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Business Process # BUD12

	ID
	BUD12



	Short Description
	Update Non-Personal Services Budget Online



	Long Description
	This process describes how to update Non-Personal Services budgets through the Non-Personal Services update panel.  This panel enables users to manually add and modify Non-Personal Service Appropriation and Organization budgets originally created during the Financials Extract.  These budgets will subsequently be exported back to Financials for the defined To Budget Period.



	Frequency
	As needed.  



	Responsibility
	All Roles

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



	Security Class
	M_BUDMST (Full Access)

R_BUDINQ (Display Only)

M_BUDONL (Full Access)


	Input Source
	CURRENT budget versions created from the extract, What-If Analysis, Copy, and On-Line processes.



	Output Information
	Any additions or changes to the budgets are saved in the Budget Module.  



	Dependencies/Constraints
	The Financials Extract process completed successfully, and a CURRENT version of the budget has been created.
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Procedure:

	Step 1

	A Budget user will access this panel to manually add or modify Non-Personal Service Appropriation and Organization budgets.




	Step 2
	Open the Appropriations/Org Budgets panel.  

	Navigation
	Go, BOR Budget Module, Use, Non- Personal Services.



	Panel/Data
	Appropriations/Org Budgets 

· Use Correction mode to access the search dialogue box for the panel.

· Enter any desired search criteria to select an existing Appropriation budget for viewing.  The criteria entered will limit the values returned by the search.

· Any existing Account may be selected.

· Any existing Fund Code may be selected.

· Any existing Department may be selected.

· Any existing Class Field may be selected.

· Any existing Program Code may be selected

· Only the Current version of the budget is available for on-line manipulation.

· Once in the panel, the selected Appropriation and corresponding Organization budgets are displayed.  The panel displays rows of data with the following information 

· Appropriation Budget Definition data – The Business Unit, Version, Budget Type, and Chart Field Combinations are displayed, but not available for edit.  

Appropriation Level

· Date – The date field specifies the date the budget should take effect.  This typically will be July 1 of the To Budget Period. (Note: The To Budget Period is the fiscal year.  July 1st will most likely be the calendar year preceding the To Budget Year).

· Current Budget - This field displays the amount of the original plus any permanent budget amendments that were extracted from Financials system for the specified Appropriation budget.

· 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.

· Proposed Budget – This field displays the budget amount being proposed for the budget being developed.  Changing this field will automatically recalculate the Change % field.

Organization Level

· The Organization level displays each Organization budget linked to the specified Appropriation.  

· Account – The account appears first because it typically will be the only chart field to vary from the Appropriation budget.

· Current Budget - This field displays the amount of the original plus any permanent budget amendments that were extracted from Financials for the specified Organization budget.

· Update % - This field displays the percentage change between the Current Organization Budget and Proposed Organization Budget fields.  Changing this field will automatically calculate the Proposed Budget amount.

· Proposed Budget – This field displays the budget amount being proposed for the budget being developed.  Changing this field will automatically recalculate the Update % field.

· Remaining Chart Fields – These display the chart field combination that uniquely defines the Organization budget.  These chart fields will be identical to the Appropriation chart fields, and are not available for edit.

· An existing Appropriation budget can be changed manually by navigating to the Proposed Budget field at the Appropriation level, and adjusting the amount to any value.  In addition, 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 at the Organization level, and adjusting the amount to any value (as long as the sum of the Organization Budgets does not exceed the total Appropriation).  Alternatively, 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.  

· Save the panel.

Part 2: Adding Appropriation Budgets

· Use the Add mode to create a new Appropriation budget.

· Enter the desired chart fields to uniquely identify the new Appropriation budget.

· Any existing Budget account may be selected.  Typically a Non-Personal Service account should be selected (i.e 600000, 700000, 800000).

· Any existing Fund Code may be selected.  However, only funds that have Appropriation control turned on in Financials should be selected.  In addition, Grant funds in the 20000-29999 range should use a Grant budget and NOT an Appropriation.  

· Any existing Department may be selected.  

· Any existing Program Code may be selected.

· Any existing Class Field may be selected.

· Budgets will automatically be added only to the CURRENT version of the budget for the To Budget Year.

· Once in the panel, the new Appropriation budget is displayed.  

· Navigate to the Proposed Budget field at the Appropriation Level and add the amount.  

· Navigate to the date field and enter a date the budget should take effect.

· An Organization Budget may be added at this time if desired.  Part 3 will explain how to add an Organization Budget.  

· Save the panel.

Part 3: Adding Organization Budgets

· A new Organization budget may be added while creating a new Appropriation budget, or modifying an existing Appropriation budget.

· Once in the panel, the linked Appropriation budget and other associated Organization budgets are displayed.  

· Use the standard PeopleSoft navigation to Navigate to the Organization Level.  If no Organization Budgets exist, a blank row will be available.  If Organization Budgets exist, navigate to the last row.  All chart fields except account will default from the linked Appropriation budget.

· Navigate to the Account field and enter a value. A Non-Personal Service account should be entered. The account should not conflict with the high level account on the Appropriation (i.e. a 700000 appropriation requires 7XX000 Organization Budgets).  In addition, the account should be an account defined at the appropriate organization budgeting level.  

· Navigate to the Proposed Budget field at the Organization Level and add the amount.  

· Save the panel.

























10:48 AM
Page 1 of 6
1/13/03

