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SECTION 6: Action buttons 
 
This section of the sheet is where you will choose what to do with the data you have just input.  
You can: 

•  – this will remove anything you have input in the “Change Value” column.  If 
items have already been posted, they will not be removed.  This will only remove values 
that have not been posted. 

•  – this will calculate the changes you have put in the “Change Value” column 
in the “New Budget” column.  It is a way to see the results of a change without saving 
them. 

•  – this will save any changes you have made to your budget.  Be sure and save any 
changes you would like to keep before leaving this screen. 

•  – will download the budget items for this FOP into an 
excel document.  Worksheets cannot be uploaded back into Budget Development. 

•  – allows you to select which columns to 
download to excel.  Worksheets cannot be uploaded back into Budget Development. 

 
 

 
 

 
SECTION 7: Summary Totals 
 
 The final section is the Summary Totals section.  You will see totals of each account type in this 
section.   
 

 
 
 
 



89 

The worksheet section is where the majority of your budget development work will occur.  
Here are some of the things you can do in this section: 
 
 
STEP 5 cont. :  UPDATING BUDGET DEVELOPMENT 
 
ADD TEXT: 
 
Click on the account codes in blue.  This will open up a text box and allow you to enter text to 
explain or justify the amount budgeted in this account code.  
 

 
 
 

Text will need to be added to ALL budgets of fund balance (5099 code) to justify the use of fund 
balance.  Type in the text you wish to have attached to the code you selected and click the  
button.  Then click  to return to the Budget Development worksheet. 
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VIEW HISTORY OF CHANGES: 
 
You can also view history of what changes have already been made to a particular proposed 
budget amount.   Click on the proposed budget amounts that are in blue or purple.  Those 
indicate amounts that have history associated with them. 
 
 

 
 
 
The Budget Development History screen will then come up.  It will show you the FOP you are 
working with, who made the change, when the change was made, and what the proposed budget 
looked like before and after the change.  When you are finished with this page click the 

 link.   
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CHANGING THE PROPOSED BUDGET: 
 
The main reason you are on this screen is to update the proposed budget to what you need for the 
new fiscal year.  To update your proposed budget, type in the amount of the change in the 
“Change Value” column.  If you are increasing the amount, add a positive figure, if you are 
decreasing the amount, you will insert a negative figure. 
 

 
 

After your changes have been entered you can click on the  button in SECTION 6 
(on page 86) to see how the change will impact your budget.  This will show the effect of the 
change in the “New Budget” column.  To actually save your changes you must click on the 

 button in SECTION 6 of the screen.   
 

Here is a screen shot of above budget when  button has been clicked. 
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DELETE RECORD: 
 
There is a delete record function on the worksheet.  The Budget Office recommends that you do 
not use the delete record function.  If you do, you will loose the ability to view history.  We 
prefer that you zero out the budget for an account code that you no longer wish to have a budget 
in.  
 
 
ADDING MISSING ACCOUNT CODES:  
 
Simply enter the Budget Account code that you need in the Account field.  The budget duration 
code will be Permanent Budget.  All budgets entered in the budget prep cycle are permanent.  
Then enter the amount needed in the Proposed Budget column.  The change will not be saved 

until you click on the  button in SECTION 6 (see page 86) of the page. 
 
 

 
 
 
The Account/Program Code lookup function brings up a screen to allow you to look up an 
account or program code.  You should always use the default program code that is already on the 
budget you have pulled up.  If you use the lookup to view an account code, please use the 4 digit 
account code.  That will be the Budget Account Code.   
 
To use the account code lookup, enter the following: 

• Chart of Accounts Code – H 
• Type – Account 
• Code Criteria 

o ‘5%’ to view revenue codes 
o ‘6%’ to view salaries and wages codes 
o ‘7%’ to view direct expenditure codes 

• Maximum rows to return – 25 
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Then click the   button. 
 

 
 
Results of the lookup: 
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STEP 6: Update another FOP 
 
Typically you will have multiple FOPs to budget.  To update another FOP after posting all 
changes to the one you have been working with, click on the link at the 
bottom of the page.  Then repeat Steps 1-5. 
 
 
 

LOCKING THE BUDGET 
 
 
LOCKING YOUR BUDGET 
 
When you have completed all data entry into the Budget Development and Banner Budget 
Transfer System modules you are ready to lock your Budget.   
 
 
STEP 1: 
 
Go to the Budget Prep Menu and click on the “Lock Budget Development” link. 
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STEP 2: Organization Lock Parameters 
 
Input the following information: 

• Chart of Accounts – H 
• Budget – Hxxxx (xxxx denotes fiscal year, for FY10 this will be H2010) 
• Click the  button and the correct phase will load into the Phase field. 
• Current Status – All 
• Organization – input the organization code you wish to lock. 

 
 
Click on the  button when all parameters have been entered. 
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STEP 3: Lock the Budget 
 
 
The organization code you have selected, will be displayed.  Click the check box beside the 
organization code you wish to lock and then .   
 

 
 
 
You will then receive a confirmation screen.  To lock another budget choose the 

 button.   
 
STEP 4: Email 
 
There is currently not an automated email function within the Budget Prep system to let the 
approver know you have locked.  You will need to email your approver to let them know you 
have completed the budget and it is locked.  
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UNLOCKING A BUDGET: 
 
To unlock a budget follow the same steps as locking a budget.  When you reach the last step, 
when you check the box next to the “Locked” status, you will be changing the status to unlocked. 
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GENERAL COGNOS TIPS AND TRICKS 
 
This section will give you some general Cognos tips to make running Cognos reports easier.   
 
SET YOUR PREFERENCES 
 
You have the ability to personalize some settings in the Cognos system.  Here are some 
suggestions and instructions on personalizing Cognos. 
 

1) Set your preferences to allow 99 entries in a folder list.  This will keep you from 
having to use the arrow keys to page to more reports within a folder. 

 
2) Set your report format to PDF.  PDF reports are much easier to page through.  You 

can also use the PDF search in a PDF report to quickly find what you need.   
 

 
3) If you are constantly using the same report several times a day – save the PDF version 

to your desktop to refer back to.  There is no reason to run the report over and over in 
a day, since data is not refreshed until each night.   Budget Prep reports are an 
exception.  These reports run against live data and are not part of an overnight load. 

 
 
To set your preferences click on the preferences link. 
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Make the following changes to your preferences: 
 

 
 
 
 
REPORT SHORTCUTS: 
 

1) When you have selected your parms and a report has generated, sometimes you wish 
you could re-run the report for a different fund or orgn.  Instead of going back to the 
folder menu, you can use a “run” feature and return directly to the parm page. 

 
• This will not work on a report that you have drilled down to.   
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2) If you find a report you really like you can save it easily to your “My Folders”. 
 

• When you run the report there is an “Add this report link” – choose to add the 
report to “My Folders”.   

 
 

 
 
 
A pop up box will appear and you can type in your own description as to why you might want to 
run this report again.  
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Now from your Cognos Connection screen you can click on “My Folders” and see all your 
favorite reports.  This will keep you from having to go through multiple folders to find the 
report. 
 

 
 
 
To see the description you typed in for a report click on the “More” link. 
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Now you can see your description. 
 
 

 


