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BP.010.010 - Setting up Budget Prep Year/Hour Parameters
[bookmark: pp_ref_BEFORECONCEPT]
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 complete by internal Security Administrator.




	Dependencies/Constraints

	



Additional Information



Procedure

In the following topic, we will set up budget parameters for the Budget Development Cycle. 

	Step
	Action

	1. [bookmark: ID0x0000004C] 
	Click the vertical scrollbar to navigate:

	2. [bookmark: ID0x0000004D] 
	Click the BOR Menus link.
[image: Action area of the screen image]                                  

	3. [bookmark: ID0x0000004E] 
	Click the BOR Budget Prep link.

	4. [bookmark: ID0x0000004F] 
	Click the Budget Prep Setup link.
[image: Action area of the screen image]

	5. [bookmark: ID0x00000050] 
	Click the Year/Hour Parameters link.
[image: Action area of the screen image]
This brings you to the Year/Hours Parameters page.

	6. 
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Click the Find an Existing Value or the Add a New Value tab.
Enter or Search [image: ] for the SetID for your Business Unit:
[image: ]
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. [bookmark: ID0x00000051] 
	Click the From Budget Period list using the [image: Action area of the screen image] drop down menu to select the appropriate year:
[image: ]
This value identifies the budget year from which data will be loaded to become the starting point for the budget being developed.

	8. [bookmark: ID0x00000052] 
	Click the 2010 list item.
[image: ]

	9. [bookmark: ID0x00000053] 
	Click the To Budget Period list using the [image: Action area of the screen image] drop down menu to select the appropriate year.
[image: ]
This value identifies the year for which this budget is being developed.
For example, when developing the FY2011 budget, you would set this value to 2011.

	10. [bookmark: ID0x00000054] 
	Click the 2011 list item.
[image: ]

	11. [bookmark: ID0x00000055] 
	Enter "2088" 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. [bookmark: ID0x00000056] 
	Enter "5.00" in the Max Raise Rate 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:  This field is formatted as percent, to enter 5% enter 5 not .05.

	13. [bookmark: ID0x00000057] 
	Click the Save button.
[image: Action area of the screen image]

	14. [bookmark: ID0x00000058] 
	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.
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