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Chapter 1. BUDGET DEVELOPMENT SYSTEM

CGeneral Overvi ew

The Budget Devel opnent Mdul e works within the FMS product. A chart of
accounts nust have been established before using Budget Devel opnent.

Last year's financial menber nmust still be on the systemin order to use
val ues to establish budget figures and nulti-year reports.

The Budget Mbdul e uses actual FMS accounts and bal ances. It allows users
to devel op and then inplenment account budget values into the FM5 chart
of accounts. The systemutilizes "detail" account budgeting. Control
account bal ances are a result of values that are entered within the
detail of that control account.

2 Report Witers are available to allow flexibility in creating reports
and wor ksheets containi ng proposed budget val ues, |ast year's actual
figures and percentage increnments if necessary.

This systemall ows users to start with a "0" proposed budget or initial
proposed val ues can be generated based on percentage of previous year
figures.

Budget anounts can be entered directly through Budget Devel oprment
mai nt enance (BUD. 601) in detail or summary OR t hrough Proposed Budget
J/E mai ntenance with full auditing (BUD. 602).

Al fields used in budgeting are contained within PGNL601. If query is
bei ng used to report on values, PGNL601 will be the only file that is
required.

Expl anation of "level" budgeting

Traditional single | evel budgeting allows one field for users to enter
and adjust budget val ues. Any changes to the value are |ost as new

val ues are overwitten. It is difficult for managenent to vi ew changes
and restrict usage of the field.

Second | evel budgeting allows two fields for entering initial and
nodi fi ed budget val ues. The budget approval process then allows the
option to include Level 1 + Level 2 as the approved anmount. Optionally
Level 2 can be noved to the approved field. This flexibility can be
useful in situations where:
a) users wish to see an initial budgeted value as well as
adjustnments to the initial value
b) budgeting occurs as a two step process, ie: initial anopunts
are entered and second val ues are approved

Managenent controls whether to use Level 1 or Level 2 budgeting by
choosing an option in the budget nanagenent options (BUD.100).
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How I nformati on Flows in BUD

(optional) (optional)
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| OPTIONS | | BUDG AMIS| --| BUDG AMIS|
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Chapter 2. YEAR START OPERATI ONS

To begin utilizing the budget nopdul e assure that you have entered into
the "new' financial year that you are requesting to do the budget for.
I F THE CURRENT YEAR | S ACCESSED BY M STAKE YOU HAVE THE POTENTI AL TO
COVPLETELY OVERWRI TE | NI TI AL BUDGET AMOUNTS FOR THE CURRENT YEAR!!

It is recomended that the budget nenu be inactivated once budgeting for
a current year has been conpleted. This will assure that m stakes cannot
be made.

FMS for the new year nust be conpl etely opened before budgeting can
begi n.

There are 2 options to creating an initial budget, nanely:

1) start with all accounts at 0 and begin entering val ues
or 2) copy anmounts (for selected ranges of elenments if required)
or percentages of anounts from EMS and/or FMS and then
adj ust val ues accordingly.

Proposed val ues can be re-copied and adjusted as nany tinmes as is
necessary. Users nust be careful when choosing copy options BUD. 420,
BUD. 430, BUD. 440 and BUD. 450 as current values will be overwitten.

BUD. 100 - Budget Devel opnent Options

This option must be conpl eted before the budget process begins. It
allows the user to define whether single or two | evel budget values wll
be used.

At certain stages of the budget process this option should be used to
all ow and di sallow users to change proposed and approved budget val ues.

Budget Posting using BUD. 601 can be done in "D'detail or "S'sumary. The
detail option allows lines of information to be used to accunul ate for

the proposed | evel anounts instead of a single value. This val ue CANNOT
be changed during the budget process as inconsistent amounts will occur.
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BUD. 420 - Copy Previous Year Begi nni ng Budget Bal ances

This option | ooks at the previous year financial accounts and allows the
user to select which account bal ances to nove forward to the proposed
budget as well as what percentage of the anount should be forwarded. For
exanmple, it is possible to select to nove all operating fund account

bal ances with an object greater than 5000 to the proposed budget.
Further, you can request that 95% of the dollar value, rather than 100%
be allocated to the proposed budget |ine.

If all accounts with budget values are to be noved forward, the
selection fields should be |eft blank. Otherw se the user nust enter
range val ues beside the appropriate account elenent(s) to indicate what
range of accounts should be incl uded.

The percentage option nust be keyed as either 100% or the appropriate
percentage value that is required for your site. There is also a
rounding field that should be left blank for exact figures. Optionally a
T, Hor S can be entered to round by the 10, 100 or 1000.

Note that this option can be re-run any nunmber of tinmes. Be careful as
each tine that it is requested, current values are overwitten.

There is the option to "Build BJE I n BUD. 602". The appropriate val ues
will be added to a journal entry labelled "A INT". NO roundi ng shoul d
be done if using journal entries as the journal entries will carry
forward dollars and cents.
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Chapter 3. BUDGET MAI NTENANCE OPERATI ONS

Al'l entries, deletions and editing of proposed budget accounts and
bal ances nmust be done through EI THER BUD. 601 or BUD. 602. BUD. 602 is ONLY
used to update proposed |level 1 anounts.

BUD. 601

Note that deleting accounts in this option WLL delete the account from
the chart of accounts. |If budget values are not required for the
account, choose to "C'hange the account and zero out the budget anopunts
rat her than choosing to "D'elete the item

Users may add accounts and bal ances to the |list. Adding an account with
this option is identical to adding an account to the chart of accounts.

Per account, the user has the potential to maintain 4 values, nanely:

a) FTE Armount: Were appropriate, users may indicate what the FTE
value is for a budget value. This field my be used for
reporting purposes.

b) Proposed Budget Level 1: Enter/Miintain initial dollar value

c) Proposed Budget Level 2: If level budgeting is requested, this

field will contain the adjusted budget val ues
d) Approved Budget Ampbunt: Once the budget has been approved, an
addi ti onal approved budget field will appear. Users may be able

to change this val ue dependi ng on security that has been setup

Messages will appear at the bottom of the screen to indicate whether or
not proposed budgets have been approved.

Once the budget has been noved to actual, the option to "A"dd, "C'hange
and "D'el ete should be rempbved. Users should not be able to alter val ues
once the budget has been "finally" approved.

BUD. 602

This option allows detailed journal entries to be used to update the
proposed |l evel 1 values for budgeting. The anpbunts automatically update
the values in BUD. 601. The STATUS for budget journal entries allow
amrended and begi nni ng FTE val ues for the report witer. BUD. 601 should
not be used to update figures if using BUD. 602 as val ues could be
changed without the detailed audit of BUD. 602.

M Il - FMS - BUDGET DEVELOPMENT MODULE FMS- 0002 PAGE 6



Chapter 4. APPROVI NG BUDGET TO ACTUAL

The proposed budget can be consi dered the "working papers” for the
budget process. Changes can easily be nade to Level 1 and Level 2 val ues
and reports can be generated as necessary. Once the initial process has
been "cl osed", final values should be noved to the approved field to
indicate that initial approval has been reached. Users should be
instructed that any further changes should be nmade to the "approved"
field. Once final approval of the budget val ues has been reached, user
access to change val ues shoul d be di sabl ed and the val ues shoul d be
copi ed to actual

Copying values fromone level to the next can be done by sel ected
ranges. Further, values may be uploaded to the next level with an
addi ti onal percentage factor.

BUD. 450 - Copy Proposed Budget to Proposed

This option can be used to mass adjust current proposed values by a
percent age val ue or nove adjusted Level 1 values to Level 2 val ues.

Simlar to all copy functions, the user is pronpted to select the range
of account bal ances that are to be adjusted, what percentage factor is
to be used and which level is to be adjusted.

This option may be run nore than once. BE CAREFUL when using this
option. If values or percentages are entered incorrectly, the initial
proposed values will not be retrievable. If you are unsure of your
activity take a backup of PGNL601 first!!!

BUD. 430 - Copy Proposed Budget to Approved

Once the working papers have been approved, this option should be used
to transfer either the Level 1, Level 2 or Level 1 + Level 2 figures to
t he approved budget field.

If the budget is turned back, users may choose to use the proposed
fields and choose to load the figures again into the approved field.
Only mnor changes to amounts should be done within the approved fi el d.

BUG Before running this option, change your BUD. 100 Option from'D to
'S . If not, copy to approved will not work.

BUD. 440 - Copy Approved Budget to Actua

Unlike the other "copy's" there is no selection criteria for applying
t he approved budget values to actual. This process will nove every
account bal ance that appears within the proposed budget lines to the
actual budget values within the chart of accounts. If the account

al ready had a budget anmpunt it will be overwitten!!!
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Chapter 5. BUDGET DEVELOPMENT REPORTS & WORKSHEETS

There are no predefined budget nodule reports. Query and the report
writers can be used to create standard reports and worksheets as
required. If the report witer is not adequate in displaying budget
figures for prograns or departnents, the free formreport witer wll
provide additional flexibility in assigning unigue accounts and creating
spaces, underlines, and non-generic sub-totals and cal cul ati ons.
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