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8:30
9:00
9:50
10:00

11:15
12:00
1:00
3:00
3:10
4:20

Background and TM1 Introduction
BDS Contributor Application - Personnel
Break

BDS Contributor Application - S&E, Budget, Qtrly
Dist., Budget Office
Approval Process

Lunch
Practical Exercises

Break
Reports
Next Steps
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Agenda

8:30 Background and TM1 Introduction

Contributor Background & Tool Overview Objectives

At the end of this section, you should be familiar with:
» Background for the Budget Development System
The new BDS Budgeting tool
» How to log into BDS
 Navigating within the BDS and TM1 Contributor
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BDS Background and Tool Overview

To get you familiar with the Budget Management System

and the related tool, we will cover:

—BDS Background and Introduction

RNIA

VERSITY OF CALIFO

UNI

UCOP BDS...Why do we need it?

Current
Situation

Confusing & poorly defined
process

Time intensive for everyone

No standard budget
accountability process

Available reports do not align
actual vs. budget at S&E level

Limited

Resources may not be aligned
to UCOP strategic goals

Goals for New
Budget Process

Standardized budget format
and process

Budget Training & Guideline
rollout

Everyone has access to
timely budget vs. actual data

Quarterly budget reviews
Ability for mgmt. to review &
analyze data quickly
Executive dashboards, to

facilitate better alignment of
resources w/ strategic goals
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UCOP Budget Roles and Responsibilities

UCOoP
Budget

Dept.

K Monitor annual budgeh

appropriation through
quarterly department
reviews

Adjustments to
Division proposed
budgets

Budget Compilation
and Review

Year-End Entries &
Closing

UCOP
Divisions

ﬂ Department strategic\

planning

Budget input at the
account level with
contributors

Budgets reviewed by
department and
subdivision managers,
division super users
and Division heads

Budget submitted to
UCOP Budget Office

* Quarterly review of

budget variance

K reports /

UCOP Budget
Executive
Team

¢ Strategic Planning

¢ UCOP Budget
Approval

* Year-end budget
assessment

UNIVERSITY OF CALIFORNIA

Training Rules for the Day & Future BDS Support

* This 1-day training is meant to teach the BASICS!

* Division specific BDS Reviews will occur in January

* We know there will be exceptions, they will be captured
and addressed during your individual Budget Coordinator

reviews in January

Other Helpful Resources

® User Manual/Guidelines
°® Super Users
* Budget Office Coordinators

® Budget Office System Administratorr: Pei-Ru Chao
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BDS Background and Tool Overview

To get you familiar with the Budget Management System
and the related tool, we will cover:

—BDS Tool Introduction

Logging On

Log-into the training computer: See information on wall
Open Firefox

Go to:

Should already be bookmarked as a a “favorite” in your
firefox browser

Module 1
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Introducing BDS Tool

Today we will be logging into using training ids and passwords

* Your own current user id will be linked to your role in the
organizational hierarchy, as a contributor and approver

| 2]

LOg -0Nn: Flease: bype your credentials For authentication.

mclassXX o

—
Password:
work59place

Password:

Licensed Material - Property of IBM Corp,
[o]'¢ Cancel () Copyright I6M Corporation and its licensors 2005, 2009,
IBM, the I6M laga, and Cagnos are trademarks of I6M Caorp.,

< >

ERSITY OF CALIFORNIA

10

Introducing BDS Tool

After logging in today, you will be taken to the training
area of BDS Tool.

» Choose Budget Development System

Melass 16 Loaon - | | [ £ - £ - 6 - Lo
= Home
et View a5 Home
Public Folders HOEHEE -
O Name & Modified & Actions
<
- [ CJ CoonosBDS Reports October 21, 2011 4:39:36 PM B More
QJ [0 O3 Budaget Development Svstem ) October 21, 2011 12:57:34 PM B9 More...
o
<
)
w
o
c
o
w
>
11
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Features of the BDS Tool

Puhblic Falders My Faldess

2

| St view as Hame | |

The Public Folder is the default view of the work
Public Folder area before any customization

My Folders can be customized so that you save
My Folders information that you care about into folders that

you create

The Home view can also be customized so that
Home you see the screen and the links you most care

about after you log in

=] [

12

UNIVERSITY OF CALIFORNIA

Logging onto the BDS Tool

After clicking Budget Development System you will click on:
» BDS Workflows

Work area for creating, editing, and reviewing budgets

1BM Cognos Connection Mlass 16 Logon ~ | E | [ A B - A 6 - L O
Publi Folders  Budget Development System B EEE L RN En
Entriss: - o
Name & | Modified & | Actions
[} BDS Worlflons Qctober 21, 2011 12:59:06 P ' 28 vore...

13
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Logging into the BDS tool

The next screen will display the different workflows. Today
we will be using BDS Divisional Account Hierarchy

—Select BDS Divisional

Cognos Yiewer - BDS Workflows MClass 01 LoqOn v | i ¥ *1 Launch = About|

| IBM Cognos TM1 Contributor Welcome MClass 01

Planning Applications

Enries: [t -1 |©

) - | Modified & | actions
(@ EDS Divisional October 21, 2011 12:22:55 PM PDT EHQ
e ——— |

UNIVERSITY OF CALIFORNIA

14

Account Hierarchy Window

E D MlDeptoz
& M01ACcount0
[ O MatAccounto4

IBM Cognos TM1 Contributor ‘ Welcome MClass 01 B | About | Help

Logout

[=] (7 BDS Divisional Workflow:
[ D Mass0t
[ D MDiDept01 ptoy [ Incomplete: - @ Hone w Mone -

State Permissions Owner Ownership Node Reviewer

IBMLDAPIEEA_A_00)

>

M1 Account03

Permissions Owner wer
odeed @00 we Content Pane FP\BBA_A_DD

NaViga_tion Pane | motaccourtos O Avalatle vE2/0 hare - hore o TEMLDAPIEER A 00
< < ‘ g
; -
=
o
e
- Current state: O Available N
2 This contribution still requires an onner to edt ar submit, Detail Pane
© Viewed: Yes
5 Reviewed: Mo
-
4
w
s
15
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Account Hierarchy Status

Icons: Show the status of the work that has been done at a particular nodes of the hierarchy

= Indicates that work is underway in the

o Work in Progress lower nodes of the hierarchy

* No work has been done and that the

O Available node of the hierarchy is available

e Someone has taken ownership and

J Reserved started entering budget data

. * Work has been completed and
[l Submitted/Locked submitted for approval and is locked

= All lower levels of the hierarchy have
@ Ready been submitted and available for
review.

16

UNIVERSITY OF CALIFORNIA

TM1 Contributor: Account Hierarchy Window & Status

Content Pane

PeP
Which consists of: i i 1 ! i
Name State Permissions Owner :
MO1AccountOs & Locked A 4 Pt IBMLDAPYMClass 01 w

MO1Account04 Q Available - P Mone A 4

17
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TM1 Contributor - Workflow Status in the Content Pane

T
Which consists of:

Name State Permissions Owner

MOLACcountn3 [l Locked w [ @ @ IBMDAPMClass 01w
|5 [EEREg e |

User can only review work that has been done with
Read no edit, approve, or reject capability

[>]

! User can take ownership of a node of the hierarchy
Edit and prepare the budget, make changes, and then
submit for review

_ User can submit work that has been done at his or
Submit  [7] her level of the hierarchy for review and approval by
the next level up in the hierarchy

[=]

[=]

A manager or supervisor can send submitted work
Reject | back down one level of the hierarchy for further edit
and resubmission

Shows the user id of the individual who is working on
Owner some part of the budget within the organizational
hierarchy 18

UNIVERSITY OF CALIFORNIA

For Support

For general account questions and to request access

» Send an e-mail to noting your
department, division, subdivision, etc.

* Pei-Ru will either address the question or send it on to
ERM help desk for further investigation

» For access, you will be notified by e-mail when you have
permission to log in

For technical queries, send e-mail to the ERM help desk

19
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Summary: BDS and TM1
BDS utilizes TM1 to organize UCOP budget data hierarchically
by division, subdivision, etc. into “cubes”

Sign into BDS using the training ID provided

* You’ll have single signon in production and gain access by
opening a link in a web browser

Workflow can be viewed at a glance within your area of the
UCOP organization

Contact the ERM help desk to add users and for questions

20

BDS Background and Tool Overview

To get you familiar with the Budget Management System
and the related tool, we will cover:

—BDS Navigation

21
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BDS Navigation

but each will open the same new window

Cognos Yiewer

IBM Cognos TM1 Contributor

There are two ways to begin working within the BDS workflow

Welcome MClass 01

MO01ACcount2 & Locked - 70

® i

5 £7EDS Divisonsl Workfion You are a reviewer or tor for: ) ) ]
[ Melass01 Nane: State Permissions  Dwner Ownership Node Reviewer
M01Dept01 D Incomplete - Q@ None & Hone & BMLDAPIBEA_A_DD
il | >
‘State Petmissions Dwner ‘OwnershipNode Reviewer
O Available - 70 None - None  [BMLDARIEBA_A DD
None  None & 1BMLDARIERA A 00

I 3

Workflow Detail for M01Accountd1

Current state: O Avallable

This contribution still requires an owner to edt or submit,
viewed: es
Reviewed:  No

UNIVERSITY OF CALIFORNIA

BDS Navigation

{0 72 CALIF COUNCIL DN ST 8
SRt Right Click
O 627535 ARMENLAN UNIV PROJECT q

e Open T Web Client | the Link
O 8l

level of the

-' i e Click the link  [REAMIRIA
L —|

The TM1 Contributor
splash screen will pop
up as you enter the | |
first BDS screen in a | | 1 cognos T Cantibutor
new browser window

From the navigation pane, right click the

hierarchy that you want to

edit or review

ntent pane, click on the level

of the hierarchy you want to edit or review

23
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BDS Navigation - Account Window

Your screen will open to the Account Window within the BDS
system where you can begin working

| Ij ucop.edu | https:)fermspga.ucop. eduf TH 1Web/ Contributor, aspx

& ; B EB2@E G- B ® -[E]S
[ division_payrall [ division_provisions [ division_temp_contract [ division_supplies_expense_permanent

[ff] division_distribution [ division_budget_office_1 [ff] division_budget_office_z

Fows: Columns: Context:

{ division_payroll { division_payrol ¢ division_payroll s MOLAccourkdl || g Working b
# [divizion_srnployves] [divvizion_und] ® [division_payrell_rm] # [divizion_sccoure] % [division_

DAaTA
_ Total FTE  Annual Salary  Salary Sdjustment  Mew

- - -

E 400| es00 40000000
coc Additions/Changes Permanent Funding 0.00 0.00
=
; 2
BDS Navigation
Browser’s The top of the web browser will always show the
Navigation Bar system environment, org hierarchy, and its state
UWEESoIilsliceld  The toolbar shows the navigation buttons that are
Toolbar available for editing, reviewing, submitting, exporting, etc.
BDS The workflow tabs show the eight tabs for both
Workflow Tabs divisional and budget office workflow
@ Cube The cube dimensions show how cube elements have
z Dimensions been organized by columns and rows, similar to a pivot table
s
I 25
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BDS Navigation

The TM1 toolbar has important icons that will help you do your
work and submit for approval

& é _@_;é%[ﬁé@v CE® -

[ division_payroll [ division_provisions [ division_temp_contract [ division_supplies

[Hf division_distribution [ division_budget_office_1 [H division_budget_office_z

o, Columns: Caontext:
- ion_payroll = division_payroll | E division_pawroll - = MO1Ac
 [diwision_employee] % [diwision_fund] ) [division_payrall_rm] % [divisior
< —
: DATA
g _ Tokal FTE  Annual Salar
5 Additions,/Changes Permanent Funding 0.00
= Filled Career Temporary Funding 1.00 16.00 100,000.00
b Additions,/Changes Temporary Funding 0.0
>
=
26
TM1 Toolbar
@
||é£» 3. BB@E O~  EA®-Es |
A-O hi In order to make changes to the workflow, you must first click the little
- Ownership man to “take ownership” of the level of the hierarchy and begin editing
B = Ul Clicking the green circle submits completed work to your manager for
- Submit approval (or rejection for further work)
C - Reiect By clicking the box with the downward arrow, managers can reject work
- Rejec back down to subordinates to make additional changes and resubmit
D= Commit When done editing some cell or a lot of information on a page, clicking the
. check mark will write that information back to the database
< EMEXDONT Any view of the data can be exported to Excel or a PDF file for offline analysis
E - po or to send to someone who doesn’t have BDS access
o
= If data has not been committed to the database, you can restart to how things
F - Reset
3 first looked by clicking the clockwise arrow to reset
s
= G - Undo/Redo Just like in Excel, you can click to reverse the last change made to the screen
§ If you have a lot of pages to the right or rows down with many blank cells, click
% H - Suppress Zeroes the zero suppression icon to remove those columns/rows from view

27
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BDS Navigation Summary

Open TM1 Contributor by clicking on an account from the
organizational hierarchy screen

The contributor screen displays toolbars, workflow tabs, and
simple navigation links

The TM1 toolbar has icons you will need for editing and
submitting

CALIFORNIA

UNIVERSITY O

28

Budget Tabs Overview

There are 8 tabs

3 Payroll Related Tabs - Next Module

1 S&E and other Non-payroll Expenses

1 Balancing (Revenue - Expenses = 0) Tab
1 Quarterly Distribution Tab

2 Budget Office Tabs - Serve to make adjustments

29
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15



Budget Development System

Contributor Training

CALIFORNIA

oF

-
o
w

Budget Tabs: End Result
|

* APPROPRIATIONS

I d Permanent Budget

Regent Approved Permanent Appropriations F00,502.00 0.00 F00,502.00
Benefits
Revenue Salary Increases
Information Cther Budget Adjustments 0.00 0.00
TOTAL Permanent Appropriations F00,502.00 0.00 F00,502.00
Temp Appropriations 77,040.00 77,040.00
TOTAL Approptiations 700,502.00 77,040.00 T77,542.00
* EXPEMSES (Including Termporary Adjustments)
+ DO SALARIES-ACADEMIC
Payroll Expenses + 01 SALARIES-STAFF 500,000.00 60,000.00 560,000.00
(flows from Payroll * 02 GENERAL ASSISTANCE 0.00 0.00 0.00
TabS) '+ 06 EMPLOYEE BENEFITS 142,000.00 17,040.00 159,040.00
TOTAL Salaries & Benefits 642,000.00 77,040.00 ¥19,040.00
*# 03 SUPPLIES AND EXPENSE 38,002.00 38,002.00
'+ 04 EQUIPMENT AMD FACILITIES
* D5 SPECIAL ITEMS 20,500.00 20,500.00
'+ 07 SPECIAL ITEMS
TOTAL Supplies & Expenses 58,502.00 58,502.00
TOTAL Salaries & Benefits & Operating Expenses F00,502.00 77,040.00 FI7,542.00
* 09 RECHARGES
* 9H OYERHEAD EXPENSE
TOTAL Expenditures 700,502.00 77,040.00 TiT,542.00
MUST Equal 0
at Division Level (0.00) .00 (0.00) I

30
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Agenda

9:00 BDS Contributor Application - Personnel
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Contributor Tab Training Objectives

At the end of this section, you should be familiar with:
 Budgeting for career staffing and associated costs
* Budgeting for provisions

 Budgeting for temporary or contract positions

ERSITY OF CALIFORNIA

Where does this information go?

|| JESRRSREREBUGEER) cdisstment | Proposed Budget
Regent Approved Permanent Appropriations 719,054.00 719,054.00
Benefits
Salary Increases
other Budget Adjustments

TOTAL Permanent Apprapriations 719,054.00 719,054.00
Temp Appropriations
TOTAL Appropriations 719,054.00 719,054.00
* EXPENSES (Including Termporary Adjustments)

ACCOUnt © 00 SALARIES-ACADEMIC

B d t = 01 SALARIES-STAFF 503,000.00 60,000.00 563,000.00
u ge = 02 GENERAL ASSISTANCE 0.00 100,000.00 100,000.00
F I OW = 06 EMPLOYEE BENEFITS 142,852.00 45,440.00 188,292.00

TOTAL Salaties & Benefits 545.35_2.00 2_05,440.00 §51,292.00

= 03 SUPPLIES AND EXPENSE 38,951.00 38,951.00
< 1/ 04 EQUIPMENT AND FACILITIES
;j [ 05 SPECIAL ITEMS 20,500.00 20,500.00
S = 07 SPECIAL ITEMS
E TOTAL Supplies & Expenses 59,451.00 59,451.00
© TOTAL Salaries & Benefits & Operating Expenses 705,303.00 205,440.00 910,743.00
; = 09 RECHARGES
: */ 9H O¥ERHEAD EXPENSE
@ TOTAL Expenditures 705,303.00 205,440.00 910,743.00
?‘ * 08 UNALLOCATED FUNDS
- Surplus (Defict) 13,751.00 (205,440,003  {191,689.00)
>
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Personnel Overview

—Payroll Tab

The personnel information is entered into Account
Window using three BDS tabs. We will step through the
tabs:

UNIVERSITY OF CALIFORNIA

Payroll Tab
How do you get there?

) BOS Divisional | Available | M16Accoumt0t - Mozilla Firefox

UGB B0 | PRI TS UETE R TH L Web Coniributoe as

@ o

3 dvison_parrol I Hevision provisors | [ dvision_temp_sontract
¥

Tidvann_budost_oifce_1

(E® -[On n B @ -

Jvision_supples_sipense pemanert | [{idvision_scccurt pager | [Ejdwison,_dstriuiion

[om:
# doion_wyecd

| tnin,_smpipas] ™

Additions,Changes Permanent Funding
= Vlled Career Lemporsry Funding wan
& alditioens Changes Temporary Funding

Provisiors

oo oo oo
[T IONOND0  GLEOLOD 0D
oo (7 oo

10000000 150
20000000 200

0o

TEO0.000.00

2040

21584000

ATEA000
o Ewe Bage dovey Datiom

Fomll o1 |5
| Cuamer: Comner: Nore | Cument Cwnership Node: Hore

5

Module 2




Budget Development System

Contributor Training

NIVERSITY OF CALIFORNIA

Payroll Overview

The Payroll tab captures all Payroll Budget Data associated with an
account on a fund by fund basis for:

* permanent positions (Permanent and Temporary Funding)
« outstanding provisions and
*Sub 2 allocations (Permanent and Temporary Funding)

It also:

« Displays the benefit calculation associated with these employees
and

« Produces a total personnel cost by account/fund combination.

CALIFORNIA

OF

ERSITY

UNIV

Payroll Tab Has 8 Sections

_ | o]
Al [ A: Pre-populated Career, Permanent Funded
— 1
n - B: Designed to accommodate additional
T
E = | P.ddltmnsfl:hanges Permanent Fundmg permanent funded staff planned but not yet on board
C |™ | @ Filled Career Temporary Funding C: Pre-populated Career, Temp Funded
D= ] Additinnsf[hanges Temporary Funding D: Designed to accommodate additional
e Temporary funded staff planned but not yet on board
E -» Provisions E: Current budget for vacancies currently available to unit
| Tempc.rar},-I F: Flows from Temporary/Contract Tab, includes temporary
F = employees on temporary funds
. Subz - ) )
G [ G: Additional personnel on permanent funding , merit money
— Total Emplovee Costs
Benefits %
- Bienefits $ H: 28.4% times Total Employee Costs, % will change each year
Tokal with Benefits

Module 2
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Payroll Tab Has 7 Major Columns

55 § § g8

DATA TOTAL FUNDS
_ Total FTE  Annual Salary  Salary Adjustment  New Annual Salar Budget FTE |

4.uo| 4.00  400,000.00 400,000.00 400,000.00  4.00
Additions/Changes Permanent Funding 0.00 0.00 0.00
Filled Career Temporary Funding 0.60 0.60 100,000.00 100,000.00 60,000.00 0.60
Additions/Changes Temporary Funding 0.00 0.00 0.00
Provvisions 100,000.00 L.50
Temmporary 200,000.00 2.00
Sub 2 0.00
Total Employes Costs 760,000.00
Benefits % 28.40
< Benefits 4 215,840.00
i Total with Benefits 975,640.00
o
2
S
=
=
>
=
8
Payroll Tab Has 7 Major Columns
@
DATA = TOTAL FUNDS
= Restricted
_ Total FTE  Annual Salar Salary Adjustment  Mew Annual Salar Budget FTE EBudget FTE
A- Appoi 11#|z11= | Total FTE for the individual, regardless of funding source
B - Total FTE Total FTE for the individual for this account
C - Annual Salary Provides the approved annual salary for the individual
Sl D - Salary Adj. Can be used to add/make adjustments to someone’s salary
N E - New Annual " .
= Salare d Addition of Annual Salary (#C) and Salary Adjustment (#D)
2
Ml F - Budget Calculated value of New Annual Salary (#E) and the FTE (#G)
=l G- FTE Estimate of the individual’s Full Time Equivalent for an account
; 9

Module 2




Budget Development System
Contributor Training

Exercise 2.1
Adjust Staffing for Career Permanent Employee

Before you begin the first exercise

Select Dept 1, Account 1 R e
[

[=] (7 BDS Divisional Workfow
[=] [ Mclassol
=] [ MO1DeptOl

O MO1&ccount0l

&) MO1Accounk0z

ORNIA

Once you’re in the .
account, take ownership : a

ERSITY OF CALI

HH division _payroll

10
Exercise 2.1
Adjust Staffing for Career Permanent Employee
In Account M##Account01, Paul McCartney received a
salary adjustment of $3,000 that is not reflected in his
Annual Salary. Make the adjustment.
[ division_temp_cantract [ division_supplies_expense_permanent [Edivision_account_budget [ division_distribution
get_office_2
Context:
_payrol v E division_payrall - ¢ MigAccountdl | | & Working Yersion v E 2010-11
i_Fund] * [divizion_payeoll_mn] ¥ [division_account] 7| % [division_wersion] * [diuision_fiscal_yesr]
DAaTA
Last Mame  First Mame Position Title Tide Code  Appointment FTE  Total FTE  Annual Salar: _
B 4.00 4.00  400,000.00 3,000.00
= LERNMNON JOHN ASSOCIATE WICE PRESIDENT 0171 1,00 1,00 100,000,00
;J ! MCCARTHEY  PALIL MANAGER (FUNCTIOMAL AREA) 0280 1.00 1.00 100,000.00 | 3,000.00 | I
i AREA) UZ80 1og oo 1o, 000,00
o STARR. RIMGO MANAGER (FUNCTIONAL AREA) 0280 1.00 1.00 100,000.00
ol 1 0.00 0.00
N 11
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Exercise 2.2
Adjust Staffing for Career Permanent Employee

Next fiscal year, all of Ringo Starr’s time will be applied
to restricted funding. In M##Account01, move Ringo’s
time currently budgeted to Fund 69085 to Fund 69960.

=l Unrestricted =l Restricted
69055 SYSTEMWIDE ASSESSMEMNT FUND 69960 UNIVERSITY PRESS INCOME
Budget  FIE Budaet ETE Budger  FIE Budaet . EE

151,500.00 1.50 151,500.00 1.50 251,500.00 2.50 251,500.00 2.50
50,000.00 0.50 50,000.00 0.50 50,000.00 0.50 50,000.00 0.50
51,500.00 0.50 51,500.00 0.50 51,500.00 0.50 51,500.00 0.50
50,000.00 0.50 50,000,00 0,50 50,000.00 0.50 50,000.00 0,50
I 100,000.00 1.00 100,000, 00 1.00

12
Payroll Summary
Use to enter and summarize the staffing for an account
Pulls from other Tabs - Provisions and Temp/Contract
Displays benefits calculation
: 13
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Personnel Overview

The personnel information is entered into three BDS

tabs. We will step through the tabs:

—Provision Tab

o

o

IVERSITY

14
[ division_payrol [ division_temp_contract  [Fdivision_supplies_expense_permanent  Ffdivision_account_budget [ division_distribution
[ division_budget_office_1 [ division_budaet_office_z
Rovs; Calumns: Context;
¢ division_provisions & division_provisions |_| | division_provisions | £ M1BAccount1 || § Working Version || 2010-11 o]
& [diwision_provision_rurn] f [division_Fund] # [division_provisisr_rm] % [division_sccount] ¥ [diwision_wersion] % [division_Rscal_year]
DATA * TOTAL FUNDS
Description Tile Code  AnnualSalary  Wew Anrual Salary  Budget ETE
150,000.00 150,000.00 100,000.00 L.50
999001 AZ9901 WEW F¥1112 MDPT 4722 50,000.00 50,000.00 50,000.00 100
999002 AFI902 NEW FY1112 MDPT 245 100,000,000 100,000,000 50,000.00 0.50
o
15
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Provisions Overview

ERSITY OF CALIFORNIA

*The Provisions tab is designed to capture all of the salary
dollars associated with outstanding Provisions (Vacancies).

This is funding designated for permanent positions within an
account that have not been filled

*Provisions are created when a permanent employee leaves
and prior to a replacement being hired

16

[ division_payral [ division_pravisions

[ division_budget_office_1

@divisionftempfcontract

Provision Tab Has 1 Section

[ division_budget_office_2

@divisionfsupphes7expensajermanant

[ divisior

RNIA

VERSITY OF CALIFO

UNI

Fows: Columns:
;| division_provisions | 3 division_provisions |
et et ] ] [divison fund]
A_ Desciption
=
999001 A99901 MEW Fi1112 MDPT
299002 A99902 MEW FY¥1112 MDPT

;. division_provisions
* [division_provision_m]

DATA

Tithe Code  Annual Salary
150,000.00

4722 50,000.00

245 100,000.00

Context:
: M16ACcountOl | F v
%) [division_account] QU

'+ TOTAL FUNDS

Mew Annual Salary Budgst ETE
150,000.00 100,000.00 1.50
50,000.00 50,000.00 1.00
100,000.00 50,000.00 0.50

A - Provisions Section covers provisions or vacancies associated with an account

17
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UNIVERSITY OF CALIFORNIA

Provision Tab Has 7 Major Columns

0§ §HE
DaTA
Description Title Code  Annual Salary  Salary Adjustment  Mew Annual Salary  Budget  FTE
_ 150,000.00 150,000.00
299001 MEW FY111z MDPT 4722 S0,000,00 50,000,00
999002 MEW FY¥1112 MDRT 245 100,000,00 100,000,000
18

UNIVERSITY OF CALIFORNIA

Provision Tab Has 7 Major Columns

7 P95 § g

DATA = TOTAL FUNDS
= Restricted
| Description TtleCode  AnnualSalary  Salary Adjustment  New Annual Salary Budget ~ FTE  Budget FIE
86,628.00 0.00 86,628.00 86,628.00 2.00 B86,628.00 2.00

A- Description Description for the provision as was input by the Budget Office
B - Title Code Official Title Code for the provision
C - Annual Salary Provides the approved annual salary for the provision
D - Salary Adj. Can be used to add/make adjustments to the provision’s salary

E - New Annual

Salar Addition of Annual Salary (#C) and Salary Adjustment (#D)

F - Budget Calculated value of New Annual Salary (#E) and the FTE (#G)

G- FTE Estimate of the provision’s Full Time Equivalent for an account

19
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Provision Summary

Use to enter and summarize the staffing for provisions or
vacancies.

Totals flow to the Payroll Tab

CALIFORNIA

UNIVERSITY O

20

Personnel Overview

The personnel information is entered into three BDS
tabs. We will step through the tabs:

—Temp-Contract Tab

21
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CALIFORNIA

RSITY OF

UNIVE

Temp/Contract Tab
How do you get there?

TN W B &

T R e rre— mnp———— i otrdagan
Toret -
fMisAcomntn o Verson | #  3008-11
Rimimrmniti} N fhcsi g [ ot i,
DATA + TOTAL FUNDS
F00 FUOON0DG 00000 200 ad
0oL WRLIAMS AL HAMAGER (TUNCTIONAL ARLAL .00 10000000 10G,00000 10O
e BESY FETE HAMATER (FLNCTIONSL ARES) 100 100,000.00  100,000.00 100
wey | o
TOOD4 o
uuuuuuuuuu
TO0 @00
oo oo
----- am
T amm
0 Q.00
Vs {nticmal) w0 e sK000G 0.5
o001 EPETOMN DRI CHRECTOR (FUbCTIONAL AREA) - 10000000 SO00000 050
oo o
o am
VOO0 Q0o
...... am
VIO0E. 0o
o am ]
= i gz biee Bt R

| Curment Owner: TEMLDVFMClass 16 | Curent Csnershi Nade: MLEAczount] |

22

VERSITY OF CALIFORNIA

UNI

Temporary Contract Overview

This Temp/Contract Tab is used to capture and track all the
salary dollar associated with an account for:

» Temporary positions paid with temporary funds

« Contract staff positions associated with Provisions
(Vacancies) funding

Does not include TOPs employees or employment agency hires,

Please include these in your S&E budgets

23
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Contributor Training

Provision Tab Has 2 Sections

[ division_payrall [ division_provisions [ division_temp_contract

[ division_budget_office_1 [ division_budget_office_2

Fows: Columns:
- division_temp_contrack L - division_temp_contrack | 8 divisic
% [division_ternp_contract] C [divizion_fund] % [divizic
DAaTA TOTAL FUNDS
- Annual Salary Budget ETE

A
2.00| 200,000.00 200,000.00 2.00

Yacancy {Optional) 0.50 100,000.00 50,000.00 0.50

This section covers non-career employee on temporary
funding associated with the account, units require new funding

<
:
:
o
= This section is used to track non-career employees paid
3 through Provision funding, funding already in place
s
-
-
3
24
Temp/Contract Tab Has 6 Major Columns
@
DATA TOTAL FUNDS
PO e L 4 (81 = = e e
|- Temporary \ 200 20000000 200,000.00 2.00
TOO01 WILLTAMS  ALAM MANAGER (FUMCTIONAL AREA) 1.00 100,000.00  100,000.00 1.00
TO00Z BEST PETE MANAGER (FUMCTIONAL AREA) 1.00 100,000.00  100,000.00 1.00
TO003 0.00
Too04 0.00
TO00S 0.00
Temp employees where
Toong 0.00
TO007 . 0.00
units need new funds
TO00S 0.00
To010 0.00
- = yacancy \upronai} USU IUGUULLY  SUUBLUU U350
= \oooL EPSTEIN ERIAN DIRECTOR (FUMCTIONAL AREAY 0.50 100,000.00 50,000.00 0.50
g voonz 0.00
= Vo003 0.00
3 w0004 0.00
5 Temp employees where .
> W0o0g 0.00
v .
z units already have funds °®
E \0oos 0.00
= ¥ooog 0,00
g woo1o 0.00
25
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UNIVERSITY OF CALIFORNIA

Temp/Contract Tab Has 6 Major Columns

3 g

05397 EDUCATIONAL FUND

A - Last Name This column allows the entry of the individuals first name

This column allows the entry of the individuals first name

This column provides the official HR Title for the individual

This column provides the current annual salary for the individual
It?ee :_?Ilsugg)is the calculated value of the Annual Salary (#D) and

This column is the estimate of the full time equivalent for an

F-FTE individual for this account

DaTA = TOTAL FUNDS
= Unrestricted Restricted

DISSEREREN FirstMame  Position Title  Toks| FTE  Annual Salar: Budget FTE Budget FTE Budget FTE Budgst  FTE

26

UNIVERSITY OF CALIFORNIA

Temp/Contract Summary

Use to enter and summarize the temporary staffing for an
account

Temporary section flows to the Payroll Tab

Vacancy section is optional and is used to track non-
career employees paid through an account’s Provision
budget. This information does not flow to any tab

27
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UNIVERSITY OF CALIFORNIA

Personnel Summary

Use to enter and summarize the staffing for an account
Flows to the Account Budget Tab

Calculates Benefits

28

VERSITY OF CALIFORNIA

UNI

Personnel Summary
Use to enter and summarize the staffing for an account
Flows to the Account Budget Tab
Calculates Benefits

Payroll Information Summary

- Permanent Funds Temporary Funds

Sub 01 Career Employees, Career Employees
Provisions

Sub 02 Add. Budget (eg Overtime, Temp./Contract Employees,
Merits, Add. Benefits) NOT from TOPS

Remember in Temp/Contract Tab:
Vacancy Section is OPTIONAL!

29
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CALIFORNIA

oF

-
o
w

Where does this information go?

Adjustment

Proposed Budoet

Regent Approved Permanent Appropriations T 71905400 719,054.00
Benefits
Salary Inc
Other Budget Adjustments
TOTAL Permanent Appropriations 719,054.00 719,054.00
Temp Appropriations
TOTAL Appropriations 719,054.00 719,054.00
* EXPENSES (Including Temparary Adjustments)
Account * 00 SALARIES-ACADEMIC
B d * 01 SALARIES-STAFF 503,000.00 b0,000.00 563,000.00
u get * 02 GENERAL ASSISTANCE 0.00 100,000.00 100,000.00
F I OW * 06 EMPLOYEE BENEFITS 142,852.00 45,440.00 188,292.00
TOTAL Salaries & Benefits 645,852.00 205,440.00 851,792.00
= 03 SUPPLIES AND EXPENSE 38,951.00 38,951.00
* 04 EQUIPMENT AND FACILITIES
* 05 SPECIAL ITEMS 20,500.00 20,500.00
* 07 SPECIAL ITEMS
TOTAL Supplies & Expenses 59,451.00 59,451.00
TOTAL Salaries & Benefits & Operating Expenses 705,303.00 205,440.00 910,743.00
= 09 RECHARGES
= 9H O¥ERHEAD EXPENSE
TOTAL Expenditures 705,303.00 205,440.00 910,743.00
= 08 UNALLOCATED FUNDS
Surplus (Deficit) 13,751.00 (205,440.00)  {191,689.00)

30
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DEVELOPMENT SYSTEM

Contributor Training

UNIVERSITY OF CALIFORNIA

Agenda

10:00 BDS Contributor Application - S&E, Budget, Qtrly
Dist., Budget Office
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CALIFORNIA

UNIVERSITY O

Contributor Tab Training Objectives

At the end of this section, you should be familiar with:

 Budgeting for Permanent Supplies and Expenses
» Requesting Appropriations

* Balance the Account Budget Tab

e Quarterly Distribution of a Budget

*Advanced BDS Functions

Budget Development Overview

The other budget information is entered and adjusted
in three BDS tabs. We will step through the tabs:

—Supplies and Expenses Tab

Module 3




Budget Development System

Contributor Training

Supplies and Expenses Tab

How do you get there?

[ division_payrall [ division_provisions [{H]division_temp_contract [iH]division_supplies_expense_permanent [ division_sccount_budget [ division_distribution
[ division_budget_office_1 [ division_budgst_office_2
RD:N ;;vwswnn_supp\was_expensa _permanent |, [E:‘u;r:CiSs;Dn_supplies_axpanse _permanent || Cu:nr:li;cmuntm | gWorking version || %
| [diwision_object] | [divwision_fund] % [division_sccount] ® [division_version]
NErGPEVERBeRdEies] Cv oP Regents AggmfedT E’;:w::lejn’:zjdget Mext FY Requested Permanent Budget
38,002.00 ‘ 36,151.00 35,451.00
;: E: ;EEE::E::E:ZD e 20,500.00 20,500.00 20,500.00
'+l 07 SPECIAL ITEMS
TOTAL Supplies & Expenses 58,502.00 56,651.00 55,951.00
'+ 09 RECHARGES
'+ 9H OYERHEAD EXPENSE
TOTAL Expenditures 58,502.00 56,651.00 55,951.00
4
Supplies and Expenses Overview
The Supplies and Expenses tab is used to input all requests
for permanent funding for supplies and expenses for the
upcoming fiscal year
Payroll-related budget requests and Supplies and Expense
using temporary funding are input in other BDS tabs
; 5
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ERSITY OF CALIFORNIA

Supplies and Expenses Tab Has 8 Major Sections

* TOTAL FUNDS

p— _ CY OP Reqents Approved Permanent Budget
Al 7,336,409.31 | 644,494.00
Bjm + 04 EQUIPMENT AND FACILITIES 7,500.00
Q- * 05 SPECIAL ITEMS
E- * 07 SPECIAL ITEMS

TOTAL Supplies & Expenses 7,336,409.31 651,994.00
E'# * 09 RECHARGES (2,455,152.00)
E- * 9H DYERHEAD EXPENSE

TOTAL Expenditures 7,336,409.31 (1,803,158.00)
- * 08 UNALLOCATED FUNDS
= TOTAL Commitments 7,336,409.31 (1,803,158.00)

VERSITY OF CALIFORNIA

UNI

Supplies and Expenses Tab

| s wosems:

= | # 04 EQUIPMENT AND FACILITIES
4 05 SPECIAL ITEMS
+ 07 SPECIAL ITEMS
TOTAL Supplies & Expenses
+ 09 RECHARGES
+ 9H OVERHEAD EXPENSE
TOTAL Expenditures
+ 08 UNALLOCATED FUNDS
TOTAL Commitments

=
=

|olofw

[nlm]

Has 8 Major Sections

A: Sub 3 is for S&E in 12 Expense Categories.
The majority of S&E should be in this sub

B: Sub 4 contains only 2 Expense categories.
Represents inventorial equipment only

C: Sub 5 is for S&E in 12 Expense Categories

D: Sub 7 is for S&E in 12 Expense Categories

E: Sub 9 is for Recharges and only applies to
certain units

F: Sub 9H does not apply to most units, it
represents overhead expenses for grants

G: Sub 8 is for Unallocated Funds, for funding
that does not fit any other category

H: Sums your total permanent S&E budget

Module 3
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Supplies and Expenses Tab Has 3 Major Columns

& TaT

1 # TOTAL FLINDS
|; _ CY QP Regents Approved Permanent Budget  Mext FY Requested Permanent Budget

38,002.00 | 36,151.00 35,451.00
D4 EQUIPMENT AND FACILITIES
05 SPECIAL ITEMS 20,500.00 20,500.00 20,500.00
07 SPECIAL ITEMS

TOTAL Supplies & Expenses 58,502.00 56,651.00 55,951.00

09 RECHARGES
9H O¥YERHEAD EXPENSE

TOTAL Expenditures 58,502.00 56,651.00 55,951.00
08 UNALLOCATED FUNDS
< TOTAL Commitmecnts 58,502.00 56,651.00 55,051.00
>
=
3 8
Supplies and Expenses Tab Has 3 Major Columns
TOTAL FUNDS
__ CY OP Reqents Approved Permanent Budget  Next FY Requested Permanent Budget
A- Prior EY Shows expenditures of the prior year by sub account, expense
- category and object code. In preparing the budget for FY12-13,
the -11 are displayed in this column as a reference point.
Expenditures he FY10-11 are displayed in this col f i
B - CY OP Regents This column shows the approved permanent budget for the
Approved current fiscal year. In preparing the budget for FY12-13,
< Permanent Budget the FY11-12 is displayed in this column as a reference point.
= C - Next FY . .
2 R This column is used to enter the total requested permanent
N equested budget for the upcoming fiscal year.
° Permanent Budget ’
; 9
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Spreading Expenses

Supplies and Expenses using permanent funding are

budgeted at Expense Category. Expense Categories are
specific to each Sub Account.
total is spread to the Object Code based on the Prior FY

Expenditures.

G478 RISK MANAGEMENT RECHARGE

The Expense Category

69791 LICOP BE SMART ABOLIT SAFETY LOCPROG
Prioe Y Expencibures  CY OP Reqents Aporoved Permanenk Buget - Mext FY Requeste Pemaneot Budoet  Priae FY Expendtuves - Next FY Requested Pemanent Budoet

RSS9 636900 w o wea 900
3 03 Insurance 106 3,953.00 100 384,00
(13-3360 INSLURAMCE 359300
i 033385 INSLRACE GENERAL AND ALTO 5,320,00 050 152,00 0.0
o 03-3390 INSLRANCE/EWPLOVIENT PRACTICES 5,320.00 0.50 192,00 0.50
P (13339 MECICAL MALPRACTICE INSLRANCE
P (3725 INSURANCE
-
) 10
Exercise 3.1 Enter Expense Category Budget
For MXXAccount01, enter computer expenses of $3000
for the coming year using the Expense Category in Fund
69085 SYSTEMWIDE ASSESSMENT FUND
Prior FY Expenditures  CV OP Regents Approved Permanent Budget
= 03 SUPPLIES AND EXPENSE 31,651.00 30,475.50 33,300.00
# 03 Insurance 1,351.00 675.50 2,000.00
'#/ 03 Meetings/ Travel + Related Exp 1,000.00 1,000.00 1,000.00
# 03 Consultants + Prof. Services 20,500.00 20,000.00 20,500.00
# 03 Legal Costs
2 L.800.00 L.800.00 L w.u.u.l
2,000.00 2,000.00 \ 3,000.00
03-3100 MAINTFSYC AGREEMENT-COMPUTER HARDWARE
03-3105 MAINTISVC AGREEMENT-COMPUTER SOFTWARE 1,700.00 1,700,00 1,500.00
03-3110 MAINT{SYC AGREEMENT-COPYING EQUIPMENT
013-3115 MAINT/SYC AGREEMENT-OFFICE EQUIPMENT
< 03-3120 MAINT/SVC AGREEMENT-FURNITURE & FIXTURES
"‘Z 013-31 25 MATNTISYC AGREEMENT-OTHER EQUIP
o 03-3126 MAIN/SVC AGREEMENT-TELECOM/NETWORKING EQ
E 03-3140 REPAIRS-COMPUTER HARDWARE
:1 03-314% REPAIRS-COPYING EQUIPMENT
: 03-3150 REFAIRS-OFFICE EQUIPMENT
° 03-3155 REPAIRS-FURNITURE & FIXTURES
: 03-3160 REFAIRS-CTHER EQUIF
:
11
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Exercise 3.2 Adjust Object Code Budget

In M##Account01, enter Moving Service (03-3004) cost of
$500 at the object level in Fund 69960.

I_I 69360 UNIYERSITY PRESS INCOME
Ujet  Prior FY Expendiiures  CY OP Regents Approved Permanent Budoet [JNEXOFYIRSoUSsteAPeTmEReNEBUGGSEN

= 03 SUPPLIES AND EXPENSE 00 6,351.00 5,675.50 5,651.00
'+ 03 Insurance 00 1,351.00 675.50 1,351.00
# 03 Meetings/Travel + Related Exp 00 2,500.00 2,500.00 2,500.00
# 03 Consultants + Prof. Services
# 03 Legal Costs
'+ 03 External Svcs: Computer + Other
# 03 Computer/0ffice Eqp + Svc Maint.
# 03 utilities + Facilities /Space Leases i1} 800.00 800.00 800.00
# 03 Library
=/ 03 Other Office/Misc 00 1,200.00 1,200.00 500.00
03-Z700 RELOCATION EXPEMNSE
- TR
E 03-3002 FREIGHT AMD SHIPPING-IMCOMING
‘: 00 1,200.00 1,200.00 S00.00 I
;‘) 03-3005 STORAGE SERWICE
L 03-3010 YEHICLE RENTALSERVICE-NON-TRAVEL
12
Supplies and Expenses Summary
Use to enter and summarize the Supplies and Expenses
Pre-populated values can be used to spread the budget
at the expense category to the object code
Use to enter supplies and expense using Permanent
Funding
13
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Budget Development Overview

The other budget information is entered and adjusted
in three BDS tabs. We will step through the tabs:

—Budget Tab

Account Budget Tab

How do you get there?

[ division_payrol [ division_provisions | division_temp_contract | [Hdivision_supplies_expense_permanent [ division_distribution

[flldivision_budast_offics_1 | [ division_budget_offics_2

Rows: Columns: Context:
¢ division_account_budget. |_| ¢l division_account_budget || 7 gdMisaccountor || ¢l working version || %7
. [division_object] N [division_fund] % [division_account] [division_wersion]

= TOTAL FUNDS
DESESEESEUEEEE] icistvent  Proposedudaet

Regent Approved Permanent Appropriations | 719,054.00 719,054.00

Benefits

Salary Increases
Other Budget Adjustments
TOTAL Permanert Appropriations 719,054.00 719,054.00
Temp Appropriations
TOTAL Appropriations 713,054.00 719,054.00
* EXPENSES (Including Temporary Adjustments)

# 00 SALARIES-ACADEMIC

1 01 SALARIES-STAFF 503,000.00  ©0,000.00 563,000.00
1 02 GENERAL ASSISTANCE 000 100,000.00 100,000.00
# 06 EMPLOYEE BENEFITS 142,852.00  45440.00 188,292.00
. TOTAL Salaries & Benefits 64585200 205,440.00 651,292.00
1 03 SUPPLIES AND EXPENSE 38,951.00 35,951.00
1 04 EQUIPMENT AND FACILITIES
1 05 SPECIAL ITEMS 20,500.00 20,500.00
# 07 SPECIAL ITEMS
- TOTAL Supplies & Expernses s59,451.00 59,451.00
o TOTAL Salaries & Benefits & Operating Expenses. 705,303.00 205,440.00 910,743.00
w # 09 RECHARGES
o ! 9H OVERHEAD EXPENSE &
- Ton Pageup Page down Bottom Page (1 |of1
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Account Budget Tab Overview

Designed to bring all the budget information together

Enter in additional appropriation requests, both permanent

and temporary

Allocate temporary expense requests into the appropriate
expense category

Balance the budget: “Surplus (Deficit)”, should be zero to
indicate a balanced budget

Surpls (Defict)

13,75100 (13,751.00)

16
Account Budget Tab Has 5 Major Section
E _ Adiustment Proposed Budoet
| UAPPROPRIATIONS
ol Regent Approved Permanent Appropriations 719,054.00 | 719,054.00
Benefits
Salary Increases
Other Budget Adjustments
TOTAL Permanent Appropriations 719,054.00 719,054.00
Temp Appropriations
TOTAL Appropriations T19,054.00 719,054.00
* EXPENSES (Including Temporary Adjustments)
'+ 00 SALARIES-ACADEMIC
* 01 SALARIES-STAFF 503,000.00 60,000.00 563,000.00
* D2 GENERAL ASSISTANCE 0.00 100,000.00 100,000.00
'+ 06 EMPLOYEE BENEFITS 142,852.00 45,440.00 188,292.00
TOTAL Salaties & Benefits 645,852.00 205,440.00 851,292.00
[ * D3 SUPPLIES AND EXPENSE 38,951.00 38,951.00
'+ 04 EQUIPMENT AND FACILITIES
< '+l 05 SPECIAL ITEMS 20,500.00 20,500.00
z '+ 07 SPECIAL ITEMS
; TOTAL Supplies & Expenses 59,451.00 59,451.00
s E —‘ TOTAL Salaries & Benefits & Operating Expenses 705,303.00 205,440.00 910,743.00
o [+ 09 RECHARGES
{j '+ 9H DYERHEAD EXPENSE
= TOTAL Expenditures T05,303.00 205,440.00 910,743.00
4 L # D8 UNALLOCATED FUNDS
ks ‘ Surplus (Deficity 13,751.00 (205,440.00) {191,689.00)
17




Budget Development System

Contributor Training

Account Budget Tab Has 5 Major Section

A. Represents the prior year approved permanent
budget appropriation

Regent Approved Permanent Appropristions

Benefits

Salary Increases

(thet Budget Adjustments

ropriation: B. Enter additional permanent and temporary

Temp Appropriations appropriaﬁon reqUeStS

TOTAL Appropriations

* ERPENSES {Including Temporary Adjustments)
* 00 SALARIES-ACADEMIC
# D1 SALARIES-STAFF C. Irlljformation flows from the payroll related
tabs

TOTAL Permanant Annvopr
TOTAL Permansnt Appt

* 02 GENERAL ASSISTANCE
+ 06 EMPLOYEE BENEFITS
TOTAL Salaties & Benefits
+ 03 SUPPLIES AND EXPENSE
* 04 EQUIPMENT AND FACILITIES

= 05 SPECIAL ITEMS - - .
D. In this section the unit enters temporary fund

i * 07 SPECIAL ITEMS
5 |E| - requests by sub account and expense category
h - TOTAL Supplies & Expenses
; TOTAL Salaries & Benefits & Operating Expenses
g # 09 RECHARGES
© * 9H DYERHEAD EXPENSE
- TOTAL Expendiures E. Surplus (Deficit) Calculates the difference
< ¥ 08 UNALLDCATED FUNDS between appropriation and expenses for the
W [1Ta%il
> Surplus (Deficit) proposed budget. Should show “0” balance
=
18
Account Budget Tab Has 3 Major Columns
‘ Adijustment Proposed Budget
| rePROPRLATIONS
Regent Approved Permanent Appropriations 719,054.00 719,054.00
Benefits
Salary Increases
Other Budget Adjustments
TOTAL Permanent Sppropriations 719,054.00 719,054.00
Temp Appropristions
TOTAL Appropriations 719,054.00 719,054.00
* EXPENSES {Including Temporary Adjustments)
* 00 SALARIES-ACADEMIC Enter Temp
* 01 SALARIES-STAFF 503,000.00 60,000.00 563,000.00 S&E
*| D2 GENERAL ASSISTANCE 0.00 100,000.00 100,000.000
'+l 06 EMPLOYEE BENEFITS 142,852.00 45,440.00 188,292.00
_ TOTAL Salaries & Benefits 645,852.00 205,440.00 851,292.00
; * 03 SUPPLIES AND EXPENSE 38,951.00 36,951.00
;‘J * 04 EQUIPMENT AND FACILITIES
w * 05 SPECIAL ITEMS 20,500.00 20,500.00
: * 07 SPECIAL ITEMS
: TOTAL Supplies & Expenses 59,451.00 59,451.00
© TOTAL Salaries & Benefits f Operating Expensas 705,303.00 205,440.00 910,743.00
E *| 09 RECHARGES
:L’ '+ 9H O¥ERHEAD EXPENSE
< TOTAL Expenditures 705,303.00 205,440.00 910,743.00
= # 08 UNALLOCATED FUNDS
- Surplus (Deficity 13,751.00 (191,689.00) 19
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UNIVERSITY OF CALIFORNIA

Account Budget Tab Has 3 Major Columns

TOTAL FUNDS
DEErarentEnanatl Adinstment  Proposs d Budget

ustment  Proposed Budgel
1

|| " —

A- Permanent This column shows the Regent Approved Permanent budget
Budget and the totals from the other tabs

Used to enter new appropriation requests and temporary

B - Adjustment supplies and expenses

Combines the Permanent Budget totals with the adjustment

C - Proposed Budget o —

20

UNIVERSITY OF CALIFORNIA

Balancing the Account Budget
The objective of this tab is to balance the appropriations
against the expenditures

The starting point is last year’s approved permanent
budget

The unit needs to bring the ending balance to “0”, by
either increasing the appropriation request or reducing
the proposed expenditures

Surplus (Deficit) 13,751.00 (205,440.00) (191,689.00)

)’

Surplus (Ceficit) 13,751.00 (13,751.00) 0.00

21
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ALIFORNIA

UNIVERSITY OF C

Exercise 3.3 Enter Appropriations

In Account##01, enter Other Budget Adjustments by $4,575
and Temp Appropriations by $205,440 in Fund 69085. Enter
Other Budget Adjustment by -$66,826 in Fund 69960.
Propose Budlget should equal zero (show blank).

= Restricted
| G008 SYSTEMWIDE ASSESSMENT FLND EOED UNEVERSITY PRESS INCOME
"] Comwent Pudet  fduieet  Exomed et Pomocend Buiet [N Piocedfuo Pamaet bt Adstmert  Prosood Buduct
* APPHOPRIATIONS
flegent Appeoved Permanent Approprigtions 4,651.00 L5100 397, 403.00 397403.00 07,400.00 07,400.00
Berwlits

| IF—— Ty A0 LGGRAZEL0L  (ERAZEONL CEEEon e

TOTAL Pevimardt Appropratan 66,651.00 45700 371,500,000 JUTAULON (b, .00} SIOSTLAD 3T A0 (86, E06.00) 30,577.00

TOTAL Apprigriations. 34,6510 210,015.00 576,866,00 AN (66,006.00)  3I0STL00 37, 400.00  (66,526.00) 300,577.00
* DPTRGLS (Indudng Sangrary Adnstsnts)
# 00 SALARTES-ACADEMIC

41 0) SALARIFS-STAFF 251,50000  KO,000.00 311,500.00 751,500.00 251,500.00 251,500.00 251,500.00
* U GENLHAL ASS1STANCE 0ol 100,K00.00 10 B00.00 ooy (1] L oo
3 0 EMPLOYEE BENEFITS TIAZEDD 4544000 116,866.00 T1,476.00 T1,426.00 T1,475.00 T1,476.00

TOTAL Selares & Banefits WLEAG AEAN00 2,960.00 TEUE00 22 T0 292600 2, 9200
# 03 SUPPLIES AND EXPENSE 30,300.00 30,300.00 5.151.00 515100 515100 515100

51 04 BQUIBMENT AND FALTLITEFS

1 05 SPECLAL ITEMS 10,000.60 18,000.00 2,500.00 2,500.00 2.500.00 2,500.00
# 07 SPECLAL TTEMS

TOTAL Supples b Experses 4, J00 8, 50000 165100 1A51.00 765000 7,651.00
TOTAL Salaries & Benefits b Operating Expenses W2 HEAN00 57,666.00 330,577.00 330,577.00 30,577.00 00,577.00
4 09 RECHARIES
UM OVLRILAD LGPLNSL
TOTAL Espendiures L2 25000 57,666.00 330,577.00 330,577.00 30,577.00 330,577.00

A1 DR UNALLDCATD FUNDS
Surphs (Defck) (4,575.00) 457500 O LT (Gl I 0U) o 00 (6,026,000
22

VERSITY OF CALIFORNIA

UNI

Where does the Account-Budget Data Flow?

Data from the Account Budget Tab flows to the Budget
Office Tabs

Budget Office will then review and make adjustments if
necessary to the permanent and temporary proposed
budget requests

Unit will be able to see the differences between their
“Proposed Budget” and their “Approved Budget”

23
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Account Budget Tab Summary

Displays both appropriation requests and proposed
budget expenses

Used to enter additional/reduced appropriations

Used to enter additional temporary S&E funding
requests

Balance appropriations and expenses

24

Budget Development Overview

The other budget information is entered and adjusted
in three BDS tabs. We will step through the tabs:

—Distribution Tab

25
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Distribution Tab

How do you get there?

P e e

Ldwvision_hudget_offics | ivision_burdgnt_nifice_2
g e i
T et @ o o oo
= TOTAL FUNDS S63,000.00
S Uewrewlricbed 261, 500.00
01 SALARILS-STAFF G0 SYSTEMWIDE ASSLSEMONT FUMD 01,500.00
= Restricted 300,500.00
GOS0 UNIVERSITY PRESS INCOME 301,500.00
S menciss e
wanena e [N w000 o0 on[ o]
= Restricted oo
. ‘urﬁn':ﬂl;:l:r"&ﬂ PRESS INCOME . 000
= Unwestricted 10266600
06 EMPMLOYEE BENEFITS AA0ES SYSTEMWIDE ASSESSMENT FLMND 102 £44.00
i = Restricted g : B5626.00
; ll.l[llll;‘l’; i n;:l;ﬂ
- = Unwestricted 32, 300.00
< 03 SUPPLES AND EXPENSE GOO0ES SYSTEMWIDE ASSESSMENT FLND 33, 300.00
“;’ = Restrscted 565100
o GRG0 UNIVERSITY PRESS INCOME 545100
> = TOTAL FUMNIFS 20,500.00
; 05 SPECLAL TEMS : GRS DYI:I‘:M'.\I ASSCSSMENT FUND hIO\'A:(‘I 00
n\ﬂ = Restricted ?.'!'ﬂ'l:m
26
Distribution Tab Overview
Utilized to adjust the distribution of expenses by
quarter
Information will be used for quarterly budget
variance reporting
N 27
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Distribution Tab

QL 02 Q3 o4 Eme

= Unrestricted F=0,000.00
19900 GENEREL FLNDS 0.0
908 STSTEMWIDE ASSESSVENT FUBD  R1,000.00
O SALARIES-STAFF G400 CP-COMMCH Ut 0.00
= Restricted 479.000.00
S0 ASELT MANSGIMINT FURD 193,000
63550 BOND MANSGEMENT FLVD 200,000.00
SATEILANSLLC NESEARCHADMIN ALLOK 00,00 . .
< oTAL s This section
= Unrestricted .00
1900 GENERAL FLADS 000 I h b
Do ists the su
e il iy
P am accounts
G365 DOND MANAGIMENT FLHD 0.00 .
SOTETLANSLLE RESEARCHIADMIN ALLOE 0.0 tha‘t Include
< 1ot s Frrzonum
= Unrestricted 16400 b d d
19900 GENERAL FUNDS oo u g ete
WS STSTEMWIDE ASSESMENT FUMD ", 18400
06 EMPLOVEE DENEFITS 3400 CP-COMTAON FLID: 000 funds
Pestricted 136,036.00
= 590 AT HANAGEVENT FUND a0
= G5 DOND MARAGEMENT FLAD 20,00
o S376ILANE-UCREEARCHADMINALLOC  1,704.00
= o oA aeos et
s = Unrestricbed .00
o 19900 CENERAL FLIDS 1.00
“ 800 CPCOMTAON D 100
o 03 SLPRLIES AND EPENE
= Restricted 701300
- #9590 ATSET HANSTEMENT FUND 00
- G DOND MANAGIMENT FLED 000,00
o 63763 LANG-LLC RESEARCHIACIN ALLOC 100
w
B
28
T ] budget o1 oz NEEN o4 Enor
= TOTAL FUNDS 563,000.00
= Unrestricted 261,500.00
01 SALARIES-STAFF £3085 SYSTEMWIDE ASSESSMENT FUND  261,500,00
= Restricted 301,500.00
69960 UNIVERSITY PRESS INCOME 301,500,00
= TOTAL FUNDS 100,000.00
= Unrestricted 100,000.00
02 senERAL AssIsTancE NEB0SEISSTEMMDEASSESSENTIFUNG]  100,000.00 0.50 0.30 [ p20]
= Restricted 0.00
3560 LNIVERSITY PRESS INCOME .00
= TOTAL FUNDS 188,292.00
= Unrestricted 102,666.00
06 EMPLOVEE BENEFITS 63065 SYSTEMWIDE ASSESSMENT FUND  102,666,00
= Restricted 85,626.00
£3960 LNIVERSITY PRESS INCOME 85,626.00
<
- = TOTAL FUNDS 38,351.00
n = Unrestricted 33,300.00
o
e 03 SUPPLIES AND EXPENSE 63065 SYSTEMWIDE ASSESSMEMT FUND  33,300.00
- = Restricted 5,651.00
o £3960 LNIVERSITY PRESS INCOME 5,651.00
o = TOTAL FUNDS 20,500.00
> = Unrestricted 18,000.00
- 05 SPECIAL ITEMS 69085 SYSTEMWIDE ASSESSMENT FUND  18,000,00
@ = Restricted 2,500.00
w
> £3960 LNIVERSITY PRESS INCOME 2,500.00
>
29

Module 3

15



Budget Development System

Contributor Training

UNIVERSITY OF CALIFORNIA

Distribution Tab Has 3 Major Columns

g &

Gl 92 Q3 Q4 Error

L

= |_800,000.00 |

Lists the funds that have been budgeted for each sub account

B - Budget Displays the total budgeted amount by fund/sub combination

C - Quarterly Default equals 25%, if different, use columns to enter a
Distribution different percentage distribution by quarter

"

30

UNIVERSITY OF CALIFORNIA

Distribution Tab - Discussion Items

The default equals a budget distribution of 25% per
guarter. No action is required if the default
distribution is sufficient.

The Distribution tab information is used to populate
the quarterly budget variance reports. Information
does not flow to any other BDS tabs.

31
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Distribution Summary

Use to adjust expenses distribution across quarters.

The default value is an even distribution of 25% each
quarter.

The distribution will show on quarterly budget variance
reports

32

Budget Development Overview

The other budget information is entered and adjusted
in three BDS tabs. We will step through the tabs:

—Budget Office Tabs

33
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Budget Office Tabs

The Budget Office tabs can be viewed by all users.

Budget Office Tab 1 is used by the Budget Office to
enter in adjustments to the Proposed Budget.

Budget Office Tab 2 is used to evaluate the prior fiscal
year Permanent budget against the newly approved
Permanent budget.

34
drvison_payvol i dwison_privisons devision_tecip_contract Hiderison_nupehes_apanse_permanant dvison_pooount_budget | dvision_dstibubion
[ dhasion_budont_fficn_L dvision burget_office_2
[possi [T et
# deveson_budget_olfiee | | dvion buskont_cltiee t | gMtaaccoton | fWerbing Versien | 7
L [dbvisien_shpout] 5 [ L i ]
= TOTAL FUNDS.
U] PormareckOudost.  Adiatmert  Fropessdludet  PemesrtAdusnects  RmeAdugmects el scorved Dudaet
Hisgent Agproed Permarent Appropristins 719,054.00 19,0540 902400
Beredis
[ —
Gther hudget Aditnerts
TOTAL Permanent. Agpreprisiong 719,054.00 nsosi) The Budget 719,054.00
e — 1958000 191,580.00) ! 191,659.00
TOTAL Aprepristions 191, 6219,00 a0, 7400 Office can enter 410, 74200
* EXPENSES (Irehatng Temporary Adwntments) H
5 on SMANIIS-ACADRMI adjustments to
£ 0 SALARIES-STAIT soapano  coponse  sexseans| the Division’s 563,000.00
# 2 GENERAL ASSISTANCE 000 10000000 200000.00 700,000.00
4 U6 EMPLOTEE BENEFLTS TAZASZO0 4544000 Proposed 21869200
< TOTAL Salaries b Bereles GASAS200  P5440.00  051,252.00) 479,652.00
- © s st s A e Srea | BUGEL eyl
5 # 04 EQUIPMENT AND FACILITIES
w # 05 SPECIAL TTEMS 2050000 20,500.00) 20,500.00
= 07 SPECIAL ITEMS
) TOTA, Supches & Expenses 5945100 5945100 5945100
s TOTAL Salawies b Brrelis B O ativey Expereins TOSINO0  OS44000 9074300 1,039,14300
. 4 9 RECHARGES
- + 9 OVERHEAD EXPENSE
P TOTAL Experaftines TOSIAN0 0544000 910,743.00) 1,039,143.00
o # 08 UNALLOCATED 1S
= Surphus (Defict) 1375000 (13,751.00) {128,400000)
s
35
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Budget Office 2 Tab

mdiviswon_budget_oFFice_l [ division_budget_office_2

Rows: Calumns:
: division_budget_office 2 | O : division_budget office 2 _1 & division_budget_office 2
% [division_object_budget_office_2] | [division_fund] * [division_budget_office_2_rn]

*+ TOTAL FUNDS

_ Aporoved Permanent

02 GENERAL ASSISTAMCE 0
03 SUPPLIES AMND EXPENSE 2,500.00 22
06 EMPLOYEE BEMEFITS 232,621.00 227,200

The Budget Office will use this tab to make
changes to the unit’s Permanent Budget for the
next fiscal year

36
Budget Development Overview
The other budget information is entered and adjusted
in three BDS tabs. We will step through the tabs:
—Advance BDS Functions
: 37
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Mastering BDS Functions Overview

At the end of this section, you should be familiar with:

*Data Spreading

38

What is a Data Spreading?

Distributes budget values to cells
Allows you to input data at a high level,

-For example, if you input Expense Category Level,
and it will spread the budget information to the
lower level, object code, automatically

39
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Data Spreading - How to

By right clinking in the parent cell that you want to spread
to the children cells, you will get a list of spreading options.

_ Prior FY Expenditures  C OF Reqents Approved Permanen

UNIVERSITY OF CALIFORNIA

10,018.00 7,336,409.31 b
| oy 11,024.00
IE Paste
5512

B pataspread 'E Proporggnal spread. .. peLL

B hetds ) o Equal Spread.., T

pril = Repeat... Ri.}
2.00 Clear... b e
2.00 H Percent Change... PO, it

S Straight Line. . SLi

2.00 O Growth %... IR
2.00 é’g Relative Proportional Spread... RP{.} 1
1.00 % Relative Percent Adjustment...  R%{.} lo:
2.00 ﬁ Repeat Leaves... LRY.}
2.00 é Equal Spread Leaves. .. L5} it
1.00 5 40

Equal Spread

Repeat

Clear

Percent Change

UNIVERSITY OF CALIFORNIA

Proportional Spread

Data Spreading: Primary Methods

 Distributes a specified value among cell
proportional to existing cell values

= Spreads a specified value equally across
cells

« Repeats a specified value over a range of
cells

= Replaces the cell values with zeros

= Multiplies current cell values by a
specified percentage

41
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Data Spreading
Based on the method selection,

values

a dialog box similar to the

one below will be used to select options and provide

Yalue:

10.000.00

rExtend:

&) Equal Spread - Mozilla Firefox E|[E|E|

|| ucop.edu | https:/fermspga.ucop.eduf TM1Web)TM

et Oright Oy

n Diowen

ALIFORNIA

rUpdate Action:

@ Replace Oadd O Subtract

[_Apply |
g

Cancel

UNIVERSITY OF C

42

Excluding Cells from Adjustment

Hold cells to prevent spreading into certain cells
By right clinking in the parent cell that you want to set a
hold on, you will get a list of holding options.

69035 SYSTEMWIDE ASSESSMEMT FUMD

‘Liur FY Expenditures Y OP Reqents Aporoved Permanent Budaet ISR EYREANSSEH PermanentBUdaee] Locked Cell
176,730.24 90,747.00 00
2,702.00 2,169.00 2,200.00

2,169.@

1,351.00 1,100.00
1,351.00 1,100.00

z I E Hold Leaves. ., H corr

& B Past=

2 E Hold Consolidate, . HZ Dets Spread

5 & [iolds W

- E Release Leaf Holds. ., RH i

> Loo

5 B E Release Consolidate.., RC 5

= Page |1 |of 1

: E Release all Holds. .. R4 ? 43
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Mastering BDS Functions Overview

At the end of this section, you should be familiar with:

* Sandbox

44

What is a Sandbox?

Allow you save different versions of your data

Changes that you make in a sandbox are not made
public until you “commit” the changes

Allows you to create different budget scenarios

When you “submit the sandbox, the data becomes
public and

45
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Sandbox cont.

Where do you find it? | B © |&F -
E Create Sandbox, ..
ﬂ Leiete Sandbox

FH division 4

@ -

Selecting “Create
Sandbox” opens a
dialog box to
complete

46

RN

ALIFO

UNIVERSITY OF C

Selecting a Sandbox

To select the sandbox or return to the default

view - use the drop down menu.

B | [Detaut]

U

Hdivisian_account_budget |_}|:|ivisi|:|r|_|:|istril:n.ltit]:‘SE"E':t sandbox

I@ h

47
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Mastering BDS Functions Overview

At the end of this section, you should be familiar with:

 Data Spreading
» Sandbox

» Data Reset

» Export to Excel

48

UNIVERSITY OF CALIFORNIA

Data Reset
Where do you find it?

1 O~ mEIORIEIEE T

Reset Yiew Reset Current View
‘jsion_ke

) Reset Data Reset All Views

ice_Z Reset Tabs

Zolumns:
;

Reset Both Miews and Tabs T

arn

=12z 0L a1 e A=A Resets the views for the current tab
Reset All Views Resets the views for the all the tabs
Reset Tabs Used to reset the format of the tabs

Reset Both Views

and Tabs

Resets the data and views for the current

49
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Data Reset

Examples of when you might use data reset:

Inadvertently changed the format (rows and columns) of
the tab

Entered data but want to return to the saved values

CALIFORNIA

UNIVERSITY O

50

Mastering BDS Functions Overview

At the end of this section, you should be familiar with:

» Export to Excel

51
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Exporting Data

You can export Y 4 (e e Bl O
data to Microsoft® T

¥ Slice to Excel
Excel to create F divisior] , _ b temp
reports and charts, ¥ Snapshot to Excel
and to manipulate  ice_1  [{#E Export to PDF 2
data. =

Worksheet contains TM1 functions & the worksheet is
bi-directional. There is live connection

Slice to Excel

Snapshot to Excel Sends values to the excel worksheet and is static

Export to PDF Creates a PDF of the tab that can be distributed as a report

52

UNIVERSITY OF CALIFORNIA

Mastering BDS Functions Overview

At the end of this section, you should be familiar with:
* Data Spreading
* Sandbox
* Data Reset
» Export to Excel

53
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Mastering BDS Function Summary

Understanding Data Spreading can speed entry of the
budget

Data reset option can be done for the view or tab

Data can be exported to Excel for viewing and
manipulation

54

Budget Development Overview

The other budget information is entered and adjusted
in three BDS tabs. We will step through the tabs:

55
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Approval Process Overview

At the end of this section, you should

» Understand the UCOP Budget Approval Process using BDS

 Understand how to submit budget at account or higher
hierarchy levels

» Have submitted and approved budget at account and
department levels

UNIVERSITY O

Workflows Summary

BDS has two workflows for submission and approval:

Divisional Budget Office
* Units enter proposed » Once Division’s approved the
budget data at the account budget, information flows to
level Budget Office
» Manager (Department, « Review and make
Subdivision, Division, review appropriate adjustments

and approve

*Prepare for approval by
Senior Management and the
Regents

Module 4
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Workflows

Two workflows allows:

Submission and locking of the Division’s Budget

Viewing of changes (entered by the Budget Office)to the
Division’s Budget

Tracking progress of the Division Managers' reviews and
the subsequent review by the Budget Office.

Users will only have access to accounts under their responsibility

by

% [E D TOTAL UCOP DIVISION

[=] I B000UC OFFICE OF THE PRESIDENT
[+ © 8200 OFFICE QF THE PRESIDENT
[] [ 8230 CHIEF FINAMCIAL OFFICER
[+] © 9240 VICE PRESIDENT LABORATORY MANAGEMENT
[5] D 8300 PROMOST & EXEC YP-ACADEMIC AFFAIRS
[+] (O 8310 PROVOST & EXEC VP ACAD AFF If0
[+ O 5330 YP AGRICULTURE & NATURAL RESOURCES
[+ (O 335 VICE PROVOST EDUC PARTHERSHIPS
[=] [ &340 WP STUDENT AFFAIRS
[+ © 8056 UNDERGRADUATE ADMISSIONS
[F] J 8057 ¥P STUDENT AFFAIRS IO
J 560455 STUDENT AFFAIRS IMMED OFC
J 660456 STD AFFRS DEPT & PRI MGT
[=] © 8058 STUDENT AFFR. & ADMIN: SW PROCESS & PRGMS
Q) 635000 SYSTEMWIDE PROC & PROGRAMS
[=] @ 5059 STUDENT FINANCIAL SUPPORT
.@ 631701 STUDENT FINAMCIAL SUPPORT
.@ 631702 STO FIN SURPORT.TRA 99
.@ 655048 STL LOAM BILLING COMTRACT

Approval Process - Account Hierarchy Window

The hierarchy shown will
depend on the areas you are
responsible for contributing to
and reviewing.

Icons are used to show the
status of the node of the
hierarchy.

O Awdlable
< Reserved
O Work In progress

& Submritbed fLocked

@ Ready
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Divisional Workflow:
Submission and Approval

Division reviews and approves the Sub-Division
and submits to the Budget Office

%

Sub-Division reviews and approves the Department

-

Department Manager reviews & approves the
all Department accounts and submits

Contributor enters in the account data and submits

Budget Office Workflow:
Submission and Approval

The Budget Office Director reviews and finalizes adjustments
on the Proposed Budgets and submits to the BDS Administraton

!

Approves Account Budget at Dept, Sub-Division
and Division levels and submits to Budget Office Director

Make necessary adjustments on Proposed Account Budget

b

Budget Office Coordinator reviews submitted Account Budget

Module 4
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Approval Workflow/Hierarchy and Role/Permissions

Division l
- J
¥ 1
Sub- Sub-
Division 01 Division 02
l Dept 01

I Dept 02 l Dept 03
T 1 1 ]

LlAccount 01 lAccoum 02 jAccoum 03 1Acc0um 041 [Accoum 05

Roles/Permissions: 1.Edit/Submit 2.Review/Edit/Submit/Reject

£ mvmnimns sintmmbl e fo0 Conaméiall
LUIIIunmcativin 1 Laaciiiadl

More than one person within the workflow are assigned to the

same hierarchy node, only one person can take ownership at a time

Parent-children relationship: Users with access to higher
hierarchy node (e.g., Dept) can “access” the children (accounts

within the Dept)and act as proxy

8
Submitting an Node
You are a reviewer or contributor for:
Name ?E?E? _________________ Permissions Owner
gﬂg}gj CSJE#DENT FINANCIAL © Ready - ﬁ Hore -
. Submit
Which consists of:
Name State Permissions Owner
681701 STUDENT FINANCIAL ) [EMLDAF|EDSFuser 3
SUPPORT & Locked v Z 0 Hesr -
| 681702 STD FIN SUPPORT:TRA & Locked v@ /O IBMLDAP'LBDSPuserSv
SR8 STLLOAN BILLING @ Locked v 70 IBMLDAP'!,BDSPuserSv
You can determine if you have permission by
looking at the icons in the right hand side of
the Account Hierarchy Window
; 9
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Submitting A Node

(% ' .@.fi%@ 0

{F duision scbmit

[dwision_distribuion  [E]division_budgst _office | [Edvision_budget_o

Submitting a Node

- Open the Node in the
Account Window.

Hdwision |_provisions Qdivisiun_temp_cuntract ]

Review the submitted
budget

Rows: Colurns:

s division jayml\ & division_payroll Ly
[dl\nsmn employee] % [division_fund]

J Additions/Changes Permanent Funding
# Additions/Changes Temporary Funding

Pravisions

s division_payrol v
[duflsmnjayml\ ]

BI]I]| 6,00

If acceptable, select the
“Submit” button.

Vi A e A Confirm the submit by
selecting the “Yes” button

Check the Hierarchy
Window that the Lock Icon
is on the proper node.

10
Exercise 4.1 Submit An Account
M##AccountO1 is ready for Department review, submit
the account.
v 8- @mE O~ P ®-[E .
Ha \s\o [ division_provisions  [Fdivision_temp_contract = [ division_supplies_expense_
| dwiEion _Dudger _orfice_L [ division_budget_office_2
ELITE Columns:
dMslon _accaurtk, budget d\VIS\DI’\ _account, budget & division_account, budget
[division_object] [divizion_fund] & [division_sccount_budget m]
| TOTAL FUNDS
EI_ Adiustment  Proposed Budget
Temp Appropriation: 191,689.00 191,689.00
TOTAL Appropriations 719,054.00 191,689.00 910,743.00
# EXPENSES (Including Temporary Adjustmertts)
# 00 SALARIES-ACADEMIC
# 01 SALARIES-STAFF 503,000.00 60,000.00 563,000.00
1+ 02 GENERAL ASSISTANCE 0.00 100,000.00 100,000.00
1*/ 06 EMPLOYEE BENEFITS 142,852.00 45,440.00 188,292.00
; TOTAL Salaries & Benefits 645,852.00 205,440.00 851,292.00
‘: # 03 SUPPLIES AND EXPENSE 38,951.00 38,951.00
S # 04 EQUIPMENT AND FACILITIES
E * 05 SPECIAL ITEMS 20,500.00 20,500.00
o # 07 SPECIAL ITEMS
‘5 TOTAL Supplies & Expenses 59,451.00 59,451.00
- TOTAL Salaries & Benefits & Operating Expenses 705,303.00  205,440.00 910,743.00
= * 09 RECHARGES
: # 9H OYERHEAD EXPENSE
!‘ TOTAL Expenditures T705,303.00 205,440.00 910,743.00
= # 08 UNALLOCATED FUNDS
- Surphus (Deficit) 13,751.00 (13,751.00) 0.00 11
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Node Rejection

After reviewing the node the manager with the

reject permission ca

Which consists of:

n reject the node:

Name Permissions Owner DOwnership Node
MiBACCOUNEO1 @ & Lockkd v Fa*] IBMLDAPIMClass 16w MIGAccountdl  wr
’
M16AccouNtDZ B loer-Lockkd v ] IBMLDAPIMClass 16 wr MIGACcoUntDZ  wr
- Send an email letting the appropriate manager know
s that the node has been rejected and why.
12
Exercise 4.2 Approve A Department
All the account contributors have entered and submitted their
accounts for Department M##Dept01. Review the Department’s
budget, and approve Department’s budget or reject the appropriate
accounts.
= (£ BDS Divisianal Workflow You are a reviewer or contributor for:
5 D Mdass16 Name State Permissions Owner
= @ MisDeptdl M16Dept0l @ Ready . 4 [#] Mane -
& M1BACcoUNtDL 5
& MiGAccountdz
=] D Mi6Dep0z Which consists of:
O MibAccountdd Name State Permissions Owner
(&) MigAccounkD4 M16ACcountal &) Lacked - 0 IBMLDAP\MClass 16w
- | M1bAccount02 8 Locked v @BQ TBMLDARIMC|ass 16w
B BB O @ ® -[D% B
5 = st o [Edivision_pravisions | EEldivision_temp_contract | [fdivision_supplies_sxpense_permanent [ division_ac
- [iH{division_budget_office_1 [#]division_budget_office 2
7’ Raws: Columns: Cantext:
o ¢ division_account_budget || 3 division_sccount_budget | ¢ division_accourt_budget | ¢ MieDeptol ||
> £ [division_objact] k [division_fund] %) [division_sccount_budgat_m] & [division_account]
g H + TOTAL FUNDS
SRR et Panrocod Bodank 13
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Approval Process Summary

There are two different work flows: Divisional and Budget
Office.

You will only see areas that you are responsible for
contributing to and/or reviewing.

Icons will show the status of a node within Account
Hierarchy Window

[=] (£ BDS Divisional Workflow
= D Mclassia

1 & M1EDaptol
& MidAccountol
& MisACcounkz

5] D M16Deptaz
O Misdccount03
& MisACcounkDd
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Practical Exercises Objectives

At the end of this section, you should be familiar with:
» Navigating BDS tabs to enter expense budgets

* Balancing account budget with addition/reduction of
appropriation and allocating quarterly distribution

» Submit the budget at account and department levels

RNIA

OF CALIFO

JERSITY

Practical Exercises Overview

It’s January 2012. EVP Brostrom has sent out the FY2012-13 Budget Call Letter
to kick off the budget development process for the upcoming fiscal year

Your job to enter and submit budget for your Dept XXAccount04 by:
1. Enter and adjust your payroll and non-payroll budget
2. Balance your proposed budget by requesting additional appropriations
3. Allocate your budget by quarter

4. Submit budget for review and approval

\ i

=] [ BDS Divisioral Warkfiam You are a reviewer or contributor for:
5 Medassts Name State Permissions
[ @& M1ebeptal M16Dent2 & WorkIn Frogress [+]
& MiEAccount01 <
8 MiBAccountoz
= @ MI1EDeptoz which consists of:
) MiBAccounkD3 Name State Permissions
[ MiEAzeahus HMiSAcCount03 @ Locked B0
Mi6hccountod O Auailable v@E/s0
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Division Payroll - Overview

This tab is designed to capture the

payroll data for each account

 Filed Career Permonent Funding
- POOODD001 3 KEITH ANALYST I
Data for career employees is pre- So00000014 Tl T
POO00D001S TOWNShEND  PETE MANAGER (FUNCTIONAL AREA)
populated fressesm tmn RosER  awvstm
- Name and Position Title =
- FTE & fund distribution RN e | sy
GHT00 LCRS FUNDS APPROSRIATID
DBuughost. aid fudoet [2:4 st [a:4 Bubget {14

Salary adjustments can be made

New career positions can be
added, with temp or permanent
funding

Temporary and Provisions data
flow in separately from other tabs

Sub 2 section allows additional
payroll budget requests

4000000 ROO  IS0O0000  4A0 FFO00000 370
WOO0E 100 BOOUROU  GED ZO00000 020

S ———

S

22000000
.

= additions/Changes Permanent Funding
! Filled Career Temporary Funding
TOOOKAO004
TR
# Additions,/Changes Temporary Funding
Pronvisions
Tesnporary
Sub 2
Total Employes Costs
Benefits %
Benefits §
Tokal with Benefits

120

0.0

RNIA

VERSITY OF CALIFO

UNI

Exercise 5.1 Add Temp Employee

Your director Hannah just came over to tell you:

The unit is getting additional funding from restricted fund 69700 for FY
2012-13 for M##Account04 for Rachel Fuller (Annual Salary $50,000, Title
Code 4722, Position Title Assistant IIl) who will start in two weeks.

She plans on using the funding to add position on temp funding for a new
analyst (1 FTE) which needs to include benefits.

She reminds that the additional funding is temporary

How do you make the adjustment and entries?
How much additional funding do we need?

Module 5
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Exercise 5.1 Add Temp Employee - (Step by Step)

1. Go to “Additions/Changes Temporary Funding,”

a. In the line of “T0001”, add Rachel Fuller, Assistant Ill, Title Code
4722, Annual Salary $50,000

b. Find fund 69700 and add 1.0 FTE for T0O001

I\I Last Mame FirstName Position Tide  Title Code  Appointment FTE  Jotal FTE  Annual Salary

# Filled Career Permanent Funding 4.00 4.00  400,000.00
# additions/Changes Permanent Funding 0.50 110,000.00
# Filled Career Temporary Funding 0.60 0.60  100,000.00
= additions/Changes Temporary Funding 1.00 50,000.00
Toooi FULLER RACHEL ASSISTANTIIL 4722 1.00 50,000.00

= TOTAL FUNDS
# Unrestricted = Restricted

69700 UCRS FUNDS APPROPRIATED

Budaet FTE Budget FTE Budget FIE Budaget
 Filled Career Permanent Funding 400,000.00 400 300,000.00 3.00 100,000.00 1.00 100,000.00 1.00
# Additions/Changes Permanent Funding
 Filled Career Temporary Funding 60,000.00 0.60 60,000.00 0.60
[ 1.0

o
o

OF CALIF

o«

UNIV

Exercise 5.1 Add Temp Employee (Key)

1. Total Budget under fund 69700 increased from $206,800 to $256,800

2. Total Budget for the M##Account04 increased from $719,040 to $783,240

= TOTAL FUNDS
® Unrestricted = Restricted
69700 LICRS FUNDS APPROPRIATED
Budast ETE Budast ETE EBudaet ETE Budaet ETE
® Filled Career Permanent Funding 400,000.00  4.00 300,000.00 3.00 100,000.00 1.00 100,000.00 1.00
# Additions/Changes Permanent Funding
= Filled Career Temporary Funding 60,000.00 0.60  60,000.00 0.60
# Additions,/Changes Temporary Funding  50,000.00  1.00 50,000.00 1.00 50,000.00 1.00
Provisions 100,000.00 1.50 50,000.00 0.50 50,000.00 1.00 50,000.00 1.00
Temporary 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00
Sub 2 0.00 0.00 0.00 0.00
Total Employes Costs 610,000.00 410,000.00 200,000.00 200,000,00
Benefits % 28.40 28.40 28.40 2840
Eensfics & 113, 116,440.00 56,800.00
Total with Benefits (2) 783,240.00 I 526,440.00 @I 256,800.00 I 256,500,00

Module 5
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Exercise 5.2 Increase Employee Salary

Your director Hannah also told you:

Pete Townshend, the manager, who has been working super hard, has been
approved to receive 10% salary increase (equity) starting March 2012.

You need to build this salary increase into the FY 2012-13 budget. There is
no funding change - Pete’s FTE fund distribution remains the same: 0.75 FTE
on fund 69085 and 0.25 FTE on fund 69700

How do you make this adjustment?

ERSITY OF CALIFORNIA

Exercise 5.2 Increase Employee Salary(Step by Step)

1. Enter $10,000 in the column ‘Salary Adjustment” for Pete, hit “Enter”,
“New Annual Salary’ for Pete becomes $110,000

2. The column “Budget” under fund 69085 and 69700 increases by $7,500 and
$2,500 respectively

DATA
H Last Name ~ First Mame Position Titls Tide Code  pppointment FTE  Jotal FTE  Annual Salary. _
=l Filled Career Permanent Funding 4.00 4,00  400,000.00 10,000.00

POO0O00ZS3 MOOH KEITH ANALYST IIT 7236 1.00 100 100,000.00
POO0O00ZS4 EWTWISTLE  JOHN ANALYST IIT 7236 1.00 1.00 100,000.00

TOMWMSHEND  PETE MANAGER: (FUNCTIONAL AREA) 0280 1.00 100 100,000.00 10,000,000
POO0O00ZSE DALTREY ROGER MLVST m 7236 1.00 100 1UUJDTD‘DD

OF CALIFORNIA

VERSITY

Check flow across funds
9

UNI
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Exercise 5.2 Increase Employee Salary (Key)

increased by $10,000 to $410,000

1. The New Annual Salary for Pete is now showing $110,000

2. The column “Budget” under fund 69085 increased by $7,500 to $307,500 and
fund 69700 increased by $2,500 to $102,500. “Budget™ under total funds

< TOTAL fUsDs

= Unrestrscted = Restricted
aiz - i e 0N SYSTIMWIDE ASSLSSMENT FLND T w0 mn,aw;mw:ﬁlu-
. Filled Career Prrmanest Fursdes) AIOO0000  AD0  FOFS0000 00 T S00.00 100 PEZS00.00 100 102, 50000 100
0000008 100 TSO0000 075 75,000.00 oS ZS00000 035 25,000,00 08
Qoon_ 100 TSO0000 075 75,600.00 07 IS00000 035 26,000.00 oIS
O Lo il e tsols SE e S A e
= At (U hanges. Permansent Hadig
= Filled Career Teenpor sy Fursdes) BOO00DE 060 SLO00L00 060 L T
< * Addstiors /Changes Temporary hasding — S0,000.00 100 SLO0000 100 500009 (]
:‘ Privisocs 100, 000,00 150 SO0 s L0000 LE ] LU0 100 0, 00, 00 Lo
o Temporary o 0o oo uon 0w Ll LU R .00 L
- E ¥ g uue o uue 0.0
3 Totdl Lnghores Costs L, 00000 A11,500.00 TS0 UL HU0.00 R, B0
o Deradfits % 2040 2040 2040 2040 .40
° | @[ moomiia]  ssomace i sanioce aviom
10
Exercise 5.3 Adjust for Benefit Cost
UCOP Budget Office Director Donna Jones just called to remind you that:
The benefits cost for this account in FY 2011-12 Q1 & Q2 has been high,
averaging 30.4%
You need to factor in the additional benefits costs for this fund for the
upcoming fiscal year. The “total Employee costs” under fund 69700 is now
$202,500, how much budget do you need to set aside?
Donna said she did some calculation and it looks like you need to budget
$3,200 for the additional benefit costs
E Where do you enter this budget?
é You wonder how Donna arrived at this $3,200?
: 11
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Exercise 5.3 Adjust for Benefit Cost (Step by Step)

1. The total budget under 69700 is currently $202,500 & 2% equals $4,050

2. Just when you are about to enter $4,100 in Sub 2 under fund 69700, you
remember from BDS training that sub 2 amounts gets included in the 28.4%
benefits costs calculation. Thus, you need to back it out.

$4100/1.284= $3,193. Aha! This is how Donna arrived at $3,200 !!

3. You then enter $3,200 in the line of sub 2 under fund 69700

S TOTAL FUNDS
+ Uneestricted = Restricted
| BAT00 UCRS FUNDS APPACPRIATED
Ubdvaens Mewscougslbe B mE puow  f puie  cx DGR o
% Filled Career Permanent Fundeg Pl ALLO00.00 41000000 400 FUTS0000 RO 1UZIS0000 100 U000 oo
# AdditionsChanues Permarid Fumding 0.00 000
# Filled Coreer Temporsry Fundng WRO00.00  LOO000  GED  ROUD00 00
# Aubditions Chanpes Tesiporary Funiding oo 5000000 5000000 1.00 1.00
Provisions. 100,000.00 150 50,000.00 0.50 1.00
Terrgrrary LY T oo oo (]
ETH 3200.00 000
S i s macam a7
Derefis % 28,40 2040
Derwis § 11,9000 118,570.00
Tot sl with Derwfies 10, 10 070,00

12
Exercise 5.3 Adjust for Benefit Cost (Key)
1. $3,200 shows up in Sub 2 line under fund 69700
2. Total Employee Costs and Benefits increased from $796,080 to $800,189
= TOTAL HuNDS
* Unrestricted = Restricted
SAT00 LICRS FUNDS APPROPRIATED
8 o Sy fudoet  FTE  fwdost £ fucow cic (SN o
4 Filled Career Permanet Fusiding 10,000.00 410,000.00 410,000.00 400 307,500.00 3040 10250000 1.00 102,500.00 100
* additions /Lhanges Tunding o.on 0.0
+ Filled Career Temparary Fimding 10000000 GOLOOMLO0  OA0  EOO00O0 A0
¥ Additions /Changes Temporary Fumnling 0.00 50,000.00  50,000.00 1.00 50,000.00  1.00 50,000.00 1.00
Frovisons 10000000 150 S0,000.00 o0 S000000 100 0,000, 00 1.m
Tempoeary oo 000 oo non oo 0.00 .00
Sub 2 3200.00 0.00 3200.00 o 3,200.00
< b0 A17,50000 28, Fonon
= Bevetis % 2640 2840 2840 2840
o Eercftsd LI 118,570.00 SR,418.80 58,418.80
L:L Ild.dv&llﬁawu» 2 BO0,186.80 536,070.00 264,118.80 264,118.80
2
s
: 13
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Division Provisions - Overview

Designed to capture all provisions units set up for permanent funded
positions for the upcoming fiscal year

Data on this tab is pre-populated by FTE and fund

Adjustments can be made to the Salary & FTE to reflect any changes

DATA TOTAL FUNDS
=l Unrestricted
| 005 SYSTEMWIDE ASSESSMONT FUND
= Provisions 150,000.00 150,000.00 10000000 150 7500000 1.00 T5,000.00 108
T AT NOW FYILIZMDPT 472 L] SO000.00  SOO0000 10U 2500000 O.50 25,000.00 0.8
P HEW FYLIIZMOPT 245 200,000,600 L0000 SBO00OD 050 SO00000  0.50 S0,000.00 ,_ﬁl

14

VERSITY OF CALIFORNIA

UNI

Exercise 5.4 Adjust Provision

Your director Hannah stops by your cube to tell you that:

The unit has decided to hire Karen Astley for the director position that has
been vacant.

Karen will start a week from now. The budget for her salary in the
upcoming FY 2012-13 will be taken from Provision 999008, Director
Position, Title Code 0245.

She is going to be working 50% time and her annual salary is $110,000
excluding benefits

How do you make this adjustment to reflect the change?

15
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Exercise 5.4 Adjust Provision (Step by Step)

c. FTE: 0.5

1. Provisions Tab: “Zero out” the FTE for the provision 99908

2. Payroll Tab: Expand “Additions/Changes Permanent Funding. In the line of
“P0001”, add Karen Astley’s personnel data

a. name, title code 0245,
b. Salary of $110,000, under fund 69085

£ Provisions

939007 A99907

PrOViSiOﬂS Ta.b DATA =/ TOTAL FUNDS
=) Unrestricted
69065 SYSTEMWIDE ASSESSMENT FLND
A Document Burber Description Tl Code  AnnuslSalary  Mew Anrusl Salary  Budget FTE  Budget  FTE Budaet
150,000.00 150,000.00 100,000.00 1.50 75,000.00 1.00 75,000.00 1.00
HEW FY1112 MOPT 4722 50,000,00 50,000.00 50,000.00 1.00 2500000 0.50 25,000.01
HEW FY1112 MDPT 245 100,000.00 100,000.00  50,000.00 0.50 50,000.00 0.50 SU,UUU‘U%

Payroll Tab

Lask Mame  First Name  Position TiHe — Title Cods

DATA

Appointment FTE  Tokal FTE  Annual Salar

4l Filled Career Permanent Funding 4.00 4.00 400,000.00
S additions/Chanoes di .50 110
POO01 ASTLEY KAREM DIRECTOR, 0245 0.50 110,000.00
69065 SYSTEMWIDE ASSESSMENT FLND
Budget
307,500.00 3.00
55,000.00 0.50
55,000.00 0.50 16

ERSITY OF CALIFORNIA

UNIV

Exercise 5.4 Adjust Provision (Key)

1. Payroll tab: Total FTE and Budget from “Additions/Changes Permanent
Funding” shows 0.5 FTE and $55,000: Total Budget is now $806,608

While this does NOT impact total FTE for fund 69085, but DOES affect total
budget dollars since Julia’s annual salary is higher than the provision. Unit may
have to request additional permanent funding

2. Provisions tab: FTE & Budget under for provision 99908 equals “0”

# Filled Career Peemanent Funding

* Additions [Lhanges Permanent Funding

* Villed Carcer Temporary funding

' hubditions (Changes Temporary Fusding
Treniscers

Temporary

et Emploryen Costs
Deefis %

Berwfits §

Tl with Bienfis

400
5o
(T

00

DATA

1) cconimetFIE RFTE  foou o [HRENNRRN wecouusiy: B EE fum

400 400,000.00 10,000.00

110,000,00 noo 110,000.00
DD 100000.00 A
S0.000.00 oo 0,000.00

— 1

= TOTAL FUNDS

AIGOO0O0 41000000 400 30750000 300 10250000 100
SS00000 M50 SSO00000 050
LOOUGOD A0 GOO000 D

50,000.00 100 5000000 1.00
S0,000.00 100 S0,000.00  1.00
000 oo o0 oon ano 000

* Unrestricted o Restricted

EIE  fuost EE

@ [

=] Gt Ml Dmeripton
= Provisions.

o
G008 ATR0A

NEW FY111Z MDPT.
NEW FY1112 MDPT

DATA = TOTALTIRDS
Il Codle Arrndley MewAvousddsey  Rekes EIE
1.50 50,000.00 0.50
a7z 50,000.00 5000000 SO,00000 100
5 100,000.00 10000000 SO00000 050 SO000.00 0.50
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Division Temp & Contract - Overview

This tab has two sections

1. Temporary: Captures all
salary amounts for budgeted
temporary (non-TOPS)
positions and the data flows
to the Payroll tab

2. Vacancy: Designed for units
to track positions filled using
provision budgeted dollars.
The data does not flow to
any other tabs

Toooz
TO0a3
Tooo4
TO0AS
To00g
o007
TO0OS
o003

= vacancy (Optional)

1000z
v0oo3
00a4
vooos

DATA

DNISEREREY Frstnsme  PostonTide Iotal FIE  Annual salary

last First

fast First

0.00
title 0.00

0.00
title 0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

18

OF CALIFORNIA

RSITY

Exercise 5.5 Add A Temporary Employee

Your director Hannah also tells you:

The unit has decided to hire a contract employee (non-TOPS) “Dave Marsh”
to help implement the new payroll system

Dave has a 12 month appointment starting 7/1/2012. The position title is
Manager (title code 0280), annual salary $80,000, 1.0 FTE on fund 69085

How do you make these entries?

19
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Exercise 5.5 Add A Temporary Employee (Step by Step)

1. In the section of Temporary, in the line of T0001, enter Dave Marsh’s
personnel data (name, title code, position title, annual salary, etc)

2. In the same line, under fund 69085, enter his FTE as 1.0

TO0A1 IMF\RSH DAYE MANAGER 0.00 $0,000.00 FO,DO0.00 1.00 80,000.00 1.00

DaTA = TOTAL FUNDS
= unrestricted
59085 SYSTEMWIDE ASSESSMEMT FUND
LastMame  First Mame Position Tite  Total FTE  Anrwal Salary  Budget  FTE Budget  FTE Budget . FE

= Temporary 0.00 $0,000.00 §0,000.00 1.00 80,000.00 1.00 $0,000.00 1.00

SD,DUD‘DUI 1.00

NIVERSITY OF CALIFORNIA

20

Exercise 5.5 Add A Temporary Employee(Key)

1. Temporary Tab: Line T0O001, Dave Marsh, Manager, Title Code 0280,
Annual Salary $80,000, 1.0 FTE under fund 69085

2. Payroll Tab: Temporary Line, Budget $80,000, 1.0 FTE under fund 69085

3. Total with Benefits equals $909,328

DATA = TOTAL FUNDS.
= Unrestricted
69065 SYSTEMWIDE ASSESSMENT FLND
[] lostMame FrstWame PostonTile IDtslFTE  AnnuslSelary  Budget  ETE  Budust  FIE Budget
= Temporary 000  80,000.00 80,000.00 1.00 80,000.00 1.00 @

80,000.00 1.00

TO001 MARSH DAVE MANAGER: 0.00 &0,000.00  80,000.00 100 80,000.00 1.00 I Bn,nnnnnl 1.00

[
[‘ ¥ Restricted
L] seemnmen E1E WAalETE e Sdlary  Ssber sdbotmee e sl St faiimt  FIE
+ Filled € areer Vermanent Fanding 4.00 480 anego0on 10.080.00 A1000000 1SN0 100
+ Additions,/Changes Permanent funding nsn 110,000.00 a0 110,000.00
+ Filled Career Temporary Funding 06D 0ED 10000000 100,000.00
# AdditionyChanges Temporary Fumiing 100 S0,000.00 o SO,000.00 SO00000 1,00
[ — S0,000.00 100
Temporan @l o0 .00
a6z 3,200.00
ool Emplores Coits 20, 0,0
e anan
Derefis § A 142,710.00 0,410,
Total wkh Banefits @l 509,326 00 ] c4szi000 264,118.80
=

21
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Summary:

Revisit Payroll Tab to check all changes made

and FTE

In these exercises we adjusted the unit’s payroll by:
5.1 Budgeting for Rachel Fuller as Career Temporary Employee $50,000

5.2 Budgeting for a salary increase of $10,000 for Career Permanent Employee
Pete Townshend using the salary adjustment column

5.3 Budgeting for additional benefit costs using sub 2

5.4 Adjusting Provision with identified new hire’s personnel data, annual salary

5.5 Budgeting for$80,000 for temporary employee Dave Marsh

22

OF CALIFORNIA

ERSITY

UNIV

Summary:

Reuvisit Payroll Tab to check all changes made

5.4 Filled a position using
Provision

=/ TOTAL FUNDS

H\mgm

@ Filled Career Permanent Funding 410,000.00  4.00
# Additions/Changes Permanent Funding ‘ 5500000 0.50
b b

* Additions/Changes Temporary Funding| "
50,000.00  1.00

Provisions
Temparary ‘ 80,000.00 1,00
Subz 3,200.00
Total Employee Costs 708,200.00
Benefits % 28.40
Benefits § 201,128.80
Total with Benefits '909,328.80

5.2 Salary Increase

= Unrestricted
69085 SYSTEMWIDE ASSESSMENT FUND

Budget EFTE Budast FTE
307,500.00  3.00 307,500.00 3.00
5500000 0.50 55,000.00 0.50
bUUULUL  U.bD bU,000.00 (X1}
\80,000.00 1.00 &0,000.00 1.00
0.00
502,500.00
28.40
142,710.00
645,210.00

5.3 Additional Benefit Cost

 Restricted
69700 UCRS FLINDS APPROFRIATED
e ric [N

102,500.00 1.00 102,500.00 1.00
I

50,000.00 1.00 50,000.00 1.00

50,000.00 1.00 50,000,00 1.00

0.00 0.00 0.00 0.00
3,200.00 3,200,00
205,700.00 203, 700,00
28.40 28,40
I8,418.80 58,418.80
264,118.80 264,118.80

[ started with Total of $719,040 |

5.1 Add a Career position with
Temp funding

5.5 Added Temp Employee

23
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Summary:
Revisit Payroll Tab to check all changes made

[ division_payroll [ division_pravisions [ division_temp_cantract [ division_supplies_expense_permanent I [ division_account_budget I

ovs: Columrs:
§ division_sczourk_budget || § dvision_sccount_budget || §| division_sccount_budget ||
¢ dhvsion_ sbizet] ¢ frision_furd] ¥ [division scsount_budget ]
= TOTAL FUNDS
|NESFMSRERDBUGGEE]  Adiustment  Proposed Budnet

Fregent Approved Permanent Appropristions 585,535.88 £05,535.00

Benefits
Selary Increases

Other Budget Adjustments

TOTAL Permanent Appropriations 605,535.00 605,535.00
Temp Appropritions
TOTAL Apprapriations 605,535.00 605,535.00

* EXPENSES (Including Ternporary Adjustments)
# 00 SALARIES-ACADEMIC

Carke
L
b

# 01 SALARIES-STAFF 515,000.00  110,000.00 625,000.00 Total flows into
# 02 GENERAL ASSISTANCE 3,200.00 80,000.00 £3,200.00
# 06 EMPLOYEE BENEFITS 147,168.80 53,960.00 201,128,680 The Account
TOTAL Salaries & Bensfits 665,368.80  243,960.00 909,326.80 Budget Tab
% 03 SUPPLIES AND EXPENSE 37,235.00 37,235.00
% 04 EQUIPMENT AND FACILITIES
# 05 SPECIAL ITEMS 5,000.00 5,000.00
# 07 SPECIAL ITEMS
TOTAL Supplies & Expenses 42,235.00 42,235.00
TOTAL Salaries & Bensfits & Operating Expenses 707,603.80  243,960.00 951,563.80
o % 09 RECHARGES
. # 9H OVERHEAD EXPENSE
= TOTAL Expendiiures 707,603.80  243,960.00 951,563.80
# 08 UNALLDCATED FUNDS
Surplus (Deficit) (102,068.80) (243,960.00)  (346,026.80)

24

Supplies & Expenses Permanent - Overview

Captures the permanent # TOTAL FUNDS
P P Bl Epenates) v op Reoen: it Budoet

Hext FY Requested Permanent Budget

funding for the supply - OSSUPPLIESANDEXPENSE | 24,9010 37,750.00

37,235.00
and expense budget 03 Insurance 2,101.00 1,460.00 2,920.00
® 03 Meetings/Travel +Related Exp 2,250.00 3,550.00 1,050.00
Prior FY Expenditures & 03 Consultants + Prof. Services 20,500.00 21,000.00 21,525.00
# 03Legal Costs
CY Regents Approved ® 03 External Sves: Computer + Other 1,800.00 1,890.00 1,890.00
Permanent Budget is ¥ 03 Computer,Office Eqp + Svc Maint. 2,000.00 2,10000 2,100.00
: # 03 Utilities + Facilities/ Space Leases 400,00 800.00 800.00
pr9V|ded as a reference e
poi nt £ 03 Other Office/Misc 600.00 1,200.00 1,200.00
& 03 Temp Labor 5,250.00 575000 5,750.00
“Next FY Requested # 03 Royalties
- ® 03 Subawards/Pass Throughs
?ermanent Budget” is the ¥ 04 EQUIPMENT AND FACILITIES
n put column. ¥ 05 SPECIAL ITEMS 24,250.00 31,400.00 5,000.00
7 SPECIAL ITEMS
< No data is pre-popu lated TOTAL Supplies & Expenses 50,151.00 69,150.00 42,235.00
. N ® 09 RECHARGES
but thel_‘e is built-in % gH OVERHEAD EXPENSE
proportlonal percentage TOTAL Expendiures 59,151.00 69,150.00 42,235.00
based on the Prior EY # 08 UNALLOCATED FUNDS
w . TOTAL Carmntments 56,151.00 69,150.00 42,235.00
Expenditures
25
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Exercise 5.6 Enter Supplies and Expenses

Your director Hannah just dropped you a note for next year’s S&E budget
on permanent funding. The note says,

Allocate $3,000 for Travel/Meeting to fund 69700 in sub 3 and use the
same object codes shown on Prior FY Expenditures

Allocate $25,000 to fund 69085 for Consultants in sub 5 and use the same
object codes shown on Prior FY Expenditures

How do you make these entries?

RSITY OF CALIFORNIA

IVE

Exercise 5.6 Enter Supplies and Expenses(Step by Step)

1. In the Next FY Budget column under fund 69700, you expand sub 3 and
enter $3,000 in the line of 03 Meetings/Travel and then hit “Enter”

2. Due to the proportional spreading already in place, you will see the
$3,000 being split 20% and 80% among the two object codes (2000 and
3300) that were used in the prior year

L] 69700 UCRS FUNDS APPROPRIATED
-] ErocEY 3 =4

=/ 03 SUPPLTES AND EXPENSE 3,250.00 575000
# 03 Insurance 150,00
125000 P .
102000 TRAVEL-IN-STATE AND DOMESTIC 1,000,00 2,000, 2,400,

(E005 THAVEL - OUT-OF-5TATE
O0-Z000 CAR SLLCWANCEIMILEAGE)
002011 THAVIL-MEGCO OFL CANADA

00-2015 TRAVEL - FOREIGN
ORERCD PARKING Enter the
002025 VENOCLE RENTAL TRAVEL amount
002030 AIRCRAFT RENTAL-TRAVEL directly into
002040 CONPERENCE REG FEESTN-STATE TRAVEL
002045 CONPERENCE REG FEESOUT-0F-STATE TRAVEL the Expense
03-2000 MO TRAVEL TN CALIF Category
002100 TRAVEL-CONTERENCES FELS

RNIA

00-2300 UNIVERSITY GARAGE QHARISES
032500 TRAVEL - DOMESTIC

032510 TRAVEL - FOREISH

032563 HOSP TRAVEL OUTSIDE CALIF

033300 EMPLISTONT TRASNGIDEY & CONFERENCES 250.00 50000 £00.00

ERSITY OF CALIFO

UNIV
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Exercise 5.6 Enter Supplies and Expenses(Step by Step)-2

1. You expand sub 5 Consultants and see object code 3455 was used in
the current year for Consultants-Auditing

2. Enter $25,000 in this object code under fund 69085 and hit “Enter”

69065 SYSTEMWIDE ASSESSMENT FLND
et Prior FY Expenditures  CV OP Regents Approved Permanent Budget  Mext FY Requested Permanent Budget

# 03 SUPPLIES AND EXPENSE 5.00 31,651.00 32,000.00 33,235.00
[+ 04 EQUIPMENT AND FACILITIES
=l 05 SPECIAL ITEMS 2.00 18,000.00 18,900.00 25,000.00

# 05 Insurance

# 05 Meetings;/ Travel + Related Exp

= 05 Consultants + Prof. Services 1.00 18,000.00 18,900.00 25,000.00
05-3242 AUDITING SERWICES 18,000,00 18,500,00
05-3345 GUEST LECTURERS
05-3455 CONSLILTANTS{PROFESSIONAL SYCS-NOM UNIY 1,00
05-3456 PROFESSIONAL SERYICES{UNIVERSITY
057900 HONORARIA-NON LINIY ACADEMICS
05-7905 HON-UNIVERSITY STIPEND:

ALIFORNIA

Enter the amount directly
into the Object Code

VERSITY O

28

Exercise 5.6 Enter Supplies and Expenses (Key)

1. Total Funds, sub 3 Meetings/ Travel shows budget of $4,050 (since fund 69085
also budgeted $1,050 for Travel)

2. Total Funds, sub 5 shows budget of $30,000 (since fund 69700 also budgeted
$5,000 for Consultants)

' TOTAL FUNDS
Prior FY Expenditures  CY OP Reqents Approved Permanent Budget  Mext FY Requested Permanent Budet |

1 03 SUPPLIES AND EXPENSE 34,901.00 37,750.00 40,235.00
® 03 Insurance 2,101.00 1,460.00 2,920.00
® 03 Meetings/ Travel + Related Exp 2,250.00 3,550.00 @ 4,050.00
# 03 Consultants + Prof. Services 20,500.00 21,000.00 71,525.00
© 03 Legal Costs
¥ 03 Extternal Sves: Computer + Other 1,300.00 1,890.00 1,390.00
¥ 03 Computer,/Office Eqp + Svc Maint. 2,000.00 2,100.00 2,100.00
® 03 Utilities + Facilities/Space Leases 400.00 800.00 800.00
® 03 Library
¥ 03 Other Office/Misc 600.00 1,200.00 1,200.00
¥ 03 Temp Labor 5,250.00 5,750.00 5,750.00

RNTA

¥ 03 Royalties
# 03 Subawards/Pass Throughs

o
- # 04 EQUIPMENT AND FACILITIES |
< % 05 SPECIAL ITEMS 24,250.00 31,400.00 @ I 30,000.00
g % 07 SPECIAL ITEMS i
° TOTAL Supplies & Expenses 59,151.00 69,150.00 70,235.00
> # 09 RECHARGES

@ # 9H OVERHEAD EXPENSE

o TOTAL Expenditures 59,151.00 69,150.00 70,235.00
= % 08 UNALLOCATED FUNDS

S TOTAL Commitmerits 59,151.00 69,150.00 70,235.00

29
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Division Account Budget- Overview

This tab is designed to:

'+ TOTAL FUNDS

Proposed Budget

Regent Approved Permanent Appropriations 605,535.00 605,535.00
Benefits
Request temporary S&E E—
i Other Budget Adjustments
funding
TOTAL Permanent Appropriations 605,535.00 605,535.00
L. Temp Appropristions
ReqUESt addltlonal TOTAL Appropriations 605,535.00 605,535.00
appropri ations (Permanent * EXPERSES (Including Temporary Adjustments)
'+ DD SALARIES-ACADEMIC
or Temporary) to balance [ 01 SALARIES-STAFF 515,000.00  110,000.00 625,000.00
'+ D2 GENERAL ASSISTANCE 3,200.00 80,000.00 83,200.00
your bUdget # D& EMPLOYEE BENEFITS 147,168.80 53,960.00 201,128.80
TOTAL Salaries & Benefits 665,368.80 243,960.00 909,326.80
Ensu re the Su rpl us/d ef|c|t 1+ 03 SUPPLIES AND EXPENSE 40,235.00 40,235.00
I. d h I * D4 EQUIPMENT AND FACILITIES
Ine unaer t € column * 05 SPECIAL ITEMS 30,000.00 30,000.00
“Proposed Budget” shows || * o7 seecarems
< cnrr . . TOTAL Supplies & Expenses 70,235.00 70,235.00
i 0 ) Indlcatlng a balanced TOTAL Salaries & Benefits & Operating Expenses 735,603.50 243,960.00 979,563.80
‘U budget '+ D9 RECHARGES
> '+ 9H DYERHEAD EXPENSE
‘) TOTAL Expenditures 735,603.80 243,960.00 979,563.80
E '+ DB UNALLOCATED FUNDS
j Surplus (Deficit) {130,068.80) (243,960.00) | {374,028.80)
-
- Balanced when “0” /
) 30
Exercise 5.7 Enter Temp Labor Expense
Your AVP Peter Meyer called and told you to request one-time
funding for Temp Labor to help implement the payroll system
Estimated temp labor costs are $20,000
Peter suggests you allocate the budget to Sub 3 using fund 69085
How do you make this entry?
31
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Exercise 5.7 Enter Temp Labor Expense(Step by Step)

1. Inthe column “Adjustments”, expand sub 3 and 03 Temp Labor

2. You will then enter $20,000 in the line of object code 03-3530
under fund 69085

+ 00 SALARIES. ACADEMIC
0L SALRSINS-STAN
+ 02 GENERAL ASSISTASCE
00 UMPLOVLE BT
TOTAL Selaries & Beneris
= K SUPPLINS AN EXPUNSE
03 bsurance
=1 0 Mnetings Travel + Relabed bip
41 03 Consultants + Prof, Scrvices
= 011 agal Costs
03 Exbernal Sves: Compuber + Dher
*I 03 Computer/Difice Eqp + Sve Maint.
o1 3 ARt - Faibties, Space Leases
* 03 Library
= 1 ther OfficeMise
03 Temp Labor

a3 Rayaltics
03 Subamards Pass Thrsughs

Az s000
B, 00,00
1az 1000
B45,210.00
s on
142000
(e
2152500

1,E30.00
2,100.00

5250,00

ToTAL P
= Unrestricted
o ddntment o Buck Bormanent fudost  Adwstment  Froposed Gudaet.
SIS0O000 000000 LIS o0ao0 IMEAOMO0 L0000
320000 BO000.00 83,200.00 000 600000
MATAMLN0 saOMDe 2011mEE0 LT T
G65E880 24396000  909,12880 ABSASO00  179,760.00
anzason anzon ESEST
2,520.00 202000 142000
Frer a0 1as00
21,525.00 2152500 21,525.00
1.890.00 1.A%0.00 1.890.00
Z,100.00 210000 2.100.00
non.on oo
120000 10000
575000 575000 5250.00
HTHL00 575000 SZE000

S0

A SYSTEMWIDE ASSES

A SOO0 RSO0
0,00 BOGO0.00

VOLUSOO0 TR0

AWEASD00  TETE0M

T

1.420.00

%00

21,525.00

Az S00.00
B0,000.00
[reR
£45,200,00
Tz
1,420,00
105
21,525.00

32
Exercise 5.7 Enter Temp Labor Expense (Key)
% TOTAL FUNDS
H PermanentBudget  Adiustment  Proposed Budast
* APPROPRIATIONS
1. Inthe column Regent Approved Permanert Appropristions 605,535.00 605,535.00
“Adjustments”, the ponet:
. Salary Increases
line of sub 3 as well as Other Budget Adjustments
“Total SUppl ies and TOTAL Permanent Appropritions 605,535.00 605,535.00
Temp Appropriations
EXpenses’ ShOWS TQTAL Appropriations 605,535.00 605,535.00
* ERPENSES (Including Temporary Adjustments)
$20,000 ¥ 00 SALARIES-ACADEMIC
# 01 SALARIES-STAFF 515,000.00  110,000.00 625,000.00
- ) # 02 GENERAL ASSISTANCE 3,200.00  80,000.00 3,200.00
2. Su rpl us (Deflclt) Line ¥ 06 EMPLOYEE BENEFITS 147,168.80 53,960.00 201,128.80
totals ($394 ,028) TOTAL Salaries & Benefits E-ES,SEB.@ 909,328.80
® 03 SUPPLIES AND EXPENSE 40,235 60,235.00
¥ 04 EQUIPMENT AND FACILITIES
# 05 SPECIAL ITEMS 30,000.00 30,000.00
# 07 SPECIAL ITEMS
P TOTAL Supplies & Expenses 7023500 20,000.00 90,235.00
= TOTAL Salaries & Benefits & Operating Expenses 735603.80  263,950.00 999,563.80
5 ¥ 09 RECHARGES
- # 9H OVERHEAD EXPENSE
b TOTAL Expenditures 735603.80  263,960.00 999,563.80
¢ # 08 UNALLOCATED FUNDS
o Surplus (Deficit) @ 130,068.80) _(263,960.00 394,028.80 ]
-
o
w
33
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Exercise 5.8 Balance the Account Budget

Now you have entered all the expense budget for the
upcoming fiscal year, you noticed that the surplus/deficit
line in the column “Proposed Budget™ is showing ($394,028.80)

I & TOTAL FUNDS
|| Prrmanent Eudger  Aduement  Proposed Budget
Blegeri, A crvmd Permarsenl, Appe cprislions 605,535.00 B0S,535.00
How do you tenetes
Selary Irdresses
balance the i
budget’) TOTAL Prrmanent Approprations 015, 53500 A5, 53500
e Apgpropriations
TOTAL Appecpristiore: 605,535.00 B0S,535.00
* DFINGLS (Incudng Temporary Adpastments)
00 SALARILS-ALADLMIL
+ 01 SALARTES STAFF 51500000 11000000 25,0000
< + 0P GENERAL ASSTSTANCE 2,200.00 B0 A00A0 A3,700.00
Z 00 EMPLUYLE DENLTETS 14110080 S3,960.00 200, 12000
g TOTAL Salsries & Darafis G5, 300130 247,960,000 B0, N2
- 03 SLPM TFS AND FXPENSE 40,235.00 20,000.00 60,235.00
: 04 FOUITPMENT AND FACTLTTTES
o o 05 SPECIAL ITEMS 30,000.00 30,000.00
P © 07 SPECIAL ITEMS
> TOTAL Supphes b Dpenses T0,2735.00 20,000.00 Y0250
t TOTAL Salaries & Derefits & Operating Cxpenses T35,600.00 263,960.00 F99,562.00
z + ¥ RECHARGES
“:‘ 4 GH NYFRHEAD FXPENSF
- TOTAL Expenilures 73560380 26396000  999,563.80
=1 00 UNALLULA TLD TUNDS
Surphys (Defiot) 13006800} (203 S0, 00] 94 UL, l 34
Exercise 5.8
Balance the Account Budget (Step by Step) -1
1. First Evaluate your deficit totals by fund
2. For fund 69085
a) Enter $158,650 in the “Other Budget Adjustments”
b) Enter $199,760 in the “Temporary Appropriations “
59085 SYSTEMWIDE ASSESSMENT FUND
Permanent Budget  Adjustment  Proposed Budget
Evaluate the Permanent Budget  Adjustment  Proposed Budget
Funding Totals | gy s (pefict) | Gmeesnon (sn7ea0) (3541000
60085 SYSTEMWIDE ASSESSMENT FUND
Permanent Budget _ Proposed Budget
Regent Approved Permanent. Appropriations 365,035.00 365,035.00
; EBenefits
5 . Salary Increases
= Enter 'n_Pe_rm Other Budget Adjustments 158,650,00
< Appropriation TOTAL Permanent Appropriations 35,035.00_ISG65000  523,685.00
: Temp Appropriations 199,760.00
- Enter in Temp ! 365,035.00 | 358,410.00 723,445.00
i Appropriation EXPENSES {Including Temparary Adjustments)
35
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Exercise 5.8
Balance the Account Budget (Step by Step) - 2

First Evaluate your deficit totals by fund

For the fund 69700,
a) Enter $-28,581.20 in the “Other Budget Adjustments”
b)Enter $64,200 in the “Temporary Appropriations “

Evaluate the
Funding Totals

6700 LCRS FUNDS APPROPRIATED
Permanent Budaet - Proposed Budget

I

Sirphs (Cefict) ‘ 28,58L.20  (4,200.00) {35, 518.50)
[ £9700 UCRS FUNDS APPROPRIATED
Permanent Budnet [NABIUSHREREY Proposed Budget
* APPROPRIATIONS
Enter in Perm Regent Approved Permanent Appropriations 240,500.00 240,500.00
Appropriation Bensiits

Salary Increases

Other Budget Adjustments (28,581.20) (28,581.20)
7

i i 240,500.00 211,918.80
Enter in Temp TOTAL Permanent ARpropristions

Temp Approptiations 64,200.00 64,200.00

Appropriation C L e B

36
Exercise 5.8 Balance the Account Budget (Key)
1. $130,068.80 in the “Other Budget Adjustment”
2. $263,960.00 shown in “Temporary Appropriations’
3. The surplus/deficit line in the column “Proposed Budget” shows “0”,
H # TOTAL FUNDS
Permanent Budget  Adjustment  Proposed Buddet
* APPROPRIATICNS
Regent Appraved Permanert Appropriations 605,535.00 605,535.00
Benefits
Salary Increases
Other Budget Adjustments D 130,068.80
TOTAL Permanent Appropriations 605,535.00 130,068.80 735,603.80
Temp Appropriations (@) 263,960.00
TOTAL Appropriations 605,535.00 394,028.80 999,563.80
* EXPENSES (Including Temparary Adjustments)
# 00 SALARIES-ACADEMIC
1+l 01 SALARIES-STAFF 515,000.00 110,000.00 625,000.00
i 02 GENERAL ASSISTANCE 3,200.00 80,000.00 83,200.00
I+ 06 EMPLOYEE BENEFITS 147,168.80 53,960.00 201,128.80
TOTAL Salaries & Benefits 665,368.80 243,960.00 '909,328.80
[ 03 SUPPLIES AND EXPENSE 40,235.00 20,000.00 60,235.00
I+ 04 EQUIPMENT AND FACILITIES
[ 05 SPECTAL ITEMS 30,000.00 30,000.00 . .
i+ 07 SPECIAL ITEMS Surplus(DefICIt)
TOTAL Supplies & Expenses 70,235.00  20,000.00 90,235.00 ShOW “0"?
TOTAL Salaries & Benefits & Operating Expenses 735,603.80 263,960.00 999,563.80
- % 09 RECHARGES That’s great!
"—h 1+ 9H DYERHEAD EXPENSE
i TOTAL Expenditures 735,603.80 263,960.00 999,563.80
; 1+ 08 UNALLOCATED FUNDS
Surplus (Deficit) @ | {130,068.80) 130,068.80 (0.00) | 37
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Division Quarterly Distribution-Overview

Designed to let you allocate
your Proposed Budget across
quarters

Quarterly distribution
allocation is available by fund
and sub account

If budget spending in your
unit is not equally distributed
over the four quarters, you
may want to enter the
alternative distribution here

Enter the distribution for
Q1, Q2 and Q3. Q4 will be
automatically calculated.

- L] Budget o oz Sl o
= TOTAL FUNDS 625,000.00
= Unrestricted 422,500.00
01 SALARIES-STAFF 69085 5YSTEMWIDE ASSESSMENT FUND  422,500.00
= Restricted 202,500.00
69700 UCRS FUNDS APPROPRIATED: 202,500.00
= TOTAL FUNDS 83,200.00
= Unrestricted 80,000.00
02 GEMERAL ASSISTANCE 69085 SYSTEMWIDE ASSESSMENT FUND  60,000.00
= Restricted 3,200.00
69700 UCRS FUNDS APPROPRIATED: 3,200.00
S TOTAL FUNDS 201,128.80
= Unrestricted 142,710.00
06 EMPLOVEE BENEFITS 69055 SYSTEMWIDE ASSESSMENT FUND  142,710.00
= Restricted 58,418.80
69700 UCRS FUNDS APPROPRIATED: 53,418.60
5 TOTAL FUNDS 60,235.00
= Unrestricted 53,235.00
03 SUPPLIES AND EXPENSE 69095 SYSTEMWIDE ASSESSMENT FUND 53,2350 030 020 040 040 ]
7,000.00
69700 UCRS FUNDS APPROPRIATED: 7,000.00 [
5 TOTAL FUNDS 30,000.00
= Unrestricted 25,000.00
05 SPECIAL ITEMS 69095 SYSTEMWIDE ASSESSMENT FUND  25,000.00
= Restricted 5,000.00
69700 UCRS FUNDS APPROPRIATED: 5,000.00

38

OF CALIFORNIA

ERSITY

UNIV

Exercise 5.9 Distribute Budget Over Quarters

Your director Hannah informed you all the sub 5 Consultants($25,000)
under fund 69085 will be spent equally in the first two quarters.

Hannah thinks you should also consider the quarterly budget distribution
accordingly to reflect the true budget performance in the Cognos
Variance (Actual to Budget) reports for the other consulting spending.

How do you do this?

39
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Exercise 5.9 Distribute Budget Over Quarters

1. Go tosub 5 and look for fund 69700, you see the total budget for
this line is $25,000

2. Enter 0.5 in the column Q1 and Q2, and hit “Enter”

; L] Budger 1 oz EEN o+

= TOTAL FUNDS 625,000.00
=) Unrestricted 422,500.00
01 SALARIES-STAFF 69085 SYSTEMWIDE ASSESSMENT FURD 42z,500.00
=) Restricted 202,500.00
89700 UCRS FUNDS APPROPRIATED 202,500.00
= TOTAL FUNDS 83,200.00
= Unrestricted 80,000.00
02 GENERAL ASSISTANCE 69085 SYSTEMWIDE ASSESSMENT FUND 60,000.00
=) Restricted 3,200.00
69700 UCRS FUNDS APPROPRIATED 3,200.00
= TOTAL FUNDS 201,128.80
= Unrestricted 142,710.00
i 0% EMPLOYEE BENEFITS 69085 SYSTEMWIDE ASSESSMENT FUND 142,710.00
.L =) Restricted 58,418.80
T’ 69700 UCRS FUNDS APPROPRIATED 58,418.50
E = TOTAL FUNDS 60,235.00
o = Unrestricted 53,235.00 Enter the
‘Q 03 SUPPLIES AMND EXPEMSE 69085 SYSTEMWIDE ASSESSMENT FUND 53,235.00 030 020 0.10 040 Quarterly
. =l Restricted 7,000.00 Distribution
t 69700 UCRS FUNDS APPROPRIATED 7,000.00
':’ = TOTAL FUNDS 30,000.00
¢ = Unrestricted 25,000.00
; 05 SPECIAL ITEMS 69085 SYSTEMWIDE ASSESSMENT FUND  25,000.00
40
Exercise 5.10 Submit The Account and Department
1. Submit MXXAccount04- the state will change from “reserved” to “locked”
2. Under your Dept 02, Account 03 has been submitted by another contributor. You, as
Dept manager, can submit both accounts on behalf of the Dept.
3. Click on your Dept 02 node, the state should show “ready”- indicating all accounts
under hierarchy has been submitted and ready for review/approval
4. Now, click on the Dept 02 node and click “Submit”. The state of Dept 02 should
change from “Ready” to “Locked”
< 3~ @ O~ @@ -8
'S|'L[J12mlt st dhvison_provesons dhvision_temp_conkract dvision_suopkes_pense o
Account drvsion_tribegion drvsion_budget_oitce_| dvision_budget_oitice 2
§ deision_account_budget | § deision_account_budget T EM1EAcour|
= L] Tdrrion, shiact
;E £ 5 £ 805 Diviianal Workfaw You are a reviewer or contributor for:
S 5 O Hdasste Name State
- [ & MieDeptol MisDent0L (& Locked
2
S f (& Mi6AccountOl
w Submit ) M16Account2 <
° The 5 @ MisDepiaz which consists of:
= Department & MisAczounto Name State
- & MisARzaunkos Mi6Accountn1 & Locked
§ | MiBAccountz &) Locked
s |
41
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Q&A-

Did you get all the numbers right?

42
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Reports

At the end of this section, you will be familiar with:
» The list of reports that can be created in COGNOS

» Navigating to COGNOS BDS Reports pages for the
Budget Development System

» The screen functions and areas common to creating
most COGNOS BDS Reports

* The Budget Variance Report and the Adjustment
Report

RN

ALIFO

UNIVERSITY OF C

Navigating to the COGNOS BDS Reporting Area

Accessing the COGNOS BDS Reports is from the Public Folders
which you can get there by pressing the home icon.Es

Select COGNOS BDS Reports

IBM Cognos Connection Class 16 Logon ~ | B _ Bi~vifa~ a ~ Lanch~ 9~

I'E'I__LLY Public Folders [y Folders

Public Folders ek D{e g @ s
Entries: |1 -2 0

(il Name & Modified & Actions

[} £ Coanos BOS Reports Octaber 21, 2011 4:39:36 PM More...

[[] £J Budget Development System October 21, 2011 12:57:34 PM Mare...
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COGNOS BDS Reports Available

The next screen will show a list of all COGNOS BDS Reports
available

Variance Reports - used to compare budget or actual expenses

| B cognos connection I (actuals) to another time period of budget or actuals.
Iﬁ_av Public Folders Py Folders

Budget YTD Adjustments Report - reconciles the Regents’

Public Folders > Cognos BDS Reports

approved budget to the budget in the UCLA General Ledger
(GL).

0 IR Comprehensive Budget Variance Report - calculates the total
0 ™ arlnce Repart by 0rg GL budget net of any intercampus transfers.
[1 £ wariance Report by Fund
] CJ Budaet YTD Adiustments Report Budget Summary Reports - used to analyze budget or expense
[0 £J Comprehensive Budget Variance Report trends over a period of quarters or fiscal years for budget
] CJ Summary Reports by Org or actuals
= v Reports by Fund . . .
z g g Sum:ar RIE e S B Presidential Report - creates a budget report by funding
S Presidential Rreport :
2 oe e E": = streams for academic, core, and central programs arrayed
- System A Report: . . . .
2 e A s across fund types within restricted and unrestricted funds.
o [0 3 obiect-Code List
[1 3 Regents Report System Admin and Object Code List - used in the management

of the BDS tool

Regents’ Report (being developed) - summarizes UCOP total
proposed budget for the upcoming fiscal year and is
presented to the UC Regents each spring for final budget 4

approval.

NIVERSITY OF

COGNOS BDS Reports - Common Functionality

No matter which report you select, the screen will have
common elements to help you create and understand your
report’s content

»- Cognos Viewer - CY Budget to CY Actuals by Org [0
=

Budget Variance Rej
Current Year Budget to Current Year Actuals by Organization

Organization : 8000 UC OFFICE OF THE PRESIDENT
C | mp| Fmt : im0
Fscal Year 12001 - 12

* Expenses data avaiable s of SEP 2011

| Fiscnl Year [2001 - 12

Orpanization | ool BN
Toe PRESEONT

el |

OF CALIFORNIA

-
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COGNOS BI Functions

enter

‘ (= keep this version v | | o

Rose 20
= By~ i8]~ [Baddthis report v |

[Zl In the upper right corner of your browser window are the COGNOS BI
icons and functions common to any COGNOS Report screen you may

[ |

logon~ | f§ *1 About

|

Userid and
i}
Left Turning
-
&

UNIVERSITY OF CALIFORNIA

Your userid appears next to the
Log On/Log Off drop down.

The home icon takes users back to the TM1
public folders screen to choose TM1 Clients
to enter the BDS application or BDS reports

The left turning arrow icon will take you
back one level to choose a different report
to create

COGNOS BI Functions (cont.)

# (= keep this version v | | o

Rose 20

logon~ | f§ *1 About

1
< - [ R
e (<) (RS

DRNIA

UNIVERSITY OF C m

1

Keep this Version allows you to email the
report to other users of COGNOS or to save
the report view as a snapshot

The tiny globe icon allows you to export
reports to Excel or PDF files for sharing with
other users and performing further analysis

Add this Report allows users to save the
report as a template to their My Folders area

Module 6
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Title Area and Report Header

-
Fund : ALL FUND
mpFiscal Year 12011 - 12

Budget Variance Report

Current Year Budget to Current Year Actuals by Organization
Organization : BODD UC OFFICE OF THE PRESIDENT

* Expenses data available as of SEP 2011

Title Area

Report Header

The title area shows in bold letters at the top of the
report page the type of report selected as well as
which variation if any.

The report header identifies what selection criteria
have been chosen and how recent the data is.

Selection Criteria

I_F_l Selection criteria are used to drill down into the UCOP budget data to

UNIVERSITY OF CALIFORNIA

prepare user-defined reports within the time frame specified

Organization [

l
ffund Report Categories =]
DR T

5 e 008 DFFICE OF T PRESIENNT

& o PeETO
i 230 COEEF FRUANCIAL OFPICER

¢ e 248 VICE PRESIDENT LABORATIR
5 e 1300 PROVOST Ik EX0C VP~ ACADEY

& 430 EVF BUSBESS DPERATIONS

i 9300 EVP EXTERNAL RELATIONS:

4 00 5K VP HEALTH SCHNCES RS

| e Y o

]
& m 1597 EDUCATIONAL Pt
§ s I AVERSITY OFPORTIRY

& o 19900 CINRAL FURDE

by el Year =] Fiscal Year [011- 12 -
= =
Fiscal Quarter
Curmulative Guarter

| ]
Organizational
Hierarchy
Fund Hierarchy

Report Type

You can drill down into any level of the organizational
hierarchy (division/subdivision/department) to the account
level to prepare reports.

Similarly for fund, users can choose for a level of the
hierarchy all funds, restricted funds, unrestricted funds, or
any individual fund to report on.

Report type is either by category or by sub code. In the
report created, category and sub code will be hyperlinked
for additional drill down.

Module 6




Budget Development System

Contributor Training

Selection Criteria (cont.)

Fepor] Categories =
Tvpe

wa " Fiscal Yoar =] Fiscal vear [F011 - 12 =
Fiscal Year |

A You can view report data by fiscal year, a single fiscal
quarter, or year to date by quarter.

q A The time period selection is determined by the view by
selection, offering either fiscal year or quarterly options.

UNIVERSITY OF CALIFORNIA

10

Report Refresh and Navigation

g | Reports can be rerun with newly selected criteria by clicking the
UPDATE button. Hyperlinks for Top, Page Up, Page Down, and
Bottom indicate additional reporting data on other pages

1
UFDATE

=)|= Top £ Page up ¥ Page down X Bottom

View B For multi-page reports, hyperlinks for Top, Page Up, Page
y Down, and Bottom indicate additional reporting data

Reports can be rerun with newly selected criteria by clicking
Update the UPDATE button. A rotating hourglass will appear as the
report is recreated.

UNIVERSITY OF CALIFORNIA
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Budget Variance Report
The most common version of the budget variance is to

I S |

2451807

235,800 103675 (24,482,235)

BSURANCE

Regents’
Approved Budget

the financial system of record that feeds BDS.

Percent Spent

time being analyzed

compare current year expenses to current year budget.

Coizgories {Begeals Aproeed Bodget. | j-ghfpent, | Undes(Ouer), |
A B C=B/A D=A-B
SRLARNS 008,104 o o 134,080,154
BENEFTTS 38,808 264 L L 30,808,284
TOTAL PIRSOMMTL COST 172,007,450 o % 172057458

Current fiscal year budget effective July 1 of every year

Compares the expenses to the budget for the period of

Rolled up expenditure data from the UCLA general ledger,

12
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Budget Variance Report (cont.)
The most common version of the budget variance is to

BSURANCE 235,800 24:518,035 1367 (24,482,235)

o

within budget (under) or exceeding budget (over).

compare current year expenses to current year budget.

A B C=B/A D=A-B
SALARNS 1008104 o o 134,080,154
BEMEFTTS 38,808,264 0 " 38,808,284
TOTAL PIREOMNTL COST 172,007,450 o [ 172,097 458

SL126

Under/(Over) takes the difference between approved budget
and expenses to determine if the fund or org hierarchy is

Commitment of UC funds to an outside entity, not yet paid,
also known as a lien or open commitment. At time of
payment, it is reduced by the amount of the expenditure.

13
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Exercise 7.1 Create Budget Variance Report

Create a budget variance report and export it to Excel
using the following criteria:
 Variance by org for all funds
e Current Year Budget vs. Current Year Actuals
e For Department Capital Markets Finance (8133)
Division 8230
Subdivision 8238
Department 8133
e By sub code for fiscal year 2011-12

How many pages are in your report? How many tabs
in the Excel file? How many accounts appear under
8133 in the org hierarchy? Why the difference?

How could you create the same report(s) using
the fund hierarchy?

14
Budget Variance Report for Department 8133 (page 1)
Budget Variance Report
Current Year Budget to
Current Year Actuals by
Organization
Organization : 8133 CAPITAL MARKETS
FINANCE
Fund : ALL FUND
Fiscal Year : 2011 - 12
* Expenses data available as of SEP 2011
Fund Report Type
Organization View By Fiscal Year
Sub Code Regents' Approved Budget | Expenses | % Spent [Under (Over) |Encumbrances
C=B/A D=A-B
01 SALARIES-STAFF 596,786 144,577 24% 452,209 0
02 GENERAL ASSISTANCE 6,183 [} 0% 6,183 [}
= 06 EMPLOYEE BENEFITS 171,243 38,111 22% 133,132 0
= TOTAL PERSONNEL COST 774212 182,688 24% 591,524 0
o 03 SUPPLIES AND EXPENSE 34,991 6,043 17% 28,948 (164)
= 04 EQUIPMENT AND FACILITIES 5,000 0 0% 5,000 0
s TOTAL SUPPLIES AND EXPENSES 39,991 6,043 15% 33,948 (164)
© GRAND TOTAL 814203 188,731 23% 625472 (164)
o
>
15
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Budget Variance Report for Department 8133 (page 2)

Budget Variance Report
Current Year Budget to
Current Year Actuals by
Organization
Organization : 666507 CAPITAL MARKETS
FINANCE
Fund : ALL FUND
Fiscal Year : 2011 - 12

* Expenses data available as of SEP 2011

Sub Code Regents' Approved Budget |Expenses|% Spent| Under (Over) | Encumbrances
A B C=B/A D=A-B B

01 SALARIES-STAFF 596,786 144,577 24% 452,209 0|

02 GENERAL ASSISTANCE 6,183 0 0% 6,183 0|

06 EMPLOYEE BENEFITS 171,243 38,111 22% 133,132 0|

TOTAL PERSONNEL COST 774,212 182,688 24% 591,524 0

03 SUPPLIES AND EXPENSE 34,991 6,043 17% 28,948 (164)
= 04 EQUIPMENT AND FACILITIES 5,000 0 0% 5,000 0
i TOTAL SUPPLIES AND EXPENSES 39,991 6,043 15% 33,948 (164)
S GRAND TOTAL 814,203 188,731 23% 625,472 (164)
§ Only one account appears because the other account within the
N hierarchy has no data. Zero values are not reported
; 16

Budget YTD Adjustments Report
YTD Adjustments Report will help you to reconcile your
Regents’ Approved Budget to the UCLA GL budget.
@
Budget | GLBudget | GLCarry | GLa :;ILMT : | il | Variance
& L L g 4| L L 5 | F=BrCHD+E | G=FA
Regents’ . .
Approved Budget Current fiscal year budget effective July 1 of every year
Shows the permanent budget appropriations on July 1st
GL Budget where Type Entry = 11

5 GL Shows appropriations where Type Entry = 12 or 14
2 Carryforward (description with "carryforward")
‘ g Shows appropriations where Type Entry=13 or 14
2 GL Adjustments (description without "carryforward")
: 17
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Budget YTD Adjustments Report

YTD Adjustments Report will help you to reconcile your
Regents’ approved budget to the UCLA GL budget.

Regents' GL = | * GL *
Aoproved Budget | SLBudaet | GL Carrylorwond | GLA ' Budget Transfer | Appropriations | Variance
A B c | D | E | F=B+CHD+E | G=FA

GL Intercampus L _

Budget Transfer Shows appropriations where Type Entry = 15

SUthtal.GlT Subtotal of all appropriations in the GL, items B through E
Appropriations

Ideally should be equal unless there are reconciling items

18

UNIVERSITY OF CALIFORNIA

Exercise 7.2 Create Budget YTD Adjustment Report
Create a budget year-to-date adjustments report using
the following criteria:

 Subdivision Chief Financial Officer (8235) under
Division 8230

e Fiscal year 2011-12

What adjustments have been made for the
subdivision in FY11-12?

19
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Exercise 7.3 Save A Report

Save the Budget YTD Adjustments Report you just

created for future retrieval using “Keep this Version”

* Name the report: “CFO Budget Adjustment Report -
Subdivision 8235

* Retrieve the report from “My Folders”

How could you save this report as a template?

20

COGNOS BDS Reports Summary

There are five budget reports currently available with
more in development

BDS reports can be customized using dropdown lists for
org, fund, time period, etc.

» Save reports with your own data for future retrieval using
“Keep this Version”

* With customization there are dozens of versions of the reports
that can be tailored for your business needs

The Variance Report can be used to help monitor your
expenses vs. the current year’s budget

The Budget YTD Adjustments Report can help you to
reconcile the Regents” Approved Budget to the budget
adjustments in the UCLA GL

21
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Next Steps Overview
At the end of this section, you should understand:
» How to request access to BDS Production Environment

* The plan for the entry of the FY2012-13 UCOP Budget
» How to get help in using the BDS Tool

UNIVERSITY OF CALIFORNIA

Requesting your BDS Access- Step 1

Request “Single Sign On” access to BDS Production Environment:
* Go to
» Select UC-Office of the President
* Request using your AD ID/Password

InCommon

About InCommon | Help

UNIVERSITY OF CALIFORNIA
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Requesting your BDS Access- Step 2
* In the comment box: enter BDS/TM1

* You will receive a confirmation email for your access with
the URL to log onto BDS Production Environment. Log on to
check if you are granted the right hierarchy node and

permissions!

UNIVERSITY of CALIFORNIA

e dnes 0o
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UNIVERSITY OF CALIFORNIA

Managing your Access to BDS Production
Environment

URL to BDS Production Environment via Single Sign On:

You will always log on using this URL. The log on screen
shown after you log off does NOT work for Single Sign On.

University of California

It Starts Here

UCOP Applications Login

UCOP User name:

Thiss I0gin page is for carment UGOP employees anly

» Lisa your WIndowsIaD USEr Ram and password
+ Ilyou are assocsled wilh anoner instilution. please use your institution's single Sign-on fundion.
* For proviems 10gging in. contact TechDusk of (510) S8T-0457

UNIVERSITY OF CALIFORNIA
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UCOP Budget Process Timeline

UCOP Budget Process
A Fv Beg. ‘ [B)?s‘:giebtu(t;:clil Sjgemrg:ion A Aiigggince

Monitor and Control Annual Budget Appropriation *

Year End Closing Budget ) ( Year End
Compilation and Review Entries

veor Bl{dget ‘ear En rategic Les?
S erond (W R
Budget Dept. Annual
. Dept. Dept. Dept.
g UCOP&Depls. gg;r En Reviswﬁ Reviswﬁ Revi:wsﬁ(
;( Dept. Initiation and Dept.
dl s A
E * Cognos TM1 Budget Development Tool Utilized
- 6
Getting Help
Use the Help Tool
Contact your Sub-Division/Division Super User
Contact Pei-Ru Chao in Budget Office
N 7
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Next Steps Summary

Request access to BDS
The “Call for FY2012-13 Budget” begins January 2012

Individual unit meetings with Budget Coordinators will
occur in January 2012

Begin proposed budget data entry into accounts if you are
a contributor

CALIFORNIA

UNIVERSITY O
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