Instructions and Tips for Budget Completion FY19

Salary Recommendation and One-Time Supplement Sheets

You will access the file through the web login at https://iss.auburn.edu:8443.
e Enter your user name and password
e Hit enter and the following screen should appear
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e Double click on the file folder to drill down to the Epacket

e The Epacket will be located in the FY19/Budget Development/E-Packet folder

e You will click on the E-Packet 2019.xIsx file to download it to your computer

e Once you have made changes save the file to your computer as E-packet 2019 Final. XLSX

e Upload the file back to the shared drive by clicking on upload button and adding the file and

clicking the Start Uploading button. Make sure you are in the same folder that the file was
downloaded from before trying to upload the updated file.

e Notify Budget Services once you have uploaded the Epacket
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When you receive the e-packet, there will be 5 tabs in the Excel file.

e Instructions and Allocation Tab- provides instructions and links to guidelines and other important

information as well as the cap for merit and one-time supplements.

e Salary Recommendation Tab- This will be the tab you use to enter the merit and one-time

supplement. The column headers highlighted in will be the only ones that will be used for
data entry (if needed). The merit amount and the one time supplement amount will be entered on
the salary recommendation form. You will enter a dollar amount for the merit portion and a
percentage for the one-time supplement. There may be employees highlighted in green on the

spreadsheet. These employees are either the head of your unit of your development related
personnel. The merit for these positions will be determined by his/her direct supervisor and
provided to you. Keep in mind the merit for these positions is included in your total merit and one-
time supplement caps

e Labor Distribution Tab-This will the labor distribution for the one-time supplement. Verify that the

funding source is correct and that it is an acceptable funding source. Contracts, grants and cost
shares are not an acceptable funding source.
e Job Family Promotions Tab- Lists anyone in your area that has a job family promotions. Budget

Services will enter the promotion amount on the salary recommendation form. This tab is
informational only and if you did not have any employees eligible for a promotion this tab will be
blank.

e Faculty Promotions Tab- Lists any faculty that has promotion. Budget Services will enter the

promotion amount on the salary recommendation form. This tab is informational only and if you
did not have any faculty eligible for a promotion this tab will be blank.

Eligibility

We have compared the extract from Salary Planner to a data file as of May 31° to determine if persons
listed on the Salary Recommendation sheet are eligible for merit increases in the new fiscal year. If you see
a row highlighted in red, that person is not eligible for a merit increase or a one-time supplement.

We have seen instances where a person has a future promotion date, and the new salary was already
entered into the system (and was updated in Salary Planner). We have adjusted those to be the base salary
as of May 31%, and shown the difference between the May 31 salary and promotion salary as an adjustment
through the Post 5/31 Adjustment column. These positions need close scrutiny after EPAF’s are loaded
around October 1.

We have attempted to include all single-incumbent positions both filled and vacant on the file. Itis a
possibility that some have been missed or that there are duplications due to timing. If you notice any
missing employees or positions, please contact Budget Services.



Rounding

When you are completing the salary recommendation sheet, the dollar amount for the merit should be
entered such that the FY18-19 Total Proposed Salary is rounded to the nearest $10. The FY18-19 Proposed
Salary column is formatted to highlight any amount that does not round to the nearest $10 in .You
will need to adjust the merit amount so that there are no cells highlighted in orange. There is not a
requirement to round the one-time supplement to a whole number. You also need to be aware of the
health insurance brackets when making merit increase decisions to prevent negatively affecting employees.
For example, if a person’s merit takes them into the next insurance subsidy bracket by a small amount,
consider the impact before making the final decision. (l.e. the employee could make less due to increased
insurance costs.)

New Hires/Terminations

Any new hires need to be entered in the sheet as they are known. If they are replacing a position listed as
vacant, please input the correct first and last name. If the salary differs from the previous incumbent, please
adjust the salary through the Post 5/31 Adjustment column. Likewise, if you know someone is not going to
be here on October 1%, please change the name to Vacant Position and remove the employee ID number,
grade, and employee class. Please do not enter a merit for any person who will not be here on October 1%
or one-time supplement for any person who will not be employed at the time the salary supplement is paid.
Throughout the fall, we will continue periodic checks on terminated employees to remove anyone
scheduled to receive a one-time supplement.

Other

All salary recommendations need to be submitted to the Provost/Budget Services intact in the format it was
originally sent. Do not adjust columns with formulas. The Merit % Increase column (M) and the One-Time %
column (V) are formatted to highlight any percentage greater that 6% or equal to 0 in BLUE. For cells
highlighted in blue, appropriate documentation will need to be submitted to Human Resources for any
persons receiving a 0% increase or greater than a 6% increase. This applies to both the merit and one-time
supplements. Review the cells highlighted in blue to determine which employees need additional
documentation, as some highlighted cells may be vacant or ineligible employees.
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Salary Planner
After Budget Services has received your salary recommendation sheet and received all approvals from the
Provost Office and/or Human Resources, we will upload the information and copy the salaries to the

positions.

Accessing Salary Planner

In accessing the information in Salary Planner, you always need to click on the Edit Scenario link. After that,
you always need to select the Extract ID for the fiscal year for the budget we will be developing, in this case
FY2019. The scenario will automatically populate as the same as the Extract ID. Under Filter Criteria, always
leave the Position Attributes radio button selected, and hit Select.

ﬂ hitps://ssbpprd.auburm.edu/pls/PPRD/bwpksala P_ChooseEditSce O ~ @ € B Edit Scenario

File Edit View Favorites Tools Help

Personal Information ¥ Financial Aid § Employee ¥ Finance
e RETURNTOMENU SITEMAP HELP EXIT

Zdit Scenario

7 Choose Extract 1D and Scenario, then select filter criteria.

Scenario Selection

Extract ID:
Scenario:

Filter Criteria
By Position Attributes: (s

By Employee Name:

[ Create Scenario | Copy Scenario | Organization Lock | Query Multiple Extracts ]

{ELEASE: 8.12.1.5

) 2017 Ellucian Company L.P. and its affiliates.

The next screen is your actual filter information. You can view each of your units individually or as a whole
by using the org hierarchy levels. You will always need to look at all employee classes. Disregard the
Bargaining Unit and Faculty Rank filters. Depending on which button you hit at the bottom, you may want
to uncheck the Include Pooled Positions and Include Vacant Positions boxes. If you are looking at List by
Employee, you would uncheck them, but more than likely would leave them if you are looking at List by
Position.



Personal Information Student Financial Aid J5":} Finance Gateway to Grades

Search Go RETURN TO MENU ~ SITEMAP  HELP  EXIT

Position Filters

7 Enter filter criteria and select desired button, Use Ctrl or Shift key to select multiple.

FY2015, FY2015
Organizations: All

1 - AU Main Campus
10 - Office of the President
100 - Office of the President v

Include Subordinate Organizations: ¥

Employee Class: All

F9 - FT 9-Month Faculty
FB - FT Biweekly

FF - FT 12-Manth Faculty w7
Bargaining Unit: All
None
Faculty Rank: All
None
00 - No Faculty Rank
10 - Professor <
Include Pooled Positions: v
Include Vacant Positions: "l
Number of Records per Page: 5 v

List By Employee | | Summary Totals | | List By Position

List by Employee

On the employee side of Salary Planner, no changes to any individual’s merit increase should be made after
we have uploaded the salary recommendation information into the system. If you have an issue with
something that has been uploaded, please contact Budget Services. Please do not save any employee’s
salary record either. The only editing that may potentially need to take place on the employee side is
adjustment of the job labor distribution (how the person’s salary will be paid). In order to do that, you
would need to click on the person’s name.



Jump to Bottom

113100 Budget Services, Unlocked

Employee Totals Department Totals
ID and  |Position, |AppointmentSalary  [Base Proposed ;Base Change  Change Amount Proposed Extract Excluded
Name  [Suffix andPercent Appol ppol Falar\( Percent Salary Status from
Percent Percent | |Totals

502023084[157020 - N No
Elmore, |00 Dir,
Bryan J. |Budget

|Servi
9020215209152910 - No
Jackson, (00
Wickie L. |Accountant

111, Central
503638811)157050 - No
MNewberry, (00
Jamie S. |Accountant

|11, Central
Total: | 183,000.00| 00 00| 183,000.00
Totals )
Organization Base Salar\r[Chanﬂe Percent|thanne A tP posed Salary’
113100 - Budget Services| 183,000.00] .00] .00] 183,000.00

Job Labor Distribution

After clicking on the person’s name, you scroll to the right to the Distribution link circled in red below.

e
d ID: Bryan J Elmore 902023084
ganization: 113100 - Budget Services

id Jobs
Organization|Base Proposed Base Fiscal Year [Fiscal Year Salary [FY Sal Chg |FY Sal Chg with |Proposed Salary Links Exclude
AppointmentAppointment Salary Salary Change Amount  |with Promo |Promo Amount from
Percent Percent Change Percent Totals
Percent
113100 - H
Judget (DistributioD)
Services S
Position
Detail
0

You will then make necessary changes by clicking on the blue link in the middle section under the proposed
section of the Job Labor Distribution Screen. You should review the account code to make sure it matches

what is on the position side. The program code should also reflect the functional category for the position

as well as the percentage of time spent. You may have multiple distribution lines with the same Fund, Org

and Account but with a different program code for a single position.



Job Labor Distribution

7 Select the percent link to change the Propesed Job Labor Distribution. Select Add a new record to add distribution records.

Distribution

Name and ID: Bryan J Elmore 902023084

Position-Suffix and Title: 157020-00 Dir, Budget Services

EPAF Transaction #:

Current

CoAJIndex]Fund _ [Organization[Account|Program|Activity|Location|Project Type]Cost Type[Percent/Amount _|Encumbrance Override End Date]

A | |ioto01]113100  [60005 [7000 | \ \ \ 100.00 |
J0ta1100.00

Proposed

[COAIndex[Fund _ [Organization[Account/Program|Activity|Location|Project Type]Cost Type]Percent] ncumbrance Override End Date]

A | 101001113100  [60005 [7000 | | | | 100.00 |
Total|100.00

Add a new record

Proposed Position Distribution
COAlIndex[Fund _[Organization[Account|Program|Activity[Location|Project Type]Cost Type[Percen
A | |ioto01]113100  [60005 [7000 | \ \ \ 100.00

Total|100.00

Copy Position Distribution to Job | | Copy Job Distribution to Position —

Employee Detail | Job Detail

If you have made the change and want it to be reflected on the position side, you may click the Copy Job
Distribution to Position button, and it will do so. Likewise, if you want the budget distribution (Proposed
Position Distribution) to match the way the person is paid, you may click the Copy Position Distribution to
Job button. Keep in mind there should never be a zero percent amount for any funding line. If there is, click
into the 0% and remove the FOAP record. All labor distributions should add up to 100%.

List by Position

If you started over at the Position Filters screen and clicked List by Position, you would see the position
numbers listed in order, separated by bud org, instead of employee names in alphabetical order. This is the
portion of Salary Planner that affects the budget development process (Stripes). You should not be changing
any increase amounts on the List by Position side other than possibly vacant positions (to align budgets for
new hires not in the system or anticipated changes prior to 10/1). You may also need to update a position
amount for someone that may be going into the position at a different rate than the prior incumbent
(similar to the new hire adjustment discussion in the Salary Recommendation section). Be sure to save any
change you may make to the position before leaving the screen.

Below are several positions that you may or may not need to budget. All of these positions do not apply to
every area. If you find you do not have one loaded that you need to budget, contact Budget Services.

Prefix Definition

ocC Out of Class

oT Overtime

SD Shift Differential

VH Vehicle Allowance

SS Salary Supplement- (One Time)

PF Professorships



In this view, the amount under the Proposed Budget column is what feeds Stripes. The Estimated Fiscal Year
Budget represents the proposed salary for the individual if you were looking at the List by Employee view.

7 Enter a Mass Change and select Mass Apply, or modify an individual position and select Save. Rounding applies to Mass Changes and individual position changes.

Mass Change
Rounding: [None

Percent:

Amount;

Mass Apply
Jump to Bottom

113100 - Budget Services, Unlocked

Position and Title|Base Proposed |Base [Proposed |Base Change Percent [Change Amount |Proposed Bargaining|Estimated Links ExtractExcude
Appointment|AppointmentFTE  [FTE Budget Budget Unit Fiscal Year Status |from
Percent Percent Budget Totals

157020 .00) .00) 1 00 00 istribution|

Dir, Budget COW S

Services Employee

157050 .00 00 17 00 0 Distribution

IAccountant II, Comments

Central Employee

157100 .00 00 17 00 0 Distribution

IAsst Dir, Budget Comments

Services Employee

164910 .00 00 1y 00 00 Distribution

IAccountant 11T, Comments

Central Employee

ST4250 .00 00 4949 00 0 Distribution

Budget Services Comments

ST Employee

Total: [ 449 4.491190,282 .80) .00) 00]  190,282.80) 183,000.00 \ \

Position Labor Distribution

Just like the employee side, you can also adjust labor distributions from the position side. To do so, click on
the link noted in the red circle in the screen shot above. The middle section is the Proposed Position
Distribution; make changes to the distribution by clicking on the link in blue. Just like the employee side,
you can also copy it over to the job labor distribution if you want to pay the person the way you are actually
budgeting them. As previously stated, you should review the account code to make sure the labor
distribution matches the position distribution. The program code should also reflect the functional category
for the position as well as the percentage of time spent. You may have multiple distribution lines with the
same Fund, Org and Account but with a different program code for a single position.



Position Distribution

19 Select the Percent lnk to change the proposed position budget distrbution Select Add a New Record o add distributon records.

Budget Distribution for Position 137020 Dir, Budget Services.

Current
COAlTndexFund  |Organization AccountProgram Activity|LocationProject Type Cost TypePercentAmount
A 1010041113100 60005 7000 100,0095,000.00

Total 100,0095,000.00

Proposed

COTndexFund  Organization AccountProgram Activity|Location Project Type(Cost TypePercentiAmount

A 1010011113100 60005 (7000 100.0095,000.00

—~—— Total100.00195,000.00
Add a new record

Proposed Job Distribution

Current Incumbent

Name and I: Bryan J Elmore 902023084

Postion-Sufi and Tt: 157020-00 Dir, Budget Servies
COTndexFund  Organization AccountProgramiActivity|Location Project Type(Cost TypePercentiAmount  Encumbrance Override End Date
A 101004113100 60005 7000 100,0095,000.00

Total100,0095,000.00

 Copy Postion Distibuton to Jobs | Update Budget |

L)



Stripes

Once you have made any adjustments needed to Salary Planner for labor distributions or position amounts,
you are now ready to begin working in the Stripes budget development tool. When clicking on the link for
Stripes and the Workbooks link, you will be taken to the screen below.

—

m iﬂ https://ssbpprd.auburn.edu/pls/PPRD/Hzgbdml.p_main P-acd H E 3 Finance - AU Access ‘& sshpprd.:
File Edit View Favorites Tools Help

X @Convert - @Salact
r|\j * { v (= mm v Pagew Safetyv Tools~ -@‘v @ @

AUBURN PPRD

' UNIVERSITY

Personal Information § Financial Aid § Employee § Finance

Stripes - Financial Budget Preparation

Main Menu
Main Menu

Administration

Current Workbooks

Out of Balance

Prior Year Workbooks

Main Finance Menu

Salary Planner

Salary Planner - Position Attributes
Salary Planner - Employee Name
Training / Tutorials
Questions/Concerns

Current Workbooks will take you to the screen below where all of the bud orgs are listed for your

college/unit. An example of the screen is shown on the next page.

Out of Balance will take you to a screen list of all the orgs that are not in balance between the Total Budget
and the HR Position Budget. This screen only updates periodically, so if you are out of balance and make a
correction, this screen is not a real time update.

Salary Planner, Salary Planner-Position Attributes, Salary Planner-Employee Name-these are direct links to

Salary Planner.

Training /Tutorials- Not active at this time

Questions/Concerns- You can enter questions and we will get back with you.




Stripes - Financial Budget Preparation

Main Menu
Workbooks for different year

eStripes Admin

Home >> Office of the President

College I Department

| orgs

100||Ofﬂce of the President”100{JDG||Presidenl:'s Office

|[1o0000|[President’s Office

|[1o0001||President’s Salary Reserve

|[100003||admin & Professional Assembly

|[100007||Office of Intercollegiate Athletics

|[1o0093||President Offc Admin Allocations

|
|
|
|
|[100006||Committee For Persons with Disb |
|
|
|

|[102000|[Senior Advisor

|[170659|Higher Education Legislation Office]

|[100008]||General Counsel

|[100008||General Counsel |

|[1o0101|[Trustees

|[1o0101|[Trustees |

|[100200||Governmental Affairs

|[100200||Governmental Affairs |

|[101001][Office of Audit-Compliance-Privacy|[101001][Office of Audit-Compliance-Privacy|

Organization Summary

Click on the department that you would like to review.

ngl‘kbm HR Wage Information
1010014 PWorkbooks — Click here for list

Crg Sum

Workbook Comment Fringe Info

There are five tabs across the top, Workbook, HR Wage Information, Org Sum, Workbook Comment and

Fringe Info.

Workbook- Click on the blue workbooks to see the individual Fund/Orgs that roll up to the bud org. There
may be Fund/Orgs listed that you do not budget. Review all Fund/Orgs and zero out the ones you do not

budget and enter in budget data for those you do budget. If you need new Fund/Orgs added, you will need

to contact the Budget Office.

HR Wage Information-Positions associated with that bug org along with the funding source.




Org Sum-This is the org summary for the bud org you are reviewing. This is different from the Org Summary
for your total unit which is located at the bottom of the above screen. There is an All, Unrestricted,
Restricted and Auxiliary Tab (if applicable). Revenues must always match expenses on the Restricted Tabs.
On Unrestricted org summaries the revenues and expenses do not have to match but they do have to
balance in the overall Unrestricted Org Summary for the College/Area.

Workbook Comment- Place any comments here that are pertinent your budget.

Fringe Info- Shows fringe by account and position

Workbook changes for 2019:

The 2019 budget will be budgeted at the 4 digit account code roll-up. This will provide a more detailed look
at the budget and allow for more in depth analysis of revenues and expenses. The layout of Stripes has
been changed to include all four digit account code rollups that were used in 2018. The 2019 budget will be
loaded into Banner at the four digit account code roll-up and budget transfers will have to be entered with
the four digit account code in 2019.

In order to help with budgeting, a breakdown of expenses in this same format for the last three years and
year to date through 2018 will be provided for all orgs that roll up to your area.

Stripes will be preloaded with the 2017-2018 Original; however, these numbers will only be at the three digit
account roll-up and will be placed in the first line of each expense type. For example, all salaries will be
loaded to 6020-Professional Non-Fac Sal FT. For the 2018-2019 budget you will need to enter the salaries
into the proper categories. The HR Position Budget will be loaded into the four digit pools so you will simply
enter the amounts from the HR Positon Budget into the 2018-2019 Budget Entry column.



2017-2018
Original Budget

2018-2019
Budget Entry

2018-2019
Total Budget

2018-2019

HR Position Budget

6000 - Admin/Professional Salaries o] o) o]
6010 - Faculty Salaries Full Time o] o) 192,860.00
6010 - Faculty Salaries Part Time 0 0 0
6020 - Professional Non-Fac Sal FT 1,721,294.00 0 2,918,852.24
6025 - Professional Non-Fac Sal PT 0 0 0
6030 - Administrative Support Salary 0 0 0
6040 - Technician Salary 0 0 0
6050 - Graduate Assistants Salary 0 0 0
6060 - Other Personnel Salaries 0 0 0
6070 - Vacant Salary Resv 0 0 143,343.96
6080 - Additional Pay

600 - Salary Pool 1,721,294.00 0 3,255,056.20
6100 - Staff Full Time 82,635.00 0 o]
6105 - Staff Part Time o] o) 45,985.00
6110 - Non Work-Study Student Wages 0 0 61,336.61
6120 - Work-Study Student Wages 0 0 0
6130 - Additional and Overtime Pay 0 0 0
610 - Wage Pool 82,635.00 0 107,321.61
6200 - Employees Retirement 0 0

6210 - Civil Service Retirement 0] o)

6290 - Tuition Waiver Empl Benefit 0 0

6299 - Fringe Additional 0 0

6299 - Fringe 788,084.00 1,178,761.62

620 - Benefit Pool 788,084.00 1,178,761.62

7000 - Utilities 1,400,000.00

7005 - Communications

7010 - Rentals & Operating Leases

7015 - Repairs & Maintenance Services

7020 - Repairs & Maintenance Supplies

7025 - Travel-Individuals

7030 - Travel-Groups

7035 - Entertainment

7040 - Taxable Reimbursements

7045 - Competitive Awards

7050 - Reportable Service Expenses

7055 - Temporary Employee Svcs (TES)

7060 - Game Expenses

7065 - Memberships & Dues

7070 - Advertising Costs

7075 - Subcontracts

7077 - Services-Internal Charges Only

7078 - Printing Costs

7079 - Foreign Subcontracts

7080 - Other Administrative Costs

7085 - Other General Expenses

7090 - Supply Purchases

7095 - Purchases for Resale

7100 - Non-Capital Equipment

7105 - Medical Supplies

7110 - Animal Costs

7115 - Computer Expenses

o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o]|o

700 - Total Operating

1,400,000.00

7300 - Tuition Related Fees

7310 - Other Student Fees

7320 - General Fund Waiver Accounts

730 - Total Student Aid

7400 - Equipmt & Improv Cap Assets AU

7450 - Equipmt & Improv Cap Asset AUM

7500 - Plant Fund Expenses

740 - Total Capital

7600 - Indirect Cost Recovery Expense

7700 - Inter-Departmental Credit

7710 - Mission Enhancement Participat

7720 - Mission Enhancement Adjustment

7730 - Central Support Allocation

7800 - Budgeted Reserve

780 - Total Other

8004 - Bond Transfer-Mandatory

800 - Total Transfers

o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o

o|o|o|o|o|o|o|o[o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o[o|o|o|o|o|o|o|o|o

o|o|o|o|o|o|o|o[o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o|o]|o

Totals

3,992,013.00

1,178,761.62

3,362,377.81

Anticipated Revenue Budget Request 19

5000 - State Appropriations

5100 - Tuition

5200 - Governmental Appropriations

5300 - Contracts/Grants

5400 - Gifts and Private Support

5500 - Investments

5600 - Sales and Service

5700 - Other Revenues

Totals




Unrestricted Budgeting- The following steps are for the unrestricted portion of your budget. There will be

a separate section that addresses Restricted Fund/Orgs.
Revenue-
The revenue section is located at the bottom of the screen.

State Appropriations will be preloaded by Budget Services.

Tuition will be preloaded for the tuition allocations. Any additional tuition that is direct will have to be
added to the tuition amount that is preloaded.

Other Revenue Categories will need to be loaded if you anticipate activity in the various categories. It is

important to load the revenue budget into the category where actual activity is booked. A review of the
prior year’s activity should help with the proper budget category to use in 2019.

Revenue totals must tie to the revenue estimate you submitted for the MEF Participation fund calculation or
to what has been approved as a part of the central unit budget development process.

Be sure to hit save after you have completed this section. The save button is located at the bottom of the
screen.

Anticipated Revenue Budget Request 19
5000 - State Appropriations

5100 - Tuition

5200 - Governmental Appropriations
5300 - Contracts/Grants

5400 - Gifts and Private Support

5500 - Investments

5600 - Sales and Service

5700 - Other Revenues

Totals 0




Salary, Wages and Fringe Benefits-

This information will feed from Salary Planner. The first thing to do when completing your salary and wage

budget development in Stripes is to go through each of your budget fund/orgs and enter the HR Position

Budget column (circled in blue) amount into the 2018-2019 Budget Entry column (circled in red) for all of

the position grouping rows circled in blue. Allocations for employee tuition waivers will be entered in by

Budget Services. All other fringe should calculate systematically.

Be sure to hit save after you have completed this section. The save button is located at the bottom of the

screen. The 2018-2019 Total Budget column (circled in green) should populate once you hit save.

™~ N —

2017-2018 018-2019 2018-2019
o~ Original Budget | Budget Enty otal Budgej) Position Budget,
6000\— Admin/Professional Salaries o S~—— o] T——————0
6010 \Faculty Salaries Full Time 0 0 192,860.00
6010 -\aculty Salaries Part Time 0 0 0
6020 - Professional Non-Fac Sal FT 1,721,294.00 0 2,918,852.24
6025 - Professional Non-Fac Sal PT 0 0 0
6030 - Administrative Support Salary 0 0 0
6040 - JTechnician Salary 0 0 0
6050 - [Graduate Assistants Salary 0 0 0
6060 -IOther Personnel Salaries 0 0 0
6070/ Vacant Salary Resv 0 0 143,343.96

- Additional Pay

600 —\alary Pool 1,721,294.00 0 3,255,056.20
6100 -\Staff Full Time 82,635.00 0 0
6105 - Btaff Part Time 0 0 45,985.00
6110 - Non Work-Study Student Wages 0 0 61,336.61
6120 /Work—Study Student Wages 0 0 0
ra124 - Additional and Overtime Pay 0 0 0
610 - Wage Pool 82,635.00 0 107,321.61
6200 - Employees Retirement 0 0 0
6210 - Civil Service Retirement 0 0 0
6290 - Tuition Waiver Empl Benefit 0 0 0
6299 - Fringe Additional 0 0 0
6299 - Fringe 788,084.00 1,178,761.62 0
620 - Benefit Pool 788,084.00 1,178,761.62 0




Operating Expenses- This section has expanded from the previous years and is made up of 27 expense

categories. A copy of the account hierarchy can be found in E-Print. The account hierarchy will list the 5
digit accounts that roll up to the four digit categories. You will enter the budget amount in the 2018-2019
Budget Entry column (highlighted in blue).

Be sure to hit save after you have completed this section. The save button is located at the bottom of the

screen.
_——
2017-2018 2018-201 2018-2019 2018-2019
Original Budget udget E Total Budget | HR Position Budget
7000 - Utilities 1,400,000.00

7005 - Communications

7010 - Rentals & Operating Leases

7015 - Repairs & Maintenance Services

7020 - Repairs & Maintenance Supplies

7025 - Travel-Individuals

7030 - Travel-Groups

7035 - Entertainment

7040 - Taxable Reimbursements

7045 - Competitive Awards

7050 - Reportable Service Expenses

7055 - Temporary Employee Svcs (TES)

7060 - Game Expenses

7065 - Memberships & Dues

7070 - Advertising Costs

7075 - Subcontracts

7077 - Services-Internal Charges Only

7078 - Printing Costs

7079 - Foreign Subcontracts

7080 - Other Administrative Costs

7085 - Other General Expenses

7090 - Supply Purchases

7095 - Purchases for Resale

7100 - Non-Capital Equipment

7105 - Medical Supplies

7110 - Animal Costs

O|O|O0O|O|O|O|O0|O|O|O|O|O|O|O|O|O|O|O|O|O0O|O0|0|O0|O0O|O|0O

7115 - Computer Expenses

O|O[O|O|O|O|O|O[O|O|O0|O|O|O[0|O[O0|O|0|0|0|O0|0|O|O0|0O|0]|O
O|O[(O|O|0|O|O|O[O|O|0|O|O|O[(0|O[O|O|0|0|0|O|0|O|0|0O[0]|O

700 - Total Operating 1,400,000.00

Student Aid-Allocated Student Aid will be entered by Budget Services.

2017-2018 zom-zﬁgj 2018-2019 HR
Original Budget Budget Entry 4{ 2108-2019 Total Budget | Position Budget
7300 - Tuition Related Fees o T— 0 0
7310 - Other Student Fees 0 0 0
7320 - General Fund Waiver Accounts 0 0 0

0 0 0

730 - Total Student Aid




Capital- Enter any anticipated capital expenditures in the 2018-2019 Budget Entry Column (highlighted in
blue).

2017-2018 2018-2019 2018-2019 HR
Original Budget 108-2019 Total Budget | Position Budget |
7400 - Equipmt & Improv Cap Assets AU 0 0 0
7450 - Equipmt & Improv Cap Asset AUM 0 0 0
7500 - Plant Fund Expenses 0 0 0
740 - Total Capital 0 0 0

Other Budgeted Items- Enter any anticipated Inter-Departmental Credit or Indirect Cost Recovery budget
amounts in the 2018-2019 Budget Entry column (highlighted in blue).

The MEF Participation, MEF Adjustment and Central Support Allocations lines (circled in blue and
highlighted in blue) are locked and only Budget Services can adjust these lines. The MEF Participation and
the Central Support Allocation amounts will be entered based on data provided prior to the detailed budget
development. The MEF Adjustment will be left blank for now and will be adjusted based on the outcome of
discussions with the Deans. All allocated revenue/expense will be entered into the Admin Allocations org
each college/unit.

The Budget Reserve (circled in green) line will be used to make revenues and expenses equal for the
college/unit as a whole. These adjustments should be made in the Admin Allocation org in each

college/unit.

Transfers-. The transfer line (circled in orange) will be used to budget debt service (where applicable).
These adjustments should also be made in the Admin Allocation org in each college/unit.

2017-2018 2018-2019 '; 2018-2019 HR
Original Budget Budget Ent 2019 Total Budget | Position Budget

AYITA

7600 - Indirect Cost Recovery Expense 0 0 0
7700 - Inter-Departmental Credit 0 0 0
- Mission Enhancement Pa 0 0 0

7720 - Mission Enhancement Adjustment 0 0 0
- i 0 0 0

7800 - Budgete rve ) 0 0 0
- 0 0 0
8004 - Bond Transfer-Mandatory ) 0 0 0
£e0.-Total Transfers 0 0 0

Be sure to hit save after you have completed this section. The save button is located at the bottom of the

screen.

Balancing Revenues & Expenses

For individual Fund/Orgs, it is not necessary that the revenues and expenses equal nor is it necessary that
they equal for the Bud Org. Once you have made your adjustments for all fund/orgs within a bud org, you
should then click on the Org Summary located at the top of the screen. This will bring up an organizational
summary for All/Unrestricted/Restricted/Auxiliary (if they exist). You can review to make sure the Total



Budget and HR Position Budget are in balance for the Bud Org for the Unrestricted Fund/Orgs. You can click

the back button to go back to the screen to review an individual Fund/Org if you need to make an

adjustment.

Back Fund Type All Unrestricted RestricteD

2017-2018
Original Budget

2018-2019 2018-2019
Budget Entry Total Budget

2018-2019
HR Position Budget

7700 - Inter-Departmental Credit

7710 - Mission Enhancement Participat

7720 - Mission Enhancement Adjustment

7730 - Central Support Allocation

7800 - Budgeted Reserve

780 - Total Other

8004 - Bond Transfer-Mandatory

800 - Total Transfers

O(O|O|O|0|Oo|O|O

O|0O|0|O0|0|0|O|O

O|0O|0|O0|0|O|O| O

Totals

3,992,013.00

| 589,380.81

3,362,377.81

Anticipated Revenue Budget Request 19

5000 - State Appropriations

400,000.00

5100 - Tuition

5200 - Governmental Appropriations

5300 - Contracts/Grants

5400 - Gifts and Private Support

5500 - Investments

5600 - Sales and Service

5700 - Other Revenues

—

Totals

400,000.00

e —

level.

Revenues and Expenses do not
have to balance on the individual
Bud Orgs for the unrestricted
budget. However, they must
balance at the overall college/unit




Restricted Budgeting Contract/Grant & Gift/Endowment Revenue

After you have completed the unrestricted budget portion of budget development, you should continue on

with all of your restricted fund/org combinations. Like with the unrestricted budget, your first goal should

be to get your HR Position Budget and Total Budget columns in agreement. After finalizing any other

adjustments needed, you will then proceed to anticipated revenue section. The total budget for any

restricted fund/org combinations must match the total revenues for the fund/org combination.

Back Fund Type All Unrestricted@
70172018

2018-2019 2018-2019 HR

Original Budget Budget Entry | 2108-2019 Total Budget | Position Budget

7600 - Indirect Cost Recovery Expense

7700 - Inter-Departmental Credit

7710 - Mission Enhancement Participat

7720 - Mission Enhancement Adjustment

7730 - Central Support Allocation

7800 - Budgeted Reserve

780 - Total Other

o|loo|o|o|o|o|o

8004 - Bond Transfer-Mandatory

800 - Total Transfers

—

Totals

0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0

3,992,013.0 \553,633.90/ 1,853,929.0

Anticipated Revenue Budget Request 19

T——

5200 - State Appropriations

5100 - Tuition

5000 - Governmental Appropriations

553,633.60

5300 - Contracts/Grants

5400 - Gifts and Private Support

5500 - Investments

5700 - Sales and Service

5600 - Other Revenues

Totals

(533,633.90
v

Revenues and Expenses MUST
balance on the individual Bud
Orgs for the restricted budgets as
well as the overall college/unit.




Budgeting Contract/Grant & Gift/Endowment Revenue

We want the dummy fund 260001 (with the admin bud org for your area) to represent the contract/grant
revenues and expenditures you expect your entire unit to generate in the upcoming year. What this means
is that you need to budget your employees on this FOP if there is anticipation that at least a portion of their
salary will be paid from contracts/grants over the course of the year. When budgeting this fund/org for your
area, we would expect the revenue to be Contracts/Grants in the anticipated revenue box at the bottom of
the fund/org tab. Likewise, there will be a dummy fund 260002 (with the admin bud org for your area) to
represent the expected restricted gift and/or endowment revenues and expenditures for the upcoming
fiscal year. If you anticipate one of these sources of revenue to fund any of your personnel costs during the
year, you need to budget accordingly. Be sure to enter the amounts for both expected gifts and endowment
revenues. In both cases of the contracts/grants and gifts/endowments, the numbers for revenue and
expenditures should agree and be rounded to the nearest thousand, while being educated analytical
estimates of activity.

Final Balancing to Zero

After all of the budgeted fund/orgs are in agreement, you should then click on the Organization Summary
link circled in red below. This will be your final review to ensure all position budget lines are in agreement
with the HR Position budgets and that the total revenue equals the total expenses for both unrestricted and
restricted funds.

Financial Budget Preparation

Home == Assoc VP for Bus-Fin & Controller

ELMORBJ

Change Fiscal Year
Salary Planner

Meain Finance Mem

College Department Orgs
3)Assoe VP for Bus-Fin & Controller| 111030 Property Services 111030 Property Services
113000 Assoc VP for Bus & Fin & Controller 113000 |Assoc VP for Bus & Fin & Controller
113001 Management [nformation Support

113100 |Budget Services 113100 |Budget Services
113201 |Student Financial Services 113201|Student Financial Services

113400|Contracts & Grants Accounting | 113400|Contracts & Grants Accounting

113431 |Financial Reporting Adumn 113431 |Financial Reporting Admmn
113300 |Information Systems Support 113500 | Information Systems Support

llHSUlHLnfnrmaﬁnn Systems Sup Operations

113530 |Payroll & Employee Benefits llHSSUHPa_wnH & Employee Benefits

‘ ” ”lHéUUHchurementundPaxmentSer\ices ”lllﬁUUHProcurementandeentSer\ices ‘

‘ ” ” H ”l 13601HPurchasing Card Reveme Share

|
‘ ” ”l HTUUH_\Iamgement Accounting ”l lTUUHMaﬂagemem Accounting ‘
|

[113800]Cat Mg Ay~ 113800 Cash Menagement Adun

gatization Summary



You are looking to make sure that the HR Position Budget and Total Budget columns are in agreement

(circled in blue) for all of the budgeted fund/orgs for the entire unit. There are three tabs: All, Unrestricted

and Restricted. There may be an Auxiliary tab if applicable to your area.

Back Fun

Tvpe All Unrestricted R@

— ] 2017-2018 2018-2019 018-2019 2018-201
Original Budget Budget Entry /é)tal Budget HR Positiox
6010 - Faculty Salaries Full Time 0 192,860.00) 192,860.00 192,860.0
6012 - Faculty Salaries Part Time 0 0 0
6020 - Professional Non-Fac Sal FT 1,721,294.00 2,918,852.2[1 2,918,852.24 2,918,852.24
6025 - Professional Non-Fac Sal PT 0 IO 0 0
6030 - Administrative Support Salary 0 0 0 0
6040 - Technician Salary 0 0 0 0
6050 - Graduate Assistants Salary 0 0 0 0
6060 - Other Personnel Salaries 0 0 0 0
6070 - Vacant Salary Resv (0] 143,343196 143,343.96 143,343.96
600 - Salary Pool 1,721,294.00 3,255,056}20| 3,255,056.20 3,255,056.20
6100 - Staff Full Time 82,635.00 0 0
6105 - Staff Part Time 0 45,985)00 45,985.00 45,985.00
6110 - Non Work-Study Student Wages 0 61,336.‘31 61,336.61 61,336.61
6120 - Work-Study Student Wages 0 \o 0 0
6130 - Additional and Overtime Pay 0 \) 0 0
610 - Wage Pool 82,635.00 107,321.6 107,321.61 107,321.61
6200 - Employees Retirement 0 0 1
6210 - Civil Service Retirement 0 \ 0 /0
6290 - Tuition Waiver Empl Benefit 0 \ 0 / 0
6299 - Fringe Additional 0 \ 0 / ©
6299 - Fringe 788,084.00 589,380.81 589,380.81 / O
620 - Benefit Pool 788,084.00 589,380.81 589,380.81| 7 0
—

In the above example, all positions in the 2018-2019 Total Budget equal the 2018-2019 HR Position Budget.

Position Row Agreement Errors

There is an Out of Balance link on the Main Menu that will show all of the fund/org that not in agreement

between the HR Position Budget and Total Budget columns. Below is an example of the Out of Balance

page. In each case, you see the position groupings on the left that are out of agreement, the fund and org,

and the two column totals showing the difference. Clicking on any of the links in blue will take you directly

to the affected fund/org tab to allow you to make adjustments. The error link is not updated in real time. It

generally updates every hour, so a change will not be immediately visible on the error tab.




Financial Budget Preparation

Financial Budget Preparation

Out of Balance Budgeis - Entire View

Home
Differance

35,096 00/
47,500.00f
51,100.00]

Category | Fund Fund Desc O | Org Dasc [Finance Total
FT Suall 101001 |AU Urrestricted Rase Budget 100901 |Aquatics Center Athletics | o0.22556
ET Achzm Professional {nternal Auditing 586,950 00
FT A Profcssional [Enstai Rescanch md Assesment 564,208 98] 6

AL Urmestricted Base Budget
01IAU Urestrcted Basc Budget
AU Unresmeted Other

101001{AL Unresmicted Base Budper
101001 AL Unresmicted Base Budger 1020
i“l{)l".'fdl. AL Unresmicted Base E!.;Jdgc:
[101001 {AU Unrestricted Base Budget
101001 [AU Unrestricted Base Budget
5 101001 |AU Unrestricted Base Budgee

AL Urrestricted Base Budget

Temporary Emplovment Services-5C

;Pmﬂ( Shop

(Custodial Services
‘L.\nd.s(ap: Service
|semvice Support

cess Control Center

: 64,530.00|
315,718.00| 29,486 0]
307,091 36
389,066 00] 64
A10,640.00

101001 AU Unrestscted Base Budget 1
101001 AL Urestracted Base Budget 1
T Staff 101001 AL Unrestricted Base Budget 1
ET Staff 101001 |AU Unrestricted Base Budget
ET Admin Professional  [101001 |AU Unrestricted Base Budges

Eele ek k& k k&

{Mecharscal Shop
[Phacbeg Shop
036 Preventive Mnintenance

1| 931,617.51

103001 |Vice President for Alumni Affairs

Once you have completed the balancing of the positons, you will need to review the revenues and expenses
for both the restricted and unrestricted portions of your budget. Remember on the restricted funds, the
total expenses must equal the total revenue for each fund/org. For the unrestricted side, this is not the case
but they must equal in total. For situations where the unrestricted revenues and expenditures are not
equal, the next steps are dependent on the type of area you are as defined by the model:

O Academic/Auxiliary/Divisional Units (as defined by the Strategic Budget Model)

= Expenses > Revenue

e Change your expenses by reducing the amounts for one of the operating expense items
or you could reduce vacant positions in Salary Planner with a corresponding adjustment
to make the HR Position Budget and Total Budget columns agree.

e Make a negative entry in the budget reserve row (under the admin org or multiple orgs)

e Adjust unrestricted revenue projections higher (for Auxiliary or Divisional units only)

e Academic units will be further reviewed for potential to move negative budget reserves
into the MEF Adjustment row.

= Revenues > Expenses
e Make a positive entry in the budget reserve row (under the admin org or multiple orgs)

0 Central Units (as defined by the Strategic Budget Model)

= Expenses > Revenue
e Change your expenses by reducing the amounts for one of the operating expense items
or you could reduce vacant positions in Salary Planner with a corresponding adjustment
to make the HR Position Budget and Total Budget columns agree.

= Revenues > Expenses
e Change your expenses by increasing the amounts for one of the operating expense
items or you could increase vacant positions in Salary Planner with a corresponding
adjustment to make the HR Position Budget and Total Budget columns agree.



In the example below, this college/school had more revenue than they had expense so they entered a
positive amount (circled in red) in the budget reserve line on the admin fund/org. This entry will bring the

expense and revenue into balance.

Back Fund Type All Unrestricted Restricted

2017-2018 Original 2018-2019 Budget 2018-2019 HR

Budget Entry 2108-2019 Total Budget | Position Budget |

7600 - Indirect Cost Recovery Expense 0 = 0
7700 - Inter-Departmental Credit 0 - 0
7710 - Mission Enhancement Participat 1,750,000.00 1,805,107.00 1,805,107.00 0
7720 - Mission Enhancement Adjustment - - 0
77 llocation 3,000,000.00 . 0 3,354,926.00 0
1mm 0 265,889.1) 265,889.10 0
780°= 0 T = 0
8004 - Bond Transfer-Mandatory 0 - 0
800 - Total Transfers 0 = 0
Totals 8,742,013.00 10,850,000.00 10,850,000.00| 2,268,929.00

Anticipated Revenue Budget Request 19

5200 - State Appropriations

3,000,000.00

5100 - Tuition

1,500,000.00

5000 - Governmental Appropriations

500,000.00

5300 - Contracts/Grants

5400 - Gifts and Private Support 600,000.00
5500 - Investments 50,000.00
5700 - Sales and Service 4,000,000.00
5600 - Other Revenues 1,200,000.00

Totals

10,850,000.00




