | Basic Search Save Search Criteria

6. Else click the Add a New Value tab to setup a new Run control ID:

/ Eind an Existing Value | Add a New Value

Run Control IDx

7. Enter "FRINGES" in the Run Control ID field.

8. Click the Add button.
Add
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&Eﬁﬁﬁﬂ@ﬂ Budget Prep - Financials, Analysis, and Final Exports BP.040.040 -
Generating Fringe Benefit Estimates

Step | Action

9. Once the Run Control ID has been entered by Finding an Existing Value or Adding a New
Value the Fringe Estimate page will be displayed:

f Fringe Estimate
Run Control ID:  SUPPORT Report Manager Process Monitar Run
Language: English v
Business Unit: Q Version: a
From Department: Q,

All Departments: [ ]

10. | Enter or Search Q for the Business Unit:
Business Unit Q

11. | Enter or Search Q to select CURRENT as the Version:
Version: Q

Note: Enter the budget version in the Version field that will be used as the source of
proposed budgets for salaries, and for which fringe estimates should be generated. All
budget versions are available for processing. Typically the CURRENT version would be
selected.

12. | Click the All Departments checkbox.
|AII Departments: D|

Note: Institutions may choose to generate fringes for a single department by entering the
appropriate department number in the From Department field. We recommend that
initially the process be run for all departments.

13. | Click the Run button.
Run ‘
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I
M_E%_WAFM%?_E Budget Prep - Financials, Analysis, and Final Exports BP.040.040 -
Generating Fringe Benefit Estimates

Step | Action

14. | The Process Scheduler Request page will open.
Default values will be pre-populated:

mewerust
Userm’mq Type + Last - Ii?,ﬂ Days - Refresh
Server A Hame Q Instance | to |
Run Status - Distribution Status - Save On Refresh

Personalize | Find | View All| B | 3

Process Distribution

Select Instance S5eq. Process Type Name User Run Date/Time Run Status Status Details
5902856 S0OR Report BORBUSBFU OIITWANDA|03/03/2014 1:28:52PM EST |Processing  MN/A Details

15. | Click the OK button.

This will return the window to the Fringe Estimate page.

16. | Click the Process Monitor link.

17. | Click the Refresh button.

Select Refresh until the Run Status displays as Success and the Distribution Status displays
as Posted.
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f@ﬁmﬁmﬁﬁg Budget Prep - Financials, Analysis, and Final Exports BP.040.040 -

Generating Fringe Benefit Estimates

Step | Action
18. | Click the E&tails |ink to view the Process Detail.
Process Detail
Instance 5902856 Type SQR Report
Hame BORBUBFU Description Fringe Estimates
Run Status Success Distribution Status Posted
L —————————
Run Control ID REFPORT Hold Request
Location Server Queue Request
Server PSUNX - Cancel Request
IZ) Delete Request
Recurrence Restart Request
e —
Request Created On 03/03/2014 1:28:54PM EST Parameters Transfer
Run Anytime After 03/03/2014 1:28:52PM EST Message Log
Began Process At 03/03/2014 1:29:00PM EST Batch Timings
Ended Process At 03/03/2014 1:29:28PM EST View Log/Trace
19. . View LogfTrace . ) Trace File .
Click the link to view the Trace file contents. The —— contains run
criteria selected.
BOR Version: 4.00
SVersion = CURRENT
PRARAI.Budget Ref = 2017
SEBP = 201¢
Shegfisc = 01-JUL-2017
2017
20. | Congratulations. Generating Fringe Benefits Estimates is complete.

The Fringe Estimate table will be populated with the results of this process and available for
on-line manipulation.

End of Procedure.

FY2018 Budget Prep User’s Guide
© 2016 Board of Regents of the University System of Georgia. All Rights Reserved.

207



Business Process Document
EME%,GL&E,{%?_E Budget Prep - Financials, Analysis, and Final Exports BP.020.070 —-
Updating Fringe Benefit Estimates Online

Security Role BOR_BP_UPDATES

Responsibility/Role

File Name BP_020_070 - Updating Fringe Benefit
Estimates Online_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.020.070 - Updating Fringe Benefit Estimates Online

Concept

This process demonstrates how to update the Fringe Benefit Estimates online. The Fringe Updates panel
is used to manually adjust the results that were created as a result of the Fringe Estimate Generator
process. Manual adjustments may be useful when more information is available about fringes for a
particular position.

Topic Objective:
Upon completion of this topic, you will be able to:
- Update Fringe Benefit Estimates online.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints
The Fringe Estimate Generator successfully completed processing and built the Fringe Estimate data.

Additional Information
Fringe Updates may be performed as needed.

Budget users will access this page to both review the results of the Fringe Estimate Generator, and make
manual adjustments. Manual adjustments may be useful when an institution wants to override the
general estimates with specific values for a position or individual.
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Updating Fringe Benefit Estimates Online

Procedure
This topic lists steps to follow when updating the Fringe Benefit Estimates Online.

Step Action
1. Click the BOR Menus link.

2. Click the BOR Budget Prep link.
[ BOR Budget Prep)

3. Click the Budget Prep Data Update link.
th!et Prep Data Update

4. Click the Review Fringe Updates link.
Eeview Fringe Updates

5. The search criteria page will open.

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

[ Find an Existing Value

Business Unit: begins with

Version for BOR: | begins with  ||[CURRENT

L 00

Position Number:| begins with | w

Budget Period: begins with

6. Enter or Search Q for the Business Unit:

Business Unit Q

7. Verify that CURRENT appears in the Version for BOR field.

Note: Any existing budget version with generated fringe estimates may be selected.

Enter or Search % for the Position Number for update.

Note: Any existing Position Number with generated fringe estimates may be selected.
9. Enter the Budget Period.
10. | Click the Search button.
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3@5@?%@% Budget Prep - Financials, Analysis, and Final Exports BP.020.070 -

Updating Fringe Benefit Estimates Online

Step

Action

11.

The Fringe Updates page will be displayed for the selected Position.

." Fringe Updates |
BT T CURRENT Daspsarimeenc LLRRERE]
Fromsitin Hurmitssr- 1000008 - Sr Secrekary ool e
Empitl: Do1E2 Haiv

Ao e Plin T umﬂ L
1 559000 10400 191920 19904 1900 FICA Bl 520 1 )
2 BEA200 1050 1118020 1910 11050 FICA MEDy 145 305 14|
YES0M0 . 10500 11130 10 19000 i 1924 21087 [ 1 TRSL
& BEAGSG 1558 1110000 19154 1105 GROUF 40K B3 d288 08 [ w WED
5 BRI 1080 YTTEED 19150 19020 l_-nlg 1B 00 1wa00 [
Header contents are the selected Version and Position Number along with the
Department, EmplID and Name. The page displays rows of data with the following
information:
e ChartField combination: With the exception of Account, the ChartFields are taken

Typically, five rows will appear for each position if Fringes have been generated for FICA
EMP, FICA MED, RETIRE, GROUP, and LIFE, and 100% of a position’s funding is from a single

source.

field combinations, and are prorated based on the account codes distribution percentage.

A fringe

the Proposed Amount field for a specific fringe. If a value is changed manually, you should
give serious consideration to clicking the check box in the Lock? Field ON to protect the
change from being overwritten by subsequent Fringe Estimate Generator runs.

L] a2 nm ey LF

Cysiamize | Fissd | view A

(i  Depatment Pooram Class o B paeim  ProosedAmoum  Leck?

directly from the ChartFields associated with the position’s funding. The Account
defined on the Fringe Account setup page is substituted in place of the earnings
account.

Fringe Type: This field specifies which fringe type the chart fields and amount are
associated with. The values will be one of FICA EMP, FICA MED, RETIRE, GROUP,
or LIFE.

Rate/Amt: This field displays the percentage or flat amount associated with the
fringe and is taken directly from the Fringe Estimate setup pages.

Proposed Amount: This field displays the amount of the Fringe Estimate for the
Fringe Type and chart field combination.

Lock?: This checkbox indicates whether or not the fringe is protected from any
additional processing of the Fringe Estimate Generator. If the check box is ON, the
row is locked and the data will not be updated by subsequent executions of the
Fringe Estimate Generator.

Plan Type, Benefit Plan, and Coverage Code: These fields display the values
selected in the Fringe setup for Retirement and Group fringe estimates.

Split funded positions will likely have additional fringe estimates for different chart

estimate amount can be changed manually by entering a new proposed amount in
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&%ﬁﬁﬂ@@ Budget Prep - Financials, Analysis, and Final Exports BP.020.070 —-
Updating Fringe Benefit Estimates Online

Step Action

12. Click the Save button.

13. | Congratulations. Updating Fringe Benefit Estimates Online is complete.

End of Procedure.
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EME%,GL&E,{%?_E Budget Prep - Financials, Analysis, and Final Exports BP.020.080 -
Processing Build Financials

Security Role BOR_BP_PROCESSES

Responsibility/Role

File Name BP_020_080 - Processing Build
Financials_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/15/2017

Last Changed by

Status

BP.020.080 - Processing Build Financials

Concept

The Build Financials process aggregates all Personal Services, Fringe Estimates, Non-Personal Services,
Revenue Estimates, and Grant budget data - both summary and detail. This Aggregate Financials Budget
table supports Reporting by presenting a complete budget picture in a consistent format.

Topic Objectives:

Upon completion of this topic, you will be able to:

- Identify the information included in the Build Financials inquiry.
- Run the Build Financials process.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints
A CURRENT version of the budget exists and is ready for reporting.

Note: When the BUILD process is run the BUD_AGGDET_BOR and BUD_JRNLBLD_BOR
tables are populated. The total amounts on these two table should be the same.
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\_3&5%_5%@@ Budget Prep - Financials, Analysis, and Final Exports BP.020.080 -

Processing Build Financials

Procedure
For this topic, run the Build Financials process for all departments. The process name is BORBUILD.

Step | Action
1. | Click the BOR Menus link.
2. | Click the BOR Budget Prep link.
3. | Click the Budget Prep Processing link.
| Budget Prep Processinig |
4. | Click the Build Financials link.
Build Financials

5. | Click the Add a New Value tab.
6. | Enter "BUILD" in the Run Control ID field.
7. | Click the Add button.

Add
8. | Once the new Run Control is saved the Build Financials page will be opened:

Run Control ID:  BUILD Feport Manager Process Monitor

Language: Enaglish -

Budget Period: 2014
*QatlD: Q2000
From Department: Description:
All Departments
9. | Verify that the Budget Reference displayed is for the correct Fiscal Year. If the Budget
Reference is not displayed for the correct Fiscal Year the following error may appear:
Financials Export has already been processed for the selected fiscal year. The Build Financials
Process will not rebuild the tables until the next year.

10-1 |n the Deptid Values group box enter or search 2 for the Business Unit.
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(1)GEQORGIAZIZST Budget Prep - Financials, Analysis, and Final Exports BP.020.080 -
Processing Build Financials
Step | Action
11.1 Click the All Departments check box M. Al departments should beincluded the first time

this process is run.

12.

Click the Run button.
Run

Users can run the Build Financials process as many times as needed to provide an up-to-date
snapshot of the entire budget picture and generate reports for review. However, the export
process to export the budget data to Financials can only occur once per budget development
cycle.

Typically, users would cycle through several iterations of building the Aggregate Financials
Budget table (BUD_AGGDET_BOR), and run reports to review the budget data. Once users
have finalized all their budget data, they would then export the final budget data to the
Financials system.

13.

The Process Scheduler Request page will open.
Default values will be pre-populated:

Process Scheduler Request

UserID: OITWANDA Run Control ID:

e

BUILD

Server Name: Run Date: |03/03/2014

Recurrence: Run Time: [1:39:34PM Resetto Current Date/Time

Time Zone:

Select Description Process Name Process Type Type *Format Distribution
BORBUILD BORBUILD 30R Report Web + PDF « Distribution
14.| Click the OK button.
This will return the window to the Build Financials page.
15.| Click the Process Monitor link.
| Process Wonitor |
The Process list will be displayed.
| Server List
User ID|OITWANDA QY Type ~ Last - 30 Days - Refresh
Server h Name Q Instance to
Run Status A Distribution Status A Save On Refresh
CIp 8 pist KU 0
Select Instance Seq. Process Type ﬁ:ﬁ% User Run Date/Time Run Status W Details
5902857 SOR Report BORBUILD |OITWANDA 03/03/2014 1:39:34PM EST | Success Posted Details
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o
\@%@Eﬁﬁ Budget Prep - Financials, Analysis, and Final Exports BP.020.080 -

Processing Build Financials

Step | Action
16.| Click the Refresh button.

Select Refresh until the Run Status displays as Success and the Distribution Status displays
as Posted.

17.] click the Ee&tails |ink to view the Process Detail.

Process Detail

Process

Instance 5902857 Type SQR Report
Name BORBUILD Description BORBUILD
Run Status Success Distribution Status Posted
L —
Run Control ID BUILD Hold Request
Location Server Queue Request
Server PSUNX o E:I':;z';:“":::
Recurrence Restart Request
L ——
Request Created On 03/03/2014 1:.40:07PM EST Parameters Transfer
Run Anytime After 03/03/2014 1:39:34PM EST Message Log
Began Process At 03/03/2014 1:40:15PM EST Batch Timings
Ended Process At 03/03/2014 1:40:30PM EST View Log/Trace
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(1)GEQORGIAZIZST Budget Prep - Financials, Analysis, and Final Exports BP.020.080 -
Processing Build Financials

Step | Action

18.) View Log/Trace . . Trace File . .
Click the link to view the Trace file contents. The — ——— — contains a view

of data loaded during the Build Financials/Financials Export V8 process.

BOR Version: 4.10

Business Unit: ©2000

Beginning Fiscal Year: 01-JUL-2017
Ending Fiscal Year: 30-JUN-2018
WOREING APPROP ACCOUNT CODE

WOREING NFS APFROF & REVEST & PROJ GRT
WOREINE= NP2 ORG

WOREING FRINGES

Completed.

Note: A reportis not generated during this process, however, data created may be queried
or viewed in the Aggregate Detail Inquiry page.

19.| Two tables are generated during the Build Aggregate Financials Budget process.

e The BUD_AGGDET_BOR table displays detailed Financials budget data built from
Personal Service, Fringe Estimate, Non-Personal Service, Revenue Estimate, and
Grant budget data in the Budget Preparation module. This table provides a complete
picture of the Financials budget picture, but with attributes and detail that are built
during budget preparation and in a consistent Financials format. The extra detail is
not necessary for Financials, but supports the reporting function in the Budget
Module.

Note: Entries in the BUD_AGGDET_BOR table are rounded up to the next dollar.

e The BUD_JRNLBLD_BOR table displays a summary of the Financials budget data
from Personal Service, Fringe Estimate, Non-Personal Service, Revenue Estimate,
and Grant budget data in the Budget Preparation module. This table provides a list
of all the budget journals that will be created during the Export to Financials
process. The data is similar to the data in the BUD_AGGDET_BOR table, but is
aggregated to a summary level by Financials budget type to provide more efficient
creation of budget journals in Financials.
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(1)GEQORGIAZIZST Budget Prep - Financials, Analysis, and Final Exports BP.020.080 -
Processing Build Financials

Step | Action

20.| Congratulations. Processing Build Financials is complete. Below is a summary of the key
concepts of this lesson:

- The Build Financials process aggregates all Personal Services, Fringe Estimates, Non-
Personal Services, Revenue Estimates, and Grant budget data - both summary and detail.

- Users can build the Aggregate Financials Budget table as many times as needed. However,
the export process can only occur once per budget development cycle.

End of Procedure.
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(GEORGIAZIZST Budget Prep - Financials, Analysis, and Final Exports BP.060.030 -
Inquire on Aggregate Detail

Security Role BOR_BP_INQUIRE

Responsibility/Role

File Name BP_060_030 - Inquire on Aggregate
Detail_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/15/2017

Last Changed by

Status

BP.060.030 - Inquire on Aggregate Detail

Concept
This topic demonstrates how to run the Aggregate Detail Inquiry. The Aggregate Detail Inquiry queries
data from the Aggregate Financials Budget table.

Topic Objective:
Upon completion of this topic, you will be able to:
- Run the Aggregate Detail Inquiry.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

Since this page queries data from the Aggregate Build table, the Aggregate Build process must be
completed prior to any inquiry.

Additional Information
This inquiry enables the user to review by department the Personal Service, Fringes, and Non-Personal
Service budgets by ChartField combination for the CURRENT budget version.
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Inquire on Aggregate Detail

Procedure
The following topic demonstrates how to inquire on Aggregate Detail for Budget Period 2017.

Step Action

1. Click the BOR Menus link.

2. Click the BOR Budget Prep link.
[ BOR Budget Prep |

3. Click the Budget Prep Inquire link.
Buddget Prep Indguire

4. Click the Aggregate Detail Inquiry link.
ﬂl!l!l EI!JITE Detail |II(!lIiI !

5. The BUD Aggdet Inq page will be displayed.

BUD Aggdet Ing

“BU: Lodger; Budget Soures; “Budget Relerence

The top of this page displays the search criteria options to retrieve various budget into the

page.
6. Enter or search Q for the Business Unit.
*BL:
QL
7. Enter Ledger source:
e APPROP
e ORG
e REVEST
e PROJ _GRT

Leave blank to retrieve all Ledger sources.
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Inquire on Aggregate Detail

Step Action

8. Click the Budget Source list.
Budget Source:

W

Using the drop down menu, select one of the following:
e Fringe Estimates
e Non Personal Services
e Personal Services
e Blank = all of the above

9. Enter or search for the Budget Reference.
“Budget Reference:
Q
Only budgets associated with the selected budget reference will be retrieved in the
inquiry.
10. | These optional fields only retrieve budget for the specific selection.
e Fund:
e DeptID:
e Program:
o (lass:
e Project:
e Account:

A value of % in any field serves as a wildcard and will retrieve all values for that field. A
wildcard may also be used as a prefix or suffix to any ChartField search criteria. For
example, a value of 5% in account will only retrieve accounts starting with 5. The % will
automatically append to any search criteria entered. Any combination ChartFields or
wildcards and specific values may be specified.

11. Click the Search button.

oo |
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Business Process Document
Prep - Financials, Analysis, and Final Exports BP.060.030 -
Inquire on Aggregate Detail

The Aggregate Detail Inquiry queries data from the Aggregate Financials Budget table.

End of Procedure.

Step Action
12. | Review the results.
*BU: Ledger: Budget Source: *Budget Period:
98000 | @, [APPROP Personal Service - 2014
Fund: Deptid: Program: Class: Project: Account:
% Q % Q, % Q, % Q, % Q % Q
Search
EEE D
Account Fund Dept Program Class Project ﬁ Proposed Budget Ledger Source Position Number Empl ID
1 500000 11920 1400000 16300 11000 2014 40 40700 APPROP PSV 95000002 0159322
2 500000 10000 7343000 16400 11000 2014 59,190.00 APPROP PsV 98000004 0158932
3 500000 10000 7100000 16400 11000 2014 40,492.00 APPROP P3SV 98000005 0244541
4 500000 10000 7200000 16400 11000 2014 4 500.00 APPROP PV 98000005 0244541
5 500000 10000 7122000 16400 11000 2014 70,000.00 APPROP P3SV 95000006 0277647
6/500000 10000 7200000 16400 11000 2014 71,548.00 APPROP PSV 98000007 0158410
7 500000 10000 7000000 16400 11000 2014 235,000.00 APPROP P3SV 98000008 0220625
8 500000 10000 7315000 16400 11000 2014 50,000.00 APPROP PV 95000010 0120100
9 500000 10000 7110000 16400 11000 2014 53,000.00 APPROP P3SV 95000011 0158231
10 500000 10000 7334000 16400 11000 2014 50,000.00 APPROP PSSV 95000013 0278385
Total Proposed Budget: $30,585,946.00
All of the budgets matching the search criteria will be displayed. The fields displayed
include the appropriate ChartField combination for the selected Budget Type, the
Proposed Budget Amount, Ledger, Source, Position, Department ID, etc.
The bottom of the page displays the total proposed budget amount for all records
retrieved in the search.
13. | Congratulations. Inquiring on Aggregate Detail is complete.
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Business Process Document
gﬁ@f‘ﬁﬁf&ﬂ%ﬁ Budget Prep - Financials, Analysis, and Final ExportsBP.040.020 -
Exporting Budget Journals to Financials

Security Role BOR_BP_PROCESSES

Responsibility/Role

File Name BP_040_020 - Exporting Budget Journals to
Financials_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.040.020 - Exporting Budget Journals to Financials

Concept

This topic demonstrates how to run the Budget Journals to Financials export process. This process
exports data from the detail Aggregate Financials Budget table in the Budget Preparation module to the
Financials system for the To Budget Year. The result of this export process is a set of unposted
Appropriation, Organization, Revenue Estimate, and Grant Budget Journals.

Topic Objective:
Upon completion of this topic, you will be able to:
- Run the Export Budget Journals to Financials process.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints

A CURRENT version of the budget exists and the aggregate budget tables have been built and the
information reviewed and approved.

Additional Information
Exporting the budget data to Financials can only occur ONCE per budget development cycle, after all
budget data is finalized.

The Export process will create a report of Inactive Department /Fund Codes. Users should review this
report and take steps to correct funding on the position or re-activation of the inactive department/fund
code if necessary. Users may also opt to exclude/include the Inactive Department/Fund Codes as
deemed appropriate.
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Exporting Budget Journals to Financials

Procedure
The following provides steps needed to run the Budget Journals to Financials export process. The
process name is BORBUEXP.

Step | Action

1. Note: Users can only export the budget data to Financials once per budget development
cycle. However, users can build the Aggregate Financials Budget table as needed to provide
an up-to-date snapshot of the entire budget picture and generate reports for review.

2. Click the BOR Menus link.
3. Click the BOR Budget Prep link.
| BOR Budget Prep |

4. Click the Budget Prep Processing link.
Budget Prep Processing

5. Click the Export Financials link.
[l Export Financials

6. Click the Find an Existing Value tab.

Search _—_
To enter or 4 for an existing Run Control ID:

j Find an Existing Value Y Add a New Value

Run Controd ID:| begins with

[l case Sensitive

Search | Clear | Basic Search Save Search Criteria

7. Else click the Add a New Value tab to setup a new Run control ID:

{ Find an Existing Value | Add a New Value

Run Control 1D:

8. Enter "EXPORT" in the Run Control ID field.

9. Click the Add button.
Add ‘
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JEME%GM@@E Budget Prep - Financials, Analysis, and Final ExportsBP.040.020 -
Exporting Budget Journals to Financials

Step | Action

10. | The Financials Export run page will be displayed.

Financials Export

Run Control ID SUPPORT Report Manager  Process Monitor

Business Unit Q Budget Reference: 2017
Export Budget Journals to Financials
[JExclude Inactive Department/Fund Code and Create Report

Suppress ALL Zero Budgets from Finance

To create the Inactive Department and Fund Code Report for review prior to
running the Export Budget Journals to Financials, check OFF the Export
Budget Journals to Financials check box.

11. | Enter or Search Q for the Business Unit:
Business Unit Q

12. | check the appropriate check box for the desired action:

Export Budget Journals to Financials
[]Exclude Inactive Department/Fund Code and Create Report

Suppress ALL Zero Budgets from Finance

o [f all boxes are unchecked nothing will be processed as the Trace file indicates.

e [f the Export Budget Journal to Financials box is not checked and the Exclude
Inactive Department/Fund Code and Create Report box is checked, a report of
Inactive Departments/Fund Codes will be generated.

o [f the Export Budget Journals to Financials box is checked and the Exclude Inactive
Department/Fund Code and Create Report box is not checked, then the export to PS
Financials will occur and the inactive department/fund codes will be included in the
export. This will result in manual correction by the user prior to posting the budget
journals.

o |f both the Export Budget Journals to Financials and the Exclude Inactive
Department/Fund Code and Create Report check boxes are checked on, then the
export to PS Financials will occur and the inactive department/fund codes will be
excluded in the export.

o |f the Suppress ALL Zero Budgets from Finance box is checked, the export will not
create any zero budgets for APPROP, ORG, REVEST, or PROJ_GRT budgets to be
posted by Commitment Control.
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Exporting Budget Journals to Financials
Step | Action
13. | Click the Run button.
Run ‘
14. | The following Warning will be displayed to provide user with an opportunity to make the
final decision to run the Export Budget Journals to Financials process.
Warning — Are You Sure You Want To Export Budget Data to Financials? (30000,28)
You have selectthe option to export budget data to the Financials system. Once this process executes, it cannot be executed a second time for
a given fiscal year. Please be sure that you are ready to export your final budget data to Financials at this time.
oK Cancel
. oK . . . - .
Click if certain the budget is ready to be posted in Financials
15. | The Process Scheduler Request page will open.
Default values will be pre-populated:
Process Scheduler Request
User ID: OITFARMER Run Control ID: SUPPORT
Server Name: I v | Run Date: 04/01/2011 E]
Recurrence: | Run Time: 11:38:064M Resetto Current Date/Time |
Time Zone: Q
Select Description Process Name Process Type *Type *Format Distribution
Exportto Financials BORBUEXP SQR Report web ~||PDF  +|Distribution
16. | Click the OK button.
This will return the window to the Financials Export run page.
17. | Click the Process Monitor link.
18. | Click the Refresh button.
Select Refresh until the Run Status displays as Success and the Distribution Status displays
as Posted.
19. | Budget Journals can be reviewed and posted in Financials.
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Exporting Budget Journals to Financials

Step | Action

20. | Congratulations. Exporting Budget Journals to Financials is complete.

This process exports data from the Budget table in the Budget Preparation module to
the Financials system for the To Budget Year. The journals are ready to be verified and
posted in Commitment Control. For more information on posting Budget Journals in
Batch, see Business Process KK.030.002.

End of Procedure.
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Exporting Changes to HR/Payroll

Security Role BOR_BP_PROCESSES

Responsibility/Role

File Name BP_040_030 - Exporting Changes to
HR/PAYROLL_BUSPROC

Version

Document Generation Date 02/26/2010

Date Modified 03/07/2017

Last Changed by

Status

BP.040.030 - Exporting Changes to HR/PAYROLL

Concept

This topic demonstrates how to export changes to HR/Payroll. This process exports Personal Services
data from the Budget Preparation module to the HR/Payroll system for the To Budget Year. The process
creates a file containing Job Data, Position Data, and Department Budget information.

Note: Exporting the Personal Service data to HR/Payroll can only occur once per budget development
cycle, once Personal Service budget data is finalized.

Topic Objective:
Upon completion of this topic, you will be able to:
- Run the process to export changes to HR/Payroll.

Assumptions
Security Role setup completed by internal Security Administrator.

Dependencies/Constraints
A CURRENT version of the Personal Service budgets exists and is complete.
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&%ﬁﬁﬂ@@ Budget Prep - Financials, Analysis, and Final Exports BP.040.030 -

Exporting Changes to HR/Payroll

Procedure
This topic outlines steps to run the Export HR/Payroll process. The process name is BORBUSF2.

Step | Action

1. This process creates or updates the following information in the HR/Payroll system.
eJob Data: Up to three new rows may be created on this page.
*Equity Adjustment: effective dated July 1st of the To Budget Year.
eRaise: effective dated as of the Raise Effective Date that is specified in the Budget
Preparation module.
*End Appointment: 10 month faculty will receive an End Appointment row that is effective
dated June 1st of the To Budget Year.
Note: Any newly created row could also have Department, Job Code, and/or Salary changes
as well.
ePosition Data: New position rows will be created for July 1st of the To Budget Year.
Changes will include the new budget amount for a position, as well as any Department or
Job Code changes for a position.
Note: Changes made in the Budget module to Department or Job Code will overwrite any
changes made to those values in the HR/Payroll system after the initial extract to Budgets.
eDepartment Budgets: The entire Department Budget definition for the new fiscal year will
initially be created from the Budget Preparation module.

2. Click the BOR Menus link.

3. Click the BOR Budget Prep link.

4. Click the Budget Prep Processing link.
|[> Budget Prep Processing |

5. | Click the Export HR/Payroll link.

Export HR Payroll
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Exporting Changes to HR/Payroll

Step | Action
6. Click the Find an Existing Value tab.

Search _—
To enter or 4 for an existing Run Control ID:

J Find an Existing Value ' Add a New Value

Run Control ID:| begins with

[]case Sensitive

Search | Clear | Basic Search Save Search Criteria

7. Else click the Add a New Value tab.

8. Enter "EXPORTHR" in the Run Control ID field.

9. Click the Add button.
Add ‘

10. | Once the Run Control ID has been entered by Finding an Existing Value or Adding a New
Value the Export HR/Payroll page will be displayed:

Export HR/Payroll

Run Control ID SUPPORT Report Manager  Process Monitor

Export for HR/Payroll

Business Unit Q
Create Test Export File for HR/Payroll ®
Create Final Export File for HR/Payroll @)

Budget Reference: 2018

D Record Report Selection Criteria

Department % Q Pay Group % Q

11. | Enter or Search Q for the Business Unit:
Business Unit Q

12. | Click the radio button for Create Test Export File for ADP & .

The test file may be exported to ADP multiple times for validation purposes.
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Exporting Changes to HR/Payroll

Step | Action
13. | Click the Run button.

Run

14. | The Process Scheduler Request page will open.
Default values will be pre-populated:

Process Scheduler Request

User ID: QIITFARMER Run Control ID: SUPPORT

Server Name: PSUNX * | Run Date: 02/28/2010 EJ

Recurrence: * | Run Time: 1036 42PM Resetto Current Date/Time |

Time Zone: Q

Select Description Process Name Process Type *Type *Format Distribution

BudgetPrep Export File for ADP BORBUSF2 SCGR Report Web ~ || PDF » | Distribution
OK | Cancel |

15. | Click the OK button.
[ o |

This will return the window to the Export HR/Payroll run page.

16. | Click the Process Monitor link.

17. | Click the Refresh button.

Select Refresh until the Run Status displays as Success and the Distribution Status displays
as Posted.
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(1)GEQORGIAZIZST Budget Prep - Financials, Analysis, and Final Exports BP.040.030 -
Exporting Changes to HR/Payroll

Step | Action
18. | Click the E&tails |ink to view the Process Detail.
Process Detail
Instance: 862203 Type: S0R Report
Hame: BORBUSFZ Description: BudgetPrep Export File for ADP
Run Status:  Success Distribution Status: Fosted
Run Control ID: SUPPORT Hold Request
Location: Server Queue Request
Server: PSLUMX Cancel Request
O Delete Request
Recurrence: Restart Request
Request Created On: 02/23/2010 10:38:24PM EST FParameters Transfer
Run Anytime After:  02/28/2010 10:36:42PM EST Message Laoq
Began Process At 02/23/2010 10:38:42PM EST Batch Timings
Ended Process At 02/28/2010 10:38:56PM EST Yiew Loa/Trace
9.0 View Log/Trace : , Trace File :
Click the link to view the Trace file contents. The — —— contains two
files:
e The borbu8f2_xxxxxx.pdf file, which is a printed report of the data contained in the
export file.
e The epxp001XXX.txt file, where XXX represents the first three digits of the Business
Unit. This file will be retrieved by an ADP auto process for loading the new budget
data into the HR/Payroll system.
20. | Congratulations. Exporting Changes to HR/Payroll is complete.
End of Procedure.
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