




















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:

Requery — 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.

Calculate — 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.

Post — 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.

Download All Worksheet Columns — will download the budget items for this FOP into an
excel document. Worksheets cannot be uploaded back into Budget Development.
Download Selected Worksheet Columns — 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.
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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.

REVETIUCT

5006 Legislative 373,5
Appropriations

5099 Fund Balance

=7 ‘uudnni— At

Click on account code
to add text

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 Save
button. Then click Exit budget text page to return to the Budget Development worksheet.

Budget Development Text

Enter Budget Text, Print:

-

Budgeting $5000 in Fund Balance for one-time cost

of 3 new computers. $

Add text here

Enter Budget Text, No Print:

Return to Budget
Development
worksheet

Save
—I ‘ Save text entered \

[ Exit budget text page ]

RELEASE: 6.0
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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.

I
8,000.00

2,516.00

Click on colored
proposed amounts
to view history

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

Close Window link.

Budget Development History

Report Parameters
Budget Development History

Chart of Accounts H TX Tech Univ Hith Sciences Ctr Duration Code P
Budget Id H2010 HSC FY 2010 Budget Budget Phase HLODPT HSC FY2010 Dept Request
Fund 101014 Budget Office Program 60 Institutional Support
Organization 201801 Budget Office Lbk Activity
Account 6005 Longevity Location
Query Results
User Id Date Time Prior Proposed Budget Change Amount New Proposed Budget Deleted
WLV583 May 09, 2009 12:32 pm 8,399.00 ( 399.00) 5,000.00 M
WLV583 May 08, 2009 04:36 pm 8,299.00 100.00 8,399.00 M
Close Window .\ K \
\ ) \
Budget before
Who made change g Change amount
and when it was made change g

90



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.

Proposed <Change Value Percent Cumulative New

Budget Change Budget

354.316,00| r 0.00 354,31¢
?.69?.OO| -1000 ™ 0.00 7,697
8,000.00| 200 (299.00) 8&,00C
2,516.00| 25 T (25.00) 2,51€

X

.
Enter change amount
here to adjust the
proposed budget

After your changes have been entered you can click on the Calculate 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

| i | button in SECTION 6 of the screen.

Here is a screen shot of above budget when __POSt  putton has been clicked.
Proposed Change Value Percent Cumulative New O
Budget Change Budget H
354,316.00| [l 0.00354,316.00
6,69?.OO| O ( 1,000.00) 6,697.00
8,299.00| O 0.00 8,299.00
2,54]_.CIO| * O 0.00 2,541.00

f.-nn. \ p— -~ pey——

Change value
Erl:!pus;e.d is gone Cumulative
ul:adil:e:f change is updated
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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 __225%_ button in SECTION 6 (see page 86) of the page.

Account/Program Code lockup Lookup feature to find
an accout code
New Row Program Account Budget Duration Code Proposed Budget
1 60 |6005 [Permanent Budget x| | 100
2 60 |Permanent Budg |
3 60 IPermanent Budget |
4 60 | |Permanent Budget ~| Amount needed
5 60 | [Permanent Budget x| | \ on thl;zt;coum
Enter new account Must choose
code you wish to add permanent

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:
e Chart of Accounts Code — H
e Type - Account
e Code Criteria
0 ‘5%’ to view revenue codes
O ‘6%’ to view salaries and wages codes
0 ‘7%’ to view direct expenditure codes
e Maximum rows to return — 25
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Then click the __EX€CUte QUETY  pyjtton,

Account/Program Code Lookup

Code Lookup
Chart of Accounts Code IH

Type IAccount 'l
Code Criteria IS%

Title Criteria I

Maximum rows to return |25 vl
Exacute Query | | wit brina back resuits |

Close Window ‘\5 Return to Budget
Development

worksheet

Results of the lookup:

Account/Program Code Lookup

&R Locate the desired value from the code lookup results list and type that value into the applicable field.

Code lookup results

Chart H

Account Code Title

500 Budget Acct - Revenue

5002 Tuition

5004 Student Fees

5005 Other Fees

5006 Legislative Appropriations

5018 Sales and Services

5025 Professional Fees These are Budget

5042 Federal Gifts/Grants/Contracts Account codes

5044 State Gifts/Grants/Contracts

5046 Local Gifts/Grants/Contracts

5048 Private Gifts/Grants/Contracts

5050 Investment Income

5070 Other Income

5080 Lapsed Salaries

5099 Fund Balance

510 TF Tuition and Fees

5100 TF Tuition

51000 TF State Tuition

510000 TF ST Undergraduate/Resident

510001 TF ST Undergraduate/MonResident

510002 TF ST Undergraduate/Foreign

510003 TF ST GraduateProfessional/Resident

510004 TF ST GraduateProf/NonResident

510005 TF ST GraduateProfessional/Foreign

51001 TF Exemptions and Waivers Use lookup
again

Enter New Criteria <

Close Window = | 300000 00

RELEASE: 7.3.0.1
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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 [ Budget Prep Menu T [ink 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.

- sckto B INB | @ 4

F&A Work Tools Tab
ori Toais 1a E-mail Banner Logout He

My Personal Information Student My Employment Information m

Search | Go RETURN TO FINANCE MENU  SITE MAP  HELP

Budget Prep Menu

Update Budget Transfers

Update Transfers In and Transfers Out for a specified phase and FOP.

Budget Prep Security (TEAM)

Add or remove user security to Budget Prep. Only Organization managers have the ability to perform this function.
Budget Prep Reports

View Budget Development and Salary Flanner reports.

Update Budget Development
Update Budget Development data for a specified phase and FOP

Query Budget Development
Query Budget Development data for a specified phase and FOP

Lock Budget Development 1—
Leck or unlock update to Budget Development'®nd Budget Transfers

Salary Planner Menu

[ Budget Prep Menu ]
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STEP 2: Organization Lock Parameters

Input the following information:
e Chart of Accounts— H
e Budget — Hxxxx (xxxx denotes fiscal year, for FY10 this will be H2010)
e Clickthe DefaultPhases 1101 and the correct phase will load into the Phase field.
e Current Status — All
e Organization — input the organization code you wish to lock.

Click on the ' SUBMIE pytton when all parameters have been entered.

- peckto B INB | @ <

FRAWorkToolsTab o poner | Logout  Help

My Personal Information Student My Employment Information

Search I Gol RETURN TO BUDGET DEVELOPMENT MENU  SITE MAP  HELP

Budget Development Organization Lock

&R Chart, Budget ID and at least one Phase required. Select Default Phases to default phase information from the Budget. Select
Status to display (or All). Leave Organization null to start with highest organizations(s) you are authorized to change, or
designate a starting point.

Chart of Accounts | IH_

Budget | W Default Phases |
Phase 1 | W Phase 2 | l— Phase 2 l—
Current Status m
Organization | 20180 h Organization code

you wish to lock
Submit | h

[ Budget Prep Menu ]
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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 UPdate

My Personal Information Student My Employment Information m

Search | Gol RETURN TO BUDGET DEV

Budget Development Organization Lock

Parameters

Chart of AccountsH TX Tech Univ HIth Sciences Ctr
Budget ID H2010 HSC FY 2010 Budget

Phase 1 H10DPT HSC FY2010 Dept Reguest
Phase 2

Phase 3

Lock Status All

Organization 20180 Budget Office Lbk

Organization Lock Status
Organization Title HSC FY2010 Dept Request
Current Status Change Status

20180 Budget Office Lbk Unlocked v \
M Check the box to lock

Click update to

Update |<— complete lock your budget

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

Budget Development Organization Lock

Parameters

Chart of Accounts H TX Tech Univ Hith Sciences Ctr
Budget ID HZ010 HSC FY 2010 Budget

Phase 1 H10DPT HSC FY2010 Dept Request
Phase 2

Phase 3

Lock Status All

Organization 20180 Budget Office Lbk

Organization Lock Status
Organization Title HSC FY2010 Dept Request
Current Status Change Status

20180 Budget Office Lbk Locked ~
— ‘\‘.\‘ Checking the box while in
| a locked status will unlock
Update | +—- the budget.
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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.

e a9

IBM Cognos Connection

- ) >
@ | Texas Tech HSC WebRaider | (€ Public Falders - I8M Cagn... X (& Oracle Application Server Fo. .. | | - [ = = ~ :rPage = :Tgols - 1

Lesiey wimeth tooor & | [ © - - i - w0 -

Iﬁ! Public Folders My Folders

Public Folders .g @ i
Preferences - select "Set Entries: ll— _ I?— o

r Name & Preferences” from drop HModified & Actions

T [ AFISMDevelopment dowin. May 5, 2009 2:16:04 PM More...

I~ (3 Budget April 30, 2009 4:19:52PM More...

T [0 HsC Business Affairs May 3, 2009 2:47:40 PM More...

T [0 HumanResources March 31, 2009 2:38:31PM More...

T [0 TIUAccounts Receivable February 5, 2009 10:41:22 PM More...

T 3 TUEnrolment April 28, 2009 10:55:02 AM More...

T [0 TIUFinance May 7, 2009 7:24:27 PM More...
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Make the following changes to your preferences:

General Personal Portal Tabs

Spedfy your settings.

Number of entries in list view: Report format:
[a |PDF |
Separators in list view: ™ Show the Welcome page at startup

IAIternating hackgroundsj
¥ Show a summary of the run options

Style:

I Corparate vl Preview

[ show hidden entries

Change report

Change # entries default to PDF

per folder to 99

Portal
Default view:
@ List
" Details

Humber of columns in details view:

|3 columns 'l Click OK when
finished

Regional options

Product language: Content language:
* Use the default language

™ Use the fg

(% Use the default language
" Use the following language:

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.

e This will not work on a report that you have drilled down to.

Cognos Viewer - RPT_TRANH_001 - Transaction History Lesley Wilmeth Loo Off | fif Ab

EBKEEQ this version v | ‘1&] % - - Bhdd this report +

B AEHDD & [T mE) ® @@ - Ao 5 6

Click the "run" button to
bring the parm page
back up
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2) If you find a report you really like you can save it easily to your “My Folders”.

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

Cognos Viewer - Fund Balances Lesley Wilmeth Lo
[ Keep this version + | | % e - ~ [ add this report = | I&

SAD & 2 K oo Lo HEIFF -

Q Add to My Folders
Add to My Bookmarks

Texas Tech University Health Sciences Center

When your report has
generated click on the "Add
this report” drop down.
Choose "Add 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.

X
Spedfy a name and location for this entry. You can also spedfy a description and screen tip.
MHame:
000 Ef |Sh|:|rtcut to Fund Balances
010 E
E Description: | Fomube Gl |
Lo B} Mz ATT.AS
wo,  [You can see beginning fund balance by using this report. This is ;I 200
e like UFBL used to be in TFIM. 20 905.75
1011 558D
1ol B L2110
1311 oo
>
L5 L) _I T7E 34100
® Screen tip: FrRAALAN
100 s I
110K
Fums . Eal
1310 Locat“}n' E01,893.22
1w My Folders 1,335 753,04
e  Select another location. .. You create your own 2,037,686.26
150 ¢ description
Fuirs - Bark eyt = =) Avalahle Bal
o Cancel < Back inish e
1= Z524.35
E=aRi HIERE
1= fie.41
=10 505978
1510 £857.6] |
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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.

IBM Cognos Connection Lesley Wilmeth Logoff | Ei | [ & - - - -

Ii_r Public Folders My Folders
& B

Public Folders = HSC Business Affairs > Basic i ﬁ ks i
Entries: [1 -5 (4

- Name & \ Modified & Actions

" [Eb Budoet&Actual Detal May 10, 2009 8:17:04FM Pl B
™ B> fudoetaActial summary Click here to see the 27 it IS S L (4N
7 EP Enwmbrances reports you have saved. May 3, 2009 5:16:16 PM Pl B
I [E» Fundsdances May 10, 2009 8:25:28 PM Pl B
r P Fund Balances - E&G W/Q Payroll Related May 10, 2009 8:44:54 PM bl B
(] 5 Operating Transactions May 10, 2009 8:35:57 PM P I&; E:

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

l J RPT FUMD 001 - Default Program Code May 9, 2009 1:03:52PM B Ed More...
& Shortout to Fund Balances May 12, 2009 5:52:10 PM B Ed More...

T P sh d Ball G #

I P Uncommitted Salary Amounts May 5, 2009 6:00:43 PM B More...
= d Sal, =

Choose more to see your
description
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Available actions:

Set properties ‘

Run with options. ..

Qpen with Report Studio

View the schedule

Move,..

Copy...

Create a report view of this report. ..

Click set properties to get to
the description you typed in.

Add to bookmarks. ..

Delete

Cancel

Now you can see your description.

General

Type:
Owner:

Language:

Permissions

Specify the properties for this entry.

Shortcut to Repart

Lesley Wilmeth

[ Disable this entry

[ Hide this entry

The name, screen tip and descaription are shown for the selected language.

Hame:

| English (United States)

=

Location: My Folders

Created: May 12, 2009 5:52:10 PM
Modified: May 12, 2009 5:52;10 FM
Icon: Standard  Edit...
Description:

View the search path, ID and

Screen tip:

IShm‘tcut to Fund Balances

'You can see beginning fund balance by using this report. This is ;I

like UFBL used to be in TFIM.

shortcut to :

oK

Fund Balances

Cancel

Source Properties

=
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