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BP.020.040 - Updating the Non-Personal Services Budget Online
[bookmark: pp_ref_BEFORECONCEPT]
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 complete by internal Security Administrator.




	Dependencies/Constraints

	The Financials Extract process completed successfully, and a CURRENT version of the budget has been created.



Additional Information




Procedure

This topic lists steps to follow when updating the Non-Personal Services Budget Online.

	Step
	Action

	1. [bookmark: ID0x0000009F] 
	Click the BOR Menus link.
[image: Action area of the screen image]

	2. 
	Click the BOR Budget Prep link.
[image: Action area of the screen image]

	3. [bookmark: ID0x000000A0] 
	Click the Budget Prep Data Update link.
[image: Action area of the screen image]

	4. [bookmark: ID0x000000A1] 
	Click the Non-Personal Services link.
[image: Action area of the screen image]

	5. 
	The Non-Personal Services search criteria page opens:
[image: ]

	6. 
	Enter or Search [image: ] 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.
· Account: any existing Account may be selected.
· Fund Code:  any existing Fund Code may be selected.
· Department: any existing Department may be selected.
· 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.
[image: Action area of the screen image]

	9. 
	The Non-Personal Services page will open for review and edit.
[image: ]

	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.
[image: ]


	11. [bookmark: ID0x000000A2] 
	An existing Organization budge 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.
[image: ]

	12. 
	Click the Save button.
[image: Action area of the screen image]

	13. [bookmark: ID0x000000A3] 
	Organization Level budget rows may be added by clicking the insert a new row link [image: ] found at the end of the Organization Level row.  Enter the Account, Update % and Proposed Budget amount as needed.

Note:  the total sum of the Organization Budgets cannot exceed the total Appropriation.

	14. [bookmark: ID0x000000A4] 
	Click the Save button.
[image: Action area of the screen image]

	15. [bookmark: ID0x000000A6] 
	The Appropriations budgets and the associated Organization budgets are displayed for the specified criteria. Note the information that this panel contains:

Appropriation Budget Definition
•Business Unit – this field will always show your business unit number.
•Version – this field will always be CURRENT.
•Budget Type – this field will always show Appropriation/Organization.
•Fund Code – this field will show the fund code for the selected Appropriation.
•Department – this field will show the department for the selected Appropriation.
•Program Code – this field will show the program for the selected Appropriation.
•Class – this field will show the class for the selected Appropriation.
•Project/Grant – this field will be blank for Appropriations.
•Account – this field will show the account for the selected Appropriation

	16. [bookmark: ID0x000000A7] 
	Appropriation Level:
•Date – 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.
•Current Budget – this field shows the amount of the Original budget, plus any Permanent budget amendments based on the From Budget Year, for the Appropriation.
•Change(%) – this field shows the percentage change between the Current Budget and Proposed Budget fields. Changing this field will automatically calculate the Proposed Budget amount.
•Proposed 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.

	17. [bookmark: ID0x000000A8] 
	Organization Level:
•Account – this field shows the account of each Organization budget linked to the associated Appropriation.
•Current 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.
•Update % - 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.
•Chartfields – 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. [bookmark: ID0x000000BD] 
	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.


[bookmark: pp_ref_POSTDOC][bookmark: LastPage]
 



© 2008 Board of Regents of the University System of Georgia.  All Rights Reserved.
	Page 4
	Published: 3/8/2010





© 2008 Board of Regents of the University System of Georgia.  All Rights Reserved.
	Published: 3/8/2010
	Page 5




image4.png




image5.png
Non-Personal Services
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Findan Existing Vaiue \__Adda New Vaiue

Business Unit: [= v

Account: begins with v

Fund Code: [ begins with v
Department: [ begins with v
Program Code: | begins with v
Class Field: | begins with v

searn | Clesr | s seson 6 s ssnencats

PLLLLL





image6.png




image7.png
Search




image8.png
Business Unit: 45000 Version: CURRENT
Budget Type: Appropriation/Organization

Fund Code: 10000 State Appropriations
Department: 0411000 Business Administiation
Program Code: 11100 ‘General Academic nstruction
Class: 11000 ‘Gen Opns - General

Project:

Account: 500000 Travel
Appropriation Level

Date:|07/01/2010 [ Current Budget: 6457.00  Change(%): 0.00
Proposed Bud: 645700 Org Sum: 000

Organization Level
Account  Current Budget Update% Proposed Budget FundCode Department  ProgramCode ClassField —ProjectiGrant
641000|Q 0.00 0.00 0.00/ 10000 0411000 11100 11000





image9.png
|Appropriation Level

Date:

Proposed Bud:

0710172010

6,457.00)

[ Current Budget:

Org Sum:

6.457.00

0.00

Change(s):

0.00]





image10.png
Account  Current Budget Update® Proposed Budaet
1641000 |Q 0.00 0.00] 0.00]





image11.png




image12.png




image1.png
[> BOR Menus




image2.png
» BOR Budget Prep




image3.png
Budget Prep Data Update




image13.png




