{;}1\\% sy PeopleSoft.
Step-by-Step Guide

Running the Operating Budget Report

Background: The Operating Budget Report is designed to allow business managers and
others to monitor the status of their operating budgets (in contrast to their project budgets).
This report uses data retrieved from Commitment Control for budgets, encumbrances and
pre-encumbrances. Expense and revenue amounts are drawn from the Actuals Ledger (thus
including payroll transactions that may not yet be reflected in Commitment Control due to
budget-checking errors), and from journals with a valid budget check status.

1. Log in to PeopleSoft through the Financials Login (www.uvm.edu/~erp/portal).

|
!
‘ 2. Navigate to UVM Reports > Budget Reports > Operating Budget Report.

Find an Existing Value Add a New Value
Run Control ID:| pegins with + ||

[Icase sensitive

Search | Clear | Basic Search [g] Save Search Criteria

Click the Search button, then select a Run Control ID from the Search Results

table. (If you have no Run Control ID, click the Add a New Value tab, type in a

name for your Run Control ID—no spaces allowed—and click Add.) A selection
criteria page (like the one reproduced below) will open.

Operating Monthly Budget Rpt

Run Control ID:  Test Report Manager  Process Monitor Run I
Language: '

Required Parameters

*Fiscal Year| 2008 O *Accounting Period |_‘1Q July 07012007 to 08042007

+ Chartstrings
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Enter the appropriate criteria:
Fiscal Year — Enter the 4-digit fiscal year for your report.

Accounting Period — Select an accounting period. The report will include all
data for the fiscal year selected, up to and including the specified period. (Click
the Search icon to see the specific dates for each of the 12 periods.)

4. Business Unit — UVYMO01

Operating Unit, Department, Fund, Source, Function, Program, Purpose,
Property — Provide the desired values, or use a wildcard. (Typically you would
enter at least a Department value.) You may use a wildcard to capture a range
of values. For example, specifying a department value of 55% will run the report
for all departments beginning with “55.”

If any value is left blank, a % sign (wildcard) will replace it upon save.

Find Firzt El 1of1 El Last

Check or uncheck the boxes as appropriate:

Suppress Zero Budgets: Checking this box returns a report that hides rows
showing zero budgets.

Include Fund Balance: Checking this box returns a report that includes Fund
S. Balance figures. The Fund Balance (net assets) represents the amount in

period zero for account 30000 for each chartstring. (For income and expense

accounts, this amount is the carryover from the previous fiscal year.)

Suppress Revenue: Checking this box returns a report that hides revenue
detail.

If desired, add additional chartstrings by clicking on the “+” sign at the
beginning of the row. Provide as many chartstrings as appropriate, but

please note that the program runs one chartstring at a time and does not perform
analysis related to whether the combinations overlap, etc.

When finished selecting criteria, press Run, then OK, then use the Process
Monitor to view your report. (For help using the Process Monitor, see the step-by-
7 step guide on the Reports and Queries page of the PeopleSoft Training web site.)

Using the PeopleSoft Process Monitor.pdf
Run ] |
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Report Layout — Reading the Report

8. Run Control Parameters are displayed in the upper left corner of the report.
FSERD
Report ID: UVOPEDST

Fiscal Year:2008

Reoet Period: 10 (April - 03/20/2008 to 05/03/2008)

Selected Eeport Paramsters

o %  Dept 11320 Fund : ¥ Sourece :% PFunction:% Prog:% Purp:% Ppty :%
Fund Flag : ¥ Suppress Zeros N Suppress Revenus @ N

The Chartstring Combinations shown are based on the run control parameters.
(The first chartstring shown will be the first chartfield combination having budget,
pre-encumbrances, or encumbrances. The order of combo matches shown is

based on the order in the GL Accounting Tree named UV_CC_ACCT_WINTER.)

o Dept Pund Scurce Funce Prog Purp Ppty
01 11220 100 100001 521 0000 0000 0000

Budget Account Values —
(E-Level Accounts) — The report will
display the E-level budget accounts
that have a budget entry. (In order
to see the chartstrings with zero
budgets, ensure that the “Suppress
Zero Budgets” box on the run
control page is NOT checked.)

10.

Detail Account Values —
Underneath each Budget Account
value, the report will list all the

11. relevant Detail Account values for
Revenue (unless suppressed) and
Expense, based on the accounting
period requested.

E&000

Loot
E&Z00

Deacription

SaleWg - Staff Salaries
52000 Staff Salary
ES200 Subtotal:

EEE21  SalaWg - Students
55210 Student Wages
EEE2]1 Subtotal:

General Oper Expense

£0001 Cffice Suppliea

£0091 Instructional Supplies
&0lel Bocks

20209 Neon-UVM Internst Srve
£0501 Airfare Domestic

£0502 Leodging Domestic

£0503 Meals Domestic
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12. Subtotals are printed for each budgetary level account by chartstring.

Ec3220 Telephone & REelated Charg 0.00
£3202 Cell Phene Equip/Serviece
23002 IC - FPheone Lines/Bguip
20003 IC - Leng Distance
80005 IC - FPhone Mail
20010 IC - OO & Conference Call
20013 IC - Phons Work Order

Ec320 Subtotal:

Explanation of Values —

BUDGET:
YTD REV:
PER REV:
YTD EXP:
PER EXP:
PRE ENC:
ENCUMB:
REMAIN:

13.

from Commitment Control (cf. the Budgets Overview Inquiry)

YTD revenue summed from journals and the Actuals Ledger

Period revenue summed from journals and the Actuals Ledger

YTD expenses summed from journals and the Actuals Ledger

Period expenses summed from journals and the Actuals Ledger

Pre-encumbrances from Commitment Control

Encumbrances from Commitment Control

A calculated value, equal to BUDGET minus PREENC, minus
ENCUMB, minus YTD EXP for expense accounts

FUND BAL: Balance for accounting period zero (dollar figure in account 30000)

NET ACTIVITY: FUND BAL plus YTD Revenue, minus YTD Expense.

(Encumbrances are NOT included in this calculation.)

Frequently Asked Questions

Question: How does the Operating Budget report differ from the Budget
Status report?

Answer: Unlike the Budget Status report, this report summarizes multiple ledger
groups (specifically OPS_REV, BUMP_REV, and OPS_CH.) The Budget Status

14. report runs on only one ledger group at a time, requiring one to run the report up
to three separate times for a complete picture of specific chartstrings.

The Operating Budget report also includes several columns that the Budget
Status report omits, and it offers a greater level of detail on actual expense and
revenue than the Budget Status report provides.
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Question: When should | include the Fund Balance in my report?

Answer: Fund balances make the most sense with Fund 150 (income and

15. expense) activities, since the fund balance in the previous year directly affects
the fund balance for the current year. General fund accounts do not retain fund
balances in the same way.

Question: Where can | see the details supporting the encumbrance
amounts on this report?

Answer: You can see the details of all your open purchase orders using the

16. query UV_OPEN_PO_BY_DEPT_PROJECT. For any given chartfield
combination, this query will show you all your open purchase orders, the total
PO line amount, and the amount vouchered to date.

Payroll encumbrances are described in the question below on payroll expense.

Question: Where can | see the details supporting the actuals amounts on
this report?

17. Answer: Actual revenue and expense figures are available on the GL Inquiry
page. (See the step-by-step guide entitled Review Financial Information-Ledger

Inquiry.pdf for details.)

Question: Where can | see the details for payroll expenses and
encumbrances?

Answer: Two queries in the HCM system may prove helpful in understanding
your payroll expenses and encumbrances:

18. The first is called UV_PAY_ERN_DIST. This query will show you your payroll
expense by employee, by pay period end date. (Be sure to supply wildcards
where appropriate instead of leaving prompt fields blank).

The second query is called UV_FY_ENCUMBRANCES. This query will display
the total of open encumbrances by person and chartstring.

Question: Are there issues around payrolls posting?

Answer: Be aware that there may be some timing delays between the time a
payroll is completed in the HCM system and the time that same payroll is posted
in the finance system. Check the payroll schedule on the Human Resources
website for information about which payrolls have posted in Finance.

(http://www.uvm.edu/~payroll/?Page=schedules.html&SM=sub_schedules.html )

19.

Question: Is there specific instruction related to endowments?

Answer: You should only look at one endowment at a time, and you need to
20. enter the full spending chartstring in order to get an accurate picture, (e.g., 22
57000 320 330189 901 0000 0000 0000).

If you use the wildcard (%) for the function field, the monthly distributed income

Updated 5/28/2008 Page 5 of 6


http://www.uvm.edu/~training/peoplesoft/guides/Review_Financial_Information-Ledger_Inquiry.pdf
http://www.uvm.edu/~training/peoplesoft/guides/Review_Financial_Information-Ledger_Inquiry.pdf
http://www.uvm.edu/~payroll/?Page=schedules.html&SM=sub_schedules.html

will be double-counted in the fund balance (function 135). If you enter only the
Source code for an endowment, it will look as though you can spend principal
additions (new gifts), even though you can’t, and your fund balance will include all
principal.

Question: Is there specific instruction related to gifts?

Answer: If you have multiple function codes and enter a gift chartstring with only

21 one of the function codes (as opposed to using the wildcard [%)] character), the
fund balance will show up on both codes, making it look as though you have
twice as much money to spend. As a result, for gifts with multiple function codes,
you will typically want to use the wildcard character.

22. End of Procedure.
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