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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:

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.

o 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 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

A

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 4 in Finance or the last
completed fiscal year.

Froem GL File 1D

Fleade create export for Budget Tables priod 1o uding this utility.

163/4

JO00O00D0o0ooo0o0o0ooooboo

Update Column Account Code

[ Original [] Include Inactive

&) aumended |:| Use Crosswalk

@) Actust [ Oty Existing Budget Accts
Select Fund/Year Description

PAYROLL CLEARING ACCOUNT
VENDOR CLEARING ACCOUNT
VENDOR CLEARING ACCOUNT
PAYROLL CLEARING ACCOUNT
GEMERAL OPERATING

TITLE |

TITLE I

CAFETERLA

TITLE N

TITLE 0l

REAP, FEDERAL FUNDS

REAP. FEDERAL FUNDS

TITLE IV

TITLE IV

TEA-TEXTBOOK
ACHIEVEMENT ACADEMY
TEA GRANTS

DISTRICT FUNDS

Accounting Pericd

{®) Current: 06
O Neat: 08

Object Description

scription from GL [ Mew Account Codes)

i from GL [ AL Account Codes) I

Select  Fund /Year Description

I0O000000O0OO0OO0oOooOooa

seription from Budget Object Code Table

File 1D 4

2 '&] I'I!L_LII

6] [mmen

27075 | [REAR. FEDERAL FUNDS

6 | [REAP. FEDERAL FUNDS

289/5 | [TmEw

28976 | [TTLEw

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 4) 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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*{ Proce ] [ Cancel
l.l ﬂ d kL
Tirma Fun: Update Budget Data Reporn
Crty Dist an Page:1 of
From Finance 4 Acct Per 08 1o Budget N Fie ID: N
Last Yr Closing Mt ¥r Nt ¥
Frnd-Fre-Obi So-Org-Prog Gescription Oviginol Amt  Amended Amt  Actual Amt Roquested  Recommend
oD 199-00-52339 BS-000-200000 BUS GRANT REVENLE o0 00 (1] 94.795.00 00 (]
MEW  199-00-5230 BS-000-500000 BUS GRANT REVENUE 00 i1] (11 B4, 78900 00 ]
OLD 198116121 00-001-411000  OVERTIME 00 00 o0 00 0 o
NEW  198-11-6121.00-001-511000 OVERTIME o0 o0 o 0 o0 o
OLD  160-11-6249.02-009-490000 COFIER MAINTENACE 00 00 ) 314856 00 o
NEW  109-11-6249.02-099.509000 COPIER MAINTENACE 00 00 oo 114855 00 o
oL 211005529, 00-000-500000 TITLE | REVENUE o0 00 54,004 00 ke AT 00 ]
MEW  211-00-5920.00-000-600000 TITLE | REVENUE 00 00 5400400 323814 o0 b
LD 211-11-6119.00-001530000 PROFESSIONAL SALARIES 00 00 27.317.00 289896 00 o
NEW  211-1146119.00-001-630000 PROFESSIONAL SALARIES o0 00 27.37.00 289895 00 (]
GLD 2111146141 00-001-530000 SOCIAL SECURITY 00 00 39300 s204 00 o
MEW  211-11-614100-001-630000 SOCIAL SECURITY 0 0 39300 4204 o0 o
QLD 211-11-614300-001-530000 WORKMENS COMPENSATION 00 00 8400 00 00 o
MEW  211-11614300-001-630000 WORKMENS COMPENSATION 00 00 94,00 00 00 P
oL 211-11-6146.00-001-530000 TEACHER RETIREMENT v 00 325400 2714 00 1]

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 4) Clear the Show Details
option for all funds.

Compare fund totals from Budget file ID N to Finance file ID 4 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.

| Rty : Resat File ID: M
1D Summary @ Totsts [ Exctude Otgects 61Xx
Account Coce: (00 )i (o )i (oo (o) (eocdr (8 (e)e (r (o)
Fund  Func O Sotf  Org ssrasssssanPROgesssnsssas
0 e 10
Dt Fun: Accourd Code Ingury - Tolsls
Crey Dat 50 Page 1 of 4
2022 - 03 203 - 2024 2023 - 2024 2023 - 04 2024 - 2025 2024 - 2029 028 - 2075
Last¥eClosng  ThisYrOvigeal  Ths Yramed  This Vi Acus! bt ¥ [ Pt ¥
— Pond Conidplin Jo —wign = S o Amt =~ Feguested = Recommend =~ Appeoved
Furd 1905 OENERAL OPERATING
Tonals for 199 /5
Fund Balsnce ) oo 00 w ] 00 )
Estrrated Reverued 2868 %888 10028 56100 27555000 2701 12400 2700 32400
Othe Resources 0a {10] (1] 1] 00 (v 1] (=)
pr—— A4TZEEIJE  BAME00 [ 32:7»7&:-' 11887500 290043000 291043000
Other Uses /NI 2146500 £1.4E% 00 1298382 2146500 2858000 2259000
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FilaID: 4

GEMNERAL LEDGER INQUIRY GEMERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY OVER EXPENDED ACCOUNT SUMMARY

Processed (] Current Period: 08 (7] Mext Period: 08 [ Exclude Objects 61%% [] Include Inactive Accounts

Description
Show Details  Report will be Summiary of:
[:] @ Totals O Balance Accts Only

Fund Fune Oty Sobj Org Treiis

Account Code: 5 5 ; @ 5 E E @ E | etrieve | Reset

T o - TEe

I e
Date Run:  02-01-2025 10:04 AM Summary Information for All Accounts
Criy Dist 221005 ANYTOWN ISD Pagelal 6
Processed B Cument (08) B Mext (08 [ 00 XL 0000 00 000 K XX X XX File D=4
Fundr Estimated Encumbrance [Expanditung Balanoe
5100 Processad (YTD) 272956100 2757 262 04 -27.701.04 =
Mext Paricd: 2,720.561.00 280757272 F8.011.72
BXO0K Processad (YTO): -3,342 276.00 76,014 80 2 830 082 75 -427178.35
Current Penod 00D -3226B3.20
Mext Period: -3,560.276.00 D.0g 3.237 587 8D =322 6B8.20
2000 Processed (YTO): -21,465.00 000 203685 -19.428.15
Current Period -61,465.00 009 12.163 62 ~49.301.38
et Pericd: -61,465.00 000 12.163.62 -49.301.38
Fund Total (YTO) 0.00
Fund Total (Current) 0.00

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

4. Export file ID N.
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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:

Available Fle IDs Selected File IDs

Select Fila 1D Filgl
D 2 2021 - 2022 |D N 2024 - 2025

D 3 2022-2023
D 4 2023 - 2024

l

A A,
N

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
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 5 2014-2015 to allow the 2024-2025 fiscal year to be stored in file ID
5.
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[ Execute )«

Available File IDs Selected File IDs

FlelD ~ Select File ID

'y
i

[

2018 - 2020 | > | D 5 2014 - 2015
2020 - 2021

2021 - 2022 [ = |

2022 - 2023 e

2023 - 2024

2015 - 2016 | <

2016 - 2017

2017 - 2018 <

2018 - 2019

B O = g B W R =

UOo000000d

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 (2024-2025 to file ID 5) for historical purposes.
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e B e et
|' Execute ]«

Mew File ID
Select  Fund/ Year Fund Description

16315 PAYROLL CLEARING ACCOUNT
163/6 PAYROLL CLEARING ACCOUNT
164 /5 VEMDOR CLEARING ACCOUNT
164 /6 VEMDOR CLEARING ACCOUNT
18915 GEMERAL OPERATING

199/6 GEMERAL OPERATING

21315 TITLE I

211/6 TITLE |

240/5 CAFETERIA

240/6 CAFETERIA

25515 TITLE Il

256/6 TITLE Il

270/5% REAF, FEDERAL FUNDS
270/6 REAF, FEDERAL FUNDS

289 /5 TITLE IV

NNEEERNENEREREEEER

289/6 TITLE W

New File ID|cjick V 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 5 and perform an inquiry to verify that all fund data was copied.
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[ Retricve ] [ Reset | File ID: 5
OSu'nm.lr-.' @Tcdalx. D Exclude Objects 61300
St bl (155 [ poc JjiRToooo o fi8pooc JiEH % JiToc R« 1o
Furd! Func Oby Soly Org et & - - RIS
5| i
Diabe Run: Accounil Code bnguiny - Totals
Crity Dest: 150 Pagel ol 1
OG0 000E 0 008 X 00 K 0K File ID: 5
2022 - 2023 0N - 024 2023 - 2024 20N - 24 2024 - 2028 2024 - 225 2024 - 0025
Lasnt Yo Cleiing  This ¥r Oiginal Thisi Yr Amang Thi ¥ Actuinl Mt P Mt ¥ Ml P
Fiand O Amt Budget Budget Amt Fe
Fund: 1995 GENERAL OPERATING
Totals for 199 |5
Fund Balancs 1] 0o i) (1] 0o [ox] oo
Emmatod Revenugs 2,868 56618 3,008 551.00 2,729,561.00 280751272 2 T249,561.00 2,007, 324 00 2.700,324.00
Dthir Ragonscas L] o w o ] o] o
Approprations: 347266126 3254 27600 3.560.276.00 3237557 80 1.215.876.00 281043000 2910.430.00
ither Uses 1 MIES 21485 00 E1,865.00 1218162 1,465.00 28,550100 28 550,00

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 ]
BUDGET OFTIONS
Retrieve J [ Print |
School Year: [ 1025.2026 ]
Requested Cutoff Date: [ 06-15-2025 J
Recommended Cutoff Date: [ 07-15-2025 ]
Approved Cutoff Date: [ 08-31-2025 ]
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 2025-2026 column headings are accurate by using the Budget > Inquiry >
Budget Account Codes Inquiry and clicking Retrieve.

o Verify that the 2025-2026 fiscal year corresponds to file ID N in the upper-right corner of
the page.

Year:lrl 20252026 v] _ 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

[ Execute )h

Amt to use as Last ¥r Closing Amt

@ This ¥r Expenditures

(O This Yr Amended Budget

Fund/rs Available: Fund/rs To Initialize:

Select Fund / Year Select Fund/Year

199/5 Mo Rows
211/5

211/6

240/ 5

255/ 5 >

255/6 —_—
270/5 =
270/6
289 /5
289/6
410/5 —
429/4 <
429/5

461/5

0000000000000

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

O 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.

2025/12/05 23:50 15 ASCENDER - Budget Process


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

Business

Cancel

Date Run: Budget System Reinitialize Funds Change Repon
Cnty Dist: ISD Page: 1 of 12
File ID: N
Fnd-Frc-Obj.S0-Org-Prog Description Last Y1 Expense This ¥r Original

199-00-5711.00-000-500000 TAXES-CURRENT YEAR LEVY 1.964 628.20 2.028,491.00
193-00-5712 00-000-500000 TAXES. PRIOR YEAR 1768559 10,000.00
199-00-5719.00-000-500000 PENALTY/INTEREST 12629.9 6.000.00
189-00-5742 00-000-500000 INTEREST 30.033.39 20,000.00
199-00-5743.00-000-500000 RENT 25,050.00 33.600.00
193-00-5745 00-000-500000 INSURANCE RECOVERY 35:4M 00
199-00-5749.00-000-500000 LOCAL REVENUE 7.077.01 5.000.00
199-00-5749.02-000-500000 SALT WATER REVENUE 3954893 30.000.00
199-00-5749 BS-000-500000 BUS GRANT 00 00
199-00-5752 00-000-500000 ATHLETIC ACTIVITY, GATE & 11.882.79 11.000.00
199-00-5811.00-000-500000 TEA-PER CAPITA APPORTIONMENT 52.973.00 78.650.00
189-00-5812 00-000-500000 FOUNDATION ENTITLEMENTS 410.227.08 353.404.00
199-00-5831.00-000-500000 TRS ON-BEHALF BENEFIT 12728226 117.179.00
19-00-5831. MD-000-500000 MEDICARE PART D. ON-BEHALF 9.415.00 §.000.00
199-00-5839 BS-000-500000 BUS GRANT REVENUE 94.799.00 0Q

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

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:

Rickricy : ..... i File I0: M |

(@ Summary Ootats [ Enclude Objects 6130

Aceount Coe: 100 )i o )i [oooc)i Pocdi foecdi (i (ocdi (i [edi
Fund Furc =] Sy 2] weenmssnes F¥Dprrmsesses
a4 >
Dade Fure oot Code Inguiny « Sumenany
Crty Diat: =0 Page 1 of e

000 00 000G K00 00 X K00 X K0 Fila I N
Last Yr Clasing  This Yr Oniginal This e Al This e Actusl et Yy Bt Yy Mot Y

Fund Y85 GENERAL OPERATING
WHO0-5711 00000500000 TANES-CURRENT YEAR LEVY 22N 2800 1sanmam | s 1EOME00 2oamasn00 | 202849100
195-00-5712 0O-D00-500000  TAXES. PRICR YEAR BAEYES 10000 00 000000 17 680 5% 10,00000 90,00000 10000 0
195 00-5719 00000500000 PENALTV/INTEREST (1017 £000.00 600000 1282991 600000 6,00000 £.000 00
V005742 00-DOO-500000  INTEREST 15015 45 000 00 B0 WeW 200000 000000 260000 00
196-00-5743 00-000-500000 RENT 2380000 940000 2940000 2505000 /40000 1060000 1600 00
VIP00-5745 00-DOO-500000  INSLURANCE RECOVERY 11058 41 o o En 000 ] vl=
195-00-574% 00-000-500000  LOCAL REVENUE 22346 10 15,000 0O 15 00000 Temren 15,000 00 500000 5,000 00
195-00-0749 02000500000 BALT WATER REVENUE 30 555 85 3800 00 38 40000 Y tai s B0 00 3000000 3 0D O

After reinitialization:

Betr o | Frppet Flall: ™
&) Summary OTowsts [ Exchuse Objects 61K
Aosteat cade oot J45 oo 18 [ooo Ji [ Ji oo JE5[x Joi¥ioc JE (e Jasipoc
Fund Fue Oty Soty Org . L T
a9 i
[ ARt Civ PRy « Sy
oty Dint. ) Paga 1 of oW
00 X 0000 X6 200 0L X 100 PeoN
D - M B - M 4 S 4 - S S N O N 0% .
Last Vi Cloning  Thin Vi Ceiginal | Thin Wo Amardd  Thim Vi Aciianl Plwad B e Pt
A Bty Bordyet Ay Mgy
Fond TPS  GENDRAL OFERATNG
EEO0-ATHT S0-000-S00000  TANES-CLRRENT VEAR LEVY 1984 428 20 FE=T T g & 50 oo oo 2
FOCETET OC-000-B00000  TARES PYSOR VEAR A 000 00 g g0 o o 0a 2
TIG-ATTY 0000 R00000  Pimas TYnT IR ST Emn 00000 LT 808 G 6o s
C-5T4) 00000 500000  NTIREST xmn» O L e ol cod b
FELO0ATN) SO-00000000  RENT ETT 180000 a i L oo o oo L]
POtATel D000 0000wl Al CONTRY x & &% g o8 k]
0T 0000800000 LOCAL BEVENLE & LT &0 1 8 oo o a0
FI-OC-ATE0 02000500000 SALT WATER REVENE »aun 30000 o oo ¢ oo oo ooz Ll
FIN-00-6709 BS-000-500000  BUS GRANT A L a0 g0 000 o0 L

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 5 to 6).
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[ Reset Execute J File ID: N

FUND/YEAR MASK CROSSWALK

Delete Fram Mask To Mask Object Description:
— —
[rooeecocosocodBxdbo | [eooomcocoomadec]oo ] | @ ssisting Code Description from Budget |
_— N () New Object Description from Object Table
Add
Options:

D Update Payroll Distributions
D Update EOY Accrual Data
] 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 ] [ Cancel l
B < :
Date Run: Mask Crosswalk Report
Cnty Dist: IS0 Page: 1 of 1"
Fibe ID: N
Oid New
Find-Fne-0bj. So-Org-Prog Description Fnd-Fnec-Obj.So-Org-Prog Description
199-00-5711.00-000B§0000 TAXES-CURRENT YEAR LEWVY 199-00-5711.00-00 6D000  TAXES-CURRENT YEAR LEVY
199-00-5712.00-0000B§0000  TAXES. PRIOR YEAR 1599-00-5712.00-000464P0O00  TAXES. PRIOR YEAR
199-00-5719.00-00006$0000 PENALTYANTEREST 199-00-5719 DO-I}GEE 6 PENALTY/INTEREST
199-00-5742.00-000090000  INTEREST 199-00-5742 00-00046 INTEREST
199-00-5743,00-0006§0000  RENT 199-00-5743 DO-DGd f RENT
199-00-5745.00-00006§0000  INSURANCE RECOVERY 199-00-5745 UD'I}U(: : INSURANCE RECOVERY
199-00-5749.00-000690000  LOCAL REVENUE 199-00-5749 UO-Wf; G LOCAL REVENUE
199-00-5749.02-000E90000  SALT WATER REVENUE 199-00-5749.02-00046 SALT WATER REVENUE
199-00-5749.BS-00043p0000  BUS GRANT 199-00-5749.BS5-000F640000  BUS GRANT
199-00-5752.00-0000590000  ATHLETIC ACTIVITY, GATE $ 199-00-5752.00-00(§6(p000  ATHLETIC ACTIVITY. GATE $
199-00-5811.00-0000p§0000  TEA-PER CAPITA APPORTIOMMENT  199-00-5811 EIO-C-Dfi 60p000  TEA-PER CAPITA APPORTIONMENT
199-00-5812.00-0000690000 FOUNDATION ENTITLEMENTS 199-00-5812 UO-CQEE 6 FOUNDATION ENTITLEMENTS
| 199-00-5831.00-0006)0000 TRS ON-BEHALF BENEFIT 199-00-5831.00-000%6 TRS ON-BEHALF BENEFIT

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

11. Manage user profiles
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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
@ = Accounts Recsivable Password l’ ]
Campuses: Edit Confirm Pn':-.wc'd[ ]

B asset Management
D Force Reset Password on Login

B Bank Recanciliation

Budget ODBC Login:

This user is not an ODBC user.
ou can add an ODBC login for this user

- @ @) inquiry s

] Maintenance I'Lad-c".i-..-Dl

Al Historical File ID's read-onty [_])

] Reports
A Tables |.-cad-|}‘|i-,-C|| Pay Frequencies:
e [¥#)4 - weeKLY CYR
DB = Semamonthly CYR
& District Administrat [#)6 - MONTHLY CYR
o [#)o - BIWEEKLY NYR
DCHBarEE Di.' - Semimonthly NYR
W |F -« MONTHLY NYR
B Finance

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

—e
S T AT T BTN TR

ACCOUNTS PERMISSIONS. PURCHASING PERMISSIONS. PURCHASING ADDRESSES PURCHASING REQUESTORS. PURCHASING RESTRICT CAMPUS/DEPT PURCHASING CREDIT CARDS GRA

4
[ Validation Repart
i

Cuarent Uiser Reghonb3, Suranne

Pgm EdSpan ProjDtl AR BAR BUD FIN  PUR TRAVEL WHSE RESTOCK

) )82 B BB &8 B8 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
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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.

Select From Fund'rr Drescription Select Ta Fundr Description

0 W5 0 [_ ‘I

Process

Bludget

g
oo §f | §

Budges Amerdment Roquests

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.
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.
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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.

CLEAR BUDGET TABLES COPY FINANCE TABLES TO BUDGET

(] 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.

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

| Fomorien (€ 2022028 )| Revew ) [ rewe File ID: N

Please create export for Budget Tables prioe to using this utility.

Update Column Account Code Accounting Period Object Description

D Original D nclude Inactive OCU'H oz 12 (") Description from GL [ New Account Codes)

Amended D Use Crosswalk @\L--'. 01 I @L)-_ scription from GL [ All Account Codes) I
Actual E] Only Existing Budget Accts

O Description from Budget Object Code Table

Select Fund/Year Description Select Fund/Year Description

O 163/5  PAYROLL CLEARING ACCOUNT O ( 1 )
D 164/4 VENDOR CLEARING ACCOUNT D [ ] [ ]
O 164/5  VENDOR CLEARING ACCOUNT 0O | 1 1 T
C] 199/5 GEMERAL OPERATING

0 211/5  TITLEI O [(199/6 ] [GENERAL OPERATING ]
0O 240/5  CAFETERIA O (Curs) (e )
O 255/5  TM.EN [ >_J O (23076 (careteria ]

2 L REAP ERAL F DS L T

L D FEmae [ = ]| 0 =) @m= )
0O 410/5  TEA-TEXTBOOK | P I (O (27076 ) (Reap.FeDERAL FUNDS ]
O 429/4  ACHIEVEMENT ACADEMY = O (I Y J
O 461/5  DISTRICT FUNDS < | O (Ca1076 ) (TEmTEXTBOOK ]

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
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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
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:

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.
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a4 4 hi
T Run: Update Budget Data Report
Cty Dist: Page:1 of
From Finance C Acct Per 01 to Budget N MEW ACCOUNTS File ID: N
Last¥r Closing Mt r Mot ¥
Frd-Fric-0bj S0-Org-Prog Description DOiriginal Amd Amended Amt Actual At
oLD 199-00-5749.01-000-500000 MISC DOMATIONS [11] {11 50,00 70000 oD o0
MEW  153-00-5745.01-000-600000 MISC DONATIONS 00 00 50,00 F00.00 oo 1]
oD 199-00-7914 .00-000-200000 PROCEEDS FROM TAX MAINT NOTE 00 1] £17.500.00 S517.500.00 e1] L1
NEW  199-00-7914 00-000-600000 PROCEEDS FROM TAX MAINT NOTE L] 00 517.500.00 S17.500.00 )] o
[+111] 183-11-6112 00-001-523000 SUBSTITUTE TEACHER PAYROLL i 1] 00 00 850,00 i i] 1]
HEW  153-11-611200-001-623000 SUBSTITUTE TEACHER PAYROLL 1] 00 00 850,00 oo )]
oL 159-13-62235.00-555-559000 CURRICULUM CONSULTANT 1] L] 00 3.500.00 oo oo
MHEW 199-13-6239.00-250-699000 CURRICULUM CONSULTANT [11] L11] L] 4,000.00 (1] {11
oLp 193-13-6411.01-001-522000 STAFF DEVELOPMENT 00 00 00 ] o0 o0
MEW 159-13-6411.01-001-622000 STAFF DEVELOPMENT (11} L] 00 o0 o1 (1]
oLy 199-31-6399.01-999-509000  MISC SUPPLIES Ly 00 o0 22545 1] )]
MEW  193-31-6395.01-955-653000 MISC SUPPLIES 00 00 00 22545 o i 1]
oL 199-34-6122 00-001-558000  SUB SUPPORT SALARIES 00 L] 00 805,00 i 1] 00
HEW 199-34-6122 00-001-653000  SUB SUPPORT SALARIES 00 1] 00 805.00 oo oo
[+]11] 199-34-6141.00-001-593000 SOCIAL SECURITY 00 00 00 11.67 oo (1]
O Click Process to continue processing. Otherwise, click Cancel to cancel processing.
If this step is performed again, the following report is displayed.
o8 ke
Tiirree Roun:
Cnty Dist: Page: 1 of
From Finance: C Acct Per 01 to Budget N EXISTING ACCOUNTS File ID: N
Last Yr Closing Mext Y Mt Y
Frd-Fc-Oby. So-Ong-Prog Description Amit Original Amt Amanded Amt Actual Amt Requesied Recommend
o 199-00-5711.00-000-600000 TAXES-CURRENT YEAR LEVY 1,964 628 20 00 2028.491.00 1.243.330.07 o0a 0o
HEW 198-00-5711.00-000-600000 TAXES-CURRENT YEAR LEVY 1.964 628 20 {11] 2.028.491.00 1.243.33007 (1] [11]
oLp 193-00-5712 00-000-600000 TAXES, PRIOR YEAR 17,688 59 00 10.000.00 -101.87 1] L 1]
MHEWY 198-00-5712.00-000-600000 TAXES, PRIOR YEAR 17,688 59 0 10.000.00 -701.57 (1] 0a
oLD 199-00-5719.00-000-600000 PEMALTY/INTEREST 12.629.91 0 6.000.00 13157 o L11]
HEW  155-00-5719.00-000-600000 PEMNALTYINTEREST 1262991 00 6.000.00 1.38157 (1] 0a
oLp 198-00-5742 00-000-600000 INTEREST 3003339 00 20,000.00 6739478 00 00
HEW 199-00-5742.00-000-500000  INTEREST 3.03339 0 20.000.00 E.734 78 (i1} 00
o 198-00-5743.00-000-600000 RENT 25,050.00 (1] 33.600.00 10,850.00 o0 0o
MEW 198-00-5743 00-000-600000 RENT 25.050.00 (1] 33.600.00 10.850.00 o0 00
o 159-00-5745 00-000-600000 INSURANCE RECOVERY 3994 T 00 50,00 354229 (1] 0o
MEW  158-00-574500-000-600000 INSURANCE RECOVERY 3884 N (1] 50.00 3842289 (1] (11}
oL 193-00-5749.00-000-600000 LOCAL REVENUE 1077 0 4.900,00 726417 o0 00
WEW  155-00-5749.00-000-600000 LOCAL REVENUE 7.077.01 00 450000 726417 ] 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

O Terats

Forcd Fune Oty

1) Emcluie Qbiects 613K

Acoourn oo (1o )y o o (oooc)y pocy Poocy (v (o) (i (octe

File DM

oty OfF St Prog--— -
oW O
Dae Pl Acxount Code inguny - Summary
Crity Dt 80 Page: | of n

Fond 1994 GEMERAL FLMD

1FFO0-5T 11 004000800000
195005771 01-000- 200000
TFHO0-5712 004000800000
188-00-5718 00000200000
195-00-5715 01-000-800000
1H8-00-5742 00000200000
TFR0-5743 01000200000
198-00-5743 O0-000-200000
19500574 (0000200000
195-00-5749 00-000-200000
195005752 00-000-200000
199-00-575 00-000-800000
100578 D0-000-200000
199-00-5758 00000800000
198-00-5768 D0-000-200000

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

TAXESCURRENT YEAR 21705 290065500 =] =] oo el =]
TAXESCLR PAST DLE oo o (== o o o (=]
TAXESPRICR YEAR nE1LN 20000 [=l=] (=] o am =]
PENALTIESWTEREST s To00h -1 ooa ond ul o] 00
FLIFRORATA ood Q0o =1 ] (=] o oo (=1 ]
INTERESTIGEN FUND 188422 91 16300000 (1] =] o oo {-1:]
INTERESTPREFERRED NEIR 000 oo o o am oo
RENT 06 00 1] oo ol ] ono {1 ]
GIFTS AND BEQUESTS o ond =] (=] o 9 oo
LOCAL REVENUE frakal Qoo == 1] =] oo omo =l
ATHLETIC ACTRATY sman 200000 =] (e on a0 (el
YESRBOO SALES oo oo =l ] oo oo oo (=l ]
WENDSIG MACH REY oo and (1] =] o ond (-1 ]
DWYCARE REVEMUE SIETS R 51.04200 =l 1] o o 0o (=l ]
MSC REVENUE 285285 100000 (1] =] o ano -1 ]

After update budget data:

'l

@® Summary

O Totats

Account Cooe: (50t ()8 (oot (2 ()

Soty

Fund Funt Ogy

O Ectude Oojects 610X

FlelD:N
P B B
Ovg Frog
2] “«»
Dt P Aciuart Conde iagury - Smemary
oty Dot L Page 1 of »
000 X6 J000K X0 000 X XK X 300 Fie IO N
2023 - 2024 2024-2025 2024-2025 2024-2025 2025 - 2026 2025 - 2026 2025 - 2026
Last¥rClosing  This ¥r Original This ¥r Amend This Yr Actual Next ¥r Neut ¥r Mext ¥r

Fund Amt Budget Budge! Amt Appraved
Furd 195% GENERAL FUND
195005711 00-000-500000  TAXESCURRENT YEAR 277300530 2700 65500 200 65500 oo Qoo oo
195005711 01000500000 TAMESCUR PAST DUE (-1 o} oo o0 000 oo oo
WH00AT12 00000400000  TANESPRICR YEAR nvn 2000000 20000 20 oo o000 oo
195-00-5779 00-000-900000  PEMALTIESINTEREST 1R 700000 700000 oo ot oo
199-00-5719 01000-500000  PRLPRO RATA o o0 ot 000 o000 oo
199005747 00-000-500000  INTERESTGEN FUsD N T8 000 00 4 000 00 ot 000 coo
15008742 01000500000  INTERESTPREFERRED nea a3000 00 A 000 3¢ o000 oo oo
195-00-5743 00-000-500000  RENT W06 B0 S0 oo oo oo
195-00-5744 0C-000-500000  GFTS AND BEQUESTS 000 o o000 o0 1 oo
199005745 00-000-500000  INSURANCE RECOVERY oo oo 1 o000 000 oo
199-00-5749 00-000-500000  LOCAL REVENUE mn o0 oo oo 000 oo
195005752 00-000-500000  ATWLETIC ACTAATY L1 R 300000 300000 coo oo oo
195-00-5753 00-000-500000  YERRBOOK SALES oo coo ot oo 000 oo
19900-5744 00-000-500000  VENCING MACH REV (-1 ] om o0 000 oo 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.
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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.

I' File ID: N

REQUESTED  RECOMMEMDED APPROVED

Simulatson Mame Retrieve [ Delete Copry Diirectory i

Simulation Descriplion: [;’udu 200 to all BXXX } Base Column: | This Yr Amend Budget w

E] Round to Mearest Dollar Amount  Cutoff Date: 00-00-0000

Delete  Sea Nbr Account Code Operator Percent / Amount

m [ ook J-xxx-xnkxx | 3 [Add «] [ 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 File ID:; N

Recommended Cutoff Date: 00-00-0000

I REQUESTED RECOMMENDED APF‘ROVEDI COPY LEVEL

D 2022 2022 BUDGET AMOUNTS  This Yr Amend Budget Y
BX +200 Add 200 to all 6XXX This Yr Amend Budget Y
O SAME Same 24 This ¥r Amend Budget ¥
D SAME 22 SAME AS 2022 BUDGET This Yr Amend Budget Y
Seq Nbr Account Code Operator  Percent/ Amount
001 0 G D - - Add 200.00
*‘ Process ] [ Cancel
B <
Date Run: Budget Level Processing
Cnity Dist: ISD Page: 1 of 10
File ID: N
Account Code Next ¥r Recommend This Yr Amend Budget Mew Amount
199-11-6112.00-001-611000 00 8.000.00 8.200.00
199-11-6112.00-001-622000 00 2.000.00 2.200.00
199-11-6112.00-001-623000 .00 00 200.00
189-11-6112.00-001-624000 00 2.000.00 2.200.00
199-11-6115.00-001-611000 00 370.431.00 370.631.00
199-11-6119.00-001-621000 00 1.850.00 2,050.00
199-11-6115.00-001-622000 00 196.996.00 197.196.00
199-11-6119.00-001-623000 .00 47.088.00 47,288.00
199-11-6115.00-001-624000 00 119.070.00 119.270.00
199-11-6115.00-001-625000 00 00 200.00
199-11-6119.00-001-636000 00 48.372.00 48,572.00
199-11-6119.00-001-637000 00 6.604.00 6.804.00
199-11-6121.00-001-611000 00 00 200.00
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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.

[ Execute

Approved Cutoff Date: 08-31-20XX

REQUESTED RECOMMENDED APPROVED

From Level * To Level

COPY LEVEL

O Requested O Requested
@ Recommended O Recommended
O Approved @ Approved
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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
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
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= o
REQUESTED RECOMMEMNDED APPROVED
s coe D ) | ||
- o i e e
(] N N o [ 0.00) [TAXES-CURRENT YEAR LEVY ]
N o 5 ® ]I 000) [TAXES. ProOR YEAR J
& M N D 000) [PENALTYANTEREST ]
N o 2 [ o) 000) [INTEREST ]
& L N o @ 000] [RENT ]
N K o @.m- . E}m- 000 [INSURANCE RECOVERY ]
] N N o [129] [o0] [= [0 ] 000) [LOCAL REVENUE ]
voo ctatct ) [Ecouos )

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

REQUESTED  RECOMMENDED  APPROVED

Ul‘g{ vl [ Retrieve ] [ Print ]
Lock Mote Details Account Code Hext Yr Requested Description
N N 0] 199-00-5711.00-000-6-00-0-00 :Q DD] TAXES-CURRENT YEAR LEVY
N N @] 199-00-5712.00-000-6-00-0-00 TAXES, PRIOR YEAR
N N 8] 199-00-5719.00-000-6-00-0-00 PEMALTY/INTEREST
M M o 199-00-5742.00-000-6-00-0-00 INTEREST
N N jo] 199-00-5743.00-000-6-00-0-00 RENT
N N o 199-00-5745,00-000-6-00-0-00 INSURAMCE RECOVERY
N N @) 199-00-5749.00-000-6-00-0-00 LOCAL 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.
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File 1D: M
Budget Data Details X
REQUESTED RECOMMENDED
— 199-00-5711.00-000-6-00-0-00 TAXES-CURRENT YEAR LEVY
Urg[_ " ” . .
Last ¥r Closing Amt  This Yr Original Budget  This Yr Amend Budget  This Yr Actual Amt
(2023 - 2024) (2024 - 2025) (2024 - 2025) (2024 - 2025)
Lock Mote Details 1964,628.20 2,028.491.00 2.028.491.00 1.243,330.07
N M @ 199-0¢
— School Year 2025 - 2026
0 of
Next ¥r Requested: [ 0.00
N N o 199-0(
: ock Flag M
8 of
M M (9] 199-0(
2 199-0(
M O 199-0¢
o
2 199-0¢
O 199-0( « b
N o 199-0(
o, 199-0¢
O 199-00-i 1 | UM=UU Ity =Un)=-10=U0) | Al TEA-FERLARTA AP INMERN |

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.
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| Execute |«

Fynd!‘l’rs Available: ‘ F_undNrs To Delete:

Select Fund / Year Select Fund / Year

199/6 0 429/4
- U

211/6 429/5

240/6
255/6
270/6
289/6

429/6
461/6
599/6
865/6

UO000000000o

Delete funds:

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 2025-2026 budget file.
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Eursd {

Eiscal Year

[Eund Tvoe

FUND FURCTION  ORUECT SUB-QRIECT  ORGAMIZATION PROGHAM  EDUCATIONAL SPAN PROJECT DETAIL

-[ 19976 J |G - Goneral operating

w | [CENERAL OPERATING

v] [GENERAL OPERATING

3 |

-[ 21175 QRS- Seex

21176 ] l: Special revemn

| [-.l_-_.

~ | [caretenia

(
W
8

w| [CaFETERIA

e
"

x

240/ 6 | [5 - Sevcial revens
L

=

o

<

o

"

-[ 256/5 Qfs- 3 |
f AN ~) [TmEn
-[ N | BEE Ve | [REAP. FEDERAL FUNDS
B [(270/6 ] [5- Special revens ~] [REAP. FEDERAL FUNDS
-l 28975 Q5 - Sovcial revens [ |

[2#9/6 ] [5- Special revenue

w] [TTLE v

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

]

Delete a row.

E

the record is saved.

Click Save.

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

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

22. Export the 2025-2026 Board approved budget.

Export the 2025-2026 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: 2025-2026 Budget before Move to Finance.

Additional Budget Information

Additional Budget information.

Review the following reports:

Budget > Reports > Budget Reports
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’ Preview l ’ PDF l ’ sy l ’ Clear Options l
Budget Reports BUD1000 - Budget Report by Fund
BUD1000 - Budget Report by Fund % ~

BUD1050 - Budget Repart by Function

EUD1100 - Budget Report by Organization
BUD1150 - Budget Report by Program Intent Code
BUD1160 - Budget Repart by Object

BUD1200 - Simulation Report

BUD1250 - Budget 85% Compliance Workshest

Parameter Description Walue

Print incidec % NY vs LY Clesing(1). TY Orig(2). TY Amend(3], TY Exp(4), None{S}

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

EUD1300 - Budget Fund Balance Combined Statement Set report spacing to Double Space? (YIN)
BUD1400 - Budggt Variable Percent Exclude 61X AccountsT [YiM)

BUD1450 - Budget Variable Difference Percent

BUD1500 - Budget Variable by Major Obiect Include Motes? [T/N)

BUD1550 - Selective Budget Report

[
[
BUD1350 - School District Budget {
[
[

Select Fund|s), or blank for ALL

Budget > Reports > Board Reports

[ Preview ] [ PDF ] [ Csv ] [ Clear Options ]
Board Reports BUD2000 - Budget Board Report By Fund
BUD2000 - Budget Board Report By Fund -

EUD2050 - Budget Board Report By Function
BUD2100 - Budget Board Report By Organization

EUD2150 - Budget Board Report By Object
BUDZ2200 - Budget Board Report By Function/Object Ety Faanc Elvealodcmm [E) or Mo Brcelriown IN) (

Parameter Description Walue

BUDI2250 - Budget Board Summary By Fund/Function Select Estimated Revenues [R), Appropriations (A), or blank for ALL [
BUD2300 - Budget Board Summary By Organization
BUD2350 - Budget Board Summary By Org/End/Bnc/Obj Select Fund(s), or blank for ALL [ H

BUD2400 - 65% Instruction Expenditure Ratio

Include Levels [Select From List) (

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.
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Execute | S
CY Original, CY Amended and CY Actual amounts must also be zero for an account to be deleted
Fund/Yrs Available: _ Fund/Yrs To Delete:
Fund/ Year Select Fund/ Year

[] 199/6 No Rows

] 240/6

O s

[:] 429/4

i

D 42976 <

[:] 461/6

e =S

#[ Process ] [ Cancel
Date Run: Delete Zero Balance Accounts Report
Cnity Dist: 1SD Page:1 of 1
File ID: N
LY oy oy oY NY NY  NY
Fnd-Fnc-0bj. So-Org-Prog Debate Description Amount  Original Amend Actual Request Recom. Appr.

199-00-5749 BS-000-600000 ¥  BUS GRANT 00 00 00 00 00 00 00
199-00-5929.01-000-600000 ¥  FEDERAL INDIRECT COST 00 00 00 00 00 00 00
240-00-5751,00-000-600000 ¥  STUDENT REVENUE 0o oo 00 00 00 00 00
240-00-5830.00-000-600000 ¥  REVENUE TXDEPT OF 00 0o 00 00 00 00 00

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.
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Action

(@) Lock () Unlock

*[ Process ] [ Cancel

2w <
Date Run: Budget System Mass Lock/Unlock Funds Change Repaort
Cny Dist ISD Page: 1 of 1
File ID: N
Fnd-Fnc-Obj.So-Org-Prog Description Action
199-11-6112 00-001-611000 SUBSTITUTE TEACHER PAYROLL Lock
199-11-6112.00-001-622000 SUBSTITUTE TEACHER PAYROLL Lock
199-11-6112.00-001-622000 SUBSTITUTE TEACHER PAYROLL Lock
SUBSTITUTE TEACHER PAYROLL Lock

199-11-6112.00-001-624000
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