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BP.060.020 - Inquiring on Non-Personal Services
[bookmark: pp_ref_BEFORECONCEPT]
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 complete by internal Security Administrator.




	Dependencies/Constraints

	At least one version of the Budget must exist to inquire against.



Additional Information




Procedure

For this topic, inquire on Non-Personal Services for Budget Period 2007. Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x000000D2] 
	Click the BOR Menus link.
[image: Action area of the screen image]

	2. [bookmark: ID0x000000D3] 
	Click the BOR Budget Prep link.
[image: Action area of the screen image]

	3. [bookmark: ID0x000000D4] 
	Click the Budget Prep Inquire link.
[image: Action area of the screen image]

	4. [bookmark: ID0x000000D5] 
	Click the Non-Personal Services link.
[image: Action area of the screen image]

	5. 
	The Approps/Rev Est/Grants page will be displayed.
[image: ]
The top of this page displays the search criteria options to retrieve various Non-Personal Service budgets into the page.

	6. [bookmark: ID0x000000D6] 
	Enter or search [image: ] for the Business Unit.
[image: ]

	7. 
	Click the Budget Type list.
[image: ]
Using the drop down menu, select one of the following:
· Appropriation/Organization
· Grant
· Revenue Estimate

	8. 
	Enter or search [image: ] for the Version:
[image: ]
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 Period.
[image: ]
Only budgets associated with the selected budget period will be retrieved in the inquiry.

	10. 
	These optional fields only retrieve budget for the specific selection.
· Fund:  
· DeptID:  
· Program:
· Class:
· Project:
· 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. [bookmark: ID0x000000D7] 
	Click the Search button.
[image: Action area of the screen image]

	
	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 Period, 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.

	12. [bookmark: ID0x000000D9] 
	Click on the Org Budgets tab.
[image: ]

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 budget amount and proposed budget amount for all records retried in the search.

	13. [bookmark: ID0x000000DF] 
	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
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