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EXAMPLE #1 — Account Code Table

Add a new Account Code for the new fiscal year. This example is for brand new
funding, not for renewed funding.

NOTE: Central Support does not build a 07/01/2005 row of data in the Account Code
Table.

Business process HRB0100-BUDG (Add)

Determine the Account Code, chartfield values, and appropriate effective date.

NOTE: Keeping the Effective Date as far in the past as possible in this table will
help prevent any incorrect funding being passed to Financials.

Use the following path to go to the Account Code Table:

Select: Go=>» Define Business Rules=» Define Budget/Encumbrance (U.S.)

Select: Setup=>»Account Code Table=>» Add

Enter the new Account Code. NOTE: It is important to keep the Account Code as
generic as possible.

Add -- Account Code Table

Cancel

x|
Account Code: |4225I][‘
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A blank panel appears.

Add an Effective Date as far in the past as possible.

Add valid Chartfield values. The system checks the values against the Financial tree
for validity and checks to ensure that the new Account Code contains a unigue set of
Chartfield values.

Define Budget /Encumbrr == %]
File Edit “iew Go Favorites Setup Process Report Help

als|®(X| aaE 5 == S5 lc2] el
Account Code Tablel

| Account Code: 422501 |
=]
Effective Date: Im
Description: |Bi||ing Office Short Description: W
SetlD: W Project/Grant: |ﬂ1 Program Code: W

Sub-Class: 300 Fund Code: Iﬁﬂ Org Code: I

HRVOLTST Account Code Table [

Save

NOTE: Never use 07/01/2005 if you have lag payrolls. If you elect to create a new
Account Code effective 07/01/2005, be sure to use Correction mode when
updating the Account Code throughout the remained of the fiscal year. Agency
Support does not advocate using a 07/01/2005 date when creating a new Account
Code.
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EXAMPLE #2 — Account Code Table

Modify an existing Account Code for the new fiscal year. Agency Support recommends
using Correction Mode when modifying an account code. (If you use Update/Display
Mode, it's very important to keep the effective date as far in the past as possible.)

NOTE: Agency Support does not build a 07/01/2005 row of data in the Account Code
Table

Use business process HRB0110-BUDG (Modify Account Codes)

NOTE: DO NOT do this process in production unless you have determined the
appropriate time to make the modification(s). Timing is critical to this entry so
that the last payroll of the current fiscal year and the first payroll of the new fiscal
year are distributed correctly.

Use the following path to go to the Account Code Table:
Select: Go=>» Define Business Rules=» Define Budget/Encumbrance (U.S.)
Select: Setup=>»Account Code Table=» Correction

Either enter the Account Code or enter your 3-digit company code and click OK to
receive a list of you company’s Account Codes.

Correction -- Account Code Table

Mew Query

x|
Account Code:
Description: I ze Quemny |
Account: |

Sub-Classihcation:
Budget Year:

Fund Code:

Department:

Program Code:

Project/Grant:

(A EEEE | B

SetlD:
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If you do the latter, select the desired Account Code from the list.

List ' X

Aect Code | Deser | st | Sub-Cls |Bv  |Fund  |Deptl
422500 Biling Office 300 Al d
42251 958-Jp-F-0013 - Cpec 300 a1

42282 93-Db-Bx-0013 - Cicc 300 &1

42252311001 D15 1311 / lze Stam 300 A1

42282311002 Diz 1311 / lce Storm 300 a1

42252311003 Diz 1311/PostDFO /ce stom 300 a1

42253 Dizaster 1023 - Hazmit/&dmin 300 &1

42253315001 Diz 1315 ¢ Camilla Tamada 300 A1

42253315002 Diz. 1315 / Camila Tomado 300 a1

42283315003 Diz 1315 / Camilla Tomado 300 &1

42254 Southern Dpr/Ga Pwr Gema 2000 300 A1 By
42254315005 OIS 1315 HM # Mamt Casts 300 A1

2% %63 0013 - Gema Subgrant 0 e
1] I » J

Select I Detail | Cancel |

A panel with the current row of data appears.

Again, be certain of the timing (consider any lag payrolls before making this entry for
the new fiscal year.

Modify the ChartField values as necessary.

Define Budget /Encumbrnce() _ =] x|
File Edit “iew Go Favorites Setup Process Report Help

ol gl®(x| maE| &e = g8 2lkel2] |l ]

Account Code Table |

| Account Code: 422500 |
Effective Date: [0170171958 -
Description: IBilling Office Shont Description: W
SetlD: IW Project/Grant: Il]1 Program Code: W

Sub-Class: 300 Fund Code: |A1 Org Code: I

|HRVOLTST |Acc0unt Code Table |CDrrectiDn
Save
NOTE: When using Update/Display mode, keep the effective date as far in the
past as possible and never use 07/01/2005 if you have lag payrolls.
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EXAMPLE #3 — Department Budget Table

Change an Account Code for the Department Default on a future dated row. For
example, the current account code is no longer valid and you are using brand new
funding for this Department (Org Code).

Business process HRB0820-BUDG

Use the following path to go to the Department Budget Table:

Select: Go=>» Define Business Rules=>»Define Budget/Encumbrance (U.S.)

Select: Setup=>» Department Budget Table=»Department Budget =
Update/Display

Enter either the Department (Org Code) number or your 3-digit company code and do a
Shift F4 to receive a list of the Departments (Org Codes) in your company.

Update /Display -- Department Budgel

Department: |422 ﬂ k.

Cancel

Dezcnption: I

Company: I

Location Code: |

Lze Query

Hew Query

N

If you do the latter, double click on the desired Department (Org Code) number when the
list appears. Click OK after selecting the Department.

Valid Values x|
DieptlD |Deser [Co |Lacation

42230005EP StrategictBusiness P 422 =
4223000500 State Data Chtr 422

4223001000 Adriristration 422

RN Srniristrative Serices o2 | Pl J
4223002000 Strateqgic Planning 422

4223003000 Intergovernmental Relations 422

4223004000 Phyzical & Economic Develop 422

4223005000 Gen'l Gow't/Public Safety 422

4223006000 Flanning, RezearchiE valuation 422

4223007000 Hurnan Development 422

4223008000 Educational Development 422

4223003000 Analwzis And Research 422 ;_l
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The Department Budget panel brings up both the current and future dated rows (notice
scroll bar). You should be at the 07/01/2005 future dated row.

=8|

Define Budget /Encumbrnce(U.S.) -
File Edit “iew Go Favorites Setup Process Report Help

Blel®(x| aaal ele == S5 2ol vl
Departrment Budget | Dept Budget Distr I

| Department: 4223005000 Adminiztrative Services

Effective D ate: Il]?.r'l]] 72005 Fiscal Year: I 2006 Cumrency Code: IUSD j —
Budget End Date: [06730/2006 Offset Group: [STATE ﬂ State Offset Group

HRYOLTST  |Departrnent Budget [Update/Display

Note: You do not insert arow on the Department Budget panel when
modifying a future dated row.

Click on the tab for the Dept Budget Distr panel. You should still be on the future
dated (07/01/2005) row.

Phoenix — State of Georgia
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When changing an Account Code on a future dated row, the row at the
Account Code level must first be deleted. The system will not allow you to
write over the Account Code.

Tab down to the Account Code field or click on the Inner Scroll Bar to highlight the
Account Code Field.

Define Budget /Encumbrnce(U.8.) - Setup - Department Budget -|=| x|
File Edit View Go Favorites Setup Process Report Help

glgl@x| A e 5= a8 olel=] *v|vele]]

Department Budget Dept Budget Distr |

| Department: 4223005000 Administrative Services OFffset Group: STATE |

Effective D ate: 070742005 Fizcal Year: 2006 | ‘ =

Budget End Date: 06/30/2006 Currency Code:  USD

]|
Budget Level
[F Department  Position Pool C Jobcode ( Position ¢ Appointment
=
Account Cd: [0S ﬂ Opb General Government
Fund: Al Org Cd: Program: 01 Sub-Cls: 300
Proj: 01

% of Distribution: | 100.000 :III;I

[HRYOLTST  |Dept Budget Distr [Update/Display

®1PS BD... || # Defin... Sean ... | EWUS 10:02 AM

#Astart| | & Inbox .| 9HR Bu...

Click on the Delete a Row Icon on the toolbar or the F8 key. Then click Yes.

Phoenix — State of Georgia Handout: Examples for Fiscal Year-End Entries 7
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Now the Account Code field is blank and the % of Distribution is 0.000 (arrows below).

Define Budget /Encumbrnce(U.S.) - Setup - Department Budge -|=| x|
File Edit View Go Favorites Setup Process Report Help

8l&(®x| A e 5= a8 olel=] *v|ele]]

Department Budget Dept Budget Distr |

| Department: 4223005000 Administrative Services OFffset Group: STATE |
Effective D ate: 070742005 Fizcal Year: 2006 | ‘ =
Budget End Date: 06/30/2006 Currency Code:  USD
]|
Budget Level
[F Department  Position Pool C Jobcode ( Position ¢ Appointment
=

Account Cd: || ﬂ

Fund: Org Cd: Program: Sub-Cls:
Proj:
% of Distribution: | 0.000 :III;I

[HRYOLTST  [Dept Pudget Distr [Update/Display

#AStart| | & nbox - .. | 9HR Budg...| MPS BDZ0... || Define ... ™ Sean wil...| [€¥& 902 aM

Ensure that your cursor is in the Account Code field. Either enter the Account Code or
enter your 3-digit company code in the Account Code field and Shift F4 to receive a list
of Account Codes for your company. Add % of Distribution.

Save
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You have now modified the Department Account Code on the future dated row.

Define Budget /Encumbrince(U.S.) - Setup - Department Budget _|=| x|
Fil= Edit “iew Go Favorites Setup Process Report Help

allelx| weln| ew) o] ds] i)+l ]
Diepartment Budget  Dept Budget Distr |

| Department: 4223005000 Adminiztrative Services Offzet Group: STATE |

Effective Date: 070142005 Fizcal Year: 2008 | ‘ 44

Budget End Date:  (6/30/2006 Cumency Code: USD

]|

Budget Level

[(;' Department ( Position Pool  Jobcode { Position ' Appointment

=]
Account Cd: |422I]1 ﬂ State Project
Fund: A1 Org Cd: Program: 01 Sub-Cls: 300
Prop: 01
% of Distibution: | 100.000 ZI:I_I
HRYOLTST  |Dept Budget Distr [Update/Display

#AStart| | @ inbox - .| wHR Bud... | ®PSEDZ0. [[® Define ... 4 Sean Wil..| [EYWESD 10:17 am
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EXAMPLE #4 — Department Budget Table

Add multiple funding sources (account codes) for the Department Default on a future
dated row. For example, you will be using the existing account code already updated
with the new Project/Program in the Account Code Table and adding a second account
code that is brand new funding.

Business process HRB0820-BUDG

After accessing PeopleSoft HRMS use the path shown below:

Select: Go=>» Define Business Rules=>Define Budget/Encumbrance (U.S.)

Select: Setup=>» Department Budget Table=»Department Budget =
Update/Display

Either enter the Department (Org Code) number or enter your 3-digit company code and
do a Shift F4 to receive a list of the Departments (Org Codes) in your company.

Update /Display -- Department Budget Tak

Department: 422 ﬂ oK,

Cancel

Description: I

—

Location Code: |

Lze Query

Company:

G

Hew Query

If you do the latter, double click on the desired Department (Org Code) number when the
list appears. Click OK after selecting the Department.

Valid Values

DeptlD |Descr [Co  |Location

E3

| 4223004000

(4353006000

Administiative 5ervices

4223007000 Adrminiztration 422 a

4223001111 Administrative Services 422 |ZIF30334

4223002000 Strateqgic Planning 422

4223003000 Intergovermmental Belations 422 _l
Phyzical & Econamic Develop

Flarning, RezearchiE valuation 472
4223007000 Human Development 422
4223003000 E ducational Developrment 422
4223009000 Analysiz And Rezearch 422
4223008D0H Adriin Overhead 422
422300CEFR Cap Budg Plan/Rey 422 ﬂ_
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The Department Budget panel brings up both the current and future dated rows. You
should be at the 07/01/2005 future dated row.

=8|

Define Budget /Encumbrnce(U.S.) - Setup - Department Budge
Fil= Edit “iew Go Favorites Setup Process Report Help

Ble@ x| aaE| sle o= S8 ikl #elele]]

Departrment Budget | Dept Budget Distr I

| Department: 4223005000 Adminiztrative Services

Effective Date: 0770172005 Fizcal Year: I 2006 Currency Code: IUSD j =
Budget End Date: [06730/2006 Dffset Group: [STATE ﬂ State Offset Group

[HRYOLTST  |Department Budget [Update/Display

©1PS BD... || Defin.., M Sean .. | EWUS 1110 AM

A Start| | @ inbox .| wHR Bu...

Note: You do not insert a row on the Department Budget panel when
modifying a future dated row.

Phoenix — State of Georgia Handout: Examples for Fiscal Year-End Entries 11
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Click on the tab for the Dept Budget Distr panel. Ensure that you are on the future
dated row (07/01/2005).

Tab down to the % of Distribution field and change the % of Distribution for the
existing Account Code(s).

Define Budget /Encumbrnce(U.S.) - Setup - Department Budge —|=] x|
File Edit View Go Favorites Setup Process Report Help

Ble#@(x Hla8| slel 5= gB| el *v|al |
Department Budget Dept Budget Distr |

‘ Department: 4223005000 Administrative Services Offset Group: STATE |
Effective Date: 0701 /2005 Fizcal Year: 2006 ‘ | =
Budget End Date:  06/30/2006 Currency Code: LSO

=]
Budget Level
’Vﬁ' Department ¢ Position Pool ¢ Jobcode ¢ Position { Appointment
=
Account Cd: (422010PBDS j Opb General Government
Fund: Al Oig Cd: Program: 01 Sub-Cls: 300
Proj: 1

% of Distribution: [ 50.00 j:’ =

1

HRMOLTST  Dept Budget Distr Update/Display

®IPSED. .. |[# Defin... = Sean .. | FUS 1113 AM

Astart| | Binbox .| WHRBu..
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To add additional Account Codes, click on the Inner Scroll Bar and then Insert a Row.

Define Budget /Encumbrnce(U).5.) - Setup - Department Budget Table ==l

File Edit Wiew Go Favorites Setup Process Report Help

g8@x| ajuE| sle == 88| @lel| #ve]ele ]

Department Budget Dept Budget Distr |

]

| Department: 4223005000 Administrative Services Offset Group: STATE |

Effective Date: 07071 /2005 Fizcal Year: 2006 | ‘ =

Budget End Date:  (6/30/2006 Cumency Code:  USD

2]

Budget Level

[f:' Department { Position Pool ¢ Jobcode (' Position { Appointment
=]
Account Cd: |422|]1I]PBl]5 ﬂ Opb General Government
Fund: Al Org Cd: Program: 01 Sub-Cls: 200
Prop: 01

% of Distibution: [ 50.000 :I:I il

[HRYOLTST  |Dept Budget Distr [Update/Display
Astart|| Birbox .| 9HRBu..| MPsED.. |[#Defin... 4Sean .| EYUS 11:18 AM
Phoenix — State of Georgia Handout: Examples for Fiscal Year-End Entries 13
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The Account Code field is now blank and the % of Distribution is 0.000 (arrows below).

Define Budget /Encumbrnce(U.S.) - Setup - Department Budget -|=| x|
File Edit View Go Favorites Setup Process Report Help

Bl&|# X EEe se == a5 2c2] +|¢|.4|¢|\

Department Budget Dept Budget Distr |

| Department: 4223005000 Administrative Services OFffset Group: STATE |

Effective D ate: 070742005 Fizcal Year: 2006 | ‘ =

Budget End Date: 06/30/2006 Currency Code:  USD

]|
Budget Level
[F Department  Position Pool C Jobcode ( Position ¢ Appointment
=
Account Cd: || ﬂ
Fund: Org Cd: Program: Sub-Cls:
Proj:

% of Disllihuliun:% 0.000 : II;I

[HRYOLTST  [Dept Budget Distr [Update/Display

#Astart| | Binbo..| 9HR ... | BPSB..|[#Defi... 4 Sea.. | EUS 1103 AM
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Enter the Account Code

Enter % of Distribution

Define Budget /Encumbrnce(ll.5.) - Setup - Department Budget Table = |ﬁ'|l|

File Edit Yiew Go Favorites Setup Process Inguire Report  Help
Blel®(X| aa8l sle == S5 2lel=] vl

Department Budget  Cept Budget Distr I

Offset Group: STATE |

| Department: 4224202001 Investigations
Effective Date: 0701/2004 Fizcal Year: 2005 |
Budget End Date:  (6/30/2005 Cumrency Code: UUSD

Budget Level
[(;' Department " Paosition Pool ¢ Jobcode ( Position ¢ Appointment

Account Cd: [42229 ﬂ 1S Censusz Grant

Fund: A1 Org Cd: Program: 01 Sub-Cls: 200
Proj: 43038 ]
% of Distribution: I 50.000 z jll

|HRTRMI |Dept Budget Distr |Update/Display

You now have two Account Codes for the Department (Org Code), split 50/50 in this
case. Notice that the Inner Scroll Bar (arrow above) is now split in half.

The % of Distribution must total 100%.

Save.

Phoenix — State of Georgia Handout: Examples for Fiscal Year-End Entries 15
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EXAMPLE #5 — Department Budget Table

Delete one of the multiple account codes for a Department on a future dated row. For
example, one account code is no longer valid and the other one is valid and has
renewed funding that has already been updated in the Account Code Table.

Business process HRB0820-BUDG

After accessing PeopleSoft HRMS use the path shown below:

Select: Go=>» Define Business Rules=>»Define Budget/Encumbrance (U.S.)
Select: Setup=>» Department Budget Table=»Department Budget =
Update/Display

Either enter the Department (Org Code) number or enter your 3-digit company code and
do a Shift F4 to receive a list of the Departments (Org Codes) in your company.

Update /Display -- Department Budge

Department: 422 ﬂ oK,

Cancel

Description: I

Company: I

Location Code: |

Lze Query

Hew Query

G

If you do the latter, double click on the desired Department (Org Code) number when the
list appears. Click OK after selecting the Department.

Valid Values x|
DeptlD |Descr [Co  |Location

42230005BF StrategichBusiness P 422 ;I
4223000500 State Data Chtr 422

4223007000 Adriiriztration 422

4223001111 Administrative Services 422 |ZIP30334 J
4223002000 Strategic Planning 422

4223003000 Intergovermmental Belations 422

Phyzical & E conamic Develop
Administrative Services

| 4223004000 422

423006000 Planfing: RessaichiE vallation 435

4223007000 Human Development 422
4223003000 Educational Developrent 422
4223003000 Analysiz And Research 4.2 ﬂ_
16 Handout: Examples for Fiscal Year-End Entries Phoenix — State of Georgia
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The Department Budget panel brings up both the current and future dated rows. You
should be at the 07/01/2005 future dated row.

=5

Define Budget /Encumbrnce(U.S.) - Setup - Department Budge
File Edit Wiew Go Favorites Setup Process Report Help

o|8@x| alaE| ele == S8 @lel| #ve]vele ]

Department Budget | Dept Budget Distr |

| Department: 4223005000 Administrative Services

Effective Date: 0770172005 Fizcal Year: I 2006 Currency Code: IUSD j =
Budget End Date: [06/30/2006 Offset Group: [STATE ﬂ State Dffset Group

[HRYOLTST  [Department Budget [Update/Display

Astart|| Birbox- .. | 9HRBudg...| MPsBOZ0. . |[® Define ... 4 Seanwil...| [EUS  12:15pM

Note: You do not insert arow on the Department Budget panel when
modifying a future dated row.

Phoenix — State of Georgia Handout: Examples for Fiscal Year-End Entries 17
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Click on the tab for the Dept Budget Distr panel. You should still be on the future
dated (07/01/2005) row.

Using the Inner Scroll Bar locate the Account Code to be deleted.

Define Budget /Encumbrnce(U.S.) - Setup - Department Budge —|=] %]
File Edit Wiew Go Favorites Sefup Process Report Help

B8@x| alaE| sle == HE| @lel| #e]ell ]

Department Budget Dept Budget Distr |

| Department: 4223005000 Administrative Services Offset Group: STATE |

Effective Date: 07071 /2005 Fizcal Year: 2006 |
Budget End Date:  (6/30/2006 Cumency Code:  USD

Budget Level
[f:' Department { Position Pool ¢ Jobcode (' Position { Appointment

Account Cd: |422|]1 OPBD5 ﬂ Opb General Government
Fund: Al Org Cd: Program: 01 Sub-Cls: 200
Prop: 01
% of Distribution: I 50000 ;Ij;l
[HRYOLTST  [Dept Budget Distr [Update/Display

Astart|| Birbox- .. | 9HRBudg...| MPsBDZ0. . |[® Define ... 4 Seanwil...| [EUS 1216 pm

Delete the Row using the Icon on the toolbar or the F8 function key and click Yes.

18 Handout: Examples for Fiscal Year-End Entries Phoenix — State of Georgia
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Change the % of Distribution for the remaining Account Code(s). NOTE: The % of
Distribution must total 100%.

Define Budget /Encumbrnce(U.S.) - Setup - Department Bucdget z -|=] x|
File Edit “iew Go Favorites Setup Process Report Help

Bl #@x| ElEE| slel == S5 2lel2] +lelall]]

Department Budget Dept Budget Distr |

| Department: 4223005000 Administrative Services Offget Group: STATE |

Effective Date: 07/01 /2005 Fiscal Year: 2006 | ‘ =

Budget End Date:  (6/30/2008 Cumency Code: USD

=]
Budget Level
[5' Department " Position Pool  Jobcode ( Position ¢ Appointment
E
Account Cd: [422500 #| Biling Office
Fund: A1l Org Cd: Program: 01001  Sub-Cls: 300
Prop: 01

% of Distribution: | 100.000 IIII;[

AN

[HRYOLTST  |Dept Budget Distr [Update/Display

#Astart| | B inbox- .. | 9HR Budg..| MPS BDZ0... || W Define .. ™ Seanwil...| [€¥&E  12:18pM

Save

Phoenix — State of Georgia Handout: Examples for Fiscal Year-End Entries 19
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EXAMPLE #6 — Department Budget Table

Add a Position Override on a future dated row. In this example, the position is funded
50/50 between two Account Codes.

Use business process HRB0820-BUDG

After accessing PeopleSoft HRMS use the path shown below:

Select: Go=>» Define Business Rules=»Define Budget/Encumbrance (U.S.)

Select: Setup=>» Department Budget Table=>»Department Budget =
Update/Display

Either enter the Department (Org Code) number or enter your 3-digit company code and
do a Shift F4 to receive a list of the Departments (Org Codes) in your company.

Update /Display -- Department Budget Tabl

Department: |422‘| ﬂ ]

Cancel

Dezcnption: I

—

Location Code: |

Lze Query

Company:

R,

Hew Query

If you do the latter, double click on the desired Department (Org Code) number when the
list appears. Click OK after selecting the Department.

valid Values )

[x

DeptlD |Deser [Co  |Lacation

4223007000 Adriniztration 422 =
4223001111 Adminigtrative Services 422 |£IP30334

4223002000 Strategic Planning 422

4223003000 Intergovernmental Relations 422 _l
4223004000 Phyzical & E conaric: Develop 4.2

4259
4223006000

Adminiztrative Services

Flarining, ResearchiE valuation 422
4223007000 Hurman Development 422
4223003000 Educational Development 422
4223003000 Analyziz And Research 422
4223008D0H Admin Overhead 422
422300CEPR Cap Budg Plan/Res 422 ;_l

20 Handout: Examples for Fiscal Year-End Entries
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The Department Budget panel brings up both the current and future dated rows. You
should be at the 07/01/2005 future dated row.

=8|

Define Budget /Encumbrnce(U.S.) - Setup - Department Budget
File Edit View Go Favorites Setup Process Report Help

g|g(® x| A e 5= a8 olel=] *v|wele]]

Department Budget | Dept Budget Distr I

| Department: 4223005000 Administrative Services

Effective Date: 07 /0172005 Fiscal Year: | 2006 Currency Code: IUSD ﬂ =
Budget End Date: |UBF3DJ'2I]IJB Offset Group: ISThTE ﬂ State Offset Group

[HRVOLTST  [Departrent Budget [Update/Display

#AStart| | B nbox- .. | 9HR Budg..| MPS BDZ0... || W Define ... ™ Sean Wil...| [€V&  12:21 pMm

Note: You do not insert arow on the Department Budget panel when
modifying a future dated row.
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Click on the tab for the Dept Budget Distr tab

Ensure that you are on the future dated row (07/01/2005)

Click on the Middle Scroll bar and Insert a Row using the Icon or F7

NOTE: This is a critical step. If you skip this step, you will delete the Department
Default Account Code.

Define Budget /Encumbrnce(U.S.) - Setup - Department Budge le == x|
Fil= Edit “iew Go Favorites Setup Process Report Help

Ble@ x| aaE| sle (=] 88| @ikl #elele]]
Diepartment Budget  Dept Budget Distr |

| Department: 4223005000 Adminiztrative Services Offzet Group: STATE |
Effective Date: 070142005 Fizcal Year: 2008 | ‘ 44
Budget End Date:  (6/30/2006 Cumency Code: USD
]|
Budget Level
[(;' De it " Position Pool  Jobcode (' Position ' Appointment | :
=]
Account Cd: I4225l]l] ﬂ Biling Office
Fund: A1 Org Cd: Program: 01001  Sub-Cls: 300
Prop: 01
% of Distibution: | 100.000 II:I_I
[HRYOLTST  |Dept Budget Distr [Update/Display

# start| | @ nbox - ... | wHR Budg...| ®1PS BDZ0...|[® Define ...~ Sean wil...| (€& 12:05pM
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Participant Handout

May 2005

Notice that Account Code field is blank and the % of Distribution is 0.000.

Define Budget /Encumbrnce(U.S.) - Setup - Department Budget

File Edit Wiew Go Favorites Setup Process Report Help

=5

Ble|#(X| Haal sle == g8 2ol vl

Department Budget Dept Budget Distr |

| Department: 4223005000 Administrative Services Offset Group: STATE |
Effective Date: 07071 /2005 Fizcal Year: 2006 | ‘ =
Budget End Date:  (6/30/2006 Cumency Code:  USD
2]
{ " Position Pool  Jobcode ¢ Position ¢ Appointment
1=
Account Cd: I ﬂ
Fund: Org Cd: Program: Sub-Cls:
Proj:
% of Distnbution: 0.000 j
/< 2l

(4

[HRYOLTST  [Dept Budget Distr

[Update/Display

Astart|| Birbox- .. | 9HRBudg...| MPsBOZ0. . |[® Define ... 4 Seanwil...| [€US 1231 pm
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May 2005

Change the Budget Level radio button to Position (arrow below).

Participant Handout

Enter the position number or use the drop down list to select the position (arrow

below).

Enter the first Account Code and % of Distribution.

Define Budget /Encumbrnce(U.8.) - Setup - Department Budgel
File Edit View Go Favorites Setup Process Report Help

=8|

8l&(®x| A e 5= G5 elel=] *e|ele]]

Department Budget Dept Budget Distr |

| Department: 4223005000 Administrative Services OFffset Group: STATE |

Effective D ate: 070742005 Fizcal Year: 2006 | ‘ —
Budget End Date: 06/30/2006 Currency Code:  USD

Bl
Budget Level iy

[r‘ Department  Position Pool  Jobcode % Position ¢ Appointment

Pozition Number: !0005?985 ﬂ Palicy Analysiz Coord GG

N/

Account Cd: |422l]1 ﬂ State Project
Fund: Al Org Cd: Program: 01 Sub-Cls: 300

Proj: 01
% of Distribution: | 50.000 :I =0

[HRYOLTST  [Dept Pudget Distr [Update/Display

#AStart| | & Inbox - .. | SHR Budg...| MPs BDZ0...|[® Define ... 4 Sean Wil...| (€U

12:41 PM
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Participant Handout

Click on the Inner Scroll Bar and Insert a Row using the Icon or F7

Enter any additional Account Code(s) and the % of Distribution

Note: The % of Distribution must total 100%

Define Budget /Encumbrnce(U.8.) - Setup - Department Budget

File Edit View Go Favorites Setup Process Report Help

May 2005

=8|

8l&(®x| A e 5= a8 olel=] *v|ele]]

Department Budget Dept Budget Distr | ﬁ

| Department: 4223005000 Administrative Services

Dffset Group: STATE |

Effective D ate: 070742005

Fizcal Year: 2006 |

Budget End Date: Currency Code:  USD

06/30/2006

Budget Level -
[r Department ( Position Pool " Jobcode (% |

' Appointment

Position Mumber:

[o0057385 ﬂ

Folicy Analysiz Coord GG

Account Cd: |4225l]l]

Fund: 41
Proj: 01

#| Biling Office
Org Cd:

% of Distribution: | 50.000

Program: 07001

Sub-Cls: 300

[HRVOLTST

[Dept Budget Distr

[Update/Display

#AStart| | B nbox - .. | 9HR Budg..| MPS BDZ0... || W Define ... 4 Sean Wil...| [€V&E  12:44 pM

Before you save, be sure you have not deleted the Department Default Account

Code.

Save
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May 2005 Participant Handout

EXAMPLE #7 — Department Budget Table

Delete a Position Override from a future dated row. In other words, the position will
now be funded using the Department Default Account Code.

Business process HRB0820-BUDG

After accessing PeopleSoft HRMS use the path shown below:

Select: Go=>» Define Business Rules=»Define Budget/Encumbrance (U.S.)

Select: Setup=>» Department Budget Table=>»Department Budget =
Update/Display

Either enter the Department (Org Code) number or enter your 3-digit company code and
do a Shift F4 to receive a list of the Departments (Org Codes) in your company.

Update /Display -- Department Budge

Department: |4221 ﬂ k.

Cancel

Description: I

Company: I

Location Code: |

Use Cueny

Hew Guery

EREL,

If you do the latter, double click on the desired Department (Org Code) number when the
list appears. Click OK after selecting the Department.

Valid Values X
DeptlD |Deser [Co  |Lacation

4223000500 State Data Crtr 422 =
4223007000 Adrminiztration 422

4223001111 Administrative Services 422 [ZIF30334

4223002000 Strateqgic Planning 422 J
4223003000 Intergovermmental Belations 422

| 4223004000

Physical & E conomic Develop
Adminiztrative Services

(4353006000 Plareing. BessalchiE valuation 435

22

4223007000 Human Development 422
4223003000 E ducational Developrment 422
4223009000 Analysiz And Research 422
4223004D0H Adrnin Overbead 422 ;_l
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Participant Handout May 2005

The Department Budget displays the 07/01/2005 row of data.

=8|

Define Budget /Encumbrnce(U.S.) - Setup - Department Budget
Fil= Edit “iew Go Favorites Setup Process Report Help

Ble@ x| aaE| sle o= S8 ikl #elele]]

Departrment Budget | Dept Budget Distr I

| Department: 4223005000 Adminiztrative Services

Effective Date: 0770172005 Fizcal Year: I 2006 Cumrency Code: IUSD j =

Budget End Date: Il]B:'3I]!2I]I]B Offset Group: ISTATE ﬂ State Offset Group

[HRYOLTST  |Department Budget [Update/Display

AStart| | Binbox- .. | 9HR Budg..| MPSEDZ0... |[WDefine .. M Seanwil...| [E¥&E  12:51 pm

Note: You do not insert arow on the Department Budget panel when
modifying a future dated row.
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May 2005 Participant Handout

Using the Middle Scroll Bar, locate the Position that you want to delete on the
future dated row.

Note: Make sure that the word Position at the Budget Level or the Position Number
field is highlighted.

Click on the Delete a Row Icon or F8 to delete the row of data for the position and
click Yes.

Define Budget /Encumbrnce(U.S.) - Setup - Department Budget Table -|=| x|
File Edit View Go Favorites Setup Process Report Help

g|g(®x| A e 5= a8 olel=] *v|wele]]

Department Budget Dept Budget Distr |

| Department: 4223005000 Administrative Services OFffset Group: STATE |

Effective D ate: 070742005 Fizcal Year: 2006 | ‘ —
Budget End Date: 06/30/2006 Currency Code:  USD

Budget Level
[r Department ( Position Pool  Jobcode & P

(" Appointment |
Pozition Number: IUUUE?'QQU ﬂ Palicy Analyst Associate GG 'I:

;IJ
Account Cd: |422l]1 ﬂ State Project
Fund: Al Org Cd: Program: 01 Sub-Cls: 300
Proj: 01
% of Distribution: | 100.000 :I;I;I
[HRYOLTST  [Dept Pudget Distr [Update/Display

#AStart||| B nbox- .. | 9HR Budg...| MPS BDZ0... || W Define .. ™ Sean wil...| [€¥&  12:51 pm

The row for the Position Override is deleted.

Using the middle scroll bar, verify that the Department Account Code has not
been deleted.

Save
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Participant Handout May 2005

EXAMPLE #8 — Department Budget Table

Add a row dated prior to the future dated row. This scenario changes the Department
Default Account Code. For example, this could be used for any funding changes that
occur in June or for a lag payroll that is actually paid in July.

Business process HRB0830-BUDG

NOTE: If you are adding a new current dated row (a new row prior to the future
dated row) and the data entered also applies to the new fiscal year, you will also
have to make the appropriate changes to the 07/01/2005 future dated row. The

system does not copy-up the changes to the future dated row.

After accessing PeopleSoft HRMS use the path shown below:

Select: Go=>» Define Business Rules=»Define Budget/Encumbrance (U.S.)

Select: Setup=>» Department Budget Table=>»Department Budget =
Update/Display

Either enter the Department (Org Code) number or enter your 3-digit company code and
do a Shift F4 to receive a list of the Departments (Org Codes) in your company.

Department: |422‘| ﬂ ]

Cancel

Dezcnption: I

Company: I

Location Code: |

Lze Query

Hew Query

R,

If you do the latter, double click on the desired Department (Org Code) number when the
list appears. Click OK after selecting the Department.

Valid Values X
DeptlD |Deser [Co  |Lacation

4223000500 State Data Crtr 422 =
4223007000 Adrminiztration 422

4223001111 Administrative Services 422 [ZIF30334

4223002000 Strateqgic Planning 422 J
4223003000 Intergovermmental Belations 422

4223004000

Physical & E conomic Develop 422

______ Administrative 5ervices

4223006000 Flarning, RezearchiE valuation 422

4223007000 Human Development 422
4223003000 E ducational Developrment 422
4223009000 Analysiz And Research 422
4223004D0H Adrnin Overbead 422 ;_l
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May 2005 Participant Handout
The Department Budget panel displays the 07/01/2005 future dated row.

Define Budget /Encumbrnce(U.S.) - Setup - Department Budget Table

S 07701 /2005
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Participant Handout May 2005

Using the scroll bar find the current dated row (NOT the future dated row) on
the Department Budget panel.

NOTE: This is a critical step or you will copy up the incorrect row of data.

Define Budget /Encumbrnce(U).S.) - Setup - Department Budge == x|

File Edit “iew Go Favorites Setup Process Report Help

gl g|@ x| e slel == g8 2lel=] +velale]

Department Budget | Dept Budget Distr I

| Department: 4223005000 Administrative Services |
Effective Date: 0740172004 Fiscal Year: | 2005 Currency Code: IUSD ﬂ =
Budget End Date: |l]B.~'3I]!2I]I]5 Dffset Group: ISTATE ﬂ State Offset Group
<L

i

[HRYOLTST  [Department Budget [Update/Display

#Astart| | B nbox- .. | 9HR Budg..| MPS BDZ0... || W Define ... ™ Seanwil...| [€¥E  1.01pM
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After you have located the current row of data, Insert a Row using the Icon or F7.

Define Budget /Encumbrnce{l1.5.) - Setup - Delt'lent Budget Table
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Participant Handout May 2005

Enter Effective Date prior to 07/01/2005 (for most scenarios, use 06/01/05)

Enter Budget End Date for the current fiscal year (06/30/05)

Define Budget /Encumbrnce(U.S.) - Setup - Department Budget Table =[=]x]
File Edit Wiew Go Favorites Setup Process Report Help

g8@x| ajuE| sle == 88| @lel| #ve]ele ]

Department Budget | Dept Budget Distr |

| Department: 4223005000 Administrative Services |

Effective Date: IuBﬂ]] F2005 Fizcal Year: I 2005 Cumrency Code: IUSD j _I
Budget End Date: Il]B.F3I].FZI]I]5 Offset Group: STATE ﬂ State Offset Graup

U

[HRYOLTST  [Department Budget [Update/Display

Astart|| Birbox- .| 9HRBud... | MPSEDZ0. |[# Define ... 4 Seanwil.| [EVSFE 107 pM
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Click on the Dept Budget Distr tab

Participant Handout

NOTE: Because you have inserted a row the data was copied to a new row.
You can now write over the Account Code and % of Distribution. You do NOT

delete the Account Code row as you do with a future dated row.

Tab down to the Account Code field.

Enter the new Account Code and % of Distribution.

To add additional Account Codes Insert a Row using the Inner Scroll Bar.

To change the funding for a Position Override, use the Middle Scroll Bar to locate the

Position and then change the Account Code/% of Distribution.

Define Budget /Encumbrnce(U.S.) - Setup - Department Budget Table = x|
Fil= Edit “iew Go Favorites Setup Process Report Help
gl8®x| ajaE| slel o= SH| @ikl #(elvele]]
Department Budget Dept Budget Distr |
| Department: 4223005000 Adminiztrative Services Offzet Group: STATE |

Effective D ate: 0601 /2005 Fizcal Year: 2005 | ‘ ;I

Budget End Date:  (6/30/2005 Cumency Code: USD

&)
Budget Level
[(;' Department ( Position Pool  Jobcode { Position ' Appointment
B
Account Cd: |422I]1 ﬂ State Project
Fund: A1 Org Cd: Program: 01 Sub-Cls: 300
Prop: 01
% of Distibution: | 100.000 j:l =
[HRYOLTST  |Dept Budget Distr [Update/Display
#AStart| | @ nbox - ... | SHR Budg...| B1PS BDZ0... |[# Define ... EYS 116 PM
Save
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