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Getting Started in the Budget Module

Use your IDM PeopleSoft sigh on and password (some individuals may have a second UserID to access a department)

For Annual Budget use HRMS Production https://adminsys.ndus.edu/psp/hehp/?cmd=login

Search Criteria for University of North Dakota

Budget Unit: 230 (Medical School is 232)
Business Unit: UNDO1
Budget Period: 2025 (examples may have a different FY, but use 2025 for Annual Budget FY25)

Scenario ID: leave blank

FYI...the Budget Module may be slow at times. The system is processing large amounts of data with multiple users
working at the same time! Please be patient while the system is bringing up your search results and saving your work ©

If you have questions about the Budget Module or Annual Budget, please contact Cynthia Fetsch.
An email with your question(s) is preferred. Please include a screen shot to show what your question is about, if
applicable.

Cynthia Fetsch
Email: cynthia.fetsch@UND.edu
Phone: (701) 777-4156



https://adminsys.ndus.edu/psp/hehp/?cmd=login
mailto:cynthia.fetsch@UND.edu

FIN Budgeting

HE FIN Dept Budget Entry

This page allows departments to update the proposed budget amounts and submit the proposed budget to the RPA

Office for approval.

NavBar: Navigator: ND HE Applications > Budgeting > FIN Budgeting > HE FIN Dept Budget Entry

NavBar: Navigator ﬂ
Ty <= | FIN Budgeting *

e T HE Manual Approval

HE Annual Budget Summary
My Favorites

Navigator

HE Budget Report Schedule 2

HE FIN Target Budget Entry

[ HE FIN Dept Budget Entry ]

HE FIN Dept Budget Entry

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

*Budget Unit[ = ~| 230 a
Budget Period[= ~| 2024
Scenario ID[=____v]
=&
Search Clear Basic Search = Save Search Criteria

Only the first blank needs to be filled in if searching for one value. Leaving a field blank retrieves all budget rows with

values for that field that fit other search criteria. Click the lookup button 2 to see a list of values for that field.

FIN Dept Budget Entry

Budget Unit: 230 Budget Period: 2019

Dept ID's From Q. To a,

Ledger Group aQ

Funds From
Account aQ Salaries
Hide Zero Dollar Budget Rows New Updated Rows (Highlighted)

Search Clear

| Display Department Reconciliation Grid

[@h Return to Search [=] Motify

The Display
Q To Q

Fringe Benefits

Project a Department

Operating Equipment/Other || Revenue

Reconciliation Grid
Zero Dollar Budget Rows . . .
gives a quick overview
by department and
fund. It totals the
Base Budget Amt,

Target Amt and

Submit All Proposed Budgets

Proposed Amt
revenue and expenses
by fund. A comment
may be added if
needed.




HE FIN Dept Budget Entry

Dept ID From and To - Filters the search results to a specific range of departments. To select a specific Dept ID, enter
the Dept ID in the To field. Security will restrict the selection to departments to which users have security to view.
Please contact the RPA Office if additional departments are needed.

Funds From and To - Filters the search results to a specific fund range. To select a specific Fund, enter the Fund in the
To field.

Project — Filters the search results to the specified project id.

Account — Filters the search results to the specified budget account code.
Ledger Group — This field narrows the search results by ledger group.

Salaries — Displays salary account codes, 511000-515000 and 517000.

Fringe Benefits — Displays the fringe benefit account code, 516000.

Operating — Displays operating budget account codes, 520000-661000.
Equipment/Other — Displays equipment/other account codes, 670000-730002.
Revenue — Displays revenue account codes, 400000-499999.

Hide Zero Dollar Budget Rows — Hides the zero dollar budget rows in the search results. Checking this box will reduce
the number of lines displayed.

New Updated Rows (Highlighted) — Displays budget rows with updates from the RPA Office.
Zero Dollar Budget Rows — Displays budget rows with zero dollars budgeted.
Click Search to view the results matching the criteria or Clear to clear the search criteria.

The Ledger Group, Account, Fund, Dept ID, Project, and budget fields display in the search results.

D‘ : Lookup to view the chartfield descriptions.

o

: Indicates if a chartfield is inactive or the project end date has passed. Contact the RPA Office for assistance.

Base Budget Amt — The current fiscal year budget amounts flagged as permanent budget. Temporary amounts are not
reflected in the Base Budget Amt.

Target Amt — This amount defaults to the Base Budget Amt unless a different amount has been entered by the RPA
Office.

Proposed Amt — This is the amount the department allocated to the chartfield combination. This amount will be
submitted to the RPA Office for review and approval. It defaults to the Target Amt until adjusted. Users can adjust this
amount.



HE FIN Dept Budget Entry

Calc Change Amt — Enter the amount desired for the Proposed Amt. The Proposed Amt will automatically populate with
that amount, and the Change Amt and Change Pct will automatically calculate.

Change Amt — Displays the amount difference in the Target Amt and the Proposed Amt. This field can be overridden or
entered manually.

Change Pct — Displays the percent difference in the Target Amt and the Proposed Amt. This field can be overridden or
entered manually.

Not Budgeted — Indicates a chartfield combination will not be budgeted. The Proposed Amt field will be zeroed out. A
0.00 budget row will not be created for the FY being budgeted.

Comment — Enter any additional information for this specific row.

Reset Proposed — Will reset all Proposed Amts (defaults to Target Amts), including previously saved amounts.

HE FIN Target Budget Entry Tips

Difference between Not Budgeted and zero dollar budget rows

The Proposed Amt is 0.00 for each of the chartfield combinations listed, one row is a 0.00 budget row and one is a Not
Budgeted row. These rows are treated differently when the budget journals are created.

* i Not
Account Fund Dept ID Project Base Budget Amt  Target Amt Proposed Amt Calc Chng Amt Change Anrt Change Pct Budgeted
521000 22254 3140 Q 5,825.00 5,825.00 0.00 -5,825.00 L
531000 22254 3140 D\ 12,500.00 12,500.00 0.00 -12,500.00 | |-1EIEI.[IEIEIEI

The first row will not create a budget journal since it is marked "Not Budgeted".

The second row will create a 0.00 budget journal for the chartfields listed.

Salary Rows (511000-515000, 517000) are populated by data entered in HR (Salary & DBT) Budgeting
The process to update Finance with approved HR budgets is done automatically.
The process starts running at 6:00 am each day and updates every half hour until 7:00 pm.



HE FIN Dept Budget Entry

HE FIN Dept Budget Entry - Procedure

The following will demonstrate the steps necessary to review/update the Department (proposed) budget.
NavBar: Navigator: ND HE Applications > Budgeting > FIN Budgeting > HE FIN Dept Budget Entry

1. Enter the desired search criteria. Click the Search button.
2. Click field headings to sort search results if needed.
3. Click in the Calc Chng Amt/Change Amt/Change Pct fields and make the desired adjustments.
a. Clicking the Reset Proposed button will clear any values entered in the Calc Chng Amt/Change
Amt/Change Pct fields and recalculate the Proposed Amt field.
4. Click the Save button.

) New Window % Help [ Pel

Budget Unit. 220 Budget Period: 2016
DeptID's From[3300  (@To| @ FundsFrom|  |Q To[ @ Projest[ @
Account| @ Ledger Group| @ [0 sataries [l Fringe Benefits [ operating [Z] Equipmentiother ClRevenue
[“Iide Zero Dollar Budget Rows || New Updated Rows (Highlighted)
Search Clear
Reset Proposed ‘Submit Propased Budget
Personaize | Find | View 100 | ¥ | % =t K 4.5 o 115 0 Last
ﬁg SeqNo |*Account Fund DeptiD  Project Base Budget Amt | Target Amt Proposed Amt | CaleChngAmi ChangeAmi  ChangePol 5 . Adiustment Type Submitied ﬁ Comment ﬁ“" Deseription
=1 |FnooTL v 511000 22478 3300 Q 22.525.00 22.525.00 33.525.00 Permanent Budget A Annusl Budget Adjustment
= |FnooTL 0 /511000 ato0 3300 Q 14.975.00 1842400 118.424.00 Permanent Budget A Annusl Budget Adjustment
+1|[=] |FuooTL 0/512000 22478 3300 Q 2.700.00 270000 270000 Permanent Budget A Annusl Budget Adjustment
1= |FuDDTL 0/518000 22478 3300 =3 18,225.00 18,225.00 18.225.00 [ [ [l Permanent Budgst A Annusl Budgst Agjustment
+1|[=] |FuDDTL 0/521000 22438 3300 =3 1.000.00 100000 1,000.00/[ [ [ [l Permanent Budgst A Annual Budgst Adjustment
1= |FuDDTL 0/531000 22438 2300 =3 500.00 500.00 500.00| [ [ [l Permanent Budgst A Annusl Budgst Agjustment
+1|[=] |FuDDTL 0535000 22438 3300 =3 49,000.00 49,000.00 49,000.00/[ [ [ [l Permanent Budgst A Annual Budgst Adjustment
1= |FuDDTL 0/535000 22440 3300 =3 37,000.00 27.000.00 37,000.00|[ [ [ [l Permanent Budgst A Annusl Budgst Agjustment
+]|[=] [FNDDTL 0 525000 22476 3200 Q 20,000.00 20,000.00 20,000.00/[ [ [ ] Permanent Budget  a Annus! Budgst Adjustment
+)|[=! [FNDDTL 0 528000 22438 3200 Q 1,000.00 1,000.00 1,000.00|[ [ [ (] Permanent Budget a Annus! Budgst Adjustment.
+]|[=] [FNDDTL 0541000 22438 3200 Q 10.00 10,00 1000/ [ [ ] Permanent Budget  a Annus! Budgst Adjustment
+)|[=! [FNDDTL 0542000 22438 3200 Q 50.00 50,00 5000/ [ [ (] Permanent Budget a Annus! Budgst Adjustment.
+]|[=] [FNDDTL 0 542000 22476 3200 Q 150.00 150,00 150.00| [ [ ] Permanent Budget  a Annus! Budgst Adjustment
+)|[=! [FNDDTL 0581000 22438 3200 Q 95,550.00 95,550.00 95,650.00| [ [ (] Permanent Budget a Annus! Budgst Adjustment.
+]|[=] [FNDDTL 0581000 22440 3200 Q 450,000.00 450,000.00  450,000.00 | [ [ ] Permanent Budget  a Annus! Budgst Adjustment

[Cloispiay Department Recanciliation Grid

S\Retum 1o Seareh | [ Natity.




HE FIN Dept Budget Entry

HE FIN Increase/Decrease Amounts — Procedure

The following will demonstrate the steps necessary to increase and decrease amounts within the same fund.
NavBar: Navigator: ND HE Applications > Budgeting > FIN Budgeting > HE FIN Dept Budget Entry

1. Enter the desired search criteria. Click the Search button.
2. To change the amount of an existing account code:
a. Entertheincrease/decrease in the Change Amt/Change Pct/Calc Chng Amt fields.
b. If the Proposed Amt is 0.00 check the Not Budgeted checkbox. This will prevent a 0.00 budget journal
being created for that row.
c. NOTE: If the existing row has a 0.00 Proposed Amount and Not Budgeted is NOT selected, a 0.00 budget
row will be created for that row.

3. Toincrease the amount to a new account code:

a. Click the Insert button E.

b. Enter the account number into the Account field or use the lookup 2 to find the account number.
c. Enterinformation into the Comment field. Comments are required on new rows.
4. Click the Save button.

5 NewWindow 7 Help (& Per
Budget Unit: 220 Budget Period: 2016
Dept ID's From (5200 T % Funds From[22835 ) To) 2, Projest
Account % Ledger Group % [ sataries [Drringe Benefits [l operating [l Equipment:other [ Revenue
Hide Zero Dollar Budget Rows [ ew Updated Rows (Highlighted)
Search Clesr
Resst Proposed Submit Propesed Budge
s
Ledaer I SooMo fccount  Fund  DeptlD  Frosst Base Budoet Amt Taraet fmt Proposeddmt CaloChnomt Changedmt  ChangePet B . AdiustmentTpe  Submitied RERUES  commont B0 besoription
y - . N N N et B . Annusi Busget
& | =1 | revene bz o Q FEEED e meme Fl  |Permanent Budget P e
¥ | (=) Revenve 0475000 22428 2200 Q 12200000 12200000  133,00000 [ Permanent Budget A
)| =1 oo o 521000 300 o 1.000.00 1.000.00 1.000.00 Fl |Permanent Budget A
(=) FNDDTL 0531000 2200 =} 500.00 500.00 0.00 500,00 [ 100.0000 Fermanent Budget A
#)| (=) FnDDTL o [524000 3300 Q .00 0.00 500.00 500.00 []  Permanent Budget New building expenses A
& | & oo o|sas000 300 Q 49.000.00 900000 49.00000 [l |Permanent Busget R
% =1 oo 0 538000 00 o 1.000.00 1.000.00 0.00 o000 [ 1o0.000m . Budget N
(=) FNDDTL 0541000 2200 Q 10.00 10.00 10.00 [l Fermanent Budget A
)| =1 oo 0 542000 300 o s0.00 s0.00 s0.00 ] Parmanent Budget N
& | & |ewoor olsa1000 300 Q 5.550.00 9555000 9555000 [l |Permanent Busget R
%) [=] FuDDTL 0 591000 3300 Q 500.00 500.00 1.500.00 1000.00 [ 2000000 [[]  Permanent Budget A
%/ =1 FuoorL 0 602000 300 Q 1000 10.00 1000 ] pemanen suget A
)| =1 oo 0 621000 300 o 250000 250000 250000 Fl |Permanent Budget A
+ FNDDTL 0 730002 22438 3300 Q 18.785.00 19.785.00 19.785.00 = Fermanent Budget A jj‘uj"n'::‘““‘
Display Department Reconciliation Grid
L ;
rocoumtpe et U prje e s s e
EXFENSE 2300 22430 50.00
REVENUE  [3300 22438 s0.00
Save

Decreased account 536000 by $1,000 and increased account 591000 by $1,000.
Added account number 534000 and increased by $500, also added a comment for the new row.
Decreased account number 531000 by S500 and clicked Not Budgeted to prevent a 0.00 row from being created.

Department Reconciliation Grid — Totals Expense and Revenue for the Fund selected. Enter a comment if necessary.
NOTE: A comment is required if expenses exceed revenue or if the Target Amt exceeds the Proposed Amt. These
variances are in RED. May not see the error when saving but will when the Submit Proposed Budget button is clicked.



HE FIN Dept Budget Entry

HE FIN Not budget a row or entire funding source

If a budget row or entire fund will not be budgeted, select the Not Budgeted checkbox on each row, and enter a
Comment indicating why the fund will not be budgeted. These comments will be viewable by all users with security

access to the department.

NavBar: Navigator: ND HE Applications > Budgeting > FIN Budgeting > HE FIN Dept Budget Entry

1. Enter the desired search criteria. Click the Search button.

Click the Not Budgeted option on each row that will not be budgeted or click the Not Budget All button to select all

the rows.
3. Click the Save button to save the changes.

4. NOTE: Pay attention to local revenue accounts. Do not check Not Budgeted unless the entire fund will not be

budgeted. The 0.00 revenue accounts enable revenue to be posted without a budget.

et ———
Budgst Unit: 220

Dept I0's From 2200 Q| @ Funds From (224280 Q To Q  Project Q

Account]

Budget Period: 2018

@, Ledger Group| @ [ sataries [ Fringe Benefits [ operating [ Equipmentiother [ Revenue

[Z1ide zero Doltar Budget Rows [“Iew Updated Rows (Highlighted)

[Tl bisplay Department Reconciliation Grid

Save

SRetan to Ssarsn | [ Netiy

Sesrch Giasr
Reset Froposed Submit Froposeo Budget
ﬁ Sealo | shceount Fund DeptlD  Project Base Budget Amt | Target Amt Proposed Amt | CaloChngAmt Changedmi  ChanaePfl 520 Mdivsiment Submitted %‘mj Comment
+ REVENUE 0 482000 22440 3300 Q 1.600.00 1,500.00 000 [ -1.50000][ -100.00 ‘ermanent Budget
+ REVENUE 0475000 22440 (2300 Q £28.500.00 528,500.00 o.00| | -628.500.00/[ -100.0000 Permanent Budget
+ FNDDTL 0 525000 22440 3200 Q 37,000.00 27,000.00 0.00 [ -a7.000.00] Permanent Budgst
* FNDDTL 0/581000 22440 3300 =% 450,000.00 450,000.00 o.00| | -#50.000.00] Permanent Budget
* FNDDTL 0 591000 22440 3300 Q 500.00 500.00 0.00 [ -500.00) Permanent Budget
* FNDDTL 0/621000 22440 3300 =% 4.500 00 4.500.00 o.00| [ -+50000] Permanent Budget
+ FNDDTL. 0/ 730000 22440 3300 =Y 7.250.00 7.260.00 0.00 [ [ 72s000] Permanent Budget
+ FNDDTL. 0/730002 22440 3300 x 57,600.00 57.800.00 o.00| [ 570000 Permanent Budget

Personaige | Find | View 1| 1) & Firet K 15018 1 Loci]

Reason

Code

Deseription
Annual Budget Adjustment
Annual Budget Adjustment
Annual Budget Adjustment
Annual Budget Adjustment
Annual Budget Adjustment
Annual Budget Adjustment
Annual Budget Adjustment

Annual Budget Adjustment




HE FIN Dept Budget Entry

HE FIN Submit a Proposed Dept budget — Procedure

Once the department has updated/reviewed the proposed budget amounts, they need to submit the proposed budget
to the RPA Office for approval/review. The following will demonstrate the steps necessary to submit a proposed
department budget.

NOTE: All HR (Job and DBT) information must be entered and approved before submitting the FIN Budget.

NavBar: Navigator: ND HE Applications > Budgeting > FIN Budgeting > HE FIN Dept Budget Entry

1. Enter the desired search criteria. Click the Search button.
2. Click the Submit Proposed Budget button. Submitting a budget will prevent further edits to the proposed budget.

a.

Notice the Unsubmit a Proposed Budget button displays if not all funds within the department have
been finalized. Users with appropriate access can unsubmit the proposed budget. The budget can then
be updated and submitted again. Unsubmiting a budget is allowed until the Budget Module closes to
users.

NOTE: All revenue and expense account lines need to be visible before submitting a proposed budget or
an error will occur.

3. Contact the RPA Office if you need to make changes after submitting your budget.

Budget Unit: 230

Budget Period

B Window 7 Telp |2

2018

Degt ID's From 2600 aTo| %

Funds From o228 @ To o Project a,

Account @ Ledger Group A [ sataries [Tfringe Benefits Cloperating [Tl equipmentiother [(Revenue

[Dbide zero Datiar Buget Rows [ new Updated Rows (Highiighted)
Sesrch

Clear

Save

7l bispiay Department Reconciliation Grid

Reason

LSO sequo twount  Fumd  DeptiD Projet Base Budget At Target Amt Proposed dmt |Calo Chng Amt  Changedmt  Change pot B%% . AdjusmentWpe  Submitied HENEH  Comment £2200 pesoription
+] [=| REVENUE 0 472000 20236 [2600 @ 0.00 0.00 eoo[ [ [ |E |PemanentBudget — Ja Annual Budget Adjustment
H|Slrevene | darons |mze a0 Q om0 om0 oo T [ B |Femenent sueut I PR Ty —
Bl | Bl v R e a o 2o sl T [ [P |Pemanentsuge W
+ (= REVEMUE 0 462000 20236 |2600 Q 200.00 200.00 000 || [ |} |PemmanentBudgst s Annusl Budget Adjusiment
H| e | oo |meo w0 Q e e o T T B [Fememoeam - e
6| Sjrvene | oo |mzm o0 Q om0 om0 oo T [ B |remanentuger . n[swust cusget qumment
¥) | (=] REVENUE 0|482000 236 & Q 0.00 0.00 ooo I I 1m Fermanent Budget I Annual Budget Adjustment.
+] [=| REVENUE 0 483000 «Q 0.00 0.00 eoo[ | [ |E |PemanentBudget a Annual Budget Adjusiment
| Ellrvene | ojsooos Q = e oo T [ B |Femanant cuger O e
5 |5 [revense pp— a 200 200 v T [ B |remanentsuger R P [F T T —
+ (=] REVENUE 0 478000 «Q 0.00 0.00 oo [ [ |E |FemanentBudget A Annual Budget Adjusiment
B |Sjrvene | ojsioo Q om0 om0 o[ T B |Pemerent sudest Y [T Py —
| Bl SEEmm Q e = wul [ [ | F [Femanentougem W
#| (= FNDDTL 0541000 Q 25.00 25,00 oo [ [ 1@ Permanent Budget a Annual Budget Adjustment
+] [=| REVENUE 0440000 Q 0.00 0.00 ooo[ [ [ |E |PermanentBudget  ]a Annual Budget Adjusiment

Budget Unit: 220

Budget Period: 2015

FNew Window 7 Help  [§]

Dept ID's From 2200 ate o Funds From|[20238 | To o Project a
Account @ Ledger Group @ [ sataries ClFringe Benefits [ operating [l Equipmentiother (1] Revenue.

[ ide zero Dolar Budget Rows [l New Updated Rows (Highiightec)

Search

Reset Froposed

oot [t rur o i it [ttt [Pyt [ty [t it P Dt e[kt S ot .

- REVENUE 0472000 20238 Q 0.00 0.00 0.00 Fermanent Budget A |Aanual Budget Adjustment

REVENUE 0471000 20238 [+ .00 0.00 000 Permanent Budget A |Annusl Budget Adjustment

REVENUE 0478000 2028 2800 Q 0.00 0.00 000 Permanent Budgst A Annual Budgst Adjustment
o

Clear

=t [l | Unsubmit Proposed Budget
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HR (Salary and DBT) Budgeting

HRMS General Budget Salary Information: There are several pages to enter salary increases in the Budget
Module. Rows highlighted in yellow are recently added rows to the DBT marked as permanent (nothing needs to be

done to un-highlight these rows). Rows highlighted in red indicate the combo code is inactive and needs to be updated.

NavBar: Navigator: ND HE Applications > Budgeting > HR (Salary and DBT) Budgeting

The pages under this navigation that can be utilized to enter increases are:

HE HR Budget Entry by Position
HE HR Budget Entry by Dept

HE HR Budget Entry by ComboCd
HE HR DBT Fund Search/Update

Favorites :
-

Main _Menu
Search Menu:

[ Self Service

] PeopleTools

[ MD HE Applications
l_"] Change My Password
[£] My Personalizations
(5] My System Profile

(5] My Dictionary

©)

* v A

[ Budgeting
3 Miscelaneous

1 Budget Requests

[ HR (Salary and DBT) Budt
"1 FIN Budgeting

[£] HE Executive Summary

.3

HE HR. Budget Entry by Position
HE HR Budget Entry by Dept

HE HR Budget Entry by ComboCd
HE HR. DBT Fund Search/Update
HE HR Fin Reconcilement

11



HE HR Budget Entry by Position

The HE HR Budget Entry by Position page can be used to enter and approve salary (Job Data) and funding information

(Department Budget Table) for one employee at a time.

NavBar: Navigator: ND HE Applications > Budgeting > HR (Salary and DBT) Budgeting > HE HR Budget Entry by Position

HE HR Budget Entry by Position

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

~ Search Criteria

Position Number: begins with ~ Q

Empl Record: = -

Name: begins with
Budget Unit: begins with 30 Q
Business Unit  hegins with - Q TEM P, or GRAD.
Department:  peginswith w (2600  Q

Empl 10: begins with ~ Q Search by Department, Position Number
)

FiscalYear: = - a0 or Empl ID. The Empl ID field can also be

- searched by entering POOL, VACANT,

display results.

NOTE: After entering
criteria, make sure to
click Search. Just
pressing Enter will not

Search Clear Basic Search E Save Search Criteria

E HR Budget Entry by Position
nter any information you have and click Search. Leave fields blank for a list of all values
Position Number: pegins with Q
Empl ID: begins with ~ a
Empl Record: = -
Fiscal Year: = - 2016
Name: begins with ~
Budget Unit: begins with ~ 230 aQ
Business UNit:  begins with Q
Department: begins with ~ [2600 Q
Search Clear | Basic Search =] Save Search Criteria
Search Results
iew All First [4] 146 of 46 3] Last
osition Number Empl 1D Empl Record Fiscal Year Name Budget Unit Business Unit Department Budget Status
0012 L GRAD |0 2016 (blank) 230 UNDO1 2600
0014 | GRAD |0 2016 (blank) 230 UNDO1 2600
0014 ) GRAD | 2016 (blank) 230 UNDO1 2600
0014 3 GRAD 0 2016 (blank) 230 UNDO1 2600
0014 3 GRAD 0 2016 (blank) 230 UNDOA 2600
0014 L GRAD 0 2016 (blank) 230 UNDO1 2600
0014 3 GRAD 0 2016 (blank) 230 UNDOA 2600
0014 ) z 10 2016 K 230 UNDO1 2600 Prabation
0014 3 VACANT 0 2016 blank) 230 UNDO1 2600
0014 2 VACANT 0 2018 blank) 230 UNDO1 2600
0014 3 GRAD 0 2018 blank) 230 UNDO1 2600
0014 3 VAGANT 0 2018 blank) 230 UNDO1 2600
0014 3 0¢ 0 2016 i 230 UNDO1 2600 Budgetable
0014 3 GRAD |0 2016 (blank) 230 UNDO1 2600
0014 3 i o 2016 H 230 UNDO1 2600 Budgetable
001F 3 RAD 0 2016 (blank) 230 UNDO1 2600
001 3 i 0 2016 v 230 UNDO1 2600 Budgetable
£y VACANT 0 2016 (blank) 230 UNDO1 2600
1 GRAD 0 2016 (blank) 230 UNDOA 2600
3 VACANT 0 2016 (blank) 230 UNDO1 2600
| 0 10 2016 IF 1230 UNDO1 2600 Budgetable

All Active positions are listed, including
GRAD, POOL, TEMP and VACANT positions.

Budget Status is for an employee and not a
position. The Budget Status for GRAD,
POOL, TEMP and VACANT positions are left
blank, but still need to be reviewed for
changes.

The search results can be sorted by clicking
on any of the column headings.

12



HE HR Budget Entry by Position

Employee/Salary Information — Use this portion of the page to enter increase (Job Data) information.

Length — The number of months an employee works. This field will show 12 for salaried and hourly
employees. Contract hourly and contract salaried employees will be based on the length of the contract.

Rate Code — The rate code is the rate code entered in job data on the compensation tab. The options are:
e NAANNL: Contract Salaried or Salaried employees
e NAHRLY: Contract hourly or Hourly employees
e NAMNTH: Monthly employees

Type — Type is the employee type entered in job data on the payroll tab. The options are:

e S:Salaried, Contract Salaried, and Monthly employees
e H:Hourly and Contract Hourly employees

Comp Freq — The frequency is the frequency entered in job data on the compensation tab. The options are:
e A: Salaried employees
e C: Contract employees (Salaried and Contract Hourly)
e H: Hourly employees
e M: Monthly employees
Current Salary — Displays the salary from the most current row in job data.
Starting Budgeting Salary — Displays the sum of all rows designated as "Use in Next Fiscal Year" (Permanent) in job data.

Current FTE - Displays FTE from the most current row in job data.

Next FY FTE — Displays the FTE from the most current row designated as "Use in Next Fiscal Year" (permanent) in job
data.

Position FTE — Displays the FTE from the most current row in position data.

Eligible for Legislative Incr — The box is selected by default except for employees on probation.

Elig for Campus Incr — The box is selected by default except for employees on probation.

Compensation Information — The fields within the Compensation Information section can be used to enter salary
increases based on the different types. The increases can be entered in either amounts or percentages and will calculate

based on the Starting Budget Salary field. Promotion increase type can only be used for the 2000 job family (Academics-
professors, assistant professors, etc.).

13



HE HR Budget Entry by Position

Amount — Enter amounts in the appropriate increase type fields. If an amount is entered, the percentage field is
automatically calculated.

Percentage — Enter a percent in the appropriate increase type fields. If a percent is entered, the amount is automatically
calculated.

Approved — Select this box under the increase types to approve the increase/salary information (Job Data) only.
Comment — A comment is required for an increase type of "Other" but a comment may be entered for other purposes.

Camp/Gen & Legislative — The following are the calculations used to determine the increases for the different types of
employees:

¢ Annual or Contract Salaried: Camp/Gen or Legislative percent * Starting Budget Salary (rounding: + 0.49,
rounded to 0 decimal places, rounds up). Minimum and Maximum are prorated based on FTE and contract
length.

e Hourly or Contract Hourly: Camp/Gen or Legislative percent * Starting Budget Salary (rounding: + 0.0049,
rounded to 2 decimal places, rounds up). Minimum and Maximum are prorated based on contract length.

e Monthly: Camp/Gen or Legislative percent * Starting Budget Salary (rounding: + 0.49, rounded to 0 decimal
places, rounds up). Minimum and Maximum are prorated based on FTE and contract length

View Updates — Click the hyperlink to view salary changes made to job data. Rows highlighted in yellow are rows
recently added to job data. Once the rows are reviewed and the page is saved the highlighted rows will no longer be

highlighted.

Apply to DBT - Click this button to update the DBT amounts for the increases entered in the Compensation Information.
For split funding, the amounts updated will be split evenly among the funding sources.

Approve Job and DBT - Click this button to approve both the increase/salary and DBT information. This button changes
to Unapprove Job and DBT in case additional changes need to be made before finalizing your department.

Reset DBT - Clicking this button will bring in the most current permanent row from the DBT for the current FY. Rows
added manually will remain along with the current permanent row from the DBT.

Department Budget Information: Use this portion of the page to enter DBT information.

[+]

- The plus icon can be used to add additional rows of funding. A comment is required if adding a row.

Aprvd - Select this box to approve the DBT row.

Not Bdgt — Select this box to not use the row of funding. Rows manually added can be deleted by clicking the minus sign,
which appears only after the plus sign is clicked. The Not Bdgt box only appears for rows coming from the DBT.

A comment is required if not budgeting a row.

Position number — The position number in which the employee the assigned to. Clicking the Position hyperlink will open
the Entry by ComboCd page.

Combo Code — This is the combination code(s) that is used by the position.

Earn Code - Leave blank for all combo codes, except for Workstudy combo codes (H14).
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HE HR Budget Entry by Position

Seq Nbr — The sequence number should automatically default to 1 when adding a row (this is the sequence number at
the combo code level). Existing rows should already be equal to 1. If blank, enter a 1.

Current FY Amt — Displays the amount that is in the current Fiscal Year DBT.
Calculator icon — Use this to assist in calculating the amount/percent for funding sources.

Chg Pct — Enter a percent to increase or decrease the DBT amount for next Fiscal Year. Entering a percent will calculate
the change amount.

Change Amt — Enter an amount to increase or decrease the DBT amount for next Fiscal Year. Entering an amount will
calculate the change in percent.

NFY Total — The total once the change amount or percent is entered. This amount will be used for the next Fiscal Year
DBT.

Redirect Account Code — For Workstudy position combo codes only. Enter a redirect account code as necessary. When a
redirect is entered the exclusion fringe group is automatically set to HEBEN.

Comments — A comment is required when the Not Bdgt box is selected or a row is manually added. Comments entered
will appear in the DBT once created for the NFY. Comments can also be entered for other purposes.

Source — The origination of the DBT row. There are two sources:

e Orig DBT: DBT in PeopleSoft
e User Added: The plus sign was used by a user to enter the row

Total DBT — The NFY total summed for all rows.

Difference — The difference between the increase/salary amount and DBT amount.
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HE HR Budget Entry by Position

HE HR Budget Entry by Position — Procedure

The following will demonstrate the steps necessary to enter an increase, update the DBT and approve both job data and
DBT information.

NavBar: Navigator: ND HE Applications > Budgeting > HR (Salary and DBT) Budgeting > HE HR Budget Entry by Position

1. Enter the desired search criteria and click Search.
2. Click on a Position Number to see the salary (Job Data) and funding information (Department Budget Table)
- men e e ] If the Starting Budgeting Salary is
oot Bugetumt 230 don ot 521001 comprron incorrect, please contact HR to
e o S v SEemm L job Data correct. Most likely a row needs
Moo g comon e to be changed from Temporary to
Parceniaze [ 30013 2003 % Permanent or vice versa.
o Approien w00 sa00200 _
Department Budget Table
/ B3 81071 D
e
Program DBT Increase — -
3. Enter the desired increase in the appropriate fields under Compensation Information. “Other” increase type
requires a comment however the comment box can be used for other types too.
a. Can either enter an Amount and the Percentage will calculate automatically or enter a Percentage and
the Amount will calculate.
4. Click the Apply to DBT button to update the DBT amount with the increase total automatically.
a. If more than one funding source exists it will split the amount between funding sources. The increase
amounts can be manually updated.
b. Yellow highlighted rows indicate a new row was recently added to the DBT, don’t need to do anything.
5. To add a new Combo Code
a. Click the add a new row button E.
b. Enter the Combo Code or use the lookup 2\ to find the Combo Code.
c. Ifthe entire NFY Total is moving to the new Combo Code, enter the NFY Total from the old Combo Code
into the Chg Amt for the new Combo Code.
d. If more than one Combo Code is added, use the Calculator (page 20) to split the NFY Total between the
new combo codes.
6. To delete a Combo Code

a. Foruser added rows, click the delete a row button B.

b. For original rows, click Not Bugt to change the NFY Total to 0.00.
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HE HR Budget Entry by Position

HE HR Budget Entry by Position — Procedure

employee/position.
a.

Click the Approve Job and DBT button once the increase types and DBT information is complete for the

When approved, the Approved checkbox on the salary portion of the page and the Aprvd box on the
DBT portion of the page will be checked and the page will be grayed out and uneditable.
Click the Save button.

To enter an increase for another position click Previous in List or Next in List to see another position; or click Return
to Search to go back to the Department list.

Name T

Empl ID T Empl Record o Length 12
DeptiD 2600 UNDO1 Position Number 00! Rate Code NAANNL
Type S
. Job Code 521001
FY 2016 BudgetUnit 230 CompFreq A
Current Salary 30,186.00 Starting Budgeting Salary  30,186.00 [71Elig for Legislative Incr
Current FTE 1.00 Next FY FTE 1.00 Position FTE  1.00 DEHg for Campus Incr
‘Compensation Information
B . Merit Market Other Equity Camp/Gen  Promotion Legislative Total
moun
[ 90600 | | | I | | \ 805,00
Percentage  [JEICT] | N | | | N || | 20013 %
[/] Approved Difference 0.00 $31,092.00
Comment
View Updates Apply to DBT Unapprove Job and DBT ResetDBT

Department Budget Information Personalize | Find | View 21| E1
Hot Position Earn 5 Current FY Chg
Aprvd B Nbr *Combo Code Code Distta Amt Calc ‘Chg Amt NFY Total Comment Source
1 e ] 0001! U310082600R 30,186.00 3.0013 906.00 31,092.00 Orig DBT

Total DBT $31,092.00
Difference 0.00

Funding Categories (Saved in Database)

) Program . DBT Increase

Funding Category Code Original DBT Amount New FY DBT

Appropriated 30,186.00 30,186.00

[3) save l £\ Return to Search |ltE Previous in List | 4[] Mextin List Update/Dispiay | | j&| Include History | | [ Correct History

Same position as above, but instead of using the existing combo code, a new combo code row is added and the old
combo row is checked Not Bugt.

Current FTE 1.00

‘Compensation Information

Next FY FTE

100

Position FTE

1.00

Hame T Empl ID 7 Empl Record o Length 12
DeptiD 2600 UNDO1 Position Number 000 Rate Code NAANNL
Type =
Job Code 521001
FY 2016 BudgetUnit 230 CompFreq A
Current Salary 30,186.00 Starting Budgeting Salary 30,186.00 [/ elig for Legislative Incr

DEHg for Campus Incr

Funding Category

Appropriated

[ Save | | Retum to Search

Funding Categories (Saved in Database)

Program

e Original DBT
30,186.00
8] Previous inList | |+[E] Nextin List

DBT Increase
Amount

Merit Market Other Equity CampiGen Promotion  Legislative Total
A it
meum [ soe00] | N N N J | | | 305,00
Percentage | 3.0013 | | | [ ] ] 1N | ] | 30013 %
[7] Approved Difference 0.00 $31,092.00
Comment
View Updates f Apply to DBT Unapprove Job and DBT Reset DBT
Department Budget Information
Hot Position Earn . Current FY
ABVE i wbr *Combo Code Coqe  Disth
1 7] 0004 U310082600R 30,186.00
2 & O 004 U205222600R
Total DBT $31,092.00
Difference 0.00

30,186.00

Personalize | Find | View All|

Calc  ChgPct  ChgAmt NFY Total Comment
-100.0000 -30,186.00
31,092.00 31,092.00 change to local funding

_UpdﬂelD‘sphy_ Zl Include History

Source

Qrig DBT

User
Added

| Correct History




HE HR Budget Entry by Dept

HE HR Budget Entry by Dept — Procedure

The HE HR Budget Entry by Dept page can be used to enter and approve salary (Job Data) for one employee at a time by
department (will not include GRAD, POOL, TEMP or VACANT positions).
Use HE HR Budget Entry by Position (page 12) to see all positions, including GRAD, POOL, TEMP or VACANT positions.

The HE HR Budget Entry by Dept page can be used to enter all budgetable employee salary increases at one time.
NavBar: Navigator: ND HE Applications > Budgeting > HR (Salary and DBT) Budgeting > HE HR Budget Entry by Dept

Enter the desired search criteria and click Search

Enter the desired salary increase by amount or percent in the category boxes for each employee

Click the Save button after entering increases

The salary increases will now appear on the HE HR Budget Entry by Position page

Follow the HE HR Budget Entry by Position procedures (page 12) to Apply to DBT, make necessary changes to DBT
and Approve Job and DBT

vk wnN e

6. NOTE: Making salary increases on the HE HR Budget Entry by Dept page does not replace reviewing each position by
HE HR Budget Entry by Position

HE HR Budget Entry by Dept

Enter any information you have and click Search. Leave fields blank for a list of all values.

5
Budget Unit: = + 230 o}
Business Unit: hegins with - Q
Fiscal Year: [ . 2016 Enter Budget Unit, Fiscal Year and Department
Department:  pegins with - |2 Q
Search Clear |Basic Search 5 Save Search Criteria
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HE HR Budget Entry by Dept

HE HR Budget Entry by Dept — Procedure

Only ten employees will be viewable at a time. Use the scroll bar at the far right to scroll through all employees.

& ?rHeip &
boetne. 22 R ———
cathar. 28 Do i o P —
=
= e e R ) RN o R e
emml el Cose R PR anl pa Amc Pw o Am Rt A a o Ame vot Amt e A P Amu Comeensaten p Sl e
1 o 210501 7341500 00 220300 30007 220300 3000749 &
o 210001 | 9681400 00 2899.00 30008 289900 (=]
3 o 210501 | 71.109.00 00 213400 30010 213400 (=]
4 L 211501 4789500 00 143700 30003 143700 (LD
w 210501 | 7351000 00 20600 30009 220500 7571800 3000952 + [t
7 o 521001 29.200.00 00 876.00 3.0000 876.00 30.076.00 3000000 =
s O o1 520501 30.634.00 00 T190.00 30024 1.190.00 4082400 1002473 a
B o 211001 1921.00 310007 1821.00 65.938.00
S .
i "
s .
— The search results can be sorted by clicking on any of the
Total Camp/Gan Amt 4,188 00
ok o column headings.
Total Leges Amt 0.00
) Seve 2L Reterm 10 Semrch
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Calculator

Calculator — Procedure

The following will demonstrate the steps to use the calculator icon.

1. Click the Calc button to assist in calculating the change amount/change percent.

2. Enter the desired information into the New DBT Total field. A percent can also be entered in the Desired Percent

field.

o un AW

Click the Save button.

Increased salary by 3%. Clicked Apply to DBT.

Click the OK button to return to the main page. The new amount will be automatically entered.
Click the Calc button to make further calculations if desired.
Click the OK button. The New DBT Total was removed to reset the Chg Amt/Chg Pct to zero.

Current breakdown between combo codes is approximately 18% and 82%

Name EmplID 02 EmpiRecord 0 Length 12

Rate Code NAANNL
DeptID 3140
Type
FY 2017 BudgetuUnt 230 Comp Frea A

Current Salary 7055100 Starting Budgeting Salary?0 61 0 ¥ g for Lepssiative ncr
Current FTE Next FY FTE 1 0f Position FTE 100 ¥ Eng for Campus Incr

[ Ce

Merit Market Other Equity CampGen  Promotion  Legistative Total

Approved Difference $72.771.00

Comment

Apphy 10 DBT Agprove Job and DBT Job Won't Match DBT Reset08T

 Cozsoaten | Fug | iew 24 { D |

s77sa00 [

i
ombo Cod Ewn 59 o L Adow Chgrct CrgAm  MEY Toral Redwect Combo Cd Comment
1 00 U2225431408 Q v 1280700 [ 13.284.00 2 L] orig DBY
2 901 U314003140R aQ v 5948700 X {1 orig DBT
Total DBT $72.771.00
Oiflerence
s (Saved in Database) ENEETFTI
PO cuiginal DBT DBT Increase Amount  New FY DBT
54
Sove | [ihRetun o Search Prevous n et Nt Lt Upssteupiey |1 Inchude pietory Correct vatory

To change the breakdown between combo codes to be 60% and 40%, use the Calculator to assist in calculating the

change.

Click the Calculator to open the window below. Enter Desired Percent and click OK. The New DBT Total will be

automatically entered.

Calculate DET

Name C
Department 3 Position 000
Earnings Code Distrb %

Combo Code U222543140R

Budget Unit 230
Data Source Orig DET

Current DET Amount
12897.00
Enter desired DBT total below.

Enter % of salary desired for this comuu code.

Total Budgeted Salary 72771.00 OR  Total Budgeted Salary 72771.00

60.000000
Desired Percent NewDBTTotall |

New DBT Total 43663.00

Dollars left 28108.00
OK Cancel

Calculate DBT

Name ¢
Department 3 Paosition 000
Earnings Code Distrb %

Combo Code U314003140R

Budget Unit 230
Data Source Orig DBT

57754.00
Enter % of salary desired for this combo code.

Enter desired DBT total below,

Total Budgeted Salary 72771.00 OR  Total Budgeted Salary 72771.00

40.000000|
Desired Percent NewDBTTotal |

New DBT Total 29105.00

Dollars left 43663.00
oK Cancel
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Calculator — Procedure

The two combo codes are now listed with the desired breakdown.

FNewWindow 2 Help [&’ Personalize Page

Name C EmplID 02 EmpiRecord 0 Length 12
i Rate Code NAANNL
DeptID 3140 UNDO1 Position Number 00(
Description [ Type S
FY 2017 Budget Unit 230 Job Code 310504 CompFreq A
Current Salary 7055100 Starting Budgeting Salary70651.00  Elg for Legishative Incr
Current FTE 1.00 NextFY FTE 1.00 Position FTE 1.00 5] Elig for Campus Incr

‘Compensation Information

Merit Market Other Equity Camp/Gen  Promotion  Legislative Total
Amount
moun 212000 | [ [ [ 212000
Percentage 3.0008 [ 30006 %
() Approved Difference 0.00 $72,771.0(
Comment
P
View Updates | Apply10DBT | | Approve JobandBBT | () jobwon'tMatcnDBT | ResetDBT |

Department Budget Information

Aprva Bt position Nbr *Combo Code e e bt Ded T ow | ComentFY | cac chgRct ChgAm NFY Total Redirect Combo Cd Comment Source
10 L 000% U222543140R Q 1 L UJ ¢l 1280700 [ [23855 30,766.00 43.663.00 Q A2 Orig DBT
20 L 000% U314003140R Q 1 U U I¥) 5775400 [ [-4960C [ -28.64600 29,108.00 Q A& orig DBT
Total DBT $72,771.00
Difference 000
Funding Categories (Saved in Database)
Funding Category PIOGIAM  Griginat DBT 0BT Increase Amount  NewrY DT
Appropriated 57754.00 5775400
Local Allocation 12,897.00 12897.00
[e=r | 55 ncluge Hitory | [ GorrectHistory- |

save | [ERetumto Ssaren | (1] Provousintit | 4] Nexin it
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HE HR Budget Entry by ComboCd — Procedure

The following will demonstrate the steps necessary to search by combo code.
Search results by combo code will include GRAD, POOL, TEMP and VACANT positions.

NavBar: Navigator: ND HE Applications > Budgeting > HR (Salary and DBT) Budgeting > HE HR Budget Entry by ComboCd
1. Enter the desired search criteria or click the lookup 2 to search for a combo code. Click the Search button.
2. The search results will list all positions with that combo code.

HE HR Budget by Combo Cd

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

~ Search Criteria

Fiscal Year: = - 2016
Combination Code: pegins with ~ |U310002600 [«
| search | GClear |Basic Search B Save Search Criteria
Search Results
Wiew All First 4] -4ef4 1] Last
Unit Fiscal Year Combination Code
UNDO1 2016 U310002600F
UNDO1 2016 U3100026000
UNDO1 2016 U310002600R
UNDO1 018 U310002600T
Fiscal Year 2015 % Change | donininl
Pasition Funding by Combo Code Personaiize | Find | View Al | B | 38 First K 4 5015 D Last
Not Dept B Earn . Current FY
Apvd gl Position Name Combo Code T Dist% - ChgPct |ChgAmt  NFY Total Comment Source
1 [ 2600 000° U210002600R 14,597.00 14,597.00 Orig DBT
2 = 2600 0007 U310002600R 45,000.00 45,000.00 [ E1] Orig DBT
3 = 2600 000° U310002600R 63,289.00 63,289.00 Orig DBT
4 B 2600 000 U310002600R 185,400.00 185,400.00 Orig DBT
5 B 2600 000: U310002600R 50,928.00 50,928.00 Orig DBT
Starting Total 359,214.00
Change Amount 0.00
New Budget Amount 358,214.00
‘Change Percent 0.0000
[ save [\ Returnto Search = +[] PreviousinList 4[5 Mextin List Update/Display  [5# Correct History
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HE HR DBT Fund Search/Update

The HE HR DBT Fund Search/Update can be used to compare DBT and Budget Target amounts.

The HE HR DBT Fund Search/Update can also be used to apply salary (Job Data) changes to the DBT. Still need to review

each position in HE HR Budget Entry by Position (page 12) to Approve Job and DBT.

NavBar: Navigator: ND HE Applications > Budgeting > HR (Salary and DBT) Budgeting > HE HR DBT Fund Search/Update

There are several ways to search for funding information.

e Enter a Fund or a range of Funds

e Enter a Dept ID or a range of Dept ID's

e Enter a Project or a range of Projects

e Enter a Program number or a range of Program numbers

Fund 2 T ) Budget Unit 230
. Exclude POOL positions

Fiscal Year 2016
DeptID LT % 1seal Year Exclude VACANT positions

Use Position Dept instead of Funding Dept Only show Unapproved DTS
Project 1 2 Approve All DT
Cleas Al

Dept = b Earn Seq iy Ded  Tax  Allow  CurrentFY Chg
prod DS Position Nbr Hame. Combo Code == il b e i = Co3  ChgAmt  NFYTotal Redirect Combo Cd Comment Source

1 0.00 0.00

View Fung
Begin Budget Amount 000 Budget Target Amount 0.00 i d
DBT Change Amount 0.00 Available o Spend 000 inance data
inal Budget Amount 000
susilable when searcning by Pesition Department

Percent Change 0.000000 Fin Targi

Include Project Include Program Code

Funding Category ae ProjectiD Amount ot Amount Total

Business Unit UNDO1

& Save | £ARetwm to Search | |(=INetify.

Use Position Dept instead of Funding Dept - When this box is deselected the Dept ID from the funding source is

displayed in the search results. When selected the Dept ID listed in position data is displayed in the search results. The

Dept ID in the funding source may or may not be the same as the Dept ID listed in position data. By default this
checkbox is deselected.

Exclude POOL positions - Select this box to exclude Pool positions. Deselect the box to include Pool positions.

Exclude VACANT positions - Select this box to exclude Vacant positions. Deselect the box to include Vacant positions.

Approve All DBT - Select this box to approve all funding information. Only approve DBT information when all data is

updated.

Apply Salary Chg to DBT - This button will update the DBT with all salary increases entered on other pages if the funding

hasn't been updated already. The button works in the same manner as the Apply to DBT on the Entry by Position
page. The button on the Fund Search/Update page allows all search results to be updated at one time.

The funding information works the same as other pages for adding, updating, etc. The totals on the bottom portion of
the screen will reflect the search criteria that are selected. For instance, if the Exclude POOL positions is selected the

totals will not include Pool positions in the totals.

NOTE: The Budget Target Amount is calculated on the FIN base budget amount, which may vary from the HR Begin

Budget Amount.
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HE HR DBT Fund Search/Update

Compare DBT and Budget Target amounts.
Only ten employees will be viewable at a time. Click View All and use the scroll bar at the far right to scroll through all

employees. \ \

Fund[21000 o W[ a Sudgetunit 220
veptnfzE00 a4 W [ la Fiscal Year 2018

[TJuse Position Dept instead of Funding Dept E
Project | a . Q porove AllDBT

Program[ | w1 Apsly Salary G to DB

B New Winacw 7 Help & Per

Exclude POOL positions.
Exclude VACANT positions
Only show Unapproved DBTs

ot Dept  Fosition £am seq Ded T Alow  CumentFY Chg
Aprvd B 0 o Name *Combo Code Wor  Disth Over Over |Oversp Amt et Chg Amt NFY Total Redirect Combo Cd. ‘Comment Source
1 2600 00D U310002800R aQ E 14,557.00 14,557.00 aQ £ origDBT
2 2800 000 U310002800R a [ 1 45.000.00 £5,000.00 Q 7 orig 0BT
3| @ 2000 000 Us10002800% ClalAl——m cazsco[ ][] esmsod  la 2 ong 0BT
Al 2000 000 2100028008 o [ 1 B 185,200 00 185,400.00 Q 2 orig DBT
5 2800 000 3100028000 o [ 1 £38100 £281.00 Y 2 orig 0BT
6 2800 00D U310002800T a [ 1 [a7s00 000 000 Q £ orig 0BT
7@ 2000 |o00: 2100028008 a [ B 50,828.00 50,828.00 Y | orig 0BT
s 2800 gou; U310002800F a3 P — siaszo0  Ja i | orig DBT
Begin Budget Amount 4705700 Budget Target Amount 429.588.00
Change Amount 0.00 Available to Spend 12,511.00
Final Budget Amount 1708700
Porcent Change 0000000
clude Project [Dinciude Program Code
Funding Categories (Saved in DataBase)
Funding Category Amount DET Incresse Amount  Amount Tota
1 Aspropriated 417.087.00 417.057.00

Business Unit UNDO'

@ Save | LiRetum to Search (£ Moty




HE HR Fin Reconcilement

HE HR Fin Reconcilement — Procedure

The following will demonstrate the steps necessary to reconcile approved salary targets to approved DBT information.
This page should be used as a reconciliation tool

NavBar: Navigator: ND HE Applications > Budgeting > HR (Salary and DBT) Budgeting > HE HR Fin Reconcilement

1. Enter search criteria for Budget Unit and Fiscal Year.

w N

Unapproved DBT Amount will not include amounts that are selected for Not Budgeted.
Click the Combo Cd links to open the HE HR Budget Entry by ComboCd page.
Click the Position number links to open the HE HR Budget Entry by Position page.

N o v ks

Click the Save button.

First Search Criteria page

HE HR Fin Recencilement

Add a New Value

=

Budget Unit: | begins with + |230 Q,
Fiscal Year: | = v 2017

Search Clear Basic Search g" Save Search Criteria
Find an Existing Value \ Add a New Value

Enter any information you have and click Search. Leave fields blank for a list of all values

Second Search Criteria page

A second Search Criteria page will open. Enter any criteria you want to use, then click Search.

Make changes as necessary (remember to Apply to DBT and Approve Job and DBT).

Enter any criteria you want to use. then click Search

Save [0 Rt to Smmech ety

Upsatn Onptey

The Approved Fin Target is compared to the Approved DBT Amount which results in the Approved Difference. The
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HE HR Fin Reconcilement

HE HR Fin Reconcilement — Procedure

Results shown are before DBT amounts have been entered and approved.

Search results after entering a fund number

HR/Fin Reconcilement

Budget Unit 230 Fiscal Year 2017

Enter any criteria you want to use, then click Search

Combination Code Q

From Fund 22254 Q ThruFund | Q | Clearail |
From Dept [ a Thru Dept [ a
From Proj | QThruproj | Q

() Show Not Balanced Only S —

Account Dept Fund Code  Project/Grant %:’.:’;"“ o AT Approved Difference  |nAPProved DET UnApproved Difference
1/511000 3 22254 101183.00 121183.00 191183.00
2/512000 3 22254 3487.00 3487.00 3487.00

Save | |[@PRetum to Search | | (] Notify |

Combo Cd
U222543 IR
U222543 10

|Ehadd | [ UpdateiDisplay |

Search results after entering a department number

HR/Fin Reconcilement

Budget Unit 230 FiscalYear 2017

Enter any criteria you want to use, then click Search

Combination Code Q

FromFund | Q& ThruFund | Q | ClearAll |
From Dept 3 e Thru Dept @Q

From Proj | @ Thru Proj | aQ

(2 Show Not Balanced Only | Search |

|[5) save | |[@FRetum to Search | |1 Moty |

R Dept Fund Code i ciGrant Pt Approved DBT Approved Difference  UnADDIOVed DBT UnApproved Difference | Combo Cd
1511000 2 22255
2/511000 2 31000 538656.00 538656.00 469942.00 68702.00|U310002
3512000 2 31000 79115.00 79115.00 79115.00 U31000;
4513000 2 31000 108.00 108.00 108.00: U310002
5515000 2 31000 520437.00 520437.00 520437.00 U31000;
6517000 2 31000
7 512000 2 79019 40000.00 40000.00 40000.00, U79019;

First K1 4.7 01 7 I Last

o o

n

o

|Evadd | |7 UpdateiDisplay |
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Queries

There are several queries available in the Budget Module. All queries begin with NDU_BG.

For users with a firstname.lastname UserID:
NavBar: Navigator: Reporting Tools > Query > Query Viewer
Use Search By to find the query, click Run To Excel, enter Query Criteria, and click View Results

For users with an alternate UserlID:
NavBar: Navigator: Reporting Tools > Query > HE Query Pages
Click on query you want to run, enter Query Criteria, and click View Results

Finance-Operating -- Query Name

NDU_BG_FIN_BUDG_JRNL_DETAILS

HR-Salary -- Query Name

NDU_BG_DBT_NO_AMOUNTS
NDU_BG_DBT_NO_PCT_NO_AMOUNT
NDU_BG_JOB_AND_DBT_AMTS
NDU_BG_JOB_NEXT_FY
NDU_BG_JOB_NOT_APPROVED
NDU_BG_JOB_NOT_EQUAL_DBT
NDU_BG_PCT_INCREASE_DETAIL

NDU_BG_PCT_INCR_DTL_WITHPROBAT

NDU_BG_UNBUDGETED_POSITIONS
NDU_BG_XML_SAL_BDG_POSBYACCTCD

NDU_BG_XML_SAL_BDG_POS_BY_FUND

Description

Budget Journal Details

Description

Returns DBT with no amounts
Returns DBT with no % or $
Job and DBT Budget Amounts
Display current and next FY
Job data not approved

Job not equal DBT Budget
Details on final increases

Det of Final Inc w/ probation

List of positions not budgeted
Sal Bdgt Req: Dept/Pos by Acct

Sal Bdgt Req: Position by Fund

Note

Returns HE FIN Dept Budget Entry data

Note

Returns positions with no DBT information

Returns positions that have no dollars budgeted

Returns Job Data and DBT information

Returns current and next FY salary

Returns positions with Job Data not approved

Returns positions where Job Data and DBT does not match
Returns Job Data dollar and percentage increase

Returns Job Data dollar & percentage increase with probation

Returns positions with no DBT information
Excel data for Sal Bdgt Req: Dept/Pos by Acct report

Excel data for Sal Bdgt Req: Position by Fund report
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Reports

HE Annual Budget Summary

This report was designed to provide department users a summary of their proposed budget for approvals. The report

can also be used to notify departments of their annual budgets. The report is dynamic and allows users to group and

subtotal the budget data in various ways. The data is from HE FIN Dept Entry.

NavBar: Navigator: ND HE Applications > Budgeting > FIN Budgeting > HE Annual Budget Summary

HE Annual Budget Summary

Find an Existing Value

Run Control ID: |Annual Budget Summary

Add

Find an Existing Value | Add a New Value

1. First time users will need to Add a New Value
Enter Run Control ID: AnnualBudgetSummary

3. Click Add

Run Control ID: AnnualBudgetSummary

*Budget Unit: Q,

*Budget Period:

Sequence ChartField Name Subtotal
1 * Dept
2 Fund
3| Project <
Account

Clear

_EJJ Save

Process Monitor

Plolole

*To Value

Run

S+ Add 2| Update/Display

4. Enter Budget Unit: 230

5. Enter Budget Period: 2023 (previous year can be run for comparison)
6. Enter the desired information into the Dept, Fund, and Project field(s). The Dept is a required field, Fund, and

Project are optional.

7. The Sequence field indicates if the chartfield will be included in the report output. To exclude the Fund or Project

chartfields, remove the number in the Sequence.

a. Subtotals:

i. The Sequence number 1 will return totals at each change in the chartfield. Sequence numbers 2

and 3 will return chartfield totals at the end of the report. Uncheck the Subtotal to exclude

subtotals for the specified chartfield(s).
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Reports

HE Annual Budget Summary

ii. If the Sequence for Dept is the only option selected, the data returned will not include the Fund
or Project, but will list the details for all funds and projects in the report details.
iii. If the Project field is not selected and the Fund is in the project ledgers, the Project won’t be
listed but the details for the projects will be listed individually in the report details.
8. Enter the desired information into the Dept, Fund, and Project fields.
9. Click the Save button.
10. Click the Run button.
11. Click the OK button.
12. Click the Process Monitor link.
13. Click the Refresh button, until Run Status is Success and Distribution Status is Posted.
14. Click Go Back to HE Annual Budget Summary.
15. Click Report Manager.
16. Click the .pdf link.

Budget Unit: 232 UND Medical Center 2015-16 Annual Budget Summaw Run date/Time: 4/12/2016 14:06 PM Page 10f19
Final Budget Y Dept From: 8010 To: 8010 Fund From: Ta: Project From: To: ‘Account From Tao
Department 8010 Pathology Fund 20694 Sens Start-Up (03)
Revenue
Project
Permanent Budget
Account | Description Base Amount| Target Amount|Proposed Amoun: $ Change | % ChangelSubmitted | Comments
440000 [Licenses. Fees & Permits 0 0 [ [ v
441000 | Fines-Forfeitures Escheat 0 0 0 0 i
442000 | Cashilnvestment Earnings 3] o o 1] ki
450000 | Federal Awards 3] o o 1] ki
451000 | State Awards (3] o o 0 b
452000 | Private Awards 3] o 1] 1] ki
480000 | Tuition and Fees ] [1] [1] [1] ki
462000 |[Charges for Senices/Sales (3] o o 0 b
470000 | Auxiliary Senvices 0| o o o A
471000 | Medical Charges Services/Sales 0 0 0 0 i
472000 |Leases, Rents. and Royalties 0 [ [ [ ¥
478000 | Contributions & Donations 0 0 0 0 i
470000 |interdepantmental Revenue 0 0 0 0 v
480000 | Other Misc Rev 0 0 0 0 i
481000 | Sale of Capital Assets 3] o o 1] ki
4823000 |Proceeds of Debt [¥] o o 0 ki
484000 | Indirect Costs 3] o 1] 1] ki
480000 | Transfers In 50.000) 50.000 50,000 0 b
Permanent Budget Subtotal | 50,000] 50,000] 50,000] 0] 0.00]
Revenue Subtotal | 50,000] 50,000 | 50,000 of 0.00 |
Revenue Comments:
Personnel Expenses
Project
Permanent Budget
Account | Description Base Amount| Target Amount|Proposed Amoun $ Chan % Chan: ubmitted | Comments
512000 | Salaries - Other 1.100) 1.100 1,100 1] ki
513000 | Temp-Salaries-NonBenefited 100) 100 100] 0 K
518000 |Fringe Benefits 360 380 380 [1] I
Permanent Budget Subtotal | 1,560] 1,560] 1,560] 0] 0.00]
Personnel Expenses Subtotal | 1,560| 1.580] 1,560] [ 0.00|
Expense Comments:
Operating Expenses
Project
Permanent Budget
Account | Description Base Amount| Target Amount|Proposed Amoun $ Chan Y% ChanEEnbmilted Comments
521000 | Travel 1.000| 1.000 1,000 1] ki
532000 | Supply/Material - Professional 18.150| 12,150 18,150 0 b
535000 [Miscellaneous Supplies 4,000 4,000 4,000 [1] ki
602000 [IT - Communications 1,000 1.000 1.000 o A
521000 | Operating Fees and Services 23,700 23,700 23,700 o ¥
Permanent Budget Subtotal | 47,850] 47,850 47 ,850] 0] 0.00]
Operating Expenses Subtotal | 47,850] 47,850 47,850] o] 0.00|
Expense Comments:
Department 8010 Pathology Fund 20830 F&A Distribution-Pathology

17. The Final Budget field displays “N” until the HE Update FIN and HRMS process is complete.
18. The Submitted field displays an “N” until the department submits the proposed budget.
19. The Comments field includes the line comments, including if the line is not budgeted.

20. Revenue Comments and Expense Comments are from the Department Reconciliation Grid.
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Reports

Salary Funding Summary

NavBar: Navigator: Reporting Tools > Bl Publisher > Query Report Viewer

1.
2.

In Search by Report Name begins with, enter NDU_BG and click Search

Click View Report

Query Report Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values

*Search by: |ReportName v |  peginswith NDU_BG
58040 Advanced Search
Search Results Show Template Prompts

‘Report Definition

Report Name Description Data Source ID ‘Format  Burst MW
Salary Funding ew
NDU_BGFNDSUM Summary NDU_BG_XML_SAL_FND_AG POF v |N Report
~ Sal Bdgt Req: S . Viey
NDU_BG ACTCD 20t Pacer  NDU_BG XML _SAL_8DG_POSBYACCTCD [PDF v |N Genort

Sal Bdgt Req: Miew

NDU_BG_FUND Position by Fund NDU_BG_XML_SAL_BDG POS_BY_FUND |[PDF ¥ |N =

Enter the desired information into the Budget Unit, From Dept ID, Through Dept ID, Program Code (Optional) and

Fiscal Year field(s).
Click the OK button

? Help
NDU_BG_XML_SAL_FND_AG

Unit: [ o
From Position DeptiD: [ |
Through Position Dept ID: ’7
Program Code (Optional): | |
Fiscal Year: I—D

ok | cancel |

Report Example — Salary Funding Summary

Salary Funding Summary
Fiscal Year 2017
. Fund . Program
Department Funding Type Coge Account  Projectld Code AmountTotal
8010 Pathology Appropriated - Regular 30205 511002 .
30205 515005 917,5676.00
Fund Code Total: 917,576.00
31000 515005 94,907.00
Fund Code Total: 94,907.00
Fund Type Total: 1,012,483.00
8010 Pathology Grants 40800 511002 UNDO0018981 32,445.00
40800 513005 UNDO0018981 11,700.00
40800 513005 UNDO0020654 0.00
Fund Code Total: 44,145.00
41000 512005 UNDO0019482 0.00
41000 512005 UNDO0020331 0.00
41000 513005 UNDOQ19482 0.00
41000 513005 UNDO0020331 0.00
Fund Code Total: 0.00
43300 515005 UNDO0020275 0.00
43300 515005 UNDO0020657 0.00
Fund Code Total: 0.00
43500 511002 UNDO0020413 0.00
43500 512005 UNDOQ19402 100.00
43500 512005 UNDO0020413 0.00
43500 512005 UNDO0020418 100.00
43500 513005 UNDO0020413 0.00
43500 513005 UNDO0020418 0.00
43500 515005 UNDO019533 56,864.00
Fund Code Total: 57.064.00
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Reports

Sal Bdgt Req: Position by Acct

NavBar: Navigator: Reporting Tools > Bl Publisher > Query Report Viewer

1. In Search by Report Name begins with, enter NDU_BG and click Search
Click View Report

Query Report Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search by: |Report Name v | beginswith [NDu_BG
el Advanced Search
Search Results Show Template Prompts
Report Name D Data Source ID *Format  Burst R‘é‘%’n
Salary Funding View
NDU_BGFNDSUM Summary NDU_BG_XML_SAL_FND_AG PDF v |N Report
- Sal BdgtReq s - . Miew
NDU_BG_ACTCD Fosition by Acct NDU_BG_XML_SAL_BDG_POSBYACCTCD |PDF v (N Report
NDU_BG FUND 53! BdatRed NDU_BG XML _SAL BDG POS BY_FUND [FDF  v|N —
- = Position by Fund - = - - - = Report

3. Enter the desired information into the Budget Unit, From Dept ID, Through Dept ID, Funds by (D)ept or (P)osition
and Fiscal Year field(s).
4. Click the OK button

2 Help The field Funds by (D)ept or (P)osition must

NDU_BG_XML_SAL_BDG_POSBYACCTCD be completed with a D or P.

.
/ D = each position will list combo codes with
Budget Unit: aQ N
From Dept ID: — the search criteria department

Through Dept ID:  J P = each position will list all combo codes

Funds by (D}ept or (P)osition: | | (including those funded by other

Fiscal vear: g departments, as long as you have access)
OK Cancel

Report Example — Salary Budget Request: Position by Acct, Funds by Department

Salary Budget Request
Funds by Department
Fiscal Year: 2016

Budget Unit: 232
Department: 8010 Pathology

- Current FY Total Next FY Eam Current FY Increase Next FY
Position | Name ‘Salary | | Satary | == | Combo Code | g | e ‘ Increase % =
00013745 | GRAD i 0.00 | 0.00 | 0.00 | | U=02058010G [ 26.822.00 | 805.00 | 3.00 27.827.00

00013745 Total: | 26,822.00 | 205.00 | 3.00 | 27,627.00

) Current FY Total Next FY Eam Current FY Increase Next FY
Position | Name e | | el | =5 | Combo Code | el | e ‘ Increase % | =
00014138 | GRAD i 0.00 | 0.00 | 0.00 | | U=13738010G [ 26.822.00 | 0.00 | 0.00 | 26.822.00

00014138 Total: | 26,822.00 | 0.00 | 0.00 | 26,822.00 |

" Current FY Total Next FY Eam Current FY Increase Next FY
ST | == Salary | Increase | Salary | cd e Budget Amount LrE====to Budget
00014238 | GRAD | 0.00 | 0.00 | 0.00 | | U=13738010G 26.822.00 505.00 3.00 27.827.00

00014236 Total: 26,822.00 805.00 3.00 27,627.00
= Current ¥ Total Next FY Eamn Current FY Increase Next FY
Position Name pipie s = Combo Code i o — Increase % sl
00014375 | GRAD 000 0.00 0.00 UZ137360105 71.141.00 —11.121.00 100,00 0.00
U3020560105 15.681.00 1.650.00 10,58 17.340.00
00014375 Total: 26,822 00 5,482 00 3535 17,340 00

- Current FY. Total Next FY Eam Current FY Increase Next FY
e | = Salary | Increase Salas | cd | EorTiETEE Budget Amount CUE=ET s Budget
oO014a11 | [ 11032700 | 4.773.00 124.100.00 | [ Uz02058010F 118,327 .00 4.773.00 .00 124.100.00

00014411 Total 119,327.00 4,773.00 200 | 124,100.00




Reports

Sal Bdgt Req: Position by Fund

NavBar: Navigator: Reporting Tools > Bl Publisher > Query Report Viewer

1. In Search by Report Name begins with, enter NDU_BG and click Search
2. Click View Report

Query Report Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search by: [Report Name v |  begins with NDU_BG
Search Advanced Search
Search Results Show Template Prompts
Report Name Description Data Source ID “Format Burst &
NDU_BGFNDSUM g’i‘;ﬂ#“‘“”g NDU_BG_XML_SAL_FND_AG [PDF v|N R_";%&
NDU_BG_ACTCD g;‘sﬁaﬁﬁe‘f\'m NDU_BG_XML_SAL_BDG_POSBYACCTCD [FDF v ||N éﬁt
NDU_BG_FUND g;‘sﬁﬂgntmﬁun 4 NDU_BG_XWL_SAL_BDG_POS_BY_FUND [PDF v |N R_";%&

3. Enter the desired information into the Budget Unit, From Dept ID, Through Dept ID, and Fiscal Year field(s).
4. Click the OK button

? Help
NDU_BG_XML_SAL_BDG_POS_BY_FUND

Budget Unit: [ e
From PositienDeptiD: | |
Through Position Dept ID: li
Fiscal Year: [0

oK | [ cancel |

Report Example — Salary Budget Request: Position by Fund

Salary Budget Request

Positions by Fund Number

Fiscal Year 2016
Department: 8010 Pathology
Fund: 20694
- Current Increase Budget Chg
Name Position Budget Amount only Next FY Budget
POOL 00017216 0.00 0.00 100.00 100.00
POOL 00017217 0.00 0.00 100.00 100.00
POOL 00101270 1,000.00 0.00 0.00 1,000.00

Fund 20694 Totals: 1,000.00 0.00 200.00 1,200.00




How do | know when | am done budgeting?

Reports

Have you printed the Annual Budget Summary on page 28?
Review this report to make sure all funds are budgeted according to guidelines.

Have you printed the Salary Funding Summary on page 30?
Compare the funding sources on this report to the Annual Budget Summary salary accounts to make sure they are equal.

Have you printed the Sal Bdgt Req:Position by Acct on page 31?
Review the Job Data and DBT information for each position.

HR Budgeting
Have you entered increases for all Budgetable positions and clicked Apply to DBT for each of these positions?

If no, please review each position in your department(s) using HE HR Budget Entry by Position process on
page 12 or HE HR Budget Entry by Dept process on page 18.

If yes, keep going...

Have you updated the Department Budget Information for every position?
If no, please review each position in your department(s) using HE HR Budget Entry by Position process, page 12.
If yes, you're almost done...

Have you clicked Approve Job and DBT for all budgetable positions and Aprvd/Not Bdgt for all other positions (GRAD,
POOL, TEMP and VACANT)?

If no, please review each position in your department(s) using HE HR Budget Entry by Position process, page 12.

If yes, HR (Salary and DBT) Budgeting is complete. The process to “Update Finance with approved HR Budgets”
will update FIN Budgeting.

HR Budgeting needs to be completed for all positions, approved, and saved before FIN Budgeting can be completed.

FIN Budgeting

Have you reviewed/updated your department(s) budget using the HE FIN Dept Budget Entry - Procedure on page 8?
If no, please complete the HE FIN Dept Budget Entry — Procedure for each of your departments and funds.
If yes, please complete the HE FIN Submit a Proposed Dept Budget — Procedure on page 10.

Have you followed the instructions for HE FIN Submit a Proposed Dept Budget — Procedure on page 10?
If yes, your FIN Operating budget is complete and submitted for review to the RPA Office.

If no, please complete the HE FIN Submit a Proposed Dept Budget — Procedure. Any departments not submitted
will result in errors when running the final processes in the Budget Module for salary and operating budgets,
department budget table and job data.
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Frequently Asked Questions

Workstudy Positions
Please review the combo codes listed on the Department Budget Table for Workstudy Positions. Do not delete or

modify these rows unless workstudy should be removed from the position. In addition to the two workstudy rows
(indicated by H14), there has to be at least one row with default funding (this row can be modified).
RPA will update the FY22 workstudy combo codes to the FY23 workstudy combo codes.

Can | change an increase after a position is Approved in HE HR Budget Entry by Position?

Click Unapprove Job and DBT and Reset DBT to return position to original values. Make changes, click Apply to DBT,
Approve Job and DBT and Save.

Can | give myself an increase in the Budget Module?

No, it is not allowed. Please contact the individual that reviews your department to enter the increase or contact
Cynthia Fetsch to enter the increase. If contacting Cynthia Fetsch please include the email approval from your
supervisor stating the increase.

How to handle positions that are on probation?
Positions that are on Probation as of July 1, are not eligible for an increase. The Compensation Information in the

Budget Module will be grayed out and “Employee is on Probation” is noted in red.

Evaluation on File
The Budget Module does not have a box to check/uncheck if an employee does not have an evaluation completed. The

RPA Office will be working with HR to manually check employee evaluations. Salary increases will be removed for those
employees that do not have an evaluation completed. HR will be sending notification to departments that still have
incomplete evaluations.

Can | see Budget Module information after Annual Budget is complete?

Yes, the Budget Module is view only after annual budget processes are run. For example, you will be able to monitor
salary and DBT changes that occur during the FY. The reports and queries are also available.

How do | vacate a position?

Follow the procedures in Manager Self Service to terminate the current employee. This information will be entered into
HRMS and flow through into the Budget Module. The position will show as Vacant and Job Data will be grayed out, but
DBT information will still need to be adjusted as necessary.

How do | inactivate a position?
Submit a Position Request/Change Form to Human Resources. The form will be entered into HRMS and flow through

into the Budget Module. The position will no longer be visible in the Budget Module. The position must be vacant/will
be vacant before inactivating.

Can | budget for Overtime (514000)?
Yes, you can budget for overtime using the HE FIN Dept Budget Entry process. Just add a new expense row for the

514000 account. The account will need to be added each fiscal year. All other salary rows are updated from HR Salary.
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Frequently Asked Questions

DBT Amount is a Percentage
HR Budgeting — HE HR Budget Entry by Position

New Wincow 7 Help [ Personane Pag

Name K Empl 1D ® Empl Record o lesgmn 12
Rate Code NAMNNL
Deptid 2600 Dot Position Number 00
3 Type S
Y 2016 BudgetUstt 230 Vb Corde: 290900 Compfreq 4
Current Salary 5375000 Starting Budgeting Salary 5375000 i £5g for Legisiative incr
Curreat FTE 1.00 NextFYFTE 100 Postion FTE 100 ¥ £3g for Campus incr
Merit Market Other Equity CampGen  Promotion  Legislative ot
Aot 161300 161300
Percentage JL 1L ] 30009 30009 %
[ Approved Difterence 55383.00 $55,363.00
Comment

Funding Categories {Saved i Database) (B
Program 067 tacrease
Funding Category o Origusi 06T e New FY 08T
Appropnated
& Seve  JRetumioSearch  of Frevousmlst 4T Nextolat 24 a8 4

Change to 2% Merit increase and Apply to DBT

SiNewvincon 2 Help [ Personatas Pa

Mame ¥ Empl D (-] Empl Record o lesg: 12
. Rate Code NARNNL
DeptiD 2500 uNDO1 Position Number 000
Type S
Y 2016 Bedgetvst 230 ek Cose e Compfreq A
Current Salary 5375000 Starting Budgeting Salary 275000 7 E8g for Legisiative Incr
Currest FTE 100 NextPYFTE 100 Positon FTE 100 9 5g for Campus Incr
Mert Market Other Equay CampiGea Promotion  Legisiative Totat
e 107500 107300
Percentaige [ 20000 | | [ [ 20000 %
= Approved Oufterence 000 $54,825.00
Comment

Fundmg Categones ( Saved m Database) 1B= 0,

Funcing Category ™™ Origee: 0BT e ——. Wew Y 8T
Appropnated
@ Seve O RembSewch o Pevouselst o5 Mextolst £} ) L4

Delete the amount under Dist% (or an error message will appear when saving), Approve Job and DBT, and Save

@ New Window 7 Help [ Personali

Name K Empl ID 02 Empl Record o Length 12
. Rate Code NAANNL
DeptID 2500 UNDO1 Position Number 00
Tye S
P 2016 BudgetUnit 230 Job Code. 310509 CompFreq 4
Current Salary ~ 53.750.00 Starting Budgeting Salary ~ 53.750.00 71 lig for Legislative Incr
CurrentFTE 1.00 NextFYFTE 100 Position FTE 1.00 ig for Campus Incr
‘Compensation Information
Market Other Equity CampiGen Promotion  Legislative Total
et I S Yy S B Iy B 107500
[ pproved Difference 000 $54,825.00
Comment
View Updates | Applyto DBT | | Unapprove Job and DBF| - ResetDBT. )

Department Budget Information

oo Al

Personaize | Find | Vie

Hot  Position Earn  Seq Ded  Tac  Allow  CurrentFY Chg
o *Combo Code mor [Dsth (o overes |aet caie 19 chgAmt NFY Total Redirect Combo Cd Comment
[ 0001 U302052600R 1 m um m 54382500 54,825.00
Funding Categories (Saved in Database)
. Program DBT Increase
Funding Category o Original DBT =t Hew FY DBT
Appropriated
|E)save | QL RewmitoSearch |+ PreviousinList | 4 Nextin List | ] UpdateiDisplay | | ] Include History | | % Correct History |
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Frequently Asked Questions

POOL Position — How to Budget
HR Budgeting — HE HR Budget Entry by Position

POOL positions do not have Job Data salary information, only Department Budget Table information

Funcing Category Coae™™  Ovgnaiver  2TIEssS

Appropriated

/@ save | RetumtoSearch | 4 Previous nlist | 4Z] Nextin List

) New Window 2 Help [ Personalize Pagef
Name EmplID  POOL Empl Record o lLength
Rate Code
Deptln 2635 Dot Position Humber 0001¢
Description  Sint General (Sal) Type
FY 2016 BudgetUmit 230 Job Code 830001 Comp Freq
Current Salary Starting Budgeting Salary [ Elig for Legislative Incr
Current FTE 000 NextFYFTE 000 Position FTE  0.00 [ elig for Campus Incr
‘Compensation Information
Merit Market Other Equity Camp/Gen Promotion  Legislative Total
e OO 000
Difference 0.00 $0.00
Comment
ViewUpdates [--ApplxtoDBT...| (-ApproveJobandDBT..| | ResetDBT |
Department Budget Information
ot  Position Eam  Seq Ded  Tax  Allow  GurrentFY cng .
Aprvd e “Gombo Code. s s = B B s e calc 009 cngaAmt NFY Total Redirect Gombo Cd Gomment Source
1 0001¢ U307222630F [e% 1) [100.000 ] Q £ orig DBT
‘Funding Categories (Saved in Database)

U= UpdsteDisplay | ] Include History | | [ Correct History

Delete the 100% under Dist%, enter a Chg Amt of S1

000.00, and click Save

JobCode 830001 CompFreq

Current Salary Starting Budgeting Salary [ Eig for Legislative Incr

Current FTE 0.00 NextFYFTE 0,00 Position FTE  0.00 [ Elig for Campus Incr
‘Compensation information
Merit Market Other Equity Camp/Gen  Promotion  Legislative Total
Amount
1 A S IS S S ANy 000
Difference -1,00000 $0.00
Comment
View Upgates [ ApplytoDBT. | [ ApproveJoband DBT | | ResetDBT |
Department Budget Information
Wot Position Ean  Seq Ded  Tax
A gagt  mbr ‘Combo Gode code mor ™ over over
1 000 U307222630F q [ 1
Funding Categories (Saved in Database)
Funding Category Frogra™  original DT et Hew FY DBT
Appropriated 1,000.00 1,000.00

| @ Save | | Returnto Search | [ Previous inList | [4[F) Nextin List

@ New Window 2 Help [& Personalize Pa,
Name EmpIID  POCL Empl Record o Length
Rate Code
DeptiD 2535 Unoot Position Number 00018
Description  Stnt General (Sa) Tye
FY 2015  BudgetUnit 230

Allow  CurrentFY chg
= = cac 009 cngamt NFY Total Redirect Combo Cd Comment Source
[ 1,000.00 1,000.00 Q 2] orig DBT

] UpdatemDisplay | | ) Include History | | (& Correct History

GRAD, POOL, TEMP and VACANT positions do not have Job Data salary information.

information as needed, click the Aprvd box, and Save.

Adjust the Department Budget
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Frequently Asked Questions

VACANT Position — How to Budget
HR Budgeting — HE HR Budget Entry by Position

VACANT positions do not have Job Data salary information, only Department Budget Table information

ENewWindow 9 Help

Name EmplID  VACANT Empl Record o Length
: Rate Code
DeptlD 2635 UNDOT Position Number 0001¢
Description  Admin Secretary Type
FY 2016  BudgetUnit 230 JobCode 521001 Comp Freq
Current Salary Starting Budgeting Salary [ Etig for Legislative Incr
Current FTE 0.0 NextFYFTE  0.00 Position FTE 0,00 [ Elig for Campus Incr
Compensation Information
Merit Market Other Equity CamplGen Promotio islative Total
Amount
\ J | J | J | J [ J J 000
Percentage ‘ ‘ ‘ ‘ ‘ ‘ ‘ | ‘ | ‘ ‘ ‘ | 0.0000 %
Difference -36,148.00 $0.00
Comment
View Updates [~-ABpIf10DBT..| |- Appiove Joband DBT..| ! Reset DBT |
Department Budget Information Personalize | irst K1 1011 D Last
Not Position Earn Seq Ded Tax Allow ‘Current FY Chg
Aprva = “Combo Code. Cane  lwor PR IO [Cwer  |oversn |ame caie 008 cngame NFY Total Redirect Combo Cd Comment Source
1 0001 U3072326351602R @ 1 3614800 [@ 36,148.00 a 2 orig DBT
Total DET $36,148.00
Difference 36,148.00

Funding Categories (Saved in Database)

Funding Category Proaram  original 8T OB Inerease
Appropriated 01602 36,148.00 36,148.00

|2 save | & Retumto Search | 4[] PreviousinList | 4[] Nextin List

/7] Update/isplay | | /) Include History | [57 Correct History |

Make changes in the Chg Amt or Chg Pct fields (this example has a 3% increase) and click Save

Name.

EmplID  VACANT Empl Record o Length
£ Rate Code
Deptid 2635 UNDO1 Posmon.mlmber 0001
Description Admin Secretary Type
FY 2016 Budgetunit 230 JobCode 521001 Comp Freq
Current Salary Starting Budgeting Salary [/ Elig for Legislative Incr
CurrentFTE 0.00 NextFYFTE  0.00 Position FTE 0,00 [ Elig for Campus Incr

Compensation Information

Merit Market Other Equity CampiGen  Promotion  Legislative Total
i IS S S  — N E— —  — 000
Difference -27232.00 $0.00
Comment
View Updates [--AppiyioDBT. | [ AppioveJoband DET ResetDBT

Department Budget Information

Personaiize | Find First KN 4 or 1 O3 Last
Not  Position Earn  Seq Ded  Tax  Allow CurrentFY cng .
Aprvd : “Combo Code P s M cac (SP9 cng amt NFY Total Redirect Combo Cd Comment Source
1 0001 U3072326351602R Q 1 36,148.00 |:| |2.9987 ‘ 1,084.00 37,232.00 (¢} = Orig DBT

Total DBT $37,232.00
Difference 37,232.00

Funding Categories (Saved in Database)

. Program - DBT Increase

Funding Category ode. Original DBT Amount New FY DBT

Appropriated 01602 36,148.00 1,084.00 37,232.00

[P save | & RetumtoScarch | 1] ProviousinList | |+E] Nextin List & | & | &

INewWindow 7 Help [ Personalize Page|

GRAD, POOL, TEMP and VACANT positions do not have Job Data salary information. Adjust the Department Budget
information as needed, click the Aprvd box, and Save.
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Frequently Asked Questions

Why is there a Warning Sign & next to the Total DBT?
HR Budgeting — HE HR Budget Entry by Position

The Warning Sign indicates the Job Data total and the Total DBT are not equal.

Name Empl 1D 0& Empl p Length 9
Record
i Rate Code MAAMMNL
DeptID 2725 UNDO1 Pasition Number 00
Description | Type S
FY 2017 Budgst Unit 230 Job Code 210001 Comp Freq C
Current Salary 112 275.00 Starting Budgeting 113,276.00 ¥ Elig for Legislative Incr
Salary .
Current FTE 1.00 Next FY FTE 1.00 Position FTE1 00 ¥ Elig for Campus Incr
Merit Market Other Equity CampiGen Promotion Legislative Total
Amount
[ [ [ \ 000
Percentage | [ [ [ [ [ 0.0000 %
_ Approved Difference 538100 $113,276.00
. ,276.
Comment Job Data total
\iew Updates Apply to DBT Approve Job and DBT | L Job Won't Match DBT Reset DET
Department Budget Information
Aprvd Mot Bdgt Position Nbr  *Combo Code :’E"‘E ;i‘: Distd m Tax Over g:"s‘p E:’;"" 7 Calc ChgPct Chg Amt NFY Total
LI - 000 U302052725F I - L v 106,895.00 N ] 106,895.00] |

Total DBT $106,895.00 &

Difference -6,381.00 Total DBT

Funding Category E’;’g“ Criginal DBT DBT Increase Amount | New FY DBT

Appropriated 106,895.00 106,895.00

[) save | [GF RetumtoSearch | | #_| PreviousinList | || Nextin List

Job Data and/or Department Budget Table information will need to be adjusted.

The Warning Sign will disappear once the Job Data total and Total DBT are equal.



Other Reports

Local Fund Summary

The Local Fund Summary takes the account detail from the Trial Balance and totals the accounts by Revenue, Transfers
In, Expenses, Transfers Out, Other FNA etc. It also includes a Beginning Net Position (beginning balance as of July 1 of
the current year or end balance from the prior year) and Ending Net Position (ending balance as of the Fiscal Year and
Period entered).

Run the report in PeopleSoft Finance
NavBar: Navigator: ND HE Applications > GL > HE Local Fund Summary

Run Control ID LocalFundReport Repart Manager Process Monitor Run

*Business Unit: UNDO1 |G

*Fiscal Year:| 2016

*To Period:| 10
*Department(s): 2805 A Nursing
“Summary Only? ® yag No
“Group by? Dept *® Fund
*Include Projects? Yes No
[Fsave | [ Returnto Search E: Add

Enter the Business Unit, Fiscal Year and To Period.
Enter the Department.
Summary Only, recommend selecting “Yes”.

A wnNe

Select a Group by option:
a. Dept and Fund groups the data by the transactional department then fund.
b. Fund and Dept groups the data by fund then the transactional department.
5. Select “Yes” to include the project chartfield. The default is “No.” which will not return the project chartfield.
6. After clicking the Run button, click the OK button on the Process Scheduler Request page which will close the
Process Scheduler Request page.
a. The type and format can be changed to on the Process Scheduler Request page. The format options
include PDF and XLS.
7. Click on the Report Manager hyperlink on the run control page to view the report output.

For more information, see the Budgets Etc. presentation on the RPA website.



Other Reports

Local Fund Summary

Fiacal Year: 2007/ Penwods: 00~ 12

Fumil

Local Fund Summary
University of North Dakota

Include Prajects: N

Summary Only: Y

Departmentis): 3130 Facilines Total

Page Lof 1

Bun Date & Time: 11712016 15:58 PM

Beginming Net Positian Revemue Tramsfers ln Expenses Transfers Chut Other FNA et Endisg Net Pasition

Fund 01527 W d2nd Steam Line Expansion Total 000 [T .00 213810 [(TT) [T (2,138.10)
Fund 22058 Student/Temp Help{05) Tatal 17.877.52 104,222 84 .00 E7.026.41 [T 1147008 1360387
Fund 22164 Purchasing Surpls Auetio (IR U505 [0 E24 [ [T SK,730.47
Fund 22205 F&A Disirib Fac Mgmt Total 16.383.23 M) .00 [T [T [XT] 16.383.23
Fund 22304 FPC-Facilities Charges Total (4.060.10) 45,1500 .00 21,13247 [T [T 19,959.43
Fund 22331 Bronson Townhome Grounds Mice Total (8T [T) 0.00 [T [T .00 [E
Fund 22402 Lauadry Total (24.977.09) ST6TH50 .00 16,5059 [T 2,100.01 14,539.91
Fund 22410 Central Warehouse Supply Hoom Total 2591112 BI10.615.05 11797 U114, 09.96 [T 10,969.45 30,664.73
Fund 22462 Labor Group#1 Total 53057824 1.201.383.76 .00 1017.128.92 [T 133,859.31 580,973.77
Fund 22464 Labor Group 42 Total (93.743.73) 1.057.901.34 .00 D45, 116.4% [TT) 124,5M4.29 (105,553.17)
Fund 22466 Refuse Tatal 15,704.94 59407.77 .00 4216906 [T 5.230.50 771315
Fund 22494 Major Equip-LaborGrowpsi 1 & #2 Total 376,602,060 [T 0@ 1989744 [T [T 350,704.62
Fund 22504 Major Equip-Laundry Te 18.507.43 [IT) 000 [ ] [XT] 18.507.43
Fund 22622 Elee Distribution Fees Te 634, 73861 35324.13 .00 2012116 [ 00 640, M 158
Fund 22626 Unaceountable Keys Total 76898 {360.00) [0 {T13.10) [ [ TAULOR
Fund 22632 Steam Prod Salary{Non-Univ) Total 5.216.20 7317028 .00 138, 28089 [T [XT] (50B94.41)
Fund 22636 RefusesExempt(NonsUniv Cust) Total (A.344.67) 4T 000 250,50 ] .00 (4.348.13)
Fund 22639 Facilities Metal/Other Total 63,041 335064 .00 506525 [T 1100 61,293.80
Fund 22642 Custodial Services-Clearing Total (30L85) [T) 0.00 396214 [T .00 (4,264.99)
Fund 22645 Cusiodial Services Total 18529549 H.ITL03 11,352.50 5745367 [T [XT] 17336535
Fund 22853 UHF M nance Exp Total T54693.16 1998400 .00 B.235.34 [T .00 B7.441.82
Fund 22855 Hopper/Danley Spiritual Total 11324.23 [T) .00 .00 1.744.70 [T 9.579.53
Fund 28401 Other Unexpended Flant Funds Tital BA3T 80125 LSB1A20.90 25705204 331998457 K2341.57 .00 T2T647.05
Fund 83370 COSE Total 000 FTEATT] 08 [T ] [XT] FTRAT
Heport Tatal 10,953,428.23 13,212.254.43 268,522.51 1482781840 B4086.27 288,233.64 923446686
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Other Reports

Biennial Budget Summary

The Biennial Budget Summary is a snapshot of the previous and current fiscal years budget to actual data.

Run the report in PeopleSoft Finance
NavBar: Navigator: ND HE Applications > KK > HE Biennial Budget Summary

Budget Report

Run Control ID  BiennialBudgetSummary Report Manager Pracess Monitor Run

*Business Unit UNDO1 |G

*Fiscal Year| 2017 *From Period 1 *To Period | 12
*Division [3140C aQ *Only Totals Rows | No v
Personalize | Find | View Al | 1 [E First ‘&) 1of1 ‘& Last
Department Description

From Fund Code 31400 |3 To Fund Code 31400 |3

Project (Y/N)| N v

1. Enter the Business Unit.

2. Enter the Fiscal Year.

3. Enter the From Period/To Period.

4. Enter the Division from campus department tree (required).
a. Alist of department displays in the grid.

5. Enter the From Fund Code/ To Fund Code (optional).

6. Select “Y” to include the project chartfield. The default is “N.” which will not return the project chartfield.
a. Select the Project ID(s) from the lookup.
7. After clicking the Run button, click the OK button on the Process Scheduler Request page which will close the
Process Scheduler Request page.
8. Click on the Report Manager hyperlink on the run control page to view the report output.

For more information, see the Budgets Etc. presentation on the RPA Office website.

41



Other Reports

Biennial Budget Summary

2016 - 2017 Budget to Actuals Summary Page 1 of 1
University of North Dakota Run Date: 11-18-2016 Run Time: 12:57 PM
Budget Year: 2017 Period: 1 fo 4 Division: Budget Office Fund Codes: 31400 - 31400
Account Account Description Previous Year Previous Year Beginning Budget Budget Current Year Year To Date  Encumbrances Available Percent
Budget Actuals Adj Budget Actuals Budget Remaining
Department: 3140 Budget Office Fund: 31400 Institutional Support Project: Division: 3140C Budget Office

Salaries and Benefits
511000 Salaries-Reqular - Benefitted $434,317.00 $432,549 85 $285,424.00 $0.00 §285.424 00 58324875 $0.00 $202,17525 70.83%
512000 Salaries - Other $1,738.11 $3,505.26 $0.00 $0.00 $0.00 $0.00 $0.00 §0.00 0.00%
513000 Temp-Salaries-NonBenefitted $0.00 $0.00 $0.00 $0.00 50.00 50.00 §0.00 $0.00 0.00%
516000 Fringe Benefits $139,085.46 $139,085.46 $0.00 $55,700.00 $55,700.00 529,048.67 $0.00 $26,651.33 47.85%
Salaries and Benefits Subtotal $575,140.57 $575,140.57 $285,424.00 $565,700.00 §341,124.00 $112,207 42 $0.00 $228,826 58 67.08%
Operating Expenses
521000 Travel $15,175.00 $2,165.09 $0.00 50.00 50.00 $0.00 $0.00 §0.00 0.00%
531000 Supplies - IT Software $0.00 $12,500.00 $0.00 $0.00 $0.00 $0.00 $0.00 §0.00 0.00%
536000 Office Supplies $0.00 $109.98 $0.00 $0.00 $0.00 $0.00 $0.00 §0.00 0.00%
541000 Postage $0.00 $7.55 $0.00 $0.00 $0.00 $0.00 $0.00 §0.00 0.00%
542000 Printing $909.00 $676.25 $0.00 $0.00 50.00 $0.00 $0.00 $0.00 0.00%
552000 Other Equipment under $5,000 $0.00 $554 96 $0.00 50.00 50.00 $0.00 $0.00 §0.00 0.00%
602000 IT - Communications $1,000.00 $92.50 $0.00 $0.00 $0.00 $0.00 $0.00 §0.00 0.00%
611000 Professional Development $0.00 547727 $0.00 $0.00 $0.00 $0.00 $0.00 §0.00 0.00%
621000 Operating Fees and Services $0.00 $500.00 $0.00 $0.00 $0.00 $0.00 $0.00 §0.00 0.00%
Operating Expenses Subtotal $17,084.00 $17,084.00 $0.00 $0.00 50.00 $0.00 $0.00 $0.00
Fund Total - Institutional Support 592,224.57 $592,224.57 $285,424.00 $55,700.00 341,124.00 112,297.42 0.00 $228,826.58 67.08%
Department Total - Budget Office 502.224.57 $592,224.57 $285.424.00 $55,700.00 341,124.00 112,297.42 50.00 $228.826.58 67.08%
Division Total - Budget Office $502,224.57 $502,224.57 $285,424.00 $55,700.00 341,124.00 112,207.42 30.00 $228,826.58 67.08%
Report Total $502,224.57 $502,224.57 $285,424.00 $55,700.00 $341,124.00 $112,207.42 $0.00 $228,826.58 67.08%
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