[image: image1.png]








Texas Fall User Group 2008

Financial Management

Budget Processing

Presented By:  Christy Stinson
Table of Contents

Overview………………………………………………………………………………….Page 3

Processing Methods…………………………………………………………………….Page 3

Budget to Process……………………………………………………………………….Page 3

Creating Budget Plans for Next Budget Year…………………………………………Page 4

Creating Budget Types…………………………………………………………………..Page 4

Creating Federal Fund Accounts………………………………………………………..Page 4

Budget Entry Process…………………………………………………………………….Page 5

Creating Views into the Proposed Budget……………………………………………..Page 6

Security Access to Budget Module……………………………………………………..Page 6

Converting Proposed Budget Type to Original Budget……………………………….Page 7

Importing Budgets from Excel……………………………………………………………Page 8

Process Overview

The Budget Entry process will allow users to enter the budget or detail budget, build budgets under budget types setup by the user, or to import data from a Third Party Software (such as Excel).  The Financial Management System has the flexibility to accept changes in budget figures as percentage increases or as specific amounts entered for each account.  The system includes report options that can be used to print current, previous, or next year’s budget figures or to prepare a worksheet for budget entry.

Processing Methods
Individual Budgets – This method is used when the user would like to enter or change budget numbers for individual accounts.

Mass Change Budget – This method is used to apply an increase or decrease to all accounts in an existing budget.  Adopt a new budget applying an increase or decrease to all accounts based on an existing budget.

Import Budget –This method is used to import data from a Third Party software.

Budget to Process

Original or Revised – These budgets are used when the user wants the figures to immediately update the chart of accounts as the original budget (original figures entered in the system) or revised budget (original figures modified in the system).

Budget Types – These budgets are used when the user does not want the figures updated to the Chart of Accounts.  This allows the user to create a working document, modify it and present it to the Board for approval prior to updating the Chart of Accounts.
Creating Budget Plans for Next Budget Year

The assumption for this session is that you will create a working document, modify it and present it to the Board for approval before actually updating the Chart of Accounts.  Prior to creating this/these document(s), you will need to create a budget type that will become the “holding area” or “bucket” for the budgeted accounts.

Creating Budget Types…
From the Financial Management>Account Management>Codes>Budget Types screen click the Add button.  Enter a Budget Type code (i.e. PROP = Proposed) and description then click OK and close.


Creating Federal Fund Accounts…
Creating Federal Fund Accounts…

From the Financial Management>Account Management>Utilities>Mass Add Accounts Option click the run button.

1. Click the Mass Add button on the right side of the screen

2. Select Fiscal Year in the Dimension drop down box

3. Click the Filters button and reset to leave the ranges open

4. Enter the prior year fiscal year digit in the Old Value field

5. Enter the new fiscal year digit in the New Value field

6. Click the Add button on the Mass Create Accounts to Add screen 

This will create a parameter for the system to determine which accounts 

to process.

7. Click the Process button.  This will generate the list of accounts and take you back to the Mass Add Accounts main screen. 

8. Click the Validate button under the Mass Add button.  The system will generate a message when the process is complete provided there weren’t any problems during the validation process.  Should you encounter a problem during the validation process, verify the account will be used in the upcoming year.  If it will not be used then delete the account from the list.  If the account will be used verify all aspects of the account are set up in the account description code set up table.

9. Click the Process button at the top of the screen.  The system will go through the validation process again then create the new account numbers.

Budget Entry Process

To create a copy of the Entire previous year’s budget with a “Proposed” budget type go to Financial Management>Account Management>Budget Management> Budget Entry screen.

1. Click the Add button

2. Enter a budget description.  For example:  2009-2010 Working Budget.

3. Select the New Fiscal Year (or the fiscal year appropriate to the budget that is being created).

4. Select the “Mass Change Budgets” processing method.

5. Select the Budget Type (PROPOSED) that was previously created for the Budget to Process.

6. Budget Entry Format will be Whole Dollars.
7. Under the Mass Change Options select to Mass Change by “Percent Change”.
8. The mass change should be based on either the Original or Revised budget of the current year (2008-2009).  The selection will be based on district preference.
9. “Of Fiscal Year”; select 2008-2009 (or the fiscal year for the budget you are basing the mass change on).
10. Percent to Mass Change:  100.00 = Will copy the budget selected exactly
                                                  Less than 100.00 = A reduction to the budget being copied

                                                  Greater than 100.00 = An increase to the budget being copied

For Example:  If 95.00 is the percentage entered, the system will create the budget for


           5% less than the budget the copy is based on.


           If 105.00 is the percentage entered, the system will create the budget for 



           5% more than the budget the copy is based on.

11. Check the “Read Only” box to allow other users to view budget then click OK to save 


the parameters.

12. From the Account Master Budget Entry screen click the Breaks button.  Normally, the user will select the “Regular” account sequence then set the breaks at the 3rd character of the fund, by type, the 2nd character of function and the 2nd character of the object code.

This will allow the system to total by fund, type, function and major object code.

13. Click on the Filters button.  Leave the account range wide open to add all accounts to 

the new budget then click OK.  

Note:  You may want to Exclude all Federal fund accounts other than the New Year. To do this set the filter to exclude all accounts with fiscal year 1-5.  Also, exclude payroll accounts by filtering out 6100-6199 object codes.

14. Click the Process button at the top right hand side of the screen.  This will build the 

Budget list.


      15.
Click the Parameters button to change the processing method to “Individual Budgets” 


Create Views Into the Proposed Budget for each Campus

The system will allow users to create “views” into the Proposed budget for each of the campuses using the organization dimension of the account number.  This would only be necessary if you have quite a few people who would need to update their part of the budget at the same time.

The example used in our session will be for the High School Campus (001) – this is optional and you may use the steps below to create a view for any campus.

1. From the Account Master Budget Entry screen click the Add button.

2. Enter an appropriate description.  For example:  2009-2010 Working Budget for High School.

3. Select the budget year.  Our example is using 2009-2010.

4. Select “Individual Budgets” processing method.

5. For the Budget to Process, select the “Proposed” budget type.

6. Select Whole Dollars for the Budget Entry Format.

7. Under “Individual Options”, the user may select 2 columns of information to be reported that will assist with the budget entry.  We recommend selecting “2008-2009 Revised Budget” and “2008-2009 Activity”.

8. Access for Other Users should be “Modify”, this will allow other users to modify the list.
9. Click OK to return to the Account Master Budget Entry screen.
10. Click the Breaks button to select the account sequence and report breaks.  See step 12 above.
11. Click on the Filters button.  Click in the Account Number Range area to enter “001” in the Organization dimension of the account number.  (The Organization code will change for each campus.)
12. Click the Process button at the top right hand side of the screen.  This will build the Budget list.
Repeat this process for each individual campus of designation – based on the ORGANIZATION
Dimension of the account number.

Changes made in each individual file are updating the complete Proposed Budget file.
Security Access to the Budget Module…
It may be necessary to give Security access to the Budget Module to allow for individual campus entry into the “Proposed” Budget Type.

Go to System Admin>Security>Security Groups.  In the system field, select Financial Management.  If you have the default groups from Skyward loaded, select the BU INQUIRY group.  Clone this group and name the new group Budget Mgmt.  In the new group, you will add security under FM\AM – Account Management.  You will select the Budget Management menu path and Assign Security access to each level as appropriate for your users.  At the minimum, users should have a security access level of 3 this will allow them to inquire, add and change budget entries.  Add users to the new group.

Please Note:  The Account Clearance groups will control what account numbers each user will have access to for budgeting purposes.

Converting the Proposed Budget Type to the Original Budget
Prior to converting the Proposed Budget Type to the Original Budget and updating the Chart of Accounts verify that all changes/edits have been made and the budget has been finalized/approved.

1. From the Account Master Budget Entry screen click the Add button.

2. Enter a description.  For example:  2009-2010 Final Budget.

3. Select the appropriate budget year (2009-2010).

4. Select the “Mass Change Budgets” processing method.

5. Select Original as the budget to process to update the budget to the Chart of Accounts.
6. Budget Entry Format will be Whole Dollars.
7. Under the Mass Change Options select to Mass Change by “Percent Change”.
8. The mass change should be based on Proposed budget type.
9. “Of Fiscal Year”; select 2009-2010 (or the fiscal year for the budget you are basing the mass change on).
10. Percent to Mass Change:  100.00 = Will copy the budget selected exactly
                                                  Less than 100.00 = A reduction to the budget being copied

                                                  Greater than 100.00 = An increase to the budget being copied
11. Check the “Read Only” box to allow other users to view budget then click OK to save 


the parameters.

12. From the Account Master Budget Entry screen click the Breaks button.  Normally, the user will select the “Regular” account sequence then set the breaks at the 3rd character of the fund, by type, the 2nd character of function and the 2nd character of the object code.

This will allow the system to total by fund, type, function and major object code.

13. Click on the Filters button.  Leave the account range wide open to add all accounts to 

the new budget then click OK.  

Note:  The Personnel Budget should have been imported to Financial Management Proposed Budget type at this point.

14. Click the Process button at the top right hand side of the screen.  This will build the 

Budget list.


15. You will see a complete list of all budget accounts with column headings of “2009-2010 

Proposed”, “2009-2010 Budget”, “2008-2009 Budget” and “2008-2009 YTD Activity”.

16. When you click on the Run button – all of these changes will be made to the Chart of 

Accounts.

· If you are ready to record the changes, click the Run button.

· If you are not ready to record the changes, click the Close button.  You will be prompted “The Mass Update of the Budgets” has not executed.  Do you want to close out of this screen without running the Mass Update?  Clicking YES will NOT update the COA.  It will be necessary Process then Run again before the COA will be updated.

Importing Budgets from Excel

The ASCII Import Process is designed to allow users to enter budget information into a Third Party software such as Excel, then create an export file and import it into Financial Management.

Only two fields are required to perform the import:  Account Number and Budget.

To ensure this process works smoothly, it is recommended users create their Excel spreadsheet FROM Skyward.  Then the following steps will be more successful.

1. Save the Excel spreadsheet as a CSV file, COMMA delimited

2. Go to Budget Entry Screen

3. Select the Budget that you exported.  Then click the Parameters Screen.

4. Change the processing method to Import Budgets.  This will activate the Import Options at the bottom of the screen.

5. Click the FORMAT BUTTON.  There should be 2 formats.  One a DELIMITED format and one a fixed length format.  Choose the DELIMITED file type and then click the Edit button to verify the Delimiter has a “Comma” in the square.  If so, then click the OK and Select; this will now match the Excel CSV file that was created in step 1.

6. Click the Browse button to locate the Excel CSV file you saved.  Click Open to select the file.

7. Once the file is has been selected click the OK button.

8. Click the Process button.  This will produce a screen reflecting the budget that will be imported.

9. Assuming all is well, click the Import button at the top of the screen.

10. When the import is complete, highlight the Budget then click the Parameters button to change the Processing Method to Individual Budgets and click Add.  This will produce a list reflecting the budget to be updated to the Chart of Accounts.

11. When you Close from this area, the Chart of Accounts will be updated.
Important Note:  The Import Format should be set exactly as listed below for the Delimited    

                             File Format.

Budget Import File Formats = File Type Delimited


Import Field Format = Field Type of Account number with a maximum length of 40

If your State has a Fiscal Year dimension in the chart of accounts, you will need to create your Federal Fund accounts in Chart of Accounts.  If you don’t use this dimension, skip this step.
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