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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.

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.
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Term Description

FileID N Next or new year file ID in Budget.

LEA (Local Education Refers to the educational entity (e.qg., charter, district, etc.).
Agency)

Budget PEIMS Edit Reminders

Refer to TEA's website:
https://tea.texas.gov/about-tea/government-relations-and-legal/government-relations/house-bill-2 to
review State Compensatory Education funding changes under House Bill (HB) 2, Section 7.24. This
section identifies the program intent codes (PICs) that were removed from budget, ClI staff, and
payroll data for the 2026-2027 school year.

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

e Aline is needed 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.

e 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 |f 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 C 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 5 in Finance or the last
completed fiscal year.

Ir.m— ouriein [5- 20242025 w ;. et « ] Fla BN

Pleass create oxport for Budget Tablos pricr o wsing this wtility.

Update Column Acces Code Barin i P Otsject Descrigtion

Qriginat (&) Current: 08 {0} Description fram GL | Mew Account Codes)
of) Ammended | Use Crosswal Chext: 08 r@wqr«-mrmm GL | 48 Account Cosaa] ||
) Actaal D Ondy Existing Budget &ccts

Ol}r'.lr{.ﬁm S Buodges Obect Code Table

£
i
i
5

Furd [ Year  Description
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I
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(31477 [DEas
eeic] [ong oTo oo

0000000000000000C000OCO0OOoO
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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 5) 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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I Y i
Tiras Run: Update Budget Data Report
Cnty Dist: 5 Page: i of
From Finance § Acct Per 08 1o Budget N Filo I N
Last ¥r Closing et ¥ Mt Yir

Frid-Fric-Obj So-Org-Prog Description Amt Original Amt Amended Amt Actusl Ami Risquested :
oL 199-11-6269.01-001-511101 RENTALS - DPERATING LEASES oo 00 00 1.110.72 oo 00
MEW  195-11-6269.01-001-611101 RENTALS - OPERATING LEASES ] 00 00 411072 ] 00
oo 199-41-6219.01-750-593000 PROFESSIONAL SERVICES oo 00 00 960.00 oo 00
HEW 199-41-6219.01-750-699000 PROFESSIONAL SERVICES 1] 00 00 96000 oo 00
OLD  199-41-6239.01-750-599000 ESC SERVICES ] 00 00 210000 00 0
MEW  199-41-6239.01-750-659000 ESC SERVICES ] 00 00 2.10000 00 00
owp 193-71-6514 00-001-553000 SBITA - PRINCIPAL oo 00 00 20.541.15 oo 00
MEW  199-71-6514.00-001-69%000 SEITA - PRINCIPAL o 00 0 2054115 o0 00
OLD  195-71-652200-001-511000 CAPITAL LEASE INTEREST ] 00 00 29146 o0 00
MEW 199716522 00-001611000 CAPITAL LEASE INTEREST ] 00 00 29146 o0 00
oo 199-71-6526 01-001-599000 SBITA - INTEREST L] 00 00 81570 oo 00
MEW  195-71-6526.01-001-655000 SBITA - INTEREST ] 00 00 81570 o0 00
OLD  195-91-6224.00-000-500000 STUDENT ATTENDANCE CREDITS 0o 00 00 00 o0 00
HEW 199-91-6224 00-000-600000 STUDENT ATTENDANCE CREDITS oo 00 00 00 oo 0d

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 5) Clear the Show Details
option for all funds.

Compare fund totals from Budget file ID N to Finance file ID 5 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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Fund Balance on o0 2] ] ] o (+]
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hA RN 4 b fi=
Dute Fun: Summany Informatin for Al heeounts
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Processed B Cumee (o) B et oty B W00 00 000K 00 KO0C M MK X MK Fig 5
Funaire Rashred Balarce
SX00 Processed (Y70} 70040500  TSZI6516 43276016 -
Current Peiodt AL [F==0iE] 1179507 38
Frnt Perucd TI0040500  EMEN2IS 1507 35
B0 Processed (Y70 1AT1606.00 1832120 7.090.633.64 £07,741.98
Cumrant Pasiod 000 | 79765538 72908
Pt Pt 16937100 000 797655383 723083
THH Processed (Y10} a0 ETF] ETE]
Currpnt Prd 000 TENZS 763125
Pt Prrsoed 1] AN B F]
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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

. 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:

|. Exucuts * File 1Dz

oailable Fite IDs Selected Fite IDs
Select  FilelD o Select  FilelD
(] o =2019-2020 ' > | [] N 2025-2026
(] & 2020-2021 ;

2021 - 2022 5 J
2022 - 2023 . =
4 2023 - 2024
2024 - 2025 £ |
2015 - 2016

2017 - 2018 o [
2018 - 2019

DOo000oo

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.
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5. (If necessary) Delete file IDs.

(If necessary) Delete file IDs

Budget > Utilities > Delete by File ID

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 6 2015-2016 to allow the 2025-2026 fiscal year to be stored in file ID

6.

Execute h

Available File |1Ds

2

00000000 g

D o~ N & W R = O

2019 -
2020 -
2021 -
2022 -
2023 -
2024 -
2017 -
2018 -

File ID

2020
2021
2022
2023
2024
2025
2018
2019

Selected File IDs

Select File ID

[ S l (] € 2015-2016

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.

You are about to delete Budget tables for the fle id 6. All data for this
file id will be removed.

Do you want to continue with the deletion?

o Click Yes to continue the process.
o Click No to cancel the process.
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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 (2025-2026 to file ID 6) for historical purposes.

|§ Execute h File ID: N

New File ID{6 |
Select  Fund/ Year Fund Description

163/5 CLEARING FUND PAYROLL
l63/6 CLEARING FUND PAYROLL
163/7 CLEARING FUND PAYROLL
164/5 CLEARING FUND ACCTS PAYABLE
164/6 CLEARING FUND ACCTS PAYABLE
164/7 CLEARING FUND ACCTS PAYABLE
199/5 GENERAL FUND

199/6 GEMERAL FUND

199/7 GENERAL FUND

SISISISIOISISISIS

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.

You are about to copy data from the current file id N to the new file id
E.

Do you want to continue?

r o
a—" No

| —— = A

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

O Log on to Budget file ID 6 and perform an inquiry to verify that all fund data was copied.
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—
() Summary @ Totals [ Exclude Objects 61X
Account Code: 00 )3 o1 [eooc)s pecs (ooc)s (<) (oc)s () [
Fund Func Oty Soby [ Progeeesseeee
a9 >
[ Apoound Code Inguiny + Tolals
Bo Page 1 of 7
X0 300 X000 00 MO0 X X0 N 0K File X &
20 - M 2024 - 2025 024 - 2005 ot B 009 - 0 20 - NS s - 20
Last¥rClosing  This YrOvigieal  This VrAmend  This r Ackal Mt M ¥ et VT
Fund Descrigion Amt Budgel Busdget Amd Flauesiend Approved
Fund 1636 CLEARING FUND PAYROLL
Tiotals foe 163/ &
Fund Balance m o ] 00 00 00 o0
E strmated Revenues 101 83 o0 o 1453 0 15.00000 15,000 00
Other Resousces =] o o o L] ] oa
Appropratons (1] [+ o od L] 00 o
Othar Unes w w0 ] 0 00 00 o0
Fund 1996 GEMERAL FUND
Tokals for 199 &
Fund Balance -] o m ] L] o0 o0
[Ty r— 8,127,781 68 7,103,805 00 TMBM0500 SI88HN2E 00 907565700 9,075,657 00
Cthar Renourten 15.760.04 w m FIATE o0 00 o0
Approgratons 7967 B2 67 7950806 00 7965 30100 747655353 ] 075 657 00 9,074,657 00
Ot Unan AT 35,000 00 1048800 Bi490 56 o 0000 5000 00
Fund 2116 ESEA TITLE HAMPROVING BASIC
Tetal fee 211/ 6

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.
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|' Save }h
BUDGET OFTIONS

Retrieve | | Print ]
School Year: 2026-2027
Requested Cutoff Date:
Recommended Cutoff Date:
Approved Cutoff Date: 08-31-2026
Capture Original Budget Flag:

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.

Date

Approved Cutoff

Type the date that the board approval of the budget is required in the
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.

O Click Save.
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[ Use one of the following options to verify the changes:

o Verify that the 2026-2027 column headings are accurate by using the Budget > Inquiry >

Budget Account Codes Inquiry and clicking Retrieve.

o Verify that the 2026-2027 fiscal year corresponds to file ID N in the upper-right corner of
the page.

Year: [N 2026 - 2027 ~|

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

9.

8. Reinitialize the budget.

Reinitialize the budget

Budget > Utilities > Reinitialize Budget Data
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Execute «

Amt to use as Last ¥r Closing Amt

@ This ¥r Expenditures

() This ¥r Amended Budget

Fundrs Available: Fund/Yrs To Initialize:

Select Fund / Year Select  Fund/ Year

163/6 Mo Rows
199/6

211/6

240/5

240/6

255/5

255/6

255/7

270/ 6

27716

282/2

289/5

289/6

313/6 | 2

313/7 . -

O000000000000000

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.

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
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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.

2 % <>

Daste Run: Budget Systern Reintialize Funds Change Feport

Cnty Dist: 150 Page: 1of 30

File 10 N
Frd-Frc-0ibl So-Org-Prog Daseription Last ¥r Expense This '¥r Criginal
163-00-5742 00-000-600000  TIMEMOW ACCOUNTS 11453 15,000.00
163-00-5749.00-000-600000  OTHER RESDURCES FROM LOCAL RES 00 00
Fund Totals: 114,53 15,000.00

195-00-5711.00-000-600000  TAXES-CURRENT YEAR LEVY 4,484 52182 4717,719.00
199-00-5711.01-000-600000  TAXES DELGCY 00 00
199-00-5712 00-000-600000  TAXES - PRIOR YEARS 64 ,865.46 50,000.00
196-00-5719.00-000-600000  PENALTY, INT, & OTHER TAX REV 68,230 02 50,000.00
196-00-5730 00-000-800000  TUITION 53499 00
196-00-5742 00-000-600000  TIMEMOW AGCOUNTS 19,337 68 15,000.00
199-00-5743. 00-000-600000 REMT 2.100.00 (i1}
190-00-5744 00-000-600000  GIFTS & REGUESTS 00 00
196-00-5744.22-000-600000  AB GILBERT DONATION 00 00
195-00-5744 24-000-600000  UNITED WAY SCHOLARSHIP DONATIO 00 00
199-00-5745 00-000-600000  INSURANCE RECOVERY 00 00
199-00-5749 00-000-600000  LOCAL REVENUE 131,426 31 10,000.00

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

9. Verify the budget reinitialization results.

Verify the budget reinitialization results

Budget > Inquiry > Budget Account Codes Inquiry
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Verify the results.

O 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).

Before reinitialization:

Rewet Fila 10

@) Surmary Ofetsts [ Eschudde Cjects E130X

Aceoen Coste: o0z )1 [ 1 [ooec)t (ecdt [ost (et (ot (¢ [

Fund Fune Oty Soby Org R RGGRRDRTEY. -~ SEEPREREY
2% ik
Dt P Acnd Conthe Wagary - Sumenary
Criy Coinic: 50 Page: 1 of ™
200 20 000K XX MO0 X 00 X KK File i N
Lasi'Yr Closing  Thin '¥r Chviginad Tk '¥'r Asvenrad T v A i ¥ Bt e Wt
Frrut Dot At [ Bt At Hp b Heorerersd A
Fund 1988 GENERAL FUND
19-00- 2500 DO-000-800000  ESTIMATED QENERAL FUMD BALANCE oo -1 oo (-1 ooo -1 oo
MO0 UNRESERVEANDE S0 FUND BALANCE 000 -1 ooy 200 a0 -1 a0d
TOO  UNRESERVEANDESN FURD BALANCE om0 [T 000 [T w0 [T o0
HR-O0-5TY1 DO-000-600000  TAXES CURRENT VEAR FI00 800000 0 120D 00 00 00774 oo 1O 000 3L 2680 0000 i
1RR00-ATIE 00000600000 TAXES PYDOR YEARS 148550 47 0000 o 50000 00 Tigades 0000 00 el 50000 00
199005710 00000400000 PEMALTIES-NTERESTAOTH TAX REV 545 54 50,0000 50000 00 s 50000 00 000010 50000 00
19S-00-5T 00-000-800000 IDEA PART B RV FROM POCES God -1 T -] (-1 .1 -] -1 Gad
196-00-5770 000004800000 TUITION & FEES REVEMUE 21.00000 20000000 20,000 081 08Iy 200000 00 000050 20000 00
R-00-5742 DO-000-00000  IMTEREST REVEMUE E2EHNE 00000 50,000 00 FILTr 500000 00 00000 50,000 00
196-00-5743 000004800000 RENT ooy -1 ony 000 oo -1 ae
190005744 DOO00B00000  DOMATIONS oo -1 om L1 oo -1 om
196-00-5745 D0-000-800000  IREURAHCE RECOVERY 000 L1 oo 2.800.00 000 10 a0
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After reinitialization:

[RrT— File 10 N
() Summary {0 Totats [ Escluds Otyects 613
heonot ot (55005 ()t (008 (B (5508 (i (b (¢ (i
Fund Func Oy Soty O Frog -
a8
-1+ At Cote ncury - Sumeary
Cty Dt 50 Page 1 of L]
00 300 BOCOK 00 300K X 00 X 300 Faa N
Lasi'Vr Cloning  Thin ¥ Cviginad | Thin Yrimend  Thin ¥r Acksd Pz Y1 Pl ¥y Tt ¥
_ Furd Dacripfion Ak . Beige ) Buige A _Pegueited Pacomimeed _ Mpprowed
Fund 1RMS  GENERAL FUND
100-3600 DO000-800000  ESTIMATED GEWERAL FURD BALANCE 0o 000 L1 o0 oo ono on
M UNRESERVEUNDESK FUND BALANCE 000 000 (1] L1 ono ono oo
TOO.  UNRESERVE/UNDESS FUND BALANCE 00 oo w00 L1 ono oo oo
THROO-5TY DOOO0M00000  TANES CURRENT YEAR WMIED 1005000000 -1 oo ono ono o
V005712 DO000-00000  TANES PRROR YEARS T.0a08E 0,000 00 L1 L1 000 oo a0
THRO0-STYE DOOO0-00000  PEMAL THES-MTTRESTIOTH TAX RV LLE- 1 000000 000 o0 000 ono ony
00 ST 00000600000 DA PART B Rl F ROl PCLSES L1 e Ll L= o o oo
0000-5729 000000000 TUNTICM & FEES REVENUE 5155732 2000000 -1 o0 000 oon ano
Y00 57E) DOO00-00000  INTEREST REVENUE FIETTH 50,000 00 (101 o0 oo on on
1000-5783 DOO00-B00000  RENT 000 000 (1] 000 o000 oo ono

10. Update the fiscal year.

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 6 to 7).

Reset
FUND / YEAR MASE CROSSWALK

Delete From Mask To Mask Object Dascription:

I E} Existing Code Description fram Budget I

B 000 XXX XX XX ABIIK
(O Mew Object Description from Object Table

| [ X0- MO0 XX XAT 00K,

Augid
Options:
(] Up<ate Payroll Distributions
(] Update EOY Accrual Data
[[] Update NY Payroll Budget
D Update PMIS Forecast Distributon

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

Process | Cancel |
A
B 4 <
Date Run: Mask Crosswalk Repon
Crity Dist: 150 Page:1 of 28
File 1D N
Old Hew
Frd-Fre-Obj. So-Org-Prog Description Fnd-Fre-Obj, So-Ovg-Prog Description
163-00-5742 00-000 600000  TIMENCOW ACCOUNTS 163-00-5742 00-00C 70000  TIMEMNOW ACCOUNTS
163-00-5749.00-000 600000  OTHER RESOURCES FROM LOCAL  163-00-5749.00-00C 700000  OTHER RESOURCES FROM LOCAL RES
1989-00-5711.00-000 60000  TAXES-CURREMNT YEAR LEVY 195-00-5711.00-00C 70000  TAXES-CURRENT YEAR LEVY
199-00-5711.01-000 60000  TAXES DELG CY T199-00-5711.01-00C 70000 TAXES DELGQCY
199-00-5712.00-000 60000  TAXES - PRIOR YEARS 198-00-5712.00-00C 70000  TAXES - PRIOR YEARS
199-00-5719.00-000 600000 PENALTY, INT, & OTHER TAX REV 199-00-5719,00-00C 0000  PENALTY, INT, & OTHER TAX REV
194-00-5739.00-000 600000  TUITION 199-00-5739.00-00C 70000  TWITION
193-00-5742 00-000 60000 TIMENCOW ACDOUNTS 199-00-5742.00-00C 70000  TIMEMNOW ACCOUNTS
156-00-5743 00-000 600000  RENT 195-00-5743.00-000 700000  RENT
199-00-5744 00-000 600000  GIFTS & REQUESTS 199-00-5744 00-00C 700000  GIFTS & REQUESTS
156-00-5744 22-000 60000  AB GILBERT DONATION 199-00-5744 22-000 70000  AB GILBERT DONATION
189-00-5744 24-000 600000 UNITED WAY SCHOLARSHIF 198-00-5744.24-00C 700000 UNITED WAY SCHOLARSHIP DONATIO
199-00-5745 00-000 600000  INSURANCE RECOVERY 199-00-5745.00-00C 0000  INSURANCE RECOVERY
199-00-5749.00-000 60000  LOCAL REVENUE 199-00-5749,00-00C 0000  LOCAL REVENUE
156-00-5749 00-000 60001  COKE INCOME 195-00-5749.00-000 700001  COKE INCOME
199-00-5749 00-000 60002  CHILD CARE PAYMENTS 199-00-5749.00-00C 0002  CHILD CARE PAYMENTS
166-00-5749.00-000 600003 AW MILLER SCHOLARSHIP 199-00-5748.00-00C 70003 AW MILLER SCHOLARSHIP
199-00-5749.01-000 60000  CAS SAFETY AWARD SCHOLARSHIP 199-00-5740.01-00C 700000  CAS SAFETY AWARD SCHOLARSHIP
1940-00-5749.01-000 600001  UNITED WAY SCHOLARSHIP 199-00-5749.01-00C 70001  UNITED WAY SCHOLARSHIP

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

Use the Budget > Maintenance > Budget Data > Recommended tab to verify that all FY 6 were
changed to FY 7. If others exist, keep in mind that this step only changed FY 6 to FY 7.

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.
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Save |

Last Manne: First Marme: Middle Initial:  User ID: Profile Mame:  Employee Nbr:
Manage Permissions| | BUSIMNESS ) :
Roles: Applications View Set Password:
@ BUSINESS Remove - able Password:
Campuses: Edit Confirm Pasﬁ-wd:

B Ascet Management
[[] Foree Reset Password on Login
B Bank Reconciliation

Budget DDBC Login:
All Historical File IDs {read-onty [ ) This user is not an ODBC user.
You can add an ODBC login for this user.

= Ingquiry !' Add

@ (i) Maintenance [read-only ) :

Add @ Reports
~ @ [] Tables (read-onty[ ) Pay Frequencies:
@ (] utiliti
= [)& - Monthly CYR

O Set up user profiles on the District Administration > Maintenance > User Profiles > Accounts
tab.

[ v]: i:‘*.l.l-l."..u Uhser J[ I-r-,-\-"'fll.:v'!".l :: Add User _][ Df'l'f"h'_vl""l :[ Remave Procets |
accounTs  permssions  BYRGRAING ABoReaste REGGESRSRE BT BlREIN
Current User: m—————— -
lMaskedﬁscalmr:
WMMWWWMWAHWMWMWMMMWMWW
r HEFCOCOECE 5000 e 0 0 o
(oo Do fooo) D] o) (L [x]J(x) (x)] OO0 @ OO0 O O O
B OO0 0O00O00OA0d Gime ;:.;;;;r;,;:p slm|mje] = | =] =
4 [1__\.v].'] 13
Chaet of AcCounts Dun From Existing

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

2026/02/25 12:54 19 ASCENDER - Budget Process


https://help.ascendertx.com/test/business/lib/exe/detail.php/general/budget_process_-_manage_user_profiles.jpg?id=academy%3Abusiness_budget_budgetprocess
https://help.ascendertx.com/districtadmin/doku.php/maintenance/userprofiles/accounts
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/budget_process_-_user_profile_mask_unmask_fiscal_year.jpg?id=academy%3Abusiness_budget_budgetprocess
https://help.ascendertx.com/districtadmin/doku.php/utilities/massupdateuseraccountbyfund

Business

Fund utility to update multiple users by fund.

Seiect Fram Fundr Descrigtion Select To Fund'¥r Descripton

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 or move next year requisitions.
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.

TIP: If your LEA uses the Next Year Requisitions feature, this step will clear those
requisitions. It is recommended to wait until the Budget is open before entering
Next Year Requisitions and to print the Requisition copy rather than the Purchase
Order.

e If the original Purchase Order is printed early, the issue date will reflect the print
date instead of 07/01 or 09/01. To ensure the correct date (07/01 or 09/01), wait
for the EQY Process step [Move NY Regs to Finance], which will generate the
original Purchase Order with the appropriate issue date.

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

( TIP: Use the Budget > Utilities > Budget Level Processing > Recommendedtab to
@ verify whether or not simulations exist for the logged-in user. Reports are not
generated if simulations have been cleared.

CLEAR BUDGET TABLES COPY FINANCE TABLES TO BUDGET

(] Clear Simulation Tables
E] Clear Budget Crosswalk Table

Clear budget tables:
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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.

Clear Budget Crosswalk

Table 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.

I From GL File I; [C - 2025-2026 Jl Retrieve File I N

Please coreate export for Budget Tables prior to using this utility.

Update Colismn Agrount Code Accounting Period Object Description

[] Originat O nctude Inactive @Currrnl [+}1 (") Description from GL | Mew Account Codes)
(1 M 1

7] Amended ] Use Croswrat (O Next 01 | ® Doscription irom GL | All Account Codes) |
"] M

o] Actuat [} Only Existing Budget Accts () Description from Budget Otyect Code Table

i
{
i
|

163/6  PAYROLL CLEARING FUND

164/ 6 FINANCE CLEARING FUND

199/6 GEMERAL FUND

21116 ESEA TITLE I-A IMPROVING BASIC
24016 NATL BREAKFAST/LLRNCH PROGRAM
28516 TITLE A TEACHPRING TRAINRE

[(199/7 ] [GENERAL FUND

(21277 ] [ESEA TITLE 1-A IMPROVING BASIC

[ 24047 ] [NATL BREAKFASTALUNCH PROGRAM

28976 TITLE IV, PART A, SUBPART 1

4106  STATE TEXTBOOK FUND

4296 SAFETY AMND SECURITY GRAMT

461/6  CAMPUS ACTIVITY ACCOUNTS

481 /6

481 /6 STUDENT NUTRITION
513/6  DEBTSERVICE - .
030/ 6 2020 BOND FUND | >

[TITLE HA TEACHPRING TRABRE

| 2|7 [IIILE I, PART A, SUBPART 1

[ #10/7 | [STATE TEXTBOOK FUND

(42977 ] [SAFETY AND SECURITY GRANT
l dﬁi.’."] | CAMPUS ACTIVITY ACCOUNTS.

Garr) |

00000000000000
JDDDDDDDGDDOf

[ 491/7 | [STUDENT HUTRITION

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.
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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 none of the Account
Code options are selected during this process.

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

[ Select one of the following Accounting Period options:

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.

2026/02/25 12:54 23 ASCENDER - Budget Process


https://help.ascendertx.com/test/business/doku.php/general/printreport

Business

* Process | | Cancel
L J L
09 i b
Time Run: Updiate Budost Data Report
Crity Dist: 15D Page: 1 o
From Finance C Acct Per 01 to Budgst N M File 10 N
Last ¥r Closing Mt Yir Mt Yir
Frd-Frc-0bj. So-Org-Prog Description At Original Amt Amended Amt Actual Amt Requested Recommend J
o 159-00-5359 00-000-500000 ERATE 00 00 00 2541210 00 i)
HEW 193-00-5359 00-000- 700000 ERATE [11] [1.1] [11] 2541210 (1] (1]
oLD 1559-00- 7356 00-000-600000 INSURANCE RECOVERY 00 00 00 9087578 00 1]
HEW 153-00- 7956 00-000-700000 INSURANCE RECOVERY [1.1] [1.1] [11] 9087578 (1] (1]
oLD 199-11-6659 00-101-699000 RIGHT TO USE LEASE ASSETS - FU 00 00 00 00 00 ]
NEW  199-11-6559.00-1071-799000 RIGHT TO USE LEASE ASSETS - FU 00 00 i) 00 00 1]
oLD 155-31-6119 00-506-637000 DYSLEXIA 00 00 00 00 00 ]
NEW  199-31-6119.00-906-737000  DYSLEXIA 00 00 1] 00 ] ]
[ 1y 1A 14920 M -90ANNN  TINTIIN AND TRANSFFR PAYMFNTS (1] [11] (1] 1 %0 G (1] (11
O Click Process to continue processing. Otherwise, click Cancel to cancel processing.
If this step is performed again, the following report is displayed.
-
Time Run: Update Budget Data Report
Crity Dést: 50 Page:3 of
From Finance C Acct Per 01 1o Budget N | EXISTING ACCOUNTS I File I: N
Last ¥r Closing MNext ¥r Mext ¥ir
Find-Fre-Obj So-Org-Prog Description Amt Original Ami. ~ Amended Ami Achusal Amt Requesied Recommend
oLD 199-00-5711.00-000- 700000 TAXES-CURRENT YEAR LEVY 4 464521 82 00 00 1] 00 00
MHEW 199-00-5711.00-000- 700000 TAXES-CURRENT YEAR LEVY 4.464 521 82 00 4.717,719.00 2327.046.22 (i 1] 00
oLD 199-00-5711.01-000- 700000 TAMES DELQCY oo 00 00 L1 oo 00
HEW  193-00-5711.01-000-700000 TAXES DELQCY 00 00 0a o0 0oy 00
oLD 1959-00-5712 00-000-700000 TAXES - PRIOR YEARS 4 865 46 00 00 1] (1] 00
MEW  199-00-5712 00-000-700000 TAXES - PRIOR YEARS E4.865 46 00 50,000.00 842664 (1]} 00
oLD 195-00-5719.00-000- 700000 PEMALTY, INT, & OTHER TAX REV 6823502 00 00 (11 oo 00
MHEW 199-00-5719.00-000- 700000 PEMNALTY, INT, & OTHER TAX REV B8.239.02 00 50,000.00 10,245 80 (1] 00
QLD 199-00-5739.00-000-700000 TUITION 5499 00 00 o0 0o 00

e

15. Perform update Budget data comparison.

Perform update Budget data comparison

Budget > Inquiry > Budget Account Codes Inquiry

Perform a comparison inquiry.

U 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:

Azt Coe: 100X |}
Fund

Fune

k&) Sumemary Oifetals [ Excluds Objocts 61300

Retrieve Retet Pl I0: N
(o poooci focde Peoedi ()i Lo ()i [
-éi ﬁ] i b
Dt R Aot Gt lepiry - Summary
Crty Dist: D Page: 1 of 75
000 304 30000 300 X000 X 00 X 300 L 1+3]
Last Vi Chiming  This'rOviginal | Thin YrAmend  Thin v Ackuad e e e ¥ et e
Furdd Descriplion. Aenk Busdget: Busdget At Approwed
Fusd T997 GENERAL FUND
1H-00-2600.00-000- 700000 ESTIMATED GENERAL FUND BALANCE am (1] L1 L1 ano (1] ane
D UNRESERVEANDESIS FUND BALANCE L1 1] L1 o L1 Qe ae
LO0L  UNRESERVE/UNDE 510 FUND BALANCE Qo [ 1 :] 0o (1] Qo0 a0 a00
199005711 00-000- 700000 TAXES CURRENT YEAR MG 1035000000 [1-] am a0 L1 L1
199-00-5712 00-000- 700000  TAXES PRIOR YEARS 71,049 66 50000 00 000 Q0g Q0g aog Qo0Q
199-00-5719 00-000- 0000 PENAL TES-NTEREST/OTH TAX REW S7.42507 50,000 00 (1] [-T:] [T+ s 800
199-00-5773 00-000- 00000 1IDEA PART B REVFROM PCCSS o0 000 aog ao0g Q00 a0 a0d
1H-O0-573900-000- 00000 TUITION & FEES REVENUE 5186732 2000000 L1 L1 L1 (1] ano
19-ON-5742 00-000- 00000 INTEREST REVENUE 21155443 50,000 00 L1 000 L1 (1] a0
TH-O0-574000-000- 00000 RENT (1] 1] L1 o0 L1 (1] ane

After update budget data:

[

Accounit Code: [E]
Fund Func

(8) Sumemary () Totals [ Exciusde Objests 613

Retrieve ] Reet e ID: M

(oo Px)i (o)t (i (ol (e (el
oty Sobj O e ey o
3w o
(=1t Aciound Code Irguny - Summany

Dot (-] Pagec 1 of L]

2000 200 J000C 308 1000 X 300 X 00 File ID: N
- XS S - PO 2034 - 008 2005 - D i - MY 2008 - 2T - 20T
Last¥rClosing  ThiaWrOriginel  IThis Yrmend  This ¥r Ackusl et T Mt r et YT

Fond 19677 GENERAL FUND
FES-00- 3600 00-000- 700000 ESTIMATED GENERAL FUND BALANCE 00 oon oo 000 am o00 000

MO UNRESERVEUNDE G FUND BALANCE (L] Qo0 (1] 000 [-1-+ 000 Qoo

DO UNRESERVEAUMNDESS FUND BALANCE 0oy oo ooy 000 ao o000 oon
PE-00-5711 00-000-T00000  TAXES CURREMT YEAR 0046274 80 L5000 0O 100550.000 00 G551, TTESE [-1-+ and -1 ]
195-00-5712 00-000-700000  TAXES PRIOR YEARS 7104965 50,000 00 50.000 00 7485 82 a0 000 ooo
005719 00-000-T00000  PEMALTIES-NTERESTAOTH TAX REV §TAISOT 50.000 00 5000000 3.0 41 ao o0d 000
199-00-6721.00-000-700000  IDEA PART 8 REV FROM PCCSS 000 ooo am 200 a0 000 ooo
1E5-00-5718 00-000-700000  TLNTION & FEES REVENUE E1857 X2 20,000 00 000000 TR ATZ AL a0 (1] (1]
199005742 00000700000  INTEREST REVENUE 21155443 £0,00000 50.000.00 M 000 oo noo
1E3-00-5743 00-000- 700000 RENT 0 o000 o0 000 (-1 noo (1]

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.

2026/02/25 12:54

25

ASCENDER - Budget Process


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

Business

6 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.

Sanvy

REQUESTED  RECOMMENDED  APPROVED

f 10 ¥ \ [
Samulation Mame: | 53X =200 | Retricve Diclete | Copy Directory Executs
Simulation Description: | ADD 200 TO ALL X0 ] Base Colume: [ This Yr Amend Budget v

Round to Mearest Dollar Amount  Cutoff Date: 06-13-2026

Delete  Sen Nbr Account Code Operator Bercent / Amount
o [ 2000208 00000003002 | 3 [Add ~| [ 200.000]
Al
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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* Process ] [ Cancel
)

24 <> 2
Date Run: Mass | O Budge! Actount Code Repon
Crity Dist: 15D Page:1 of 98

File ID: N
001 = 00BN 2012000 MO0

Account Code This ¥r Amend Crperator Percent | Amount New Amount
199-11-6112.00-001-711000 90.000.00 - 20000 = 90.200.00
198-11-6112 00-001- 724000 300000 - 20000 = 3.200.00
198-11-6112 00-041-711000 60,000 00 . 20000 = 6020000
199-11-6112 00-041-724000 [11] * 20000 = 200.00
199-11-6112 00-101-711000 £5.000.00 . 20000 = E5.200.00
199-11-6112.00-101-711001 1.500.00 . 20000 = 1.700.00
193-11-6112 00-101-724000 L1 . 20000 = 20000
159-11-6112.00-102-71 1000 55 00000 * 20000 = 55 200,00
199-11-6112 00-103-711000 20 000 00 - 20000 = 20 200 .00
198116112 11-001- 722000 15,000 00 - 20000 = 1520000

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

[ S |

REQUESTED:  RECOMMENDED  APPROVED

Simalation Mamg: : Retrgve ] Delote l [ Copy I_ [ Directory ]. [ Expouta
Simulation Deseription: |COPY AMENDED BUDGET ] Base Columnc [ This Yr Amend Budget w

Round to Mearest Dollar Amount  Cutolf Date: 06-13-2026

Dwlete 5o Nbe Aceount Cods Dpefator Percent [ Amdurt
& (300630 X0000O00CR- 306X | 3 [Ho Change v] [ 0.000%]
e

* Process J l Cancel J

4 4 “»

Date Run: Mass increaseDecrease Budgel Account Code Report
Crity Dist: 15D Page:1 of 104
File ID: N

001 = 200K 00K 20K 000000,

Account Code This ¥'r Amend Operator Percant | Amount MNew Amount
199-00-3600.00-000- 700000 00 L] 0 = 00
195-00-5711.00-000- 700000 10.550.000.00 N 0 = 10.550.0:0:0.00
198-00-5712 00-000- 700000 50,000.00 N 00 = 50,000.00
198-00-57 19.00-000- 700000 50.000.00 N 0 = 50,000.00
194-00-5723 00-000- 700000 00 N 0 = 00
195-00-5739.00-000- 700000 20,000.00 N W = 20,000.00
199-00-5742.00-000- 700000 50.000.00 N 00 = 50.000.00
199-00-5743.00-000- 700000 00 N W - 00
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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:

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: 06-13-2026
REQUESTED RECOMMENDED APPROVED COPY LEVEL

6X +200 ADD 200 TO ALL 6XXX This Yr Amend Budget Y
O CLRPYR CLEAR PAYROLL AMOUNTS MNext Yr Recommend Y
O CLRPYRL CLEAN RECOMMENDED PAYROLL  Next Yr Recommend Y
[j COPYBUD COPY AMENDED BUDGET This ¥r Amend Budget Y

Sea Nbr Account Code Operator  Percent/ Amount

001 2O0KX-BI000NR 000 X-KX-X-XX  Add 200.00
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* Process [T e
B a9 « >
Date Run: Budget Level Processing
Cnity Dist: IS0 Page: 1of 48
File ID: N
Account Code HNext Yr Recommend This Yr Amend Budget Bl ArnesLint

199-11-6112.00-001-711000 00 90.000.00 90.200.00
199-11-6112.00-001-724000 00 3.000.00 3.200.00
199-11-6112.00-041-711000 00 €0.000.00 60.200.00
199-11-6112.00-041-724000 00 00 200.00
199-11-6112.00-107-711000 00 55 .000.00 55.200.00
199-11-6112.00-101-711001 00 1.500.00 1,700.00
199-11-6112.00-101-724000 oo 0o 200.00
199-11-6112.00-102-711000 00 55.000.00 55.200.00
199-11-6112.00-103-711000 0o 20.000.00 20,200.00
199-11-6112.71-0017- 722000 oo 15.000.00 15.200.00

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: 08-31-20XX

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 ID: N
REQUESTED  RECOMMEMDED  APPROVED
Account Code: (DA HOIAKK K] [ rstree | [
- o e -
L H['H o Fla(@)(@]) [ 00o0] [ESTMATED GENERAL FUND BALANCE ]
NN O [ase)(eg (5711 (o) (o00] (7) (oe) (o] (o) 0.00] (TAXES CURRENT YEAR )
8N P EEEE®DE0E | ) (s PRV )
Wooon o (o0 [200] (7] (0] (2] (oo 000] (PEMALTIES/NTERESTAOTH TAX REV )
2] N N O (399 [o0) (5722) (o0 [o00) 7] [20) (@] (oo [ 0.00] [IDEA PART B REV FROM PCCSS ]
L D [19) () (5739] (00 ] [o0] (7] [o0) (2] [o0] 0.00] [TUITION & FEES REVENUE ]
= H N O [19)[o0) (5742) (20] [090]) [7] [20) (2] [(00] [ 0.00) [INTEREST REVENUE ]

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
Drg:[ vl [ Retrieve ] [ Print ]
Lock DNote Details Account Code Next Yr Requested I Description
N N £  199-00-3600.00-000-7-00-0-00 ( 0.00) ESTIMATED GENERAL FUND BALANCE
N N O 199-00-5711.00-000-7-00-0-00 ( 000) TAXES CURRENT YEAR
N N O 199-00-5712.00-000-7-00-0-00 ( 000] TAXES PRIOR YEARS
N N £ 199-00-5719.00-000-7-00-0-00 | 000) PENALTIES-/NTEREST/OTH TAX REV
N N £ 199-00-5723.00-000-7-00-0-00 ( 000) 'DEA PART B REV FROM PCCSS
N N O 199-00-5739.00-000-7-00-0-00 | 000] TUITION & FEES REVENUE

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

Org{ ] [ Retrieve ] [ Print

Lot Nota Owstel] 5U00%Dota Detals
N N O 199-00-5749.00-000-7-00-0-00 OTHER REVEMNUES FROM LOCAL NCE
" N O Last Yr Closing Amt  This ¥r Original Budget  This Yr Amend Budget  This Yr Actual Amt
ki i 0 (2024 - 2025) (2025 - 2026) (2025 - 2026) (2025 - 2026)
N 5 O 52,838.98 50,000.00 £0,000.00 18,126.38 v
2 t 0o School Year: 2026 - 2027
S o Next Yr Requested: [ 0.00)
3 4 o Lock Flag: N
" " o Notes:
N ] o
M N O
N N [o)
N N j@)
N N (@] 4 >
N N o
. " o oK
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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.

Fund/Yrs Available: Fundrs To Delete:

k

Fund / Year Select Fund [ Year

199/7 0 281/5
21147 [} 282/5
240/ 7 0O 283/5
256/ 7
281/7
28277
28377
289/7 [ .
410/7 :
429/7
461/7
491/7
513/7 | <
690/7

693/7 [ <
6977

JO000000000ooooao

Delete funds:

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

*[ Process ] 1 Cancel ]

4 i »

Date Run: Dedete Funds Change Report
Cnity Dist: I1SD Page:1 of 1
File ID: M

2815
2825
283/5

End of Report

Fund Deleted
Fund Deleted
Fund Deleted

< =<

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 2025-2026 budget file.

& Fillas 10 8
FUND  FUNCTION  OBJECT  SUB-DRIECT  ORGANIZATION  PROGRAM  EDUCATIONAL SPAN  PROIECT DETAIL
I ][ Priet
Doisty _ Eumsll far Tora Funl Dsscicticn Budgetfund  Actuslfund  IoterfundOwe  intertund Due
-| 16376 J |G- Gonoral oprating ) IPAYROLL CLEARSNG FUND |l 3700, 00 .I 3600, 00 .I 1261 .00 Il 7100 I
% [(15377 | [G-Generalogerating ) |[PAYROLL CLEARSNG FUND (aroo o0 ) (o000 ] [1z6i.00) [2171.00 )
18/% G - General opsrating 00 . 00 300 . 00 1261 .00 2171 .00
.Hmﬁmwww
®  [[164/7 ] [O-Ceneralopersting | [FRIARCE CLEARING FUND [(3700.00 | [ 300.00 | 1261 .00 17100
-mp: Gengral opwrating || | GENERAL FUND ]l 3700 . 00 .l 3600 . 00 .l 1261 . 00 II 2177 .59 I
B [199/7 ] [G:Generaloperating ] [GEMERAL FUND | 3700 00 | [3w00.00 | [ 226100 [ 2177.98 |
-I 21176 J 5 - Special revenum | JESEA TITLE i-4 BAPROVING BASIC l 3700 . 00 II 300 . 00 II 1262 .00 II 2177 wl
B  [211/7 ] [5- Sowial reverae w] [ESEA TITLE I-A BAPROVING BASIC ] [(mooe] [(mweooo ]| [126z.00] [:177.99 ]
-l 24016 J 5 - Sowtial revenus || [HATL BREAKFASTILUMNCH PROGRAM ]l 3700 00 .I 3600 . 00 .I 1262 .00 II FIER] wl
[[230r7 ] [5- Soucist revenus w| [MATL BREAKFASTILUNCH PROGRAM [(3700.00 ] [3s00.00 | [a262.00] [@177.99 ]
--[s Sl reenase | [ TITLE 1a TEACHPRING TRAINSE ]. 1700 00 II 00 . 00 l[ﬂ“ﬂ.
% [(2%8:7 ] [5- Soedst revenue ] [TITLE 1A TEACHFRING TRAINRE ] [e0oo0e] (o000 | [1z6z.00 )| [1#7.58 |
-lf--S-uWI.ll.rwrm | [ESSER | OF CRitss ACT ]. !J'\DOOOII awwll ::-s:u:ull 2171 c-ul
B [217 ] [5- Sewist revens | [EssER# ] [3700.00 ] [00.00] [2262.00] [2171.00])

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

[l |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

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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22. Export the 2024-2025 Board approved budget.

Export the 2026-2027 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: 2026-2027 Budget before Move to Finance.

Additional Budget Information

Additional Budget information.

Review the following reports:

Budget > Reports > Budget Reports

[ PDF J .' csv | | Clear Options | Fila 10 M
Budget Reports BUD1000 - Budget Report by Fund
BUD1000 - Budget Regart by Fund
BUDI0S0 - Budget Report by Function
BUD1100 - Burget Regort by Organization Srimtr Dascriptin Yo
BUDLIS0 - Budget Beport by Program intent Code I:]
T T e Fe o D Print inckdec % NY vs LY Closing{1), TY Origi2], TY Amend(3]. T Exp(4). None(S)
BLD1200 - Simwilation Report Budget art 1o use 1), Ree @ 3 C—_——
BUD1300 - Busget Furs Balance Combined Statement Set report spacing to Double Space? (Y/H) 1
oA g G Accun 10 E—
BUD1450 - Budost Variable Difference Percent inchde Motas? O
BUDISD0 - Budgst Variable by Major Obiect Lo
BUD1550 - Selective Budget Repory Select Fundis). or blani for ALL (I

Budget > Reports > Board Reports

| POS ': [ (=X, ] | Clear Options Fite I0: 1

Board Reports BUDZ000 - Budget Board Report By Fund
BLDGO00 - Budoet Board Recort By Fund
BLD0SD - Budoet Board Renort By Function

BUDZ100 - Budoet Board Renart By Organization Rranster Déacription e

BUD215D - Budget Board Regort By Otrect Fund B R :

BUDZ D - Budget Board Report By Function/Object By SistHo ™~

BUD2 25D - Budget Board Sumenary By FundFunction Select Estimated Revenwees [R). Appropriations (A). or blank for ALL :

BLD 300 - Budget Board Summary By Organization

BUDZ350 - Budget Board Summary By Org/FadFre/Obj Sarbect Fundis). or blank for ALL 1
5 It ridityr

e it s et s E—
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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.

[ Execute l
CY Original. CY Amended and CY Actual amounts must also be zero for an account to be deleted
Fund/Yrs Awvailable: Fund/Yrs To Delete:
Fund/ Year Select Fund/ Year
!:] 199/ 7 Mo Rows
D 211/7
D 24017
D 281/7
D 282/7
D 283/7
0O 289/7 5
D 410/7
D 42917 [ - i
B 491/7
D 51317
0 690/7 <
{:] 693/7
(] 697/7 | &
D 75517
*" Lr(): Liz] _] [ _:::Irl‘: l\.':._ ]
a4 « 1
Dabe: Run: Delete Zero Balance Accounts Report
Crity Dist 15D Page:1 of 1
FilelD: N
LY cY cY cy NY NY NY
Frd-Fne-0bj So-0rg-FProg Dhehote Description Amourit  Original Aumend Actual Request Recom. Appr.
281-00-5519.00-000- 700000 b REVENUE 00 00 il 1] 00 00 i 1]
281-00-55249.00-000- 700000 b FEDERAL FUNDS 00 00 i} 1] 0 00 i ]
28.2-00-5529.00-000- 700000 Y FEDERAL REVENUE 00 1] i) 1] L] o0 00
283-00-5519.00-000- 700000 b FEDERAL REVEMNUE 00 1] 00 1] 1] 00 00
283-00-5529. 00-000- 700000 b FED REV DISTRIBUTED BY TEA 00 00 il 1] Li i) 00 00
End of Report

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

Execute *

Delete Account Code Action

[xxx-xx-xxx-xxxxxx ] @}Lockl ) Unlock
i
| Process l [ Cancel ]

3 4 O

Date Run: Budget System Mass Lock/Unlock Funds Change Report
Cnty Dist: ISD Page:1 of 1
File ID: N
Frd-Fc-Obj.So-Org-Prog Description Action
198-11-6112.00-001-711000 SUBSTITUTE TEACHERS Losck
199-11-6112.00-001-724000 SUB SAL - HS COMP ED TEACHER Lock
195-11-6112.00-041-711000 SUBSTITUTE TEACHERS Lock
195-11-6112.00-041-724000 SUB SAL - JH COMP ED TEACHER Lock
198-11-6112.00-101-711000 SUBSTITUTE TEACHERS Lock
199-11-6112.00-101-711001 SUBSTITUTE - PRINCIPAL DISCRET Lock
195-11-6112.00-101-724000 SUB SAL - INTRM COMP ED TEACHE Lock
195-11-6112.00-102-711000 SUBSTITUTE TEACHERS Lock
195-11-6112.00-103-711000 SUBSTITUTE TEACHERS Lock
199-11-6112.71-001-722000 SUB SAL - CAREER TECHHS Lock
199-11-6112.80-001-723000 SUB SAL - HS SPEC ED TEACHER Lock
199-11-6112.80-041-723000 SUB SAL - JH SPEC ED TEACHER Lock
199-11-6112.80-101-723000 SUB SAL - INTRM SPEC ED TEACHE Lock
199-11-6112.80-102-723000 SUB SALARY SE Lock
1959-33-6112.00-999-793000 SUB - NURSE Lock
195-41-6112.00-750-7959000 SALARY - SUB - ADMIN OFFICE Lock
211-11-6112.00-101-700000 SAL TITLE 1A SUBSTITUTE ELEM Lock
283-11-6112.00-999-799000 SUBSTITUTE TEACHERS Lock
End of Report
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