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Business Process # BUD03

	ID
	BUD03



	Short Description
	Define Reason Codes and Descriptions for Raises



	Long Description
	This process describes how to configure a list of valid Reason Codes.  The Reason Codes can be assigned to individual positions in the Budget Module to explain the reason for a particular raise.  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 process BUD01.



	Frequency
	Once.  Changes can be made as needed.



	Responsibility
	Budget Coordinator

	Assumptions
	· None

	Security Class
	M_BUDMST (Full Access)

R_BUDINQ (Display Only)

M_BUDONL (Display Only)


	Input Source
	User Input.  Note:  This table is pre-populated with standard reasons.



	Output Information
	List of valid Reason Codes to be assigned to raises outside of a specified range or as desired.



	Dependencies/Constraints
	· None
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Procedure:

	Step 1
	The Budget Coordinator will configure or review the reason codes at the beginning of the budget development cycle.  Changes can be made at any point.




	Step 2
	Enter the parameters into the Budget Reason Codes panel.



	Navigation
	Go, BOR Budget Module, Setup, Reason Codes



	Panel/Data
	Budget Reason Codes 

· Enter any one or two-digit value into the Reason Code field.  The value is simply a short code assigned to the reason description.  

· Enter a detailed description into the Reason Description Field assigned to the short code.

· Use the standard PeopleSoft navigation to add/modify/delete Reason Codes as required.




	Step 3
	Save the panel.
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