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The purpose of this document is to guide users through the Budget processing steps.

Review the following reminders:

e According to TEA Legal Requirements, the budget must be prepared by June 19 for LEAs with
a June 30 fiscal year-end and by August 20 for LEAs with an August 31 fiscal year-end.

e The ASCENDER Version displayed on the images may not reflect the current ASCENDER
Release Version.

e The Budget and Finance applications are separate applications and do not share data;
therefore, updates made in Budget do not affect data in Finance.

e Perform periodic exports (backups) as the budget is processed throughout the spring and
summer. It is important to perform an export prior to making a significant change. This allows
you to revert data to a certain point in the process, if necessary.

« Verify budget data before approving the budget to meet financial compliance requirements
(i.e., special program allotments, NCLB and IDEA-B Maintenance of Effort, etc.) and ensure a
high FIRST rating.

This guide assumes you are familiar with the basic features of the ASCENDER Business system and
have reviewed the ASCENDER Business Overview guide.

| Some of the images and/or examples provided in this document are for informational
&% purposes only and may not completely represent your LEA’s process.

Before You Begin

Before you begin:

Review the following information and/or complete the tasks listed before you begin the Budget
Process steps.

Terms:

The following terms are used throughout the Budget processing steps.
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Term Description

Export A backup file of data as it stands at the time it is exported from the system.
Export or backup files can later be used to restore data to its original state
at the time of extraction.

FileID C Current file ID in Finance.
FileID N Next or new year file ID in Budget.
LEA (Local Education

Refers to the educational entity (e.g., charter, district, etc.).

Agency)

Budget PEIMS edit reminders:

Review the following PEIMS Edit rules to alleviate budget data warning errors.

* Need a line for 5829 - Matching State Funds for 5829 for 410 and for 101, 240 or 701.

¢ At least one record with an amount >$0 that is coded to function 13 - instructional staff
development.

¢ At least one record with an amount >$0 that is coded to function 12, object 6100-6600 -
instructional resources and media services.

¢ At least one record with an amount >$0 that is coded to function 31-33, object 6100-6600 -
guidance, counseling, evaluation services or social work services or health services.

¢ At least one record with object code 6212 - audit services.

e If function code is 41, then org code should be 701-703, 720, 750 or 751.

e If org code is 701-750, then function code should be 41, 53 or 99.

* (This does not apply to nonprofit charter schools.) At least one account code with object
code 6491 - Statutorily Required Public Notices.

O Create budget folders on your desktop to save any budget exports (backups).

O Create backups using the Budget > Utilities > Export by File ID page.

Budget Process

1. Update tables.
Update tables
Budget > Utilities > Clear/Copy Budget Tables > Copy Finance Tables to Budget

Update the budget account code tables in the next year file ID (file ID N).
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* Exccute | File ID: N

CLEAR BUDGET TABLES COPY FINANCE TABLES TO BUDGET

i Y 'd =
Select Table Select Table
Mo Rows D Fund Code Table
D Function Code Table
) = []  Obiect Code Table
D Sub Object Code Table
D Organization Code Table
D Program Intent Code Table
D Education Span Code Table
D Project Detail Code Table
[:] Preview Data
, -
O Click |—| to move all code tables from the left side to the right side of the page.

Optional: Select Preview Data to view a preview of each Finance table before it is copied
to Budget.

O If Preview Data is selected:

o Click Execute to begin the process of copying the Finance tables to Budget. The selected
Finance table reports are displayed.

o Review the reports and click Process on each report to copy the Finance table data to
Budget and continue to the next report. Or, click Cancel on the report if you do not want
to copy the selected table.

o When the process is complete, a message is displayed either indicating that all tables
were copied successfully or that selected tables have not been copied. Click OK.

O If Preview Data is not selected:

o Click Execute to copy the Finance tables to Budget. A message is displayed indicating
that the selected tables have been copied successfully. Click OK.

If this step is not processed, account codes that exist in the Finance file ID but do not exist in
the Budget file ID are not updated.

Note: This step adds the fund/fiscal year for the new school year.
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2. Update Budget data.
Update Budget data

Budget > Utilities > Update Budget Data

& IMPORTANT: Be sure to create an export for Budget Tables prior to using this
utility.

Update the Budget Amended and Actual columns from file ID 3 in Finance or the last
completed fiscal year.

. — o

Pleae create export for Bucget Tables pror 1 uting this utility

Updiate Codumn Acrounting Pericd Dbt Dencription

[ Orginai (B Currcnt: 08 () Desarigtion from -
[¢] Amenaca () Ment 08 l (® Diesoripbon from GL { 4 I
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Note: For history comparison purposes, it is very important to make sure that all entries for
the last school year are updated before preparing this year's new budget file. Entries might
include final check runs, journal vouchers, and audit entries that need to be included in the

Actual column, and any amendments to last year's budget that need to be included in the

appropriate budget column. Processing the Update Budget Data utility at this time ensures

that all entries are included in the updated amounts.

O In the From GL File ID, select the prior year file ID (file ID 3) and click Retrieve.

O Under Update Column, select Amended and Actual to be updated in Budget for the
selected fund/year codes.
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Amended Select if you have posted entries in Journal Budget or Amended Budget to Estimated
Revenue or Appropriations and did not select Original Budget Only in the Move
Budget to Finance utility.

Actual |Select if you have posted entries that have increased or decreased Realized
Revenue, Encumbrance, or Expenditures in Finance.

(Optional step - Depends on individual situations.) It is recommended that Include Inactive is
selected under Account Code.

Account Code options

Select one of the following Account Code options:

Include Inactive Select to include inactive account codes and amounts in the list of
available account codes to be transferred.

If selected, inactive accounts and amounts in the prior file ID are copied.

If not selected, inactive accounts and amounts in the prior file ID are not
copied.

Use Crosswalk Select to crosswalk any account code elements for the selected
fund/years that exist in the Mask Crosswalk utility. See Mask Crosswalk
(Mass Change Account Codes).

Only Existing Select to include existing account codes and amounts in the list of
Budget Accts available account codes to be transferred.

[ Under Accounting Period, select the following:

Current|The accounting period is set to Current by default, which uses the current accounting
period amounts from Finance to populate Budget amounts.

O Under Object Description, select Description from GL (all account codes). This
description is retrieved from the Chart of Accounts.

O All available fund/year codes from Finance are displayed on the left side of the page. Select
the available fund/year codes to move to the right side of the page for the budget account code
tables, general ledger accounts.

O Use the arrow buttons to move the appropriate funds from the left side to the right side of the
page.

O Click Execute to execute the process. The Update Budget Data Report is displayed with the
old and new account codes that were updated. Review the report.
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e I
2k bl
Tierse Fun: Update Budget Data Report
rar o’
From Finance 3 Acct Per 08 1o Budget N W FilelD:N
Last ¥r Closing Mext ¥ Mext Yr
Frd-Fric-0bj. So-Ovg-Prog Description At Original Amt  Amended Amit Actual Amt Regquested Recommond
OLD  198-00-5742.02-000-300000 INTEREST ONCDS 0 00 2500 3 L] 00
NEW  199-00-5742 02-000-400000 INTEREST ONCI'S a0 00 2500 13 0o 00
QLD 199-00-5744.00-000-300000 GIFTS & BEQUESTS 00 00 00 28.964.13 0o 00
NEw  198-00-5744.00-000-200000 GIFTS & BEQUESTS 00 00 00 2896213 )] 00
OLD  199-00-5749.02-000-300000 COTO REPAIRS 00 00 2,000.00 6,082.00 00 00
NEW  199-00-5749.02-000-£00000 COTO REPAIRS 00 00 2,000.00 6.082.00 00 00
OLD  7199-00-5749.03-000-300000 LOST BADGE MONEY 00 00 50100 75.00 00 00
NEW  193-00-5742.03-000-400000 LOST BADGE MOMEY 00 00 50.00 7500 oo 00
QLD 193-00-5743.08-000-300000  RANGER COLLEGE REIMB 00 00 300.00 0 00 oo
NEW  193-00-5743.06-000-400000 RANGER COLLEGE REIMB o0 00 300.00 0 L] oo
OLD  198-00-5749.23-000-300000 SPECIAL ED COOP-REIME 0 00 25.000.00 00 00 0o
NEW  193-00-5749.23-000-400000 SPECIAL ED COOP-REIME 0 00 25.000.00 00 00 0o
QLD 199-00-5752.01-000-300000  OHLINE TICKETING ADS 00 00 400.00 00 0o 0o
NEw  198-00-5752.01-000-400000 ONLINE TICKETING ADS a0 00 40000 00 0o 00
QLD 15%-11-6112.00-041-328000  SUBSTITUTES 00 00 200.00 00 0o 00
NEW  19%-11-5112.00-041-£22000 SUBSTITUTES 00 00 200,00 00 00 00
oD 193-11-6119.00-101-332000 SALARIES-TEACHERS 00 00 00 -2 00 00
NEW  192-11-5119.00-101-£32000 SALARIES-TEACHERS 00 00 00 -2 00 01]
oD 193-11-5112.00-101-334000 SALARIES-TEACHERS 00 00 00 0 00 00
NEW  193-11-6119.00-101-434000 SALARIES-TEACHERS 00 00 00 00 00 0o

O Click Process to continue processing. Otherwise, click Cancel to cancel processing.

3. (Optional) Compare Budget and Finance account code amounts.

(Optional) Compare Budget and Finance account code amounts

The following inquiries are recommended to verify account code amounts:

o Budget > Inquiry > Budget Account Codes Inquiry - Select Totals for all funds.
o Finance > Inquiry > General Ledger Inquiry - (Finance file ID 3) Clear the Show Details
option for all funds.

Compare fund totals from Budget file ID N to Finance file ID 3 to confirm that the Amended and
Actual columns match. Use the colored outlines (i.e., red, blue, green, and yellow) to guide
your comparison of the amounts.
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Note: If the amounts do not match, contact your regional ESC consultant for assistance.

The following reports can also be generated if needed:

o Finance > Reports > Finance Reports > Summary/Miscellaneous Reports > FIN3050 -

Board Reports (by fund)

o Budget > Reports > Budget Reports > BUD1000 - Budget Report by Fund
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4. Export file ID N.
Export file ID N
Budget > Utilities > Export by File ID
This step should be completed prior to continuing the process.

Create an export of file ID N.

This page is used to copy the selected file IDs to a user-designated archive file.

o If the file ID is N (next year), the export includes the budget tables as well as next year
requisition and workflow tables.
o If the file ID is anything other than N, the export only includes budget tables.

Export file IDs:

[ Execute *

Available Fil.e IDs Selected File Il;ts

Select FilelD o Select File ID

2019 - 2020
2020 - 2021
2 2021 -2022
3 2022-2023
2013 - 2014
5 2014 -2015
6 2015-2016

7

8

O

D N 2023 - 2024

ujanait

7 2016 -201
8 2017-201

00000000

O Use the arrow buttons to move the appropriate file ID from the left side to the right side of
the page.

O Click Execute to execute the process. You are prompted to create a backup.

5. (If necessary) Delete file IDs.
(If necessary) Delete file IDs

Budget > Utilities > Delete by File ID
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Log on to file ID N when performing this step.

Delete the existing file ID that conflicts with the file ID to be moved.

For example, delete file ID 4 2013-2014 to allow the 2023-2024 fiscal year to be stored in file ID
4,

[ Execute ]«

Available File IDs ) Selected File IDs

Select File ID - Select File ID

0 2019 - 2020 D 4 2013 -2014

.

2020 - 2021
2021 - 2022
2022 - 2023
2014 - 2015
2015 - 2016
2016 - 2017
2017 - 2018
2018 - 2019 «

000000000
- .

(7= W+ - SRS T | G 7% T N

O Click to move the appropriate file ID from the left side to the right side of the

page.

O Click Execute to execute the process. A message is displayed indicating that you are about
to delete budget tables.

o Click Yes to continue the process.
o Click No to cancel the process.

A message is displayed indicating that the process was completed successfully. Click OK.

6. Copy the current year budget.
Copy the current year budget
Budget > Utilities > Copy Current to New File ID

Copy the current year data to another file ID (2023-2024 to file ID 4) for historical purposes.
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[ Bticiite ]«

Mew File IIJ.'
o
Select Fund/ Year Fund Description

199/3 GENERAL FUND

199/ 4 GENERAL FUND

206/ 4 MCKINNEY-VENTO

211/4 TITLE | PART A

212/4 TITLE | PART C MIGRANT

224/ 4 IDEA-PART B FORMULA/MEDICAID
225/4 IDEA-PART B/ PRESCHOOL

240/ 4 SCHOOL LUNCH & BREAKFAST PROG
244/ 4 CARL PERKINS

25574 TITLE ILPART ASTPTR

266/ 2 ESSER GRANT

26674 ESSERI

27074 ESEA.TITLE VI.PART B.REAP

SIS SIS S SISISISISESISIS)

New File ID|cjick ¥ to select the one-character file ID. This field represents the file ID to
which you can move or copy funds.

Select All [Click to select the check boxes for all funds.

O Click Execute to copy the selected funds to the new file ID. A message is displayed indicating
that you are about to copy data from the current file ID to a new file ID and prompts you to
continue.

O Click Yes. A message is displayed indicating that the process was successfully completed.
Click OK.

O Log on to Budget file ID 4 and perform an inquiry to verify that all fund data was copied.
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After verifying the fund data, log on to file ID N before continuing with the
Budget process.

7. Update Budget options.
Update Budget options
Verify that you are logged on to file ID N when performing this step.
Budget > Tables > District Budget Options

Set up the necessary parameters associated with preparing next year's budget.

Note: 61XX accounts and amounts are not displayed in the Requested column.

The cutoff date fields are optional and may vary depending on the LEA's operations.

=]

BUDGET OPTIONS
Retrieve ] [ Print ]
School Year: 2024-2025
Requested Cutoff Date: 06-15-2024
Recommended Cutoff Date: 07-15-2024
Approved Cutoff Date: 08-31-2024
Capture Original Budget Flag:
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Set up budget options:

School Year Type the starting year and ending year. The field is only for
informational purposes and is displayed on some reports.

Requested Cutoff |Type the date that the budget requests must be submitted in the MM-
Date DD-YYYY format. When this date is less than the current date, those
using the Requested column will no longer be able to make changes to
accounts or amounts.

Recommended Type the date that the district recommendations for the new budget
Cutoff Date must be submitted to the board for review in the MM-DD-YYYY format.
When this date is less than the current date, those using the
Recommended column will no longer be able to make changes to
accounts or amounts.

Approved Cutoff Type the date that the board approval of the budget is required in the
Date MM-DD-YYYY format. When this date is less than the current date, those
using the Approved column will no longer be able to make changes to
accounts or amounts.

Capture Original Select the field to update the original budget amount and the
Budget Flag appropriations/estimated revenue amount.

The Capture Original Budget Flag field works in conjunction with the
Move Budget to Finance utility. The Full Amount or the Difference
options on the Move Budget to Finance utility determine if this field is
selected.

If Capture Original Budget Flag is selected, only the original budget
is moved. If Capture Original Budget Flag is not selected,
transactions entered will update the appropriations/estimated revenue
amount only.

[ Click Save.

O Use one of the following options to verify the changes:

o Verify that the 2024-2025 column headings are accurate by using the Budget > Inquiry >
Budget Account Codes Inquiry and clicking Retrieve.

o Verify that the 2024-2025 fiscal year corresponds to file ID N in the upper-right corner of
the page.

Year:[ N 2024-2025 | _ Apply | | Cancel '

TIP: Before continuing to step 8, it is recommended that you run and print the
© Budget Account Codes Inquiry as it will be needed for verification purposes in step
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8. Reinitialize the budget.
Reinitialize the budget

Budget > Utilities > Reinitialize Budget Data

Amt to use as Last ¥r Closing Amt

(® This Yr Expenditures

(O This Yr Amended Budget

Fund/Yrs Available: Fund/Yrs To Initialize:

5
Select Fund / Year Select Fund/Year
199/3 Mo Rows

199/4
206/ 4
21174
212/ 4
2244
225/4
240/ 4
25574
266/2
270/ 4

281/1
281/2
282/1
282/2
289/4
410/4

ujayd i

0000000000000 0000

CAUTION: This step should only be performed one time, and you must run the
prompted export.

Due to the effects this process has on the Budget file, it is imperative that you back up the
Budget file before starting the reinitialization process.
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This page is used to prepare the Budget file for the next school year. This process is run
when the final budget for the prior school year has been adopted and posted to the general
ledger. Amounts are maintained in order to create a budget history in the Budget master file.
When reinitializing budget data, you can specify the funds you wish to shift, or you can select
all funds. The following changes are made:

o The value in the This Yr Amend Budget or the This Year Actual Amt field is moved
to the Last Yr Closing Amt field replacing the value from the previous year.
o The value in the Next Yr Approved field is moved to the This Yr Original Budget
field replacing the value from the current year.
o The values for the following fields are set to zero:
* This Yr Amend Budget
* This Yr Actual Amt
= Next Yr Requested
* Next Yr Recommend
= Next Yr Approved

Reinitialize the budget data:

0 Under Amt to use as Last Yr Closing Amt, select one of the following:

o This Yr Expenditures - Recommended option.
o This Yr Amended Budget - Select this option to update the column with amended
budget data.

[ Use the arrow buttons to move the fund/years to be reinitialized from the left side to the right
side of the page.

O Click Execute to execute the process. The Budget System Reinitialize Funds Change report is
displayed. Review the report.
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*[ Process ] [ Cancel ]

B @ <

Date Run: Budget System Reinitialize Funds Change Repon

Cnty Dist: ISD Page: 1of 19

File ID: N

Fnd-Fnc-0bj.So-Org-Prog Description Last Yr Expense This Yr Original
183-00-5711.00-000-400000 TAXES/CURRENT YEAR 2.273.005.33 2.100,655.00
198-00-5711.01-000-400000 TAXES/CUR PAST DUE 00 00
199-00-5712.00-000-400000 TAXES/PRIOR YEAR 3995139 20.000.00
193-00-5719.00-000-400000 PENALTIESANTEREST 17,736 52 7.000.00
198-00-5719.01-000-400000 P&UPRO RATA 00 00
199-00-5742 00-000-400000 INTEREST/GEN FUND 1694229 169.000.00
199-00-5742.01-000-400000 INTEREST/PREFERRED 91.622 60 40.000.00
195-00-5743.00-000-400000 RENT 36.460.06 38.565.00
199-00-5744.00-000-400000 GIFTS AND BEQUESTS 00 00
199-00-5743.00-000-400000 LOCAL REVENUE 12323 o0
193-00-5752 00-000-400000 ATHLETIC ACTIMITY 884912 9,000.00
199-00-5753.00-000-400000 YEARBOOK SALES 00 00
199-00-5755.00-000-400000 VENDING MACH. REV (1] 00
198-00-5752.00-000-400000 DAYCARE REVENUE 5381562 51.042.00
199-00-5769.00-000-400000 MISC REVENUE 265285 3.000.00
199-00-5769.01-000-400000 MEDHCAID REVENUE 00 00
199-00-5811.00-000-400000 PER CAPITATEA 191.635.00 121.830.00
193-00-5812.00-000-400000 FOUNDATION FDSTEA 2.171.185.00 2.235632.00
198-00-5819.00-000-400000 MFS SPED OPERATIONS REVENUE 00 00

O Click Process to process the changes. You are prompted to create a backup. Otherwise, click
Cancel to cancel the process.

. Verify the budget reinitialization results.

Verify the budget reinitialization results

Budget > Inquiry > Budget Account Codes Inquiry

Verify the results.

[ Select Summary.

O Type the Account Code components.

O Click Retrieve. The Account Code Inquiry - Summary report is displayed.

O Verify that the amount in the This Yr Actual Amt column (before reinitialization) is moved
to the Last Yr Closing Amt column (after reinitialization).

O Verify that the amount in the Next Yr Approved column (before reinitialization) is moved to
the This Yr Original Budget column (after reinitialization).
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Before reinitialization:

[ memee ]| Feset | Fle 10 M
&) Sumenary O Totsls [0 Emclude Otiexts 6130%
hcooonCode: (0008 [ p [oomc)e () (oo (D¢ Bk (e (0
Fund Fung Oty Soby O Proge e
o9 L
Dot Fun: Acriagn Cote inguiry - Summary.
Crty Dint E5 Page 1 of w
OO N OO0 XK OO0 X XK X XK FiniDoN
Lasi¥rClosing  ThisYrvignal  This ¥rimend | Tris ¥ kel Hlas ¥ Nt ¥ g ¥y
el Dharacriglisty Al B Bt ) Apgroend
Fund 1993 GEMERAL FUND
195H-6611 0059999000 BUS PURCHASE a0 0m 0 Qo0 om o 00
000 CPTLOUTLY LAND BLDG & ECUSP oo 0m 000 o0 om om 1]
©000  CPTL OUTLY LAND BLDG & EGuP 0oo o 000 ooo om om 00
Totls dor 159713
Furd Exiarce 000 0m 000 b om om 000
Sair-ared Fir et 000 0 000 o0 0w o 000
Dthar Riesources 0oo 0m o o0 om om L1
Sgpecgrations 000 0w 000 000 am on 000
Cnher Uses. 000 L 400 b am o 000
Fund 1dd  QENERAL FUND
198005711 DO-000-M00000  TANESTURRENT YEAR THE0086 1MMITIO0 2u83Ti00 | 227900833 om 1m0 | 20088800
THOHETI O1H00-E00000  TAKESTUR PAST DUE 0od 000 000 o0 0w o 000
19H00ETIZ00000-400000  TAXESPRIOR YEAR BIEN 0100000 2000000 nEH 0w 2000000 2000000
195-00-5THR00-000-E00000  FENALTESINTEREST HESST 700000 700000 177852 m 700000 700000
1HE0ATIR01000-000000  PAIPRC RATA Q0o 00 5300 b 4 1. 000
19800-5742 O0M00-B00000  INTERESTIGEN FUND #4707 0,000 00 1000000 HELE N 0w 20,000 00 16%.000.00
158005740 01000800000 INTERESTPREFERSED a0d a0 060 A2 60 1. (1 40,0000
1RO0-STET00-000-500000  IRENT F-¥- ] 1956500 156500 36,960 08 om 70,555 00 1956500

After reinitialization:

[ pewee ]| Reset | e 10N
(@) Sumemary ) Totaks [ Esctude Otgects 61X
L1830 8 0 |
........... L1 SRREREREE
04 L
[ 1 Aoirngr Coe inguiry - Sumesary
Craty Dast: 50 Page: 1 of Ey)
OO N KON XK 00K N X0 XK Fimil:N
Lt ¥rCleaing  Thia¥rOeiginal  IThinrameed  Thi e dctusl o ¥ P Y Pl Y
¥ Dwmecripfion At Besiger N ignt Al ] Racommend Aoproved
Fend 19%d  GENERAL FUND
TH800-5711 00-000-400000  TAMESCURARENT YEAR 2ITH0E T 2008800 -1 ] -1 (-1 and ono
199005711 01000400000 TRXNESCLUR PAST CUE [1e1) =] =<1 oo o o om
1FH00-5T12 00-000-00000 | TRMESPRIOR YEAR nEn e el {=l= ] (=10 o om o
198005718 00-000-400000  PEMALTIESINTEREST 700000 (-1 ] -1+ [0 ond ono
1F005TIA0I000-400000  PRAPRO RATA =l =] oo oo o om
195005742 00-000-400000  INTEREST/GEN FLMD 169,422 31 BR300 00 (=l ] oo o ooo oo
19005742 01-000-400000  INTEREST/PREFERRED fL=A10] 4000000 -1 ] (-1 o0 o oo
193005743 00-000-400000  RENT HEEN0S L =] fedie o om om
1FS00-5744 000000000 CUFTS AMD BEGUESTS L 1c1) =] =] oo L4y om om
195005745 00-000-400000  LOCAL REVENUE nn =] =1 (-1 o ooo oo
10057 00000200000 ATHLETIC ACTIITY asan 900000 o0 000 Ll ulic] ulie]
199 00-5TER 00000400000 YEARBOOW SALES (o) =] == 1] oo Lo o om
195005755 00-000-400000  VEMDWNG MACH REY. (1) =] == oo o o om
155005785 00000400000 DWYCARE REVENUE L1g1862 200 (<1 ] -1 000 ono ono
193005763 000000000 MESC REVEMLE Pl 200000 (1 0.0 (<11 1] o o

10. Update the fiscal year.
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Update the fiscal year

Budget > Utilities > Mass Change Account Codes > Mask Crosswalk

Update the account code fiscal years to the new fiscal year (e.g., update fiscal year 4 to 5).

[y

Execcute ]

FUND / YEAR MASK CROSSWALK

Object Description:

Delete From Mask To Mask
'IE'-.‘ [ -t - oo Ao | [ oc- xoof S0

I I (8) Existing Code Description from Budget I

O MNew Object Description from Object Table

Options:

D Update Payroll Distributions

D Update EQY Accrual Data

D Update NY Payroll Budget

D Update PMIS Forecast Distribution

O Complete the From Mask and To Mask fields.

From Mask|Type the from fiscal year code you want to crosswalk.

To Mask

Type the to fiscal year code you want to crosswalk.

O Under Object Description, select Existing Code Description from Budget to retrieve the
existing code element description from the current budget.

O Do not select any Options.

O Click Execute to execute the process. Review the report.

»[ Process l I Cancel J
B 49 «» -
Date Run: Mask Crosswalk Report
Cnty Dist ISD Page:1 of 17
File ID: N
Oid New
Frud-Fnc-0b). So-Org-Prog Description Frnd-Fnc-0bj. So-Org-Prog Description
198-00-5711.00-000-400000 TAXES/CURRENT YEAR 199-00-5711.00-000-500000 TAXES/CURRENT YEAR
133-00-5711.01-000-400000 TAXES/CUR PAST DUE 133-00-5711.01-000-500000 TAXES/CUR PAST DUE
133-00-5712 00-000-400000 TAXESPRIOR YEAR 133-00-5712.00-000-500000 TAXES/PRIOR YEAR
1%3-00-5719.00-000-400000 PENALTIESINTEREST 139-00-5719.00-000-500000 PEMNALTIESANTEREST
153-00-5719.07-000-400000 PEIPRO RATA 193-00-5719.01-000-500000 P&LIPRO RATA
153-00-5742 00-000-400000  INTEREST/GEN FUND 199-00-5742.00-000-500000  INTEREST/GEN FUND
1533-00-5742 01-000-400000 INTEREST/PREFERRED 199-00-5742.01-000-500000 INTEREST/PREFERRED
133-00-5743.00-000-400000 RENT 133-00-5743.00-000-500000 RENT
193-00-5744.00-000-400000  GIFTS AND BEQUESTS 199-00-5744.00-000-500000  GIFTS AND BEQUESTS
193-00-5749.00-000-400000  LOCAL REVENUE 199-00-5749.00-000-500000 LOCAL REVENUE
193-00-5752.00-000-400000  ATHLETIC ACTIVITY 199-00-5752.00-000-500000  ATHLETIC ACTMITY
193-00-5753 00-000-400000  YEARBOOK SALES 199-00-5753.00-000-500000 YEARBOOK SALES
19%-00-5755.00-000-400000  VENDING MACH. REV. 199-00-5755.00-000-500000 VENDING MACH. REV.
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O Click Process to process the changes. You are prompted to create a backup. Otherwise, click
Cancel to cancel processing.

11. Manage user profiles
Manage user profiles

Ensure that the user profiles are correctly set up for Budget use in Security Administration and
District Administration.

O Create and manage users on the Security Administration > Manage Users > Create/Edit User
page.

Save ]
Last Mamie: First Mame: Middie Initial:  User ID: Prafile Marme:  Employee Mbe:
Manage Permissions| A4 BUSINESS ) :
Roles: Applications View Set Password:
® AA BUSINESS Remove e
B Arcounts Receivable TN ( ]
Campuses: Edit Confirm Pn':-.wc'd[ ]

B psset Management
D Force Reset Password on Login
Bl gank Reconciliation

Budget ODBC Login:
All Histerical File IDs (read-onty () Thes irvar In i mci QD s
. fou can add an ODBC login for this user
~ B Maintenance |‘1:au-c"-i-,-D|
) Reports
A Tables |.-cad-|}‘|i-,-C|| Pay Frequencies:
B WU [¥#)4 - weeKLY CYR
DB = Semamonthly CYR
& District Administration [#)6 - MONTHLY CYR
Ty A [#)o - BIWEEKLY NYR
Di.' - Semimonthly NYR
B Fosnca [#]F - MONTHLY NYR

O Set up user profiles on the District Administration > Maintenance > User Profiles > Accounts
tab.
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ACCOUNTS PERMISSIONS. PURCHASING PERMISSIONS. PURCHASING ADDRESSES PURCHASING REQUESTORS. PURCHASING RESTRICT CAMPUS/DEPT PURCHASING CREDIT CARDS GRA/

Cuarent Uiser Reghonb3, Suranne
masked fiscal year
Delete  Fund  Func  Of Soby Orghg Fsclfr Pgm  EdSpan  ProjDel AR BAR  BUD FIN  PUR  TRAVEL WHSE RESTOCK
8 [ess) Lol )T )] (=] @ B B BB B B8 &

CO=Ee By B B @

O Use one of the following options to update the user account codes:

o Option 1 - It is recommended to mask (X) the Fscl Yr (fiscal year) field on the user
profile. A masked fiscal year on the account code allows the user to access all account
code fiscal years (if the user has access to the account code) and alleviates the task of
updating the fiscal year each new fiscal year.

o Option 2 - Depending on the LEA's restriction procedures, manually update the Fscl Yr
(fiscal year) field for each user profile to reflect the new fiscal year. Entering a fiscal year
limits access to other fiscal year data.

o Option 3 - Run the District Administration > Utilities > Mass Update User Account by
Fund utility to update multiple users by fund.

Salect Froen Fundr Descrpton Select Te Fundr Description

ml !{.sm TRUST AND AGENCY FUND () HP“"-""::
b5+ 4 Accounts Recehvable

kil 8] -

Budget

Budget Amendment Requests

Grants and Progscts

Opiions
Select
0
e
0
0
0
0
O
D T

O

O Under Options, select Budget.

O Use the arrow buttons to move the fund/year accounts to be mass updated from the left side
to the right side of the page.

O Click Execute. A message is displayed indicating that the mass update was successfully
completed.

12. Clear next year requisitions.
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Clear next year requisitions

Budget > Utilities > Clear/Move NYR Requisitions to CYR

. ) Skip this step if your LEA does not use the next year requisitions feature.

If your LEA uses the next year requisitions feature, clear the next year requisitions from the
database.

[ Execute l

Requisition Accounting Period in Current Finance: 09

PO Date:| 00-00-0000

@ Clear Mext Year Reguisitions Only

o Move Mext Year Requisitions to Current and Update Finance

O Leave the PO Date field as is (00-00-0000).

O Select Clear Next Year Requisitions Only to clear all next year requisitions from the
database.

O Click Execute. When the process is completed, the Clear Next Year Requisitions report is
displayed.

O Click Process to clear all next year requisitions from the database.

13. (Optional) Clear Budget tables.
(Optional) Clear Budget tables
Budget > Utilities > Clear/Copy Budget Tables > Clear Budget Tables

Clear the simulation tables or Budget crosswalk tables.
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CLEAR BUDGET TABLES COPY FINANCE TABLES TO BUDGET

E] Clear Simulation Tables
E] Clear Budget Crosswalk Table

Clear budget tables:

O Select from the following:

Clear Simulation Tables Select to remove all data from the simulation tables unless
there are generic tables that are used every year.

%eba:; Budget Crosswalk Select to remove all data from the crosswalk tables.

O Click Execute. A message is displayed indicating that the tables were cleared.

14. Update Budget data.

Update Budget data

Budget > Utilities > Update Budget Data

Note: If mask crosswalks were performed in Finance they need to be performed in Budget
before completing this step. If you need assistance with mask crosswalks, contact your
regional ESC consultant.

Update the current year Budget Amended and Actual columns from Finance.

2024/05/03 06:02 21 Budget Process


https://help.ascendertx.com/business/lib/exe/detail.php/general/budget_process_-_clear_copy_budget_tables.jpg?id=academy%3Abusiness_budget_budgetprocess
https://help.ascendertx.com/business/doku.php/budget/utilities/updatebudgetdata

Business

[romcirien 9| e
Please credts axpart for Buaget Tables pror 15 ulng this utlity
Wpdate Column Moot Code Accouning Perod Oopect Descrption
() Current: 10 {) Descriprion from GL | Mew Arcount Coe
Oes [ I
(8] st

£
5
i
i
{
§

000000000000 §

oo000000000D0ooo

104 INSTRUCTIONAL MATER

LALS FUMD

O In the From GL File ID, select the current year file ID (file ID C) and click Retrieve.

O Under Update Column, select Amended and Actual to be updated in Budget for the
selected fund/year codes.

Amended Select if you have posted entries in Journal Budget or Amended Budget to Estimated
Revenue or Appropriations and did not select Original Budget Only in the Move

Budget to Finance utility.

Actual Select if you have posted entries that have increased or decreased Realized

Revenue, Encumbrance, or Expenditures in Finance.

(Optional step - Depends on individual situations.) It is recommended that none of the Account
Code options are selected during this process.

Account Code options

Select one of the following Account Code options:

Select to include inactive account codes and amounts in the list of
available account codes to be transferred.

Include Inactive
If selected, any inactive accounts and amounts in the current file ID are
copied over.

If not selected, inactive accounts and amounts in the current file ID are
not copied over.

Use Crosswalk Select to crosswalk any account code elements for the selected
fund/years that exist in the Mask Crosswalk utility. See Mask Crosswalk

(Mass Change Account Codes).

Only Existing
Budget Accts

Select to include existing account codes and amounts in the list of
available account codes to be transferred.

O Select one of the following Accounting Period options:
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Current|The accounting period is set to Current by default, which uses the current accounting
period amounts from the Finance application to populate the Budget application
amounts.

Next |Select to create Budget data using the next accounting period amounts in the Finance
application.

O Under Object Description, select Description from GL (all account codes). This
description is retrieved from the Chart of Accounts.

O All available fund/year codes from Finance are displayed on the left side of the page. Select
the available fund/year codes to move to the right side of the page for the budget account code
tables, general ledger accounts.

O Use the arrow buttons to move the appropriate funds from the left side to the right side of the

page.

O Click Execute to execute the process. The Update Budget Data Report is displayed with the
old and new account codes that were updated. Review the report.

|
*[ F | |
R =
Time Run: Update Budget Data Repor
Cnty Dist: 50 Page: 1 of
e G R e
Last¥r Closing Next Yr Neat e
Fre-Frc-Ob] So-Org-Prog Dascription Amt Qrigiral Amt. Amanded Amt Actal Amt Roguesbed Recomemend
OLD  198-00-5745.00-000-400000  INSURANCE RECOVERY 00 00 00 13416339 0o 00
NEW  198-00-5745.00-000-500000 INSURANCE RECOVERY 00 00 0o 13416339 00 00
OLD  198-11-6121.00-001-411000 E 00 00 0o 8707 0o 00
NEW  198-11-6121.00-001-511000 EXTR 00 00 0o 87.07 0o 00
OLD  198-11-6121.00-101-411000 EXTRA DUTYOVERTIME/SUPPORT PR 00 00 (1] 255.72 0o 00
HEW  199-116121.00-101-511000 EXTRA DUTY/OWERTIME'SUPPORT PR 00 0o 00 25572 0o 00
oD 199-11-6121.00-107-423000 EXTRA DUTY/OVERTIME/SUPPORT PR 00 00 00 %502 00 00
NEW  198-11-6121.00-101-523000 EXTRA DUTY/OVERTIME/SUPPORT PR 00 00 00 2603 0o 00
CLD  198-11-6121.00-107-424000 EXTRA DUTY/OVERTIME/SUPPORT PR 00 00 0o am 0o 00
NEW  198-11-6121.00-101-524000 EXTRA DUTY, 00 00 0 am 0o 00
OLD  198-11-6121.00-101-430000  EXTRA DUTY! 00 ] 00 B2a83 0o o0
NEW  198-11-6121.00-101-530000  EXTRA DUTY! 00 ] 0o B2883 0o i
OLD  198-11-6122.00-001-411000 SUPPORT STAFF SUBST 00 00 0o 0o 0o o0
HEW  193-11-6122.00-001-511000 SUPPORT STAFF SUBSTITUTE 00 0o 00 00 00 00
0D 199-116122.00-107-411000 SUPPORT STAFF SUBSTITUTE 00 00 00 810.00 00 00
NEW  198-11-6122 00-107-511000 00 00 00 810.00 00 00
oLD 158-11-6148.00-007-4 11000 00 03 1) 2223350 0o 00
NEW  198-11-6148.00-001-511000 00 00 00 2223350 00 o0

O Click Process to continue processing. Otherwise, click Cancel to cancel processing.

If this step is performed again, the following report is displayed.
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» [ Process | [ Canc
R e
Tirme Frun: Upidate Budget Data Repot
Cniy Dist: 150 Page:1 of
Froem Finance C Acct Per 11 1o Budget N FioID: N
Last Yr Closing Nt Yr Maot ¥r
Frd-Fnc-Oty. So-Org-Prog Descrighion Amt Original Amit Armended Amt Actual Amt R
CLD  199-00-5711.00-000-500000 TAXES/CURRENT YEAR 2.273.005.33 00 2.100.655.00 79.28701 L1 0o
MNEW  153-00-5711.00-000-500000 TAXES/CURRENT YEAR 2.279.005.33 00 2.100.655 00 79.287.01 00 00
CLD  193-00-5712.00-000-500000 TAXESPRIOR YEAR 38585139 00 20.000.00 10.014.78 00 o0
NEW  155-00-5712.00-000-500000 TAXES/PRIOR YEAR 35585139 00 20.000.00 10.014.76 11} 0o
OLD  1598-00-5719.00-000-500000 PENALTIESINTEREST 17.73%6.52 00 7.000.00 433724 0% 00
NEW  198-00-5719.00-000-500000 PENALTIESANTEREST 17,736 52 00 7.000.00 433722 00 00
OLD  158-00-5742 00-000-500000 INTEREST/GEN FUND 169,422 91 00 165,000 00 148603 00 oo
MEW  19900-5742 00-000-500000 INTEREST/GEMN FUMD 163422 N L1} 169 00000 1.486.03 [1.1] Li]
OLD 199-00-5742 01-000-500000 INTEREST/PREFERRED 9162260 1] £0,000.00 30.728.85 100 00
NEW  193-00-5742.01-000-500000 [INTEREST/PREFERRED 9162260 00 40,000.00 3072885 00 0o
OLD  193-00-5743.00-000-500000 RENT 3648006 00 39.5685.00 114428 L1} 0o
NEW  198-00-574300-000-500000 RENT 36.460.06 00 39.565.00 114428 i1} (04]
OLD  158-00-5745.00-000-500000 INSURANCE RECOVERY 00 00 00 13416233 00 00
MNEW  158-00-5745.00-000-500000 [INSURANCE RECOVERY 00 00 00 13416333 0% 00

15. Perform update Budget data comparison.

Perform update Budget data comparison

Budget > Inquiry > Budget Account Codes Inquiry

Perform a comparison inquiry.

O Select Summary.

O Type the Account Code components.

O Click Retrieve. The Account Code Inquiry - Summary report is displayed.
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Before update budget data:

(®) Summany

Azt Cooe

O Terats

10 Eomcusic Otpects 610

] File I0: M
I »
[ Aot Code inguiry - Summary
Craty Dint: 15D Page: 1 of w
R N OO O NOOE X KK K KK Fiwil: N
2022 - 2003 2003 - 2004 2023 - 024 2003 - 204 2024 - 208 Foi ) 2004 - 2025
st Ye Closing  ThisvrOnginal | This Yramend  Tiis Yo dcaaal Nt ¥ L Powat Yr
Funci Dwncrpmen Amt Bt Bt Ame Feuested Appred
Fend 1954  GENERAL FUND
1F5-00-5711 00-000-800000  TAMESCURRENT YEAR 21705 290065500 =] =] oo el =]
185005711 1000800000 TAMESCLUR PAST DLE oo o (== o o o (=]
1FH00-5712 D0-000-B00000  TAXESPRICR YELR nE1LN 20000 [=l=] (=] o am =]
15500-5718 00000200000  PENALTIESWTEREST s To00h -1 ooa ond ul o] 00
199005718 01000800000  PAAPRORATA ood Q0o =1 ] (=] o oo (=1 ]
195-00-5742 D0-000-800000  INTERESTIGEN FUND 188422 91 16300000 (1] =] o oo {-1:]
199005742 00000000 | INTERESTPREFERRED NEIR 000 oo o o am oo
195-00-5743 00-000-200000  RENT 06 00 1] oo ol ] ono {1 ]
195005728 0000000000 CAFTS AND BEQUESTS o ond =] (=] o 9 oo
195005745 00-000-800000  LOCAL REVENUE frakal Qoo == 1] =] oo omo =l
195005752 00000-200000  ATHLETIC ACTRATY sman 200000 =] (e on a0 (el
19500575 00-000-800000  YEARBOOK SALES oo oo =l ] oo oo oo (=l ]
199-00-5795 00-000-800000  VEMDENG MACH REY oo and (1] =] o ond (-1 ]
195005758 00-000-800000  DWYCARE REVEMUE SIETS R 51.04200 =l 1] o o 0o (=l ]
199-00-57€8 00-000-800000  MESC REVENUE 285285 100000 (1] =] o ano -1 ]

After update budget data:

T

e ) oo

(&) Summary () Totals [ Eciude Copeces G1KX

Aczourt Cote: [0k i I 0 (N N O T O

Funa Fuw oy Saby Ceg Frog
a4 L
Cae P At Candes Wapaiy « Sedmeraty
Gty Cast L] Paga: 1 of »
000 W0 000K 08 N0 X 0L X 0 Fisi:N
Lawt Yy Cloning  Ths W Oviginad Thes ¥r Arvesrd Thils ¥r Actual Homut Y Moaut Yo Fant Y
Fursl Dencrigtion Ay B B A Rt Ry Agprovey

Fend 193% GENERAL FUND
193005791 DOQOO-500000 TAXESCURRENT YEAR 21730081 Z100ES500 290065500 naEm 0w e Q0
19800-5711.00-000-500000  TANESCUR PAST DUE Q0 Qoo -1+ ] Lol m oo oo
195008712 00000500000  TAESPROR YEAR B 2000000 2000000 0,4 8 =1 1] a0 oo
195005TTA 00000500000  PENALTIESINTEREST 1R R 700000 700000 407X [h ] ano 000
195-00-57TR 00000500000  FALPRD RATA o oo =1} Lol 000 o0 000
198-00-5742 00-000-500000  INTEREST/GEM FUND 1ERAZ2 W1 16R 00000 15300000 1436 1 m o0 oo
195008702 01000500000  INTERESTPREFERRED nexed 000000 300000 30T B i oo oo
195-00-5743 DOO00-S00000  RENT Lk A RS0 198428 m o Qg
195-00-5764 00-000-500000  GAFTS: AND BEQUESTS (<] ooy -1+ 1] Lol ] o0 o0 o0
193-00-5745 00-000-500000  INSURAMCE RECOVERY = 1) oo -1+ ] 14,963 25 m o000 o0
199008745 IC-0O0-500000  LOCAL REVENVE 1ma a0 Qo 0| ooy o bl
193-00-5752 DQ000-500000  ATHLETIC ACTRATY R 000 Eliieky (310 om 00 ulty
195-00-5753 00-000-500000  YESREOOW SALES g T =1 | <] o o0l
195008788 00:000-500000  VENDING MACH REV =i 1) a0 ] 1] Q0| =1 1] 00 oo

O The This Yr Amend Budget and This Yr Actual Amt columns are updated in Budget to
reflect the amounts in Finance file ID C.

TIP: It is recommended that you update after every check run in order to update
Actual expenditures.

2024/05/03 06:02

25

Budget Process


https://help.ascendertx.com/business/lib/exe/detail.php/general/budget_process_-_budget_account_code_inquiry_step_15.jpg?id=academy%3Abusiness_budget_budgetprocess
https://help.ascendertx.com/business/lib/exe/detail.php/general/budget_process_-_budget_account_code_inquiry_step_15b.jpg?id=academy%3Abusiness_budget_budgetprocess

Business

o Budget maintenance is now available.

16. Create a simulation.
Create a simulation
Use any of the following tabs to create a budget simulation.

o Budget > Utilities > Mass Increase/Decrease Account Codes > Requested
o Budget > Utilities > Mass Increase/Decrease Account Codes > Recommended
o Budget > Utilities > Mass Increase/Decrease Account Codes > Approved

Example: If your user profile only allows access to 62XX accounts and you select, as part of the
criteria, to update all 6XXX accounts, only the accounts that meet the 62XX criteria are
reflected in the preview report when the simulation is executed. No 61XX, 63XX, 64XX, etc. are
included in the calculations.

REQUESTED RECOMMENDED APPROVED

Simulation Description: I.‘-‘.cc 060 to G00K | Base Column: | This ¥r Amend Budget

Round to Nearest Dollar Amount  Cutoff Date: 08-31-2024

Delete  Gon Nbr Acgount Code Onerator Percent [ Amount

® [ooofexxxfococ kx| 3 [Acd v| [ 200000)

O Click Save.

O Click Execute to execute the process. A Mass Increase/Decrease Budget Account Code
Report is displayed. Review the report.

O Click Process to complete the simulation process.
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*I Process | [ Cancel

B % >

Date Run: Mass Increase/Decrease Budget Account Code Report

Cniy Dist: ISD Page:1 of 36
File ID: N

D01 = JOCK XK B0 I XK - JOHOK,

Account Code This Yr Amend Oparator Parcent | Amount New Amount
199-11-6112.00-001-511000 16,000.00 + 20000 = 16,200.00
1593-11-6112.00-001-523000 1.000.00 + 20000 = 1.200.00
1353-11-6112.00-101-511000 38,000 00 - 20000 = 33.200.00
193-11-6112.00-101-523000 1,000.00 + 20000 = 1.200.00
199-11-6119.00-001-511000 564,803.00 * 20000 = 565,003.00
193-11-6119.00-001-522000 127,000.00 - 20000 = 127.200.00
1353-11-6119.00-001-523000 25,053.00 - 20000 = 25.253.00
199-11-6113.00-001-530000 36.745.00 - 20000 = 36.945.00
199-11-6119.00-001-536000 00 - 20000 = 200.00
199-11-6119.00-001-537000 392800 - 20000 = 412800
1359-11-6119.00-001-538000 00 - 20000 = 200.00
199-11-6119.00-001-523000 00 - 20000 = 200.00
199-11-6119.00-101-511000 871.500.00 - 20000 = 971.700.00

Example: The prior year amended budget can be moved to the new Budget file ID N.

[ a File ID: 14

REQUESTED RECTIMMENDED APPROVED

Senulation Mame: [BLIDCOPY | [L | ™
L L il |

Srnulation Desenplion: lr-‘-'- AMERDED BLUDCET Basa Colurm [l-...\-: At Bt -u-]

[7] Fiound 1o Mearest Dollar Ameount Cutoff Date: 07-16-2023

Delate Sy N Aroount Code D #la0 Frpant. | Amoiant

-l [:- 1 \| [x.c-' T T T LRI ET] ] 1 Mo Charge w [ -.-||1-|]

17. Post the simulation.
Post the simulation
Budget > Utilities > Budget Level Processing

Post the simulation in the tab of your choice.

CAUTION: You can repeat this step multiple times; however, be aware that each
time a simulation is processed, it overwrites the existing data.

Notes:
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o Simulations are based on the user profile of the logged-on user.
o Simulations will not update locked accounts.

Use one of the following tabs to complete this step:

o Budget > Utilities > Budget Level Processing > Requested
o Budget > Utilities > Budget Level Processing > Recommended
o Budget > Utilities > Budget Level Processing > Approved

Execute
Recommended Cutoff Date: 08-31-2024
REQUESTED RECOMMENDED  APPROVED COPY LEVEL
=
Select Simulation Name Simulation Description Base Column Round

6X +200 Add 00 to 6XXX This Yr Amend Budget Y
B BUDCOPY SAME AS PREVIOUS BUDGET  This Yr Amend Budget Y
O COPYBUD COPY 2024 BUDGET This Yr Amend Budget Y

'd y

Seq Nbr Account Code Operator Percent/ Amount
001 KKK K K- BRI KA -KHK-K-XHK-X-XX  Add 200.00
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*I Process | [ Concel
Date Run: Budget Level Processing
Cnty Dist 15D Page: 1of 18
File ID: N

Account Code MNext Yr Recommend This Yr Amend Budget New Amount
195-11-6112.00-001-511000 00 16.000.00 16.200.00
19%-11-6112.00-001-523000 00 1.000.00 1.200.00
198-11-6112.00-101-511000 00 38,000.00 3520000
19%-11-6112.00-101-523000 00 1.000.00 1.200.00
198-11-6119.00-001-511000 00 564.803.00 565.003.00
19%-11-6119.00-001-522000 00 127,000.00 127.200.00
193-11-6119.00-001-523000 00 25.053.00 2525300
198-11-6119.00-001-530000 00 3%.745.00 3694500
199-11-6119.00-001-536000 00 0 200,00
198-11-6119.00-001-537000 00 352800 4.128.00
198-11-6119.00-001-538000 00 0d 200.00
19%-11-6119.00-001-559000 00 00 200.00
198-11-6119.00-101-511000 00 971.500.00 §71.700.00
19%-11-6119.00-101-521000 00 6.800.00 7.000.00
198-11-6119.00-101-522000 00 00 20000
19%-11-6119.00-101-523000 00 57.740.00 57.940.00

18. Copy level - Budget level processing.

Copy level - Budget level processing

Budget > Utilities > Budget Level Processing > Copy Level

After the Budget is approved, the Next Year Approved column must be populated before the
accounts and amounts can be moved to Finance.

This utility is used to copy amounts from one budget level to another budget level. All
amounts currently in the From Level are copied to the To Level. This feature enables the
user to view and process from different levels. The cutoff date validates against the To level;
it does not validate against the From level. The ability to perform this function is not
dependent on being authorized to access to the Requested, Recommended, and Approved

tabs.
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REQUESTED

From Level

Approved Cutoff Date: 08-31-2024

O Requested O Requested
@ Recommended O Recommended
() Approved (® Approved

[ Execute |

RECOMMENDED APPROVED COPY LEVEL

* To Level

Copy simulation data from one budget level to another:

U Under From Level:

Field Description

Requested Select to copy the Requested column level. If selected, the data replaces the
data in the selected To Level.

Recommended Select to copy the Recommended column level. If selected, the data
replaces the data in the selected To Level.

Approved Select to copy the Approved column level. If selected, the data replaces the
data in the selected To Level.

O Under To Level:

Requested Select to indicate that the data in the selected From Level column will
replace the data in this column.

Recommended |Select to indicate that the data in the selected From Level column will
replace the data in this column.

Approved Select to indicate that the data in the selected From Level column will
replace the data in this column.

Note: You cannot copy the same From Level column to the same To Level column.

O Click Execute to copy the selected From Level simulations to the selected To Level. A Copy
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Level report is displayed. Review the report.

O Click Process to process the transfer of the selected simulation. You are prompted to create
a backup. Otherwise, click Cancel to cancel the process.

19. Perform next year Budget data maintenance.
Perform next year Budget data maintenance

Use the Budget Data maintenance pages to update amounts and descriptions or add/delete
accounts.

o Budget > Maintenance > Budget Data > Requested
o Budget > Maintenance > Budget Data > Recommended
o Budget > Maintenance > Budget Data > Approved

File I0: N

o —
EI--EEE}E]E]EHﬁ| s

= EEDE)E @ @ EE ( 05g) [
=& ED EEE B EEE]( 550) (TeEsmmon v
= =) E=EE( 3%0) (FERALTESwNTEREST
() () ) (5] (=) (3) (o) () ) s |

(%) () (75 () (=9 (3) (o9) () () 000) (ETEREsTER FURE
(%) () () (2] (0) (3) (o) (=) (=) [ 05) (T

(=) (o) (57 (o] (200) 5] (o] (] o] | 500] (GiTsAND BEGUESTS
() @@ (=) (=) () (3 @) @6 ( ow) (5
(9] (5ras) (o) (20 3 (o) (= o) [ T | (e
EEE E®EEEC 050) (e ACTTy
FEEEEEEDEEE 00) (FEAmEo0k sALES

}
4

D oDD DO ODD DD DD DEE

I I I U O

Use the Budget Data - Quick Entry maintenance pages to only update amounts. These pages
are ideal for principals and directors.

o Budget > Maintenance > Budget Data - Quick Entry > Requested
o Budget > Maintenance > Budget Data - Quick Entry > Recommended
o Budget > Maintenance > Budget Data - Quick Entry > Approved
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REQUESTED  RECOMMENDED  APPROVED

org| v| I Retrieve ] [ Print ]
N N O 199-00-5711.00-000-5-00-0-00 0.00 0.00] TAXES/CURRENT YEAR
M N (8] 199-00-5711.01-000-5-00-0-00 0.00 TAXES/CUR PAST DUE
M M o 199-00-57 12.00-000-5-00-0-00 0.00 TAXES/PRIOR YEAR
N N O 199.00-5719.00-000-5-00-0-00 000 [T ggo) PEMALTIESINTEREST
N N O  199-00-5719.01-000-5-00-0-00 000 | 000] PAUPRORATA
N N O 199-00-5742.00-000-5-00-0-00 000 | D00) INTERESTGEN FUND
M N (0] 199-00-5742.01-000-5-00-0-00 0.00 I‘ 0.00] INTEREST/PREFERRED
M N (0] 199-00-5743.00-000-5-00-0-00 0.00 RENT
M M (8] 199-00-5744.00-000-5-00-0-00 0.00 GIFTS AND BEQUESTS
N M O 199-00-5745.00-000-5-00-0-00 0.00 INSURANCE RECOVERY
N N O 199-00-5749.00-000-5-00-0-00 000 | 000) LOCALREVENUE
N N £ 199-00-5752.00-000-5-00-0-00 000 | 000) ATHLETIC ACTIVITY

O Click £ to view any previously entered notes and other details for the associated account
code. The Budget Data Details pop-up window opens.

REQUESTED  RECOMMENDED  APPROVED
Orgf v| i Retrieve ] [ Print ]
i
Budget Data Details
Lock HNote Details Account Code et
W - O 199.00-571100-000-5-00-0-00 199-00-5711.00-000-5-00-0-00 TAXES/CURRENT YEAR
N H O 199-00-5711.01-000-5-00-0-00 Last ¥r Closing Amt  This Yr Original Budget  This Yr Amend Budget  This Yr Actual Amt
(2022 - 2023) (2023 - 2024) (2023 - 2024) (2023 - 2024)
N N O 199-00-5712.00-000-5-00-0-00
2.279,005.33 2,100,655.00 2.100,655.00 79.287.01
N N D 199-00-5719.00-000-5-00-0-00
] M [o] 199-00-5719.01-000-5-00-0-00 School Year: 2024 - 2025
N N (o] 199-00-5742.00-000-5-00-0-00 Hext fr Requested: 0.00
N N 0 199-00-5742.01-000-5-00-0-00 Next ¥r Recommended: :.
N N O 199-00-5743.00-000-5-00-0-00 Lock Flag: N
N N O 199-00-5744.00-000-5-00-0-00 s
N N O 199-00-5745.00-000-5-00-0-00
N N 0 199-00-5749.00-000-5-00-0-00
N N 0 199-00-5752.00-000-5-00-0-00 p
N N O 199-00-5753.00-000-5-00-0-00
L >
N N £ 199-00-5755.00-000-5-00-0-00
N N O 199-00-5752.00-000-5-00-0-00
oK
N N o 199-00-5769.00-000-5-00-0-00 _
L
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20. (If necessary) Delete funds.
(If necessary) Delete funds
Budget > Utilities > Delete Funds

Delete the funds that are no longer needed in Budget.

This page is used to delete all accounts for specific funds in the Budget master table. This
function saves you from having to delete each account individually. A report of the deleted
and not deleted funds is automatically generated.

All budget accounts are deleted for each of the funds selected, except:

o If there are any next year requisitions that have not become a purchase order and the
attached account codes for the line items match the selected funds, the selected funds
are not deleted, and an error message is displayed on the report.

o If there is an account code that is attached to a purchase order encumbrance
transaction that matches the selected funds and the encumbrance transaction has not
been reversed, the selected funds are not deleted, and an error message is displayed
on the report.

[ e | o—

Fund/Yrs Available: Fund/Yrs To Delete:

Fund [ Year Select Fund / Year

199/5 D 282/1
206/5 O 282/2
211/5
212/5
224/5
225/5
240/5

255/5
266/2
270/5
28171

281/2
289/5
41075
42915

0000000000 00000o

jun(d

Delete funds:
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O Use the arrow buttons to move the appropriate funds from the left side to the right side of the
page.

O Click Execute to delete the selected funds. The Budget System Delete Funds Change Report
is displayed. Review the report.

O Click Process to process the selected accounts. Otherwise, click Cancel to return to the
Delete Funds page without deleting the selected funds.

21. Delete prior year fund/fiscal years.
Delete prior year fund/fiscal years
Budget > Tables > Account Codes > Fund

Delete the fund/fiscal year(s) that are not needed in the 2024-2025 budget file.

A vekew |
= g

FUND  FUNCTION  OBJECT  SUB-DBJECT  ORGANIZATION  PROGRAM  EDUCATIONAL SPAN  PROJECT DETARL

Eund Tyes Eung Description

-[ w3l B w | [PAYROLL CLEARING ACCOUNT ]l 3700 .00 .l 3600. 00 ll 1261 .00 II 2171.00 I

[eais] | v) [PAYROLL CLEARMNG ACCOUNT ] [3700.00] [ 3600.00 ) 1261.00 ] [2171.00]
-[ w64i4 Q1 w | JCLEARING ACCOUNT ]I 370000 l.’ 3600 . 00 .I 1261 .00 II 7100 |
o [eis] [ v] [crearmG Account ] [[3700.00 ] [ 3600.00 ) 261.00 ) 171.00 )
-[ 199/ 4 J |G- General operating v )| [ GENERAL FUND ]I 3700.00 .l 3600 . 00 .m-
@  [199/5] [G-Generaloperating ] [GENERAL FUND 3700.00 | [[3800.00 ) 1261.00 | [2171.9%9 )
-[ 20674 | IS - Seecial reverwe w | FMOKINNEY-VENTO |l 3700 . 00 ll_ 00 . 00 ll 1262 . 00 II 171.00 |
8 (20/5) (5 ssosimeme _v) [moumervenio | [Gw) [swoe] [ 7 )
21172 | |5 - Speciat reverne v [TITLE I PART A 3700. 00 3600 . 00
e [ 211/5 ] l Special revernue vj I_.'I'Li-ll'p'-’tl A | [_p.lr,-u ;jJJ [ 3500 L'I’_IJ ',_"ﬂ 0 2171

-[ 21 Ll[s. Special reverue w | ITITLE | PART € MIGRANT ]l 3700 .00 ll 3600 00 .I 262 . 00 Il 21710 N
5 ] [ - Soccial reverus v] [TITLE I PART C MIGRANT [ 3700.00 ] [ 2s00.00 ) [1262.00] [ 2171.00]
-[ 22474 [ |5 - Speciat reverue w || [IDEA-PART B FORMULAMEDICAID ]I 3700. 00 l.’ 3600 . 00 .I 00 II 217100 |
B | 22475 ] [S- Special reverne w]| [IDEA-PART B FORMULAMEDICAIL | 2r00.00 | | 2e00.00 | 62.00 | | 2171.00 |
-[ 22574 I NS - Special reverwe w || [IDEA-PART B/ PRESCHOOL ]l 3700.00 II 3600. 00 ll 00 Il 2171.00
B [ 23575 ) [5-Seccitreveme v] [IDEA-PART B/ PRESCHOOL [(3700.00 ) 3600.00 ] [ 1262.00] [ 2171.00)
-[ 24074 QNS - Special revenue w )| FSCHOOL LUNCH & BREAKFAST PROG |I 3700 . 00 l. 3600 00 ll 00 II 2171.99 ]

@ | 24005 ] [S - Soecial reverwe w] [SCHOOL LUNCH & BREAKFAST PROG 3700.00 | | 2600.00 | [ 1262.00 [
-[ 24474 I IS - Speciat revernc [ | TS ]l_ 'r‘y'i.l M0 II — Im
B [ 2445 ) [5-Speciatrevere v] [carLPeERKiNS [ 3700.00 ) [ 3600.00 ) 1262 . 00 171,00 )

Select the fund/fiscal years (rows) to be deleted.

Delete a row.

Click to delete a row. The row is shaded
red to indicate that it will be deleted when
the record is saved.

E

b

If accounts exist in Budget Data that use the
fund/fiscal year code, a message is displayed and
the fund is not deleted.

Click Save.
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Business

22. Export the 2024-2025 Board approved budget.

Export the 2024-2025 Board approved budget
Budget > Utilities > Export by File ID

After the budget is completed and approved by the Board, create an export and copy the
budget data to a folder named: 2024-2025 Budget before Move to Finance.

Additional Budget Information

Additional Budget information.

Review the following reports:

Budget > Reports > Budget Reports

’ Preview l ’ FOF l ’ csv l ’ Clear Options l

Budget Reports BUD1000 - Budget Report by Fund
BEUD1000 - Budget Report by Fund e
BUD1050 - Budget Repart by Function
EUD1100 - Budget Repaort by Organization
EUD1150 - Budget Report by Program Intent Code
BUD1160 - Budget Repart by Object
BEUD1200 - Simulation Report
BUD1250 - Budget 85% Compliance Worksheet

Parameter Description Walue

Print incfdec % NY vs LY Clasing(1). TY Orig(2). TY Amend(3). TY Exp(4). Mone{5)

Budget amt to use Requested(1), Recommended|2) Approved(3)

EUD1300 - Budget Fund Balance Combined Statement Set report spacing to Double Space? [¥/M)
BUD1350 - School District Budget

BUD1400 - Budget \ariable Percent Exclude 61XX Accounts? [Y/M)

BUD1450 - Budget \aniable Difference Percent

BUD1500 - Budgst Variable by Major Object Include Notes? [Y/N)

EUD1550 - Selective Budget Report

Select Fund|s), or blank for ALL

Budget > Reports > Board Reports

[ Freview ] [ FOF ] [ cav ] [ Clear Optians ]

Board Reports BUDZ2000 - Budget Board Report By Fund
BUD2000 - Budget Board Report By Fund 3
BUD2050 - Budget Board Report By Functicn
BUD2100 - Budget Board Report By Organization
BEUD2150 - Budget Board Report By Object
BUD2200 - Budget Board Report By Function/Chject
BUD2250 - Budget Board Summary By Fund/Function
EUD2300 - Budget Board Summary By Organization
BUD2350 - Budget Board Surnmary By OrgfFnd/Enc/Obj Select Fund(s), or blank for ALL
BUD2400 - 65% Instruction Expenditure Ratio

Parameter Description Walue

By Fund Breakdown (B) or Mo Breakdown (M)

Select Estimated Revenues (R), Appropriations (A). or blank for ALL [

Include Levels [Select From List)
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Budget > Utilities > Mass Delete Zero Balance Accounts

Accounts with a zero amount in the Current Year Original, Current Year Amendment, and
Current Year Actual columns are deleted.

[ exccute ]«
CY Original, CY Amended and CY Actual amounts must also be zero for an account to be deleted
Eund.‘"l'rs Available: Fund/Yrs To Delete:
Select Fund/ Year Select Fund/ Year

D 199/5 No Rows

D 240/5

O mn =2 /

D 281/2

Q =

D 429/5

o — =1

D 899 /5

T I |

D 810/5

O B65/5

*l Process | [ Cancel I
0 %8 4 N
Date Run: Delete Zero Balance Accounts Report
Cnty Dist: =D Page: 1 of 1
FilelD: N
LY cy cY cY NY NY NY
Frnd-Frnc-Obj So-Org-Prog ~ Delete Description Amount  Original Amend Actual Request Recom.  Appr.
199-00-5711.07-000-500000 Y TAXES/ICUR PAST DUE 00 00 00 (11] 00 00 00
193-00-5719.01-000-500000 Y PEVPRO RATA 00 00 00 00 00 00 00
193-00-5744.00-000-500000 Y GIFTS AND BEQUESTS 00 00 00 11] 00 00 00
193-00-5753 00-000-500000 Y  YEARBOOK SALES 00 00 00 00 00 00 00
193-00-5755.00-000-500000 Y  VENDING MACH. REV. 00 00 [ 1] 00 .00 .00
193-00-576%.01-000-500000 Y MEDICAID REVENUE 00 00 00 00 00 00 00
143-00-581% 00-000-500000  § MFS SPED OPERATIONS 0o 00 00 0o 00 00 0o
143-00-532% 00-359-533000 Y SAFETY/SECURITY GRANT 0o 00 00 00 00 00 00
199-00-5331.02-000-500000 Y TRS/TRS CARE ON BEHALF 00 00 00 (1] 00 00 00
195-00-592302-000-500000 Y FEDERAL REVENUE IDC-ESSERN 00 00 00 00 00 00 00
193-00-8911.01-%99-593000 Y OPERATING TRANSFERS 00 00 00 00 00 00 00
240-00-5831.00-000-500000 Y TRS ON-BEHALF BENEFIT 00 00 00 00 00 00 00
| 240-00-7915.01-000-500000 Y TRANSFER IN-WORKERS MEALS 00 00 00 00 00 00 00
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Budget > Utilities > Mass Lock/Unlock Funds

Lock or unlock single or multiple funds/accounts as needed. Remember, locked funds or accounts
cannot be manually updated by the user, updated through utilities, or by a NY payroll interface.

IMPORTANT: Before performing a final backup, unlock funds and account codes as
' locked accounts are not moved to Finance.

[ Exscute ’#

Delate Account Code Action

[00¢ x)l f1 lz.lcx 000 X0 (@ Lack () Unlock

- - [ o ]

e ol
Date Run: Budget Systern Masa LockUnlock Funds Change Repor
Cnty Dist 15D Page:1 of 1

File 1D N

Fredh-F rec-by. So-Org-Prog Description Action
188-11-5112.00-001-51 1000 SUBSTITUTE TEACHERS Lock
188-11-6112 00-001-522000 SUBSTITUTES Loek
188-11-6112.00-001-523000 SUBSTITUTES
185-11.5112.00-001-524000 SUBSTITUTES Lock
195-11-5112.00-001-528000 SUBSTITUTES Lock

Lock
Lock
Lock
Lock

188-11-5112.00-001-535000 SUBSTITUTES
195-11-6112.00-041-511000 SUBSTITUTE TEACHERS
198-11-5112.00-041-521000 SUBSTITUTES

185-11-5112.00-041-522000 SUBSTITUTES

158-11-6112.00-041-523000 SUBSTITUTES Lock
188-11-5112.00-041-522000 SUBSTITUTES Lock
198-11-5112.00-041-528000 SUBSTITUTES Lock
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