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Budget Construction Reference Guide

Overview

Budget Construction uses the position as a means to identify a collection of work related tasks specific to an organization.
From the BC perspective, positions can be filled, vacant, not funded, active, deleted and frozen.

BC contains functionality that allows the user to add, update, and delete funding to/for/from positions. Funding
adjustments to a filled position is also known as “setting the salary” for the individual.

Key Information

Warning! Never close a browser window when waiting for a process to complete (especially when
generating reports). Always use the buttons inside the application.

Search icons are used to help find desired values.

The seeding data queries, within the IUIE, provide an accurate data export for importing into the budget
construction module.

When setting salaries, budget dollars should equal percent and vice versa. The percent field was expanded to
enable greater accuracy in reflecting fte and calculating standard hours for those individuals with split funding
sources.

To change a position from 12 to 10 months, a Maintain Position eDoc must be initiated and fully approved to
enable the change to be updated in BC. To change the pay months, use the drop down option in the Work Period
field and update. Use an effective date of 7/1/$3$.

To transfer an individual that is currently a 12 month appointment to a position which is currently 10 months, a
Transfer eDoc is needed. Use an effective date of 7/1/$$ instead of 8/1/$$, if the intent is to prohibit the
employee from receiving any pay for the month of July.

Accessing your accounts for budgeting

To access the budget construction module click, the “Kuali Financial System (Authorized Users) in One.IU. This tile will
take you to the Kuali Enterprise Dashboard (KED).

Kuali Financial System

Lyl (Authorized Users)

FFES(AIl U Campuses)
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e Inthe KED, select the “Budget” module from the left navigation pane.

AGEMEMT

4= Search activities by keyword
= [jlter activities by type

= Browse activities by category

Kuali Enterprise Dashboard

Q Doc Search

Acecess all your Kuali Financials and Coeus documents and lookups in one place

Help us by giving feedback on the new dashboard.
Have questions? Check out the KED FAQs.

1

e Within the Budget module, choose the “Budget Construction Selection” link from the list of Budget Activities.

TS RECEIVABLE

TRAVEL

RO
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e You need to pull documents up to your approval level to gain editaccess.

Budget Construction Selection_[

BC Fiscal Year: | 2014 |
Budget Construction Document Open
[my accounts | [ my |
* Chart | * Account Sub Account | Action
| (KN a ‘ [tefresh | [Toad document
Sub-Fund Group:
Current Year Org: | /
Rpts To: | /
Next Year Org: /
Budget Construction Organization Salary Setting/Report/Control /
[‘org salary settings | [ org report/dump | [requestimport | [lock monitor | [ payrate import/export | [ load org pull up org push down
( close |

e To pull up to the Org Level click the | 2@ pullup  button.
e The Organization Selection screen is displayed, select Both and click .24 “e_

Organization Selection
" BC Pull Up Organization Selection \
Current Point of View Organization Selection
Select Point of View: Currently Selected:
NW-NW j NW - NW ( NORTHWEST CAMPUS )
Organization Sub-Tree
Selected ‘Organization Sub-Tree Action
|th Sel | |N - NW ‘NORTHWEST CAMPUS ‘ +
[setorg | [ setsuborg || set org & suborg | [ clear all |
Both |
Org
it up Can|sub Org \
Pull Up Candidates
List Pullup Candidate Documents
J
/puﬂl )( close )

®125% v 4

o The selected Pull Up was successful message will bereturned.
e Click the . =*9%= . putton to return to the Budget Construction Selectionscreen.
e You can choose to budget your organization from an account list byclicking on the | mv eraanizatien  hytton.
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Budget Construction Selection_iz

BC Fiscal Years 2014
Budget Construction Document Open
Ly acoounts | | my organization |

* Chart T * Account | Sub Account

Sub-Fund Group: |
CUITENt Yesr 05T |
Rpts To: |

Next Year Org:

Budgel Construction Organization Salary Setting/Report/ Control

o saiary eotings | [org reportjdump | [ requestimport | [lockmonar | [ payrate mportjexport | [Joad o puilup|

ciose |

e  The Organization Dropdown will be displayed
o  Click the Selected box by the Chart — Org list

e Toview a list of account click | “2#_ — Show Budgeted Accounts

Action

org puah dows_|

Budgeted Account List Search Organization Seleclion’ « pige | \'L

_expand all || collapse all |

Current Point of View Organization Selection

Select Point of View: Currently Selected:

EA-EA = EA - EA [ EAST CAMPUS

| Organization Sub-Tree Action
|EAST CAMPUS +
- — - _ Geewjmed) - - - -
r Select Operation [ nige | \ ‘
Select Operation
| [Liew | |Show Budgeted Accounts
'-/)' J
1 IvI:J
[wazsw 4
e  The list of currently budgeted accounts (BC Documents) for your organization will be returned.
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1 Doe Nbr 1365 SEEY. SLATUS: [FINAL
Budget Construction Document (2! | ! &
Initlator: kis Created: |01:35 PM 01/01/2013]

» Fdit access granted. — .
Exping 8l | [ comspes 3l |

Document Overview | hide

Document Overview
* Description: Budget Construction 2014 EA 4769532
‘Organization Document Number: 2014

Explanation: Budgat Construction

f System Informition = Fide X

System Information

iscal vear: | 2013 |

mm;moum: |EA 4769532 TITLE 11l ADMINISTRATION '13
Sub-Account: ARMIN ADMINISTRATION
Sub-Tund Group: | SIATEE STATE OF INDIANA
org: | AADA AREA [X IN HOME AN
Reports-To ChartfOrg: £4 EXEC EXECUTIVE MANAGEMENT

Mext Year Data

Fiscal Year: | 2014 |

Chart/oOrg: £a BADA AREA [X IN HOME AN

Reports-To Chart/Org: EA EXEC EXECUTIVE MANAGEMENT

Approval Level Data

EAST CAMPUIS

Controls

Revenue (0) ha...0 )
f Expenditure (19,400) baaw |\
§ Notes and Attachments (0) [»shom \ .
o [ nute ton [vabow] L hlﬂ

e Work through the list by clicking on the Load Documentlink.

e  Status “?” means the document has not been reviewed. If the document is in Status “R” it has been reviewed.
e You can also budget a single account.

e Onthe Budget Construction Selection screen enter the account number, optional sub-account, tab and then

click the | load document | hytton.

Budget Construction Selection_=

BC Fiscal Year: 2013

Budget Construction Document Open

S SCOUIS |
I * chart * Account  Sub Account Action P
E A L efres | e doxuiment |
Sub-Fund Group: | i
Current Year Org:
RpteTor|
Mext Year Org: |
Budget Construction Organization Salary Setting/ Report/Control
org saiary settings | [ org reporyaump | [ requestimpont | [ fock monitor PEyTte Import/expon [load | orgpullup | | orgpush down |

shosm

o A Budget Construction document for a single account isdisplayed.
e On this screen a single account can be pulled up to provide EditAccess.
e You can also choose to budget by position number or incumbent from the Budget Construction Selection screen.

e Click on the | erg salary settings | pytton.
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Budget Construction Selection_ @

BC Fiscal Year: 2014

Budget Construction Document Open

my sccounds | | iy organization |
* Chart | * Account 1 Sub Account Action
¥ ~ sefresh | 1623 Gocument

Sub-Fund Group: |
Current Year Org:

—_ RplaTo:|

Mext Yoar org: |

Budget Construction Organization Salary Setting/ Report/ Control
or estary setings | | org reporty/dump request nport | [ lock monitor | | payrate imporyexpoet | load g paill up | org push down
close

e  Click the Selected box beside the Chart and Org.

e Click the | view  button for your selection of either Show Position Pick List or Show Incumbent Pick List.
Depending on your selection, budgeted positions or incumbents for your selected organization will be
displayed.

expand s | | coliapse ol |

[ Budget Salary Setting Organization Sclection [wram]

Current Point of View Organization Selection

Select Point of View: Currently Selected:
EA-EA = EA.- EA [ EAST Cappus
Organization Sulb- Tree

" | Organiration Sub-Tree Action
< = ) - EA EAST CAMPUS +

sabect a8 | [‘choar all |

U|

" select Operation L hide | Y

Sehecl Operation

5 El Shaw Position Pick Lt

v | Show Tncumbent Pick List

4l ltlLI

e For either list enter selection criteria and click the search button to filter the results, wildcard characters
are allowed.
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Budget Construction Position Select Lookup 7| 2]

Position Number: |
Position Type: | A
Position Description: |
peprap char: [ =%
pepLip org: [ % L
.sala;rv Eelld
an: %

- Y
Person Name: [Beama®
search

clear cancel extended
332 mems found, Pease refine your search critera to narmow down your search, .
Actlons Position Nymber | Position Type | Bosition Description Department 1D | SalarySetld | Plan | Grade | Person Name

Posn Saisel nnnnu:-w -1 |EACULTY/INSTRUCTOR Ea-501 |uEAs _m Im |NOT FUNDED

Bosn Salset 00003166 |88 |SREXEC SECT EA-CHAN UEAA o |10 | DILWORTH,RENA VAN VOORHIS

Bosn Salsel (00003491 Ak |EACULTY/INSTRUCTOR EA-BUS TUEAR G EIX |NOT FUNDED: .

Posn Safset 00003618 |5 |RIRECTOR ALUM/CEREMONIES (EA-EXAF [TUEAA \FAE |3BR |WIESEHAN,TERRY 1O anmus

Posn Salsel | 00003619 ] |DIR, OF CAMPUS LIF| (EA-SACT IUEAR (PAE 358  |HESTER,REBECKAH LYNNE

Posn Saiset 00003663 (5B (EXCCUTIVE SECRLTARY EAACAD [IVEAA e |09 |LADD.KIM

Pogn Sasel 00003883 |sM |CASE MGRILTC COORD E&- AR08 (uEAs PAE  |2PR  |NOT FUNDED

Posn Salser 00003541 |sB |ADM, SECRETARY (EA-5C1 [IUEAR o ez |FOSTER MARY 10

Bosn Salset 00004517 AC | EHANCELLOR EA-CHAN WEAS ACL | BAE RICHARDS, LAURENCE D

Easn.Splier 00004623 I |IBCCTGR, LIBRARY (EA-LIBR [IWEAR ACL |LTK  [YATESFRANCES RUTH

Bosn Saiset 00005705 |AL |LECTURER EA-HSS IUEAA AL ELX |PRATER, AIMEE RENEE

Posn Salsel | DDOOSTOR AC | FACULTY/INSTRUCTOR [EA-HSS [uEAR |ACL |FTX | BULLOCK.DENISE HURIEL

Posn Splset 00005710 AC |EACULTY/INSTRUCTOR EA-H5S uEAA ALY EDX KRIESE PAUL

Posn Salsel  |DDODS711 AT |LECTURER, EA-HSS (UEAS ACl |FLX  TOLLEY.ARTHUR ROBERT

Posn Spiser 00005712 AL |EACULTY/INSTRUCTOR EAHSS WEAA ACL  |FTX WHITEHEAD STEPHANIE NICHOL e
1l | fJ

[fim » 2

o Click the L_®ended  hytton to list all incumbents or positions, including those funded outside your
selected organization.

Entering Revenue

e To enter Revenue load the account and click the L*s@% hutton on the Revenuetab.

% @ comven v [isdet

_'J

2013
:‘.136;1}1 *w SOCIOLOGY
[ExTAGY |EXTERNAL AGENCY FUNDS
org Fw |FORT WAYNE CAMPUS
Reports-To Chart/Org: U UNIVERSITY LEVEL
Flsul Year: | | 2014
chart/org: Fw tw I-URT WAYNE CAMPUS
Reports-To Chart/Org: U |UNIVERSITY LEVEL
Current Level: 0 Account Level Update Access

Level Chart/Org:

|2 IU-UNIV UNIVERSITY LEVEL Gl plyp | [ report/diamp |

~
L%

| Revenue {0}

Revenue

* Object  SubObject * Base Budget * Requested |
a % [ 0
m_qg__ ) 1 355,035 | lin' -100.00

% Change

Revenue Totals 355,035 | {100 nn)
Global Revenue Actions
Adjust By Percent: [ rafresh | [ month spread | [ month deiete |

Expenditure (368,222) L 4
— =

Notes and Attachments (0] \ = —
" Route Log LY .

Wiz - &

e Once you have completed setting the Revenue click -_5#¥=_ and |52 . pack to the Budget
Construction Selection screen.
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Entering Expenditures

e  While you have access to update the budget construction application, expenditure objects can be imported
(with the exception of salary objects) or manually entered in the expenditure request fields.

e When using the Global Adjust By Percent function to fill the expenditure request fields, zero out the salary
request and click [_save o allow setting salaries.

T Expenditure (151,276) [zhda] « \ =f
! Object  SubObject | * Base Budget * Requested | % Change | Action |
[ [ LY [ dd |

74,000 74,000 0.00
63,169 [ 63,168 0.00
1,500 | — ] 0.00]
1.320 | T 0.00]
7| 7 .00/
582 saz- 0.00
36 736 0.00
200 200 0.00
BBS [ o.00
7,500 700 0.00
140 . 0.00
27,996 o 104.00
9,602 a ] =100.00
11,788 o -100,00
7.591 0 -100.00
1,000 1000 0.00
2% 611 Bt 0.00
HMS 1,000 1,000 0.00 M
Global Expenditure Actions
[refresh | [ month spread | [ month delete | [ calaate benefits |

Salary Setting

e For quick salary setting click the salary settinglink.

Sub-Fund Group: EXTAGY |EXTERNAL AGENCY FUNDS =
Org: "] |FORT WAYNE CAMPUS.
Reports-To Chart/Ora: (U LN UNIVERSITY LEVEL
Next Year Data
Fiscal Year: 2014
Chart/Org: W W |FORT WAYNE CAMPUS
Reports: To Chart/Org: U iy [UNIVERSITY LEVEL
Current Level: 0 Account Level Update Access
Level Chart/Org:

I? IU-UNIV UNIVERSITY LEVEL 'I P‘"“J’ W"‘-"‘T_ J

Revenue (0) b o \

" Expenditure (0) hes]  \ /

Expenditure

* Base Budget. Sechange” |

247,667 | | o -100.00
50,553 o -100.00
17,338 | o 100.00
i [ | 39,457 | o' 100.00 {inquiry
 Expenditure Totals | 255,005 (100.00)
Global Expenditure Actions
M.IJusL 3\; Percent: | [ menth spread | | month delete_| [ calulate benefits |
Notes and Altachmints (0) | o] R
Route Log (¥ show | \
B |
save chose ':I
al [v
[ESF
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o Detailed funding lines for the account, object, incumbent and position are displayed.

Quick Salary Setting

| expand all || collpse ail |

Ir 3 qukk Sa}ar\i’ s-erﬁng | = hide | ‘I‘\

Salary Line DeLail

' — e .
| Work Pay  CSF | CSF | . |
| s Name . Salary  Salary | | = Funding Reguested | Reguested . Change |
(TOCT | ZPosition:] | 9% “plan | Grade | Months| Months Amt | FYE | ‘yonth | salary | FTE | percent |
[ |po01383) (CODISPOTILMARGITE.  LC  |ACI T 12 12 | 100000 12 | [ o 1.00000 {100.00) |[ poen saisar | [inc
[T 00014117 SKEKIOFFSUSAN DIANE IC AL iTX. |12 |12 | 1.00000| 12 [ 8 100000 (100.00)
[ [00014316 (TRUESDELLCHERYLE. U1 |ACL A&l |12 |12 | 1.00000 2[5 100000 (100.00)
3.00000 0| 3.00000(100.00)
E it Line Hase: T 5 | (100.00) |

Global Actions

nd]ust:l% :l 15 '\“F_‘” | erireshmslnon? |Faefreshmcumbent?

[ save [ close

e Toapply a percentage increase across the board (globally) enter the percentage amount, click apply and

e Toapply a percentage increase to individual employee lines clickthe |shew % adiust hutton.

3 =)
Quick Salary Setting
| opent i | |_oovepee ot |
(" GQuick Salary Selling ]\
Expenditure Salary Line
y | ACCOUNE | Subicoount, | Object ] Sublbject | SubFundGrpCd | Org
[ 2ad pesition | | ad incurnesent |
Salary Line Detail [ Fide % ndpest ] >
- - —
salary salary Work Pay CSF CSF Requested Change
el position Yome Cls  Pan | Grade Months | Months  Amt | Fre | 'unding “’g;::‘\;" FIE percent Actions
if; |G001383] |CODISPOTIMARGITE. LG |ACL LIx 12 iz | | 1.00000] 12| [ a 1000000 (100.00) 10
| | adjust; [% =] [ [ppty |
!'|=' Q0014117 | SKEKLOFE,SUSAN DIANE LG (ACL LIX. 17 12 7| 1.00000 12 [ o 1.000000  (100.00)
adjust: [% =] Spply |
[T 00014316 TRUESDELLCHERYLE.. LL (AGL  AAL 12 12 1.06000 2| | ° L.oo000]  (100.00)
Adjust: | % =l appy |
Total: | | 300000 o 200000  (100.00) |
Expenditure Line Base: Req: o {100.00)
adjust: [% 7] | Lapgty | [ Refresh posmion? [T Refresh Incumbent?
save | [ close

e To viewall the funding lines for an employee or to budget an individual employee line click the | incmbnt saiset
button.

e The Salary Setting by Incumbent screen isdisplayed.
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Salary Setting by Incumbent ;ﬁ
expand ail | [ comapse ai
| Incumbent - hide A\
* Emplid: 0000607963 Name: NUSBAUMERM R Chs: PR
Sal Setid: | IUFWA Plan: AC1 Sal Grade: |£TX |
| Incumbent Funding ZJe X
Sub Account * Object | Sub Object  Position | Work Months | Pay Months . FTE | Post
G — I — I Bl
Row Operation Amount "::l:' Months  Percent Time FTE Reason Select "
Request [ -
Leave Request CSF: I_’_“(’"F H
Total Intended:
O
e | pw, 0762174, -, 2000, -, 0000607963, 00007158 - - - - : : - el -
Del | * Chart L * Account | Sub Account . * oObject | Sub Object | Position _ Work Months . Pay Months | FTE_ | Post
mooE (AE214S 2000 Woonss 10 10 1 (as
Hourly Reason
Row Operation Amount Rate H(m!hs. Percent Time FIE Reason Schect At
o Adust: % 100.00 1000030
Leave Request CSF: THONE = 0.00000
Tatal In!rmlrn o | I | ooooeo | -
| [ lJ
w2 = 2

e To add the new request amount enter it on the requestline.
e Toadd additional funding (split funding) complete the Add Funding section and click the | 2¢d__ button.
e  Use the Total Intended field when a position is split funded between two or more accounts or funded for less than

100%.

e  When split funded, the total intended should be entered on all accounts budgeted.

| L= e ew, 9762174, —, 2000, —, 0000607963, 00007158 S S o N " S R =
Del | * Chart * Account | Sub Account * Object Sub Object | Position Work Months Pay Months FTE | Post
Fom 9762174 - 2000 00007158 10 10 1 o
Row Operation Amount | Mourty Months  percent Time FTE Reason Select el
csr: Adust: [% =] | apply 77,706 | 100.00 1.60000
o T 1w [ w [P0 = BRG]
Request: 0900001, .. ad
Leave Request csr: | MONE =] 0.00000
Tatal Intended: 0 " 0.00000
ket
|7 1ke | W, 0762701, ——, 2000, —, 0000607963, 00007156 ;
Dl * Chart * Account | Sub Account * Object | Sub Object Position Work Months Pay Months FTE Post
mojE 9762701 - 2000 09007156 10 10 1 T
Hourly | Reason
Row Operation | Amoun ate | Ilon!lls Percent Time | FTE | Reason Select | ATIGALT
Request: @ o v | 10 a.10000 | B
Leave Request csr; | NONE = | 0.00000
Total Intended: | |  E il
purpe | | delete
|~ e | votals
Amount M;::;M FTE
L= Ll 77,708 40,00 1.00000]
) Request: | 78,872 | 40.00 1.00000
Leaves Request CSF; [ 0.00 0.00000] -
_}Y. Purged Appointment Funding b Sham ’:'
| [
w2 = 2
save

e When the position is budgeted click !
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Quick Salary Setting

= Salary serting was successfully saved. i - .
expand all || collapse all

" Quick Salary Setting whde| L

Expenditure Salary Line
Chart I _Account I SubAccount | Ohject | SubObject | SubFundGrpCd | org
B 762174 e o )

| odd positien | [ add ncumient

Salary Line Detall
- -
work Pay CSF CSF
Name Salary  Salary g Change Actlons

_Dd Position | | C.Is. Plan | Grade Montha | Months Y FIE Month Eala FIE . Percent | |

[T 00007158 NUSEBAUMERM R PR ACL  |FIX 10 10 1.00000 1.00000 1.50 || posn saivet | | incmbet saiset
vacals || delete

[T |00007174 ASHTOMPATRICK JAMES PC ACL  FIX. |10 10 1.00000 1.00000 1.50 [ posn seiet | | incmbet saeet |
vocaie | | delote

[F 20013595 |ADICOLAPETER PR, apL  Ex. 12 1z 1.00000 1.00000]  1.50 | pasn saket | | incimibont saet
vacate | | delete |

Total: 3.00000 3.00000 150

Adjust; | % 'l-'— apply | [T refresh position? i'__-helrp_r.h Incumbent?
A
B
|#125% = o
e On this page are the Actions of | add pesition  and | add incumbent
e To change the funding for a position click the | 2dd pesiten _ hutton. A list of positions will be return. To
immediately move to a particular position number, enter the position number and click search.
Budget Construction Position Lookup (= L |
|
University Fiscal Year: 701
Position mlmher::.
Position Type:
Department Set Id: |
Depl.ID Chart: =] s
ne'pt.xbnrg: [ CY
Responsibility Center Code: | (%
Bosition Duutripllon::l_
salary Set Ids |
Position Salary Plan Default: | %
Position Salary Grade Default: | L
Position Union Code: |
) ) e
mmmmlﬂg%mm%mm Pasition %%smmmwm%:"w%
00016955 SM TUBLA BL-BAP 74 VICE R TALA  PAE £+ Mo A
PRESIDENT
ns: GV | Exoel | XML
4l I+ ILI
| mazsm =

e To return the position information to your salary setting page click the Posn Salset link. The Posn Salset
wi/sync links will NOT be used unless instructed to do so bythe campus budget office.

e  When selecting the Posn Salset link, the salary setting by position screen is displayed for that position number
and the account you are currently on will default into the account field. Update the request, months, percent
time etc. click | add  button then click the save button.
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* Year: 2014 Position: Q0016595 Posilion Desc: ASSISTANT VICE PRESIDENT
Default Object E‘Mc 2400 | Department wmmkr* |BL-BAF | __Job Code Set 1d: [UBLA
Job Code: 001874 | Salary Plan: PAE [ Salary Grade: XX l
work Months: 17 Pay Months: 17 Standard Hours: 40.00
FTE: | 1.00 | Pos Eff Date: 03/20/2012
Position Funding  hide 4
| e | Add Funding : s
pel  * Chart _* Account  Sub Account | * Object | Sub Object _* Emphid L Os | post
| e ozt Y m BC 2400 —— L
| | Hourly Reason
| Row Operation | Amount Rate | Months  Percent Time | FTE Reason Select | ARiouAE
Request: | -l
Leave Request csr; | NUNE = |
Total Intended: | [
a0d |
LIS B 1020200, ———, 2400, =, 0001785912, 00016995 . B R W A " =
Del | * Chart | * Account . Sub Account * Object Sub Object .~ * Emplid cls Post
G T 20 oz, —
Hourty Reason
Row Operation Amount Rate | Months  Percent Time FTE Reason Select i
csr: Adust: [% =T apply 17,875 50.00 050000
Request; % ol [ 12 [ =0t 0.50000 Iﬂ 0
Leave Request CSF: NONE =] | 0.00000
Total Tntended: [ — ' ' | T oowona)
vacate delete
| e R e TG . ﬁ
‘ *

B

e Tobudget a position that has been saved to people soft since the previous refresh click the | add pesition  pytton,
e The Budget Construction Position Lookup screen is displayed. Enter the new position number and click the

Le=stnew  button.

Budget Construction Position Lookup (7]

University Fiscal Year: |[201¢ &
Position Number: 00038285

Position Type: 3
Department Set Id:
Dept.ID Chart: s
DeptaDOrg: [ |
Responsibility Center Code: [ |(%

Position Description:

Salary Set 1d:

Position Salary Plan Default: | |
Position Salary Grade Default: | | (%

Position Union Code:

(“search )( clear ) (" cancel )( get new )
Actions | University | Position | Position | Department | o POSHion | po.ponsinitity Position Eo=min Salary | GFosilion | Position | Bosifion | confidential | Sesiion
2 Depariment 5 q Salary Plan | Salary Grade  Union 2 Effective
Fiscal Year | Number | Ivpe Set 1d e Center Code | Description | rerecora Set1d | SIRRLEE e e Position i
Pasn
Salset EINANCIAL
Basn 2014 00038285 |SM UBLA UA-BUDU 22 CMANCIAL g IUBLA  PAE 4AD No A
Salset LGR
w/svnc

One item found.1
Export options: CSV | Excel | XML

The position will be returned to the account you are working with to allow salary setting.

]
e Once salaries are set for the account click \._#2¥= ., and return to the Quick Salary Setting screen.
e When the salary setting is complete click \._***=__ and . #'**%__ to return to the account Budget Construction

document.

o Note that a 2PLG object code has been generated to offset the salary request that has been entered. Verify
whether or not you need to adjust the budget and then delete the 2PLG row.
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S s

ora: Ew |FORT WAYNE CAMPUS
Reports-To Chart/Org: U LINTY UNIVERSITY LEVEL
Fistal Year: 2014 |
Chart/org: Fw Ew FORT WAYNE CAMPUS
Reports-To Chart/Org: [U LINTY. UNIVERSITY LEVEL
Approval Level Data
Current Level: 0 Account Level Update Access
Level Chart/Org:
Controls
[2:1U-UNIV UNIVERSITY LEVEL =] [pollup | [ reportidums |
" Revenue (o) [ show L

Expenditure (0) =he]

Expenditure | sticws % adpust [ hide detsd |
| * Object SubObject | * Basc Budget * Requested | % Change Action

i a 3 e o |

2000 . 2are87 | [ T A2t rpna moeth | | ol gy | [ show bensfis. | [ aslery ssiong

» [ -368.277 | Kk ssicis]
|5pas 50,853 | 52,431 | an bl gy
5760 - 17.338 17,982 ES Bl inquiry
5772 = 39,457 40,922 371 bl inquery
) Expenditure Totals | 355,035 o (100.00)

Global Expenditure Actions

Adjust By Percent: | apply | vefresh | [ month spread | [ mooth deete | [ cakcuiate benefs
" Motes and Attachments (0) bahow] L
Route Log 3 $how \ —
S
save | close [:I
| Iv
[ 41253 =

e When entering expenditure request to add an additional object code complete the Add line making sure to click

the |_add__ button.
e Click the save and close buttons to return to the Main Budget Construction Selection screen.

Printing Reports

Warning! Never close a browser window when waiting for a process to complete (especially

when generating reports). Always use the buttons inside the application.

e To print reports at the Organization level, click the | ora repertdume  pytton on the Budget Construction Selection

screen.

Budget Construction Selection

BC Fiscal Year: 2014

Budgel Construction Document Open

* Chart ] * Account | Sub Account Action
W-L i [1912201 y Y refresh | | load document
Sub-Fund Group: GENFND | GENERAL FUNDS
Current Year Org: BUDY UNIVERSITY BUDGET OFFICE
Rpts To: LA LTRL CTRL
Next Year Org: UA BUDL UNIVERSITY BUDGET OFFICE
~ RptsTo: uA L |DFFICE OF THE CONTROLLER

Budget Construction Organization Salary, ing/Report/ Control

org salary settings | | crg report/dumg R ot lock mennor | | payrate imparyexport Lioad | | org paiiup | [ org push down

e  Select your point of view.
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Current Point of View Organiration Selection

Select Point of Wiewe: Currently Selacted:

IU-UNIY 'I

Previous Branches

Chart/Org 1 Organization
1 I - LRIV UNIVERSITY LEVEL
Organization Sub- Tree
Selected | . r o Organization Sub-Tree | Action
| S-S - BLOOMINGTON CAMPUS 3
- .U\Zif CAMPUS &
< F  ew -Fw | FORT WAYNE CAMPUS +
r IN. - N TN UNIV-PURDUE UNIV TNDPLS +
- .ILi_ -2 12 DEPARTMENT
L} KO - KO \koKOMO CAMPUS 4
- NW. - NW NORTHWEST CAMPUS 4
r SB - SB. SOUTH BEND CAMPUS 3
ic SE - SE SOUTHEAST CAMPUS 3
T |us -us UNIVERSITY ADMINISTRATION + =
i<t o | [ chear all |
i Reports And Exports [= hide | )

Account Funding Detail
Account Object Detal ?!mnmdincd)
Account Summary | (consolidated)
Lavel Surmary

LISt 3PLG r".|
4l I3

|mazse =

e Click the | ¥iev_ putton beside the report you want to run. REMEMBER - wait for the process to complete and
not close the browser window.

e  Always run the 2PLG report to verify all have beenhandled.

Indiana University
2013-14 OPERATING BUDGET

Organization Selection Page 1
Chart : FW FORT WAYNE
Organization: FW FORT WAYNE CAMPUS
Chart: FW FORT WAYNE
2013-14
Account / Sub: Account/Sub Name Req. Amount
9762204 ----- MANAGEMENT & MARKETING -343,007
8762701 ----- FW-LIBRARY -317,414

e Reports are returned in PDF format.
e When running Salary reports you have the option to eliminate Reason Codes from the results.

Previous Branches =]
Chart/Org organization
t I - U UNPVERSITY LEVEL
1 Organization Sub-Tree cion
BLOOMINGTON CAMPUS +
[BAST caMIUS +
FORT WATHE CAMPUS. +
IND UNIV-PURDUE UNIY INOPLS :
T oz [z pEPRRTMENT
it hb'.q - KO, |KOKOMD CAMPUS Iy
I lN!l!f. - N NORTHWEST CAMPUS 4
I s -sm | SOUTH BEND CAMPUS '
(i ISE. - 8E |BOUTHEAST CAMPUS +
I~ ua -ua |UNIVERSITY ADMINISTRATION +
satect o8 | [ciear ah |
Reports And Exports [~ hida | L
Reports

Account Funding Detal

_N;coum Object Detail EF[consoIdaDedJ
Account Summary || {consolidated)
|Level Summary

:Llst G

|Monthly Object Summary [~ tconsosdated)
Object Swmmary

=] Payroll Synchrenization Problems

e | Posizion Funding
vew | Reason Statistics
o | Reason Summary

iew | Salary Statistics

] — | IollI
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e Select your point of view.
e Click the | view  putton to select the desired report.
e The Salary Object List Selection page will be displayed.

Salary Object List Selection =
Salary Object List Selection
Select T Object Code: I Object Description:
2000 ACADEMIC SALARY
reent Change Threshold
Setting a percent change threshold runs the report for records based on the threshold settings below.
Use Threshold settings: |
Percent Change Threshold: :|
Include records that are: | l’i-gmaner than or equal to threshold f_‘less than or equal to threshold
o Select the desired object code and click L_s=ome
e The reason code selection screen will be displayed. It allows excluding Reason Codes from the report
by checking the select box.
=5

Einformational messages in this Section:
» Optional: Pick Reason Codes to exclude from repart

Object Code: I Object Description:
2000 ACADEMIC SALARY
Reason Code Selection
e e : s
@ FRO Promotion « Academic Only
back | sahect all_||_unsetect all | [_submit | [ closs
e  Click submit and the report will be generated.
Indiana University
2013-14 OPERATING BUDGET
Orgam.zat ion Selection Pagel
Chart: W FORT WAYNE Excluded Reasons: FRO
Organization: FW FORT WAYNE CAMPUS
Objects: 2000
Leaves
Hame Cls Reg Tatal
Positicon CSF Base 2013-14 CSF Intended
Cht /Rect /Gacet /Object /Sob]  Posnd AP SPlnGrd WM/PM  Balary Potime Mt  Salary Petime FTE  Code Amount  FTE
Amt Chg Pet Chg
ARGAET, ANNE 5. FR
FW 9762132 ----- 2000 --- 00007148 FTL ACl FTX 10/10 75,260 100. . 0 0 0.00000
00007148 2013: 10/10 0 100. .0 0 0.0%
ASHTON, PATRICK JAMES BC
FW 9762174 2000 00007174 AR AC1 FTX 10/10 61,8595 100. . O o 0.00000
00007174 2013: 10/10 61,8595 100. .0 928 1.5%
BARTEY, ELLIOT M FT
FW 9762164 ----- 2000 --- 00013203 FT3 AClL FTX 10/10 61,865 100. . 0 0 0.00000
00013203 2013: 10/10 0 100. .0 0 0.0%
CODISPOTI MARGIT E. Lc
FW 9782701 ---=- 2000 --- DO013831 LTZ ACl LTX 13712 54,523 100. . O ¢ 0.00000
00013831 2013:12/12 54,523 100. . BlE 1.5%
COOPER, MARY DANUSIS R
FW 9762403 ----- 2000 --- 00007156 AAT ACL FTX 10/10 74,195 100. . 0 0 0.00000
00007156 2013: 10/10 0 100. .0 o 0.0%
CRIGMORE, AVON GERMATNE FR
FW 97682123 ---=-= 2000 --- DOOOT172 FTL ACL FTX 10/10 70,794 100. . O ¢ 0.00000
00007172 20131 10/10 0 100. o Ul 0.0%
DILTS, DAVID ALLAN =
FW 9762201 2000 00007158 FT1 AC1 FTX 10/10 109,987 100. . O o 0.00000
00007155 2013: 1[II|'IIJ 0 100. .00 o o.0%
FARLOW JR,JAMEE ©O. FR
FW 9762132 ----- 2000 --- 00007155 FTL ACl FTX 10/10 97,239 100. .0 9 0.00000
00007195 2013, 10/10 0 100. .0 o 0.0%
FARNSWORTH, RODNEY =
FW 9762121 2000 00007183 FT1 AC1 FTX 10/10 73,632 100. . O o 0.00000
00007183 2013 1[II|'IIJ 0 100. .00 o 0.0%
FI1SCHER, BERND JURGEN FR
FW 9762136 ----- 2000 --- 00007198 FTL ACl FTX 12/12 98,774 100. . 0 0 0.00000
00007158 2013:12/12 0 100. .0 0 0.0%
GRANT, JANE A. PR
Organization Salary Summary - 1/16/13 12.42 PM + = Total Intended Diacrepancy * = Marked Delete
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e Torun areport for a single account while in the Budget Construction Document screen, click the | repart/dump

button.
SR S =
I Initiator: kis Created: |03:00 PM 01/21/2013
[_expand ail || coflapse all |
(" Document Overview [wnia]

* Description:  Budget Construction 2014 FW 5762701

Organization Document Number: | 2014 Explanation: Budget Construction

System Information L= hicke | L

System Information

Fiscal Year: 2013
Chart/ Account: F\W 762701 | PW-LIBRARY
Sub-Account: I I
Sub-Fund Group: EXTAGY EXTERNAL AGENCY FUNDS.
org: W FORT WAYNE CAMPUS
Reports-To Chart/Org: U LMLV UNIVERSITY LEVEL
Fiscal Year: (2014
ﬂlmfom ﬂ! ﬂ! FDRT WAYNE CAMPUS

‘Reports-To Chart/ Org: U [UNIVERSITY LEVEL

Current Level: 2

Level Chart/org: LU [UNIVERSITY LEVEL

1:FW-FW FORT WAYNE CAMPUS | | push dwn | [ report/duma

Revenue (0) Sl -\ )
Expenditure (0) Gena] \
| * Dase Dudget o Change | - ;|

e  The list of available reports will bereturn.

Document Reports and Exports

"~ Report/ Export

Report/ Export

|Account Object Detail Report

:au:num Salary Dl:ml Report

[aceount Monthly Detad Aepart
Buﬂaemd Rcvcnue..’l:xn:nmlurk Export
Budgeted Salary Lines Export

Maonthly Budget Export

close |

e Click the | view  button and the report will be generated.
o Click === {0 return to the account view.
e Click L*==_ {0 return to the Budget Construction Selection screen.
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