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1. General Overview

The purpose of the Budget Development System (BB&) allow the Maricopa Community Colleges to
develop its budget(s) for future fiscal years. BBStrictly a budget development system; therefitris
never used to update the current year budget immayy Current year changes occur exclusively @& th
accounting system, College Financial System (CFSES is a separate information system, although
interfaces exist between the two systems.

This document describes the steps necessary fot usess to navigate through BDS. BDS has been
developed using People Tools. BDS has been dewtlagith numerous functionalities including
transaction history and the ability to view totlds budget dollars, actuals from CFS, and FTE imfation
both on screen and in reports. Note that actual fda the current year is as of the previous night

Note that a separate District Budget Office (DBQgiiing Manual exists that includes instructions on
using processes that apply global changes to buohgst Examples of global changes include meet and
confer (salary increases) estimating, actual updadf positions in BDS for meet and confer, copyamgl
rollover of the budget, feed of the annual budge€FES, feed of current and prior year budget ardahc
information from CFS to BDS.

Both manuals include instructions on items includeder the Setup Menu in BDS. While only District
Budget Office staff with a DBO manager securityfieocan use these setup processes; all BDS users ¢
view the information. Therefore, information i€inded in both manuals.

The Frequently Asked Questions section of this maml summarizes how to secure access, have
questions answered, report problems and suggest esficements.

2. Overview: How Budgets are Updated in BDS

Budget development update access occurs over thieecof a year on a periodic basis. Budgets atedo
and stored in BDS by fiscal year and by versionsafdiscal year. Versions are saved when accesds. en
When update access resumes, this occurs in the Wagion.Note that budget development always
occurs in the Main version for the next fiscal year

The District has both a revenue bud@etrecord resources that come to the Districhsagproperty taxes,
tuition and fees and State Aid) and_an expendibuidget(to record the uses of resources). Both revenues
and expenditures are budgeted in BDS and the tvwgi Ipalance.

The District budgets its resources through a Char\ccounts established several years ago when the
District transitioned its accounting system to QeaGovernment Financials (OGF). OGF has been

upgraded to a new web-based version that is caltdtge Financial System (CFS). The chart of actoun

remains the same as OGF. In BDS, the budgetustated in a hierarchical fashion as follows:

Fund
Unit
Division*
Charge Center**
Project***

Object code
*Technically, this is an attribute of charge centtris not widely used. Mostly it is used to gpoDistrict Office accounts by Vice
Chancellor/Chancellor/Governing Board Officesal#o is used to group Fund 2 accounts in all units.
**Many people also refer to Charge center as aoatt
***Project primarily is used in the Fund 7xx (cagibr Plant Fund) budget

Budget Development System (BDS) Page 1
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Note that the depiction above is not a literal mrgse explanation of the Chart of Accounts. Insant to
acgquaint persons who are newly charged with budesgtonsibilities with terms that they need to krtow
carry out their responsibilities

Note that in object codes that relate to positidngjgeting in BDS occurs at the position levébject
code totals represent the sum of dollars that aseaated with individual positions. Similarly,
contains functionality to budget individual line&hin all objects codesven those that record revenues or
non-personnel expenditures.

In summary,all budget development occursat the position or line level in the Main version ér the
future fiscal year.

Some definitions follow:

Fund is a grouping of revenues and expenditures wittiquéar restrictions or uses. The District budget
includes using numerous funds. These funds cantsgather to form Fund groups. This includes Fund
groups 1xx (General Fund, also known as the Cutdemestricted Fund or Fund 1; the main operating
budget), 2xx (Auxiliary Fund, also known as Fundizecond operating fund); Fund 3xx (RestricteddFun
or Fund 3; the third operating budget fund) andd~iérx (Plant Fund, also known as Fund 7; the chpita
budget fund).

Unit is a major organizational entity, such as a cellegnter or the District Office.

Division is a grouping of accounts (charge centers) tHatifaer a particular position’s responsibility ar
particular functional area. Divisions are primanised at the District Office to link accounts tha¢ the
responsibility of each of the Vice Chancellors. e¥talso are used in Fund 2xx. Because Divisicanis
attribute of charge center, and charge centers lmaysed by multiple units, units generally do naten
discretion to change the divisional assignmenthairge centers once they are in use by multiplesunit

Charge Center(account) is a series of discrete revenues amcfmenditures that reflect the resources from
or for a particular work unit or activity. Many fafes have their own charge center; however, inesom
cases, several offices are funded in one chargkercerExpenditure charge centers also are assigned
single Function attribute, which classifies theeyy activity to be funded from the account, percamting
standards (e.g., Instruction, Administration, Pulervice, and so on).

Object code records specific types of revenue or expendituF@r example, salaries have a particular
object code, so does each type of benefit, etcch Bgpe of revenue also is budgeted in separatecbbj
codes.

Budget development always occurs at the lowest ldvaf detail - object codes and positions Each
entry represents a line in the budget in an oljede that is budgeted in a charge center of a Urtiese
lines sum together to provide totals for objectexydwhich sum together to provide totals for act®un
(charge centers), which sum together as a totajgddudr a unit, and then a grand total for the st

Budget Development System (BDS) Page 2
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3. Frequently Asked Questions

Questions about functionality?

Call staff in the Budget Officea{l 480-731-xxxx: 8515, 8582, 8514, or 8512At some point, we may
refer questions to the District Help Desk, buttfee immediate future, please call the Budget Office

Run into a bug or program error?

Email or call Lulut Clow at the District Budget @fé at lulut.clow@domail. maricopa.edu or
(480)731-8515.

There may be some confusion about whether someibirggbug or just uncertainty about how to do

something. If you call the Budget Office and itrtsi out to be a bug, we will need you to contaettielp
Desk. The reverse situation also applies.

Proposing an Enhancement?

Email or call Lulut Clow at the District Budget @fé at lulut.clow@domail. maricopa.edu or
(480)731-8515.

Need security access or a modification to accesB&s?

Email Lulut Clow. Include the following: name oéson needing access; reason access is needed, view
only or update access; if update access, whicls onitlivisions.

BDS version 8.x is web-based and thus accessibbeigh the WEB. Once the security access is awarded,
user can simply book mark the URL for future use.

Note that BDS 8.x is supported only for Internet fborer, version 5.5 or higher.
4. How do | access BDS help online?

HELP in BDS consists of accessing the informationtained in the BDS User Manual. This document
can be found for printing or viewing through youowser (MS Internet Explorer) either while workiimg
BDS or by going to the internet address where tmithent resides.

Access this manual while working outside BD'%ou can access this manual through Internetdgpljust
like any other web page. Simply type the addnedd$ Internet Explorer's Address textbox and clBk
The address is www.maricopa.edul/its/bfs/docs/BD$p Héanual.doc

This will bring up a version of the BDS manual tbah be printed or viewed on-line. You may want to
make a Favorite of this address if you think yoll méed to come back often.

Access this manual while working inside BDShis manual can be accessed for viewing or mgnivhile
working inside the BDS application itself. Thepsté¢o accessing the manual are as follows:

1. Loginto BDS

2. Expand the MCCD Develop Budgets menu item

3. Click on the BDS User Training Manual link

Budget Development System (BDS) Page 3
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/= Message of the Day - Windows Internet Explorer 18] x]
@T\;{' | hitpssiihrapps! dist.maricapa. edufpsp/hrbud EMPLOYEE HRMS{c/MB_DEV_BLID_MENLLMB_MOTD_DISP,GBL?FolderPath=PoRTAL ROOT_0BECTx | & | 2| X | [sonce L~

% & ) connecting..,

Budget
Development
System

Search: Mew Window | Customize Page ,E,

®

[ My Favorites
= MCCD Develop Budgets

I» Setup

> Reports

[> Budget Book Reports Budget Office Message of the Day

[» Batch Processes I

— Maintain Budgst ters BDS is now closed to all — L

— Grade/Step Tables

- Position Search Do you want to open or save this file?

— Budget Totals

W] Name: BDS_Help_Manual doc
— BDS User Training Manual -j Type: Microsoft Word Document, 3.52MB
— Buddet Office Website

w/ Fiom: s maricopa edy
Open save | [[TEaneal |

¥ Always ask before opening this type of fils

far~ B) - v [shpage - G Toes 7

> Application Diagnostics
> Tree Manager

> Reporting Tools

> PeopleTools

— Chanoe My Password |@ “whhile files from the Internat can be useful, some files can potentialy

— My Personalizations
— My Svstem Profile
|~ My Dictionary

harm your computer. |f you do not trust the source, do not open or
save this file. What's the risk?

How do I print BDS screens online?

You can print BDS screens by clicking the printami on your Internet Explorer. To have a usefultpri
screen from BDS, first you need to revise the pdaip on your Internet Explorer. Once you chahge t
Page Set Up, you do not need to do it again. Bagh Page Setup, follow the following procedures:

From your Internet Explorer page, CliEKe, PageSetup.

Change the page margins to .25” on all sides.

Change the Footer to something more descriptivee“BDS Screen print”.

Press OK

Budget Development System (BDS) Page 4
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5. Hints and Rules to Budget By

General Hints about Developing Budgets in BDS

1. Budget development by college or District Officeridion users occurs using:

Which Year?

Which Version?

When?

Which Menu Items?

Base Budget?

The next fiscal year (e.g., if the current year is FY06-07, the
development year in BDS is FY07-08)

Remember: theMain version. All other versions generally are view
only, for informational and historical purposes.

Budget development occurs at periodic intervalgrsibn security is set
to read-only when development is permitteéll users can view all
versions and all information at all times.

The Use, Maintain Budget Items, Maintain Itemsmenu is used to
develop and modifijbudgets at the individual line item level (submenu
items includeupdate, add, drop, move, and offset)

If there is a base budget that you are requirdohtance to, you can see
the base budget and the variance from the projdmiddetfor your unit
(or division) in the upper right side in thdse, Maintain items, Line
Item List panel.

Budget Development System (BDS) Page 5
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2. Remember to SAVE your changes if you want to make thanges.Unit and account totals on the
Maintain Items, Line Item list and Object totalgemns update automatically but you must stve

update the Transactions panel and the Totals ngaieen and to permanently add your changes. The

Move Item transaction performs a Save automatigailyr to executing the requested Move, and again
after the Move completes.

3. Made a mistake or decided not to do something®? you do not want to proceed with your changes,

simply click on . The system will prompt you to save your trangagtichoose
no. If you have saved, you will need to drop, movepdate the item to make your correction. Idiyo
have started a Position Update, which you wanhtdouand have not yet clicked SAVE, you can click
on the DROP button to undo your changes and resterposition to its initial values.

4. Error messages?

The system provides many error messages, which potrproblems with entered data and how to
fix such problems. In most cases, once the prohkerfixed, you can proceed with your
transaction, SAVE, and continue normally. Howewenen you encounter an error message that
seems more severe and is not just a recommendataiter your input, please jot down the text of

the error message. After you press the OK buttorthe error message box, do a screen
dump/print* to screen (to a file or printer) of tpanel itself to show what the data on the panel
looked like when the error came up. At this pgiotir attempts to save or continue working may

be met with a message thatn‘error has occurred which requires this paneb&cancelled”. At
this point, you will have to use the red “X” icam ¢ancel the panel in order to proceed.

One way to screen print is to first press the Qorand Print Screen keys or the Alt and Print
Screen keys. It will look like nothing is happenilbut if you go into a word document or an email
message and press Paste, your print will be thBERS screens generally are too large to view all

at once in an email, so it generally is betterdste to a word document and then attach the word

document to an email to programming staff.

If this occurs, save the details of the messagesand the Help Desk an email, with a copy to
Lulut Clow. Please outline what you were tryingdo, the account code and budget line item
number (and position information if pertinent) ahe text of the error message. If you were able
to make a screen snapshot, save it so you cart faxthe programming staff if they decide it
would be helpful. Saving itin a file for emailingjanother good approach.

If you cancel out and return to the same accoumt, pay be able to proceed with your work.
However, if you continue to try to do somethingttigstem does not allow or you have found a
bug, you will continue to get error messages.

Hints about doing Lookups and Field Searches

There are some conventions for looking up fieldugalthat can be helpful when searching for infoionat
such as position titles, employee names, and dthdr fields with many possible values. Normally,

clickingon or , which appear at the right end of many inputielwill tell the system to return a list
of “all possible values”. These searches ignongtart or partial value you may have already emtére
the field. However, sometimes you will get badkstof hundreds of values, and the search mayaféer
300 or so entries without finding the one you want.

The “partial key search” is the solution. Enteg first couple letters of the value you seek, aadire to
honor the exact capitalization (for example, if yame trying to find a job title for faculty of “Efigh as a
Second Language”, enter “Eng” and not “eng” or “ENGThen click on the “Search” button to triggéiet
search.

Budget Development System (BDS) Page 6
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Hints about Updating, Adding and Dropping Positions

Access the Position Maintenance panel via “MCCD d&ep Budgets, Maintain Budget Items”. Scroll to
the position you want to change and click on thedbakte” button in the upper left area of the panébu
will see many of the fields change from a view-oabjor of “grey” to a white background where ingsit
allowed.

5. Social Security NumbersSocial security numbers are generally unavailablmost BDS users. For
privacy reasons, MCCCD legal counsel advised againfision. Searches can instead be conducted
on names, MCCCD employee IDs, position numberstitied.

6. Updating positions for Employee IDNew positions are added each budget year and rxigtisitions
are vacated and filled. To update any positioadourately, identify the incumbent’'s Employee ID,

enter the first few letters of their last namelhie Name field and click on . Be sure to capitalize it
properly, this search is case-sensitive. This agltess PeopleSoft HR tables. Scroll to the nantieeof
person you seek and click on the name. Then beteufé@B past the name, which will fill in the
Employee ID automatically.

7. Split coding positionsTo split code a position, ALWAYS use the % digtitibn field on the Maintain
Items panel. NEVER reduce FTE. Benefits will malculate as accurately as possible if FTE is
reduced. The system will calculate the “Budgetd@d'Fautomatically based on the percentage you
enter, the HR FTE, the calendar, and the emplolgess.c

8. Position salaries in between stepd=or positions that are in between steps in a goada salary plan
(e.g., faculty, MAT, PSA, etc.) ALWAYS use step.2&nter a Contract Amount manually. Proper
coding is critical if positions are to be updatedwately in the meet and confer process.

9. Redlined positions? For positions that are redlined (above the t@p $h a grade in a salary plan),
ALWAYS use Step 2%nd enter a Contract Amount.

10. Grade 9997 For specially funded FTE or non-grid salariedifimss with FTEsuch as Early Retirees
or Athletic Specialists, ALWAYS use grade 99%he system will set you to Step 1 and open @&p th
Contract Amount field for you to enter a specifaldr amount manually.

11. OYOs and OSOslit is possible to create OYO and OSO positionghia system. See the Use,
Maintain Items, Maintain Line Items section. Theg# have a Budgeted FTE of zero, but allocate
dollars and benefits as any other position woutdbfetter planning.

12. Flex Benefits for Early Retirees:The default is now set to $1,50Regardless of the amount of the
transaction, the system will assume a flex budde$19500. If you want to modify this to more
accurately reflect the flex need associated withtipia positions or for an early retiree with FTE,
click open theMore panel and type in the flex amount

13. Dropping positions Go to the budget line, click on the on the left end of that line. This would
take you to the “Maintain Item” panel. Click on grdog a reason, and then “Save” the transaction.

14. FTE with insufficient funding? Never create a FTE that cannot be fully suppobtethe salary and
benefits that are required. This is not a BD®ritlis just good budget practice.

15. Reassign, reclassify or reallocate FTH:0 move a position between employee groups (eviémnwy
the same account), fir@rop the position, therAdd a position in the account where it is needed.
When going through thédd process sub panel, be sure to select the Checkl&mied"“Use
Employee from last Drop A number of fields will be filled in on the newosition to match the
position you just dropped. This will ensure thauy funding/FTE follows the position. This is the
correct way to upgrade a position into a differemiployee group (and therefore object code).

Budget Development System (BDS) Page 7
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Hints about the Move and Offset Functions

16.

17.

18.

19.

20.

Restrictions: There are some restrictions on Meve andOffset functions. A primary restriction is
that they are not meant for use within one acco@iten restrictions, users may not always be tble
use theMove function to reallocate funds but may need to userabination ofUpdate, Drop, Add
and/orOffset to reallocate funds.

Move can transfer a position to a new account (but ¢émlthe same employee group / object code).
Move can also move an entire personnel salary lm®lto a new account. Move can transdéror

part of the dollars in a Fixed budget line (such as Segplto another account, and either add to an
existing fixed line item or create a new fixed litem in the target account. Note that in all sasee
Type of line item (position, personnel pool, fixednot be changed usiMpve.

Move positions between employee groups: Namissible. See 15 above for the proper way to
accomplish this.

What does the Offset function @o It allows two-sided transactions in one actamthat you can fund
an increase by taking dollars from a reserve Imariother account, or park dollars in a reserveuwstc
when you free up budget by reducing an accounttdgbti You can activate an Offset in two ways:
click on theOffset button and either select from a short list 8obl Accounts$ that you and the
District Budget Office maintain (a shortcut to aftased reserve accounts lines)n@nually enter the
complete account number and budget line item nurfdrethe budget line you want to use as your
offset account line. Once you identify an offset@unt line, clickOK and you will see the Offset
account identified in the middle-right area of ¥aintain Items panel. At this poinkhen you Save

the system will calculate the net total of your migas and adjust the designated Offset line item
accordingly, either downward to fund a net increarsepward to hold a net decrease.

Turning Offset on and off?  Once théffset function is turned on, it will be in effect for &g as

a user works in that account. It remains in éffaen after saving transactionk.only is turned off
when the user cancels out of a panel, clicks or‘ltle®” tab to select a new account, or clicks the
OFFSET button and selects “Clear OffselRemember: Offset must be activateBEFORE YOU
SAVE for the Offset to take effect.

Hints about New Accounts and Charge Centers

21.

22.

23.

What happens in BDS when a new account is openedCiRS? If a new account is requested, if a
division or a home unit/unit relationship changelease provide the account number and name and
change to the Budget Office ASAP. BDS will NOToall automatic use of new accounts, even if
opened in CFS. They must be separately added i8. BBt some point, we hope this process is
automated to eliminate this step.

What happens in BDS when new object codes are usé@it? need to ask the Budget Office to open
new object codes - it is possible to use objecesdtiat have never been used in an account before.
However, a budget office staff member must addamdbmew object code to BDSn addition, while

all existing CFS object codes are present in BOfes of the more obscure ones are marked as
“hidden” and cannot be used unless the Budget ©ffiakes them valid for budgeting via the setups.
Therefore, if you find that you cannot use an obgtle, please contact the budget office to haate th
activated.

Where can | get more information about opening aests? See the sections in this manual regarding
Maintain Charge Centers and Maintain Accounts.
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24. Does BDS update totals immediately@enerally, yes. However:

Totals must be rerun when divisions or home uniésananged or added. A person with DBO
manager security access must run process MB_115.

Users must SAVE transactions for totals on the [Edtaquiry screen to change. Also remember
to press the “Display” button or tab through thetdal® selection fields to force a display after
parameters are selected.

Hints about documentation and inquiries

25. Primary Documentation of Budget Development occimg

MB_630 report Most users rely on it to document their budghltprovides the greatest
level of detail about the budget, although numerother reports are
available. It is available on screen and in phat not as a green bar
report.

MB_699 report It shows_transactions or net changeade in BDS. It is a good way to
track and check your changes on daily or periodisid Always print a
copy for each development period.

Transaction panel This is underMaintain Items, Transactions. It provides year-to-year
transaction history on SAVED changes to individuss.

26. Information on menu options for college and Distti©ffice division staff include:
Inquire Position search, salary calculation, totals inquinade/step tables

Setup Setups tables that control system functions swliedining the valid
Chart of Accounts, defining benefit rates optioosntrolling access to
budget information, and augmenting data used twigeoreports and
control batch processes.

Reports There are many reports that can be viewed on saeqrinted. See
section 11 “Reports” for a list of reports and iidual report
descriptions.

Note: There are two additional menu panels, buethare not visible to most users

Process This panel group is only visible to users with B security status. All
global change processes such as Meet and ConfayaliRollover, and
so on are run through these functions. See the DBiGing manual for
more information.

Budget Book This contains BDS generated budget book scheduies. all have been
written and all are pending testing. Thereforeha time, these are only
visible to those with DBO manager security.

27. Position Search Hint 1:The top line of parameters links all selected itdapsan “AND” statement,
thereby reducing the search when more than onengdea is selected. The bottom line is linked by an
“OR” statement, thereby increasing the search t@suhen more than one parameter is selected. Do
not use top row parameters unless you have songeithimind such as counting all MATP positions at
Top Step (9). Instead, use the bottom row to sedéicrecords for “Employee ID 10102345 OR
Position Number 02501234”. You would get any/aitrent or future occupants of the position, and
all positions held by employee 10102345.
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28. Position Search Hint 2 The Employee Name and Position Title fields are autically wild-carded,
so if you enter a leading portion of a Last nam@&ite, the system will find all matches. You case
a percent sign (%) followed by other text to sedarha first name, or a part of a Title other thiha
first word (%Jason will return all employees wittetname Jason). This search panel also is NOT case
sensitive, whereas most other panels in the syatentcase sensitive when searching for names or job
titles.

29. Position Search Hint 3 On the far right side of the position search panektrio the “SEARCH”
button is a checkbox labeled “1". If you checksththe search returns only the most current positio
row, regardless of the number of updates that haem made. If the box is unchecked, you will get
all updates. Make your choice to check or leawanlblthe check box, depending on the information
you need to access.

30. “Do you want to save?” prompt when exiting inquige This prompt will appear when you try to exit

many inquiries.Say NO unlessyou are very sure that what you did before you enth@ inquiry is a
change you want in BDS.

6. Logging into BDS
Activate the Internet Explorer and go to the foliogrURL.:

https://hrappsl.dist. maricopa.edu/hrbud

Generally, you should enter your User ID and Pasdvemd click the button._Note that both
User ID and your Password should be typed in chfgiteers. New users will be given a new ID and
password.

Do not share your password with anyone. If yogébryour password, please contact the Budget Office
immediately so that your access can be reset.
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Once you have signed in, you should be aMI@CCD Develop Budgetspanel, as shown below.

7. Maintain Budget Items

The above screen shot shows the panels availdbitails on the features and usage of each panel in
Maintain Budget Items follows. This includes information on which pamelo access to perform
functions or see information.

Keep in mind that BDS groups budget informationvt®ar and Version, and each Version (or copy) of the
budget within a working Future Fiscal Year has sé&¢ggontrols attached to it. Each Version hasecess
level that is controlled by the Budget Manager! v&rsions with the exception of the current vemsiare

set to “view-only” for all users. The current worg budget can be set open to all College and Débsys
or it can be set to view-only for all users andyoallow District Budget Office staff to make chasge
during certain budgeting process time frames. AGuollege users can only make updates to budgat dat
pertinent to their Unit code(s), and they are allgwed view-only access to other Unit’s budgets.

Regardless of a budget Version’s security status grear, all users may view any account and line
items. They also may run reports of budget inform#on, at any time, for the current budget year
and any prior budget years. Other panels in this group, such as $aary/Benefits Calculator,Totals
Inquiry, and thePosition Searchcan also be used freely even if the Budget Vergmnare viewing is in
View-only status.

Below is a list of tabs undéaintain Budget Items as well as summary descriptions of the functidyali
of each tab. You can easily move between theselpance you have selected and entered one. Where
you initially and ultimately go, depends on youafo

Line Item List

This is the place to go if you want to find a certhne item. This panel also shows: summary totdls
revenues and expenses for the account and unfoi(dhe Division for certain District Office usersys
well as variances from base budgets that have beeffor each unit or division. There is no update

capability, but clicking on the button transfers you to thdaintain Items panel where you can make
changes or view more detailed information on threg item.
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Object Totals

This summarizes each account by object code arddies information on account budget totals. Ibals
shows a total of Budgeted FTE for this accountis Téwiew only.

Maintain Items
This is the panel to use to develop the budgetncltides buttons foupdate, add, drop, move offset,

and save Update privileges only exist when BDS is open dpdates; view access is available at other
times (buttons will be grayed out).

Transactions

This shows transactions for budget lines durinchefeacal year. It is an on-line audit trail. # easy to
toggle between this panel and maintain items. Reipee: items only show as transactions AFTER you

have saved!When an Offset Account is shown, you can clicktlos button to move to that account
automatically (from use of Move or Offset feature®jou can also adjust the FTE Type and Memo field
here if necessary to clean up the data that appeate MB_670 “FTE Changes” report.

Position History

This shows the history of a position during easkdl year. PLEASE NOTE that you may have to use th
scroll bar to ensure all position history to appéfayou have been using Maintain Items and haalder
record scrolled into view in the lower Positionalatea.

Totals Inquiry

This shows totals by fiscal year and in varied waggmember to Tab through each field as you énter

press the “Display” button after selecting all paeters Totals Inquiry also can be accessed through the
Inquire Menu panel when you want to view totals dén not working on a particular account.

Position Search

This searches by position, name, employee ID numipat, employee group, and grade. It also can be
accessed through the Inquire Menu panel when yau teasearch for someone but do not have an Account
you are already working in.

Salary Calculator

This models the cost of budgeting additional posgi salaries and wages. It has no impact onstotil
also can be accessed through the Main Menu patt@wtihaving to start in an Account.

To use Maintain Budget Items:

1. Click onMCCD Develop Budgetson the menu bar.

2. Click onMaintain Budget Items. You will be moved to a search panel (shown below).

3. Complete relevant information to select the account want to review or update, or enter a partially
complete set of key values and click 8earchto build a Search List. For example, using “11idr
Charge Center would return all Charge Centersdfaat with “111”.

NOTE: It is NOT necessary to enter a Fund as long as you entangleteUnit and

Charge Center-BDS will know which Fund is appropriate for arlyarge center.

Press search.

A list of charge centers will appear. Click on #Hezount you wish to go.

You will be moved to the account you selected.

ook
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To search for a particular item choose from therayppate fields on the screen. This will narrovwaothe
search criteria. The fields are as follows:

Budget Year — the particular budget year that y@hwo see budget information from.

Budget Version — the Budget Version will most likdbe MAIN, but notice there are other
versions in the database. Some are used for progea testing. Some are versions that represent
a shapshot of the budget at a particular poinime tALL UPDATES ALWAYS WILL OCCUR

IN THE MAIN VERSION FOR A FISCAL YEAR. ALWAYS CHOGE THE MAIN VERSION

IF YOU INTEND TO UPDATE.

(The Budget Year and Version will normally defaalipropriately for the current year).

Fund — to browse a particular fund, click on thearnext to the Fund field and choose from the
list that appears. The Fund is not required if go&1going to enter a specific Charge Center—save
yourself the data entry time by skipping it.

Unit — the unit will default to the unit number tha setup with the user’s operator id. You may
change this to look at other unit numbers. To gkaeither highlight the number and type a new
number or click the arrow next to the Unit fielddachoose from the list.

Charge Center — to view only one charge centertahe, type in the charge center number, or
choose from the list, by clicking on the arrow néxtthe field. You can enter a partial charge
center for Searches. IF THE USER SIMPLY TYPES TKHARGE CENTER, EVEN
WITHOUT FUND OR UNIT, AND THEN PRESSES OK OR SEARCHHAT CHARGE
CENTER WILL BE PROMPTED. THEN SELECT THE CHARGE ®QEER AT THE UNIT
YOU WISH TO VIEW.

Project — to view a particular project. This dutiie tends only to be used for capital items.
Description — if you know the name of the accouwppe this in, or type a few represen-tative
letters from the first word in the account name elitk Search (Case sensitive).

Division — choose a division from the list by clicg§ on the arrow next to the field.

Function — choose a function from the list by diigkon the arrow next to the field.

Enter any combination of search criteria and ctlekSearchbutton. A list of all possible values will be
displayed in the lower portion of the window, aswh below.

Select the line you want by clicking on that lin@u will be moved to the submenu panel of Maintain
Items that you first selected.
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7.1 Line Item List

The first panel or tab under Maintain Items is thiee Item List. Based on the search criteria therus
entered for this example, ticotillo account in unit 700 was selected.

No updates are permitted on this panel, but the e toggle to the Maintain Items panel by clickon
the double arrow to the right of the desired budiget Additionally, notice the top of the screemhere
are multiple tabs that can be selected. The usgrehoose these tabs to update or view the vadatss
pertaining to the line selected.

This panel contains information about three figars, for both the unit in total and the accohat was
selected. It shows revenues and expenditures @ageb detail to the line level within each objeatie for
which budget or actuals exist.

This account does not contain positions, but if somere budgeted, the title of the position would be
displayed, along with the incumbant’'s name, gratkp, FTE (HR FTE, not budgeted FTE), % distributio
and position number.

The Base Budgetis entered by the District Budget Office. It sattarget to which the units or divisions
should budget. The variance shows the differeretevden the current projected budget and the base.
When users are trying to balance their budgety, Wik be making changes in thdaintain Items panel

and could toggle back and forth betwéame Item list andMaintain Items to see if budget changes have
brought the projected budget to the same totahasBase Budget (For Expenses only, this Unit level
Variance is also visible ddaintain Items.)

To update a particular line item click on the arsow to the right of the line on tHane Item List panel
or choose the tallaintain Items at the top of the screen.
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7.2 Object Totals

The Object Totals panel displays account level budget informationtf@ current budget year as well as
projected totals for the next budget year. It ptes revenue and expenditure budget totals by atcdt
also shows a Budgeted FTE subtotal for the accoltiig.a view only panel.

7.3 Maintain Iltems

TheMaintain Items panel is the panel that is used to develop ind&idudget lines. It allows the user to
update or view a particular line item. Update peiyes are based on: 1) user security; and 2) dtudg
version security. District Budget Office staff capdate in any unit. Updates by college and [istri
Office division users are limited to the user’s leouamit, unit or division. Update privileges fot asers are
restricted to particular times during the year wB&€$ is open.

The budget can be modified by using the followiegen different actions (help is not available tigiou
this panel. (Please refer to “How do | access BBIp online?” section at the beginning of this doeat).
For user convenience the Save button is now avaiklbng with other update buttons at the bottadiin le
corner of the screen. The Help button is avail&lbfenot updated nor fully implemented, so pleaseato
rely on any data contained in it.

As shown below, all are buttons on faintain Iltems panel.
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Overall Rules Concerning Budgeting for Positions

1.

wn

10.
11.

12.

Always use % Distribution to split-code an emplaye¢EVER reduce HR FTE to less than 1 to
accomplish split coding. Benefits may not totadwately if you reduce FTE.

Change the FTE from 1 to a fraction if the positi@part-time.

Use the grade 999 for non-grid salaries, such ay eetirees with FTE, or specially funded
employees such as Athletic Specialists.

Use step 24 if a position is on an establishedegglad in between steps.

Use step 25 if a position is red-lined (above tbpoale but in an established grade).

To create or change a non-faculty position with ReEn OYO or OSO, seleBimployee Class
and then choosdonfac<6mosfor an OSO antonFac>=6mosfor an OYO.

To create or change a faculty position with FTEatoOYO of OSO, select Empl class and then
chooseOSOlnstrFac or OSOSvcFacfor an OSO andYOIlnstrFac or OYOSvcFac for an
OYO.

If you are creating an early retiree either withB-{object code 51538) or without FTE (object
codes 51531-51536), the flex amount will be $1,&00each line. If you wish to have a higher
flex amount to reflect multiple positions or fothet reasons, pre&fpdate, then theMore button.
Enter the amount in the Flex field, press OK. Saben you are done with your add. This will
properly benefit the retiree.

To vacate a position, eliminate the name. Tabobtlhe name field to ensure that the Employee
ID is set to zeros, and the Status changed to “Mackor new positions, set the Employee ID to
“00000000" to force the status to “Vacant”

To fill a position, update with a name, employee & (see next few steps).

To update an Employee ID: Enter the first fewdettof the last name, capitalized, and click on

in the name field. This will display a search b employees. Scroll to the correct one and
click on that line to select the employee’s namiab through and the system will fill in the proper
Employee ID. This action directly accesses employat tables in the production database of
MCCCD’s PeopleSoft Human Resources system. You geayn error message if HR is down,
so make a note to try it again later. If you det érror repeatedly, contact the Help Desk.

Note that clicking on  next to the position number and Employee ID fighdsvides similar
access to PeopleSoft HR tables. You can entemapidyee ID if you have one on paperwork to
get the right name, or use the Name search asilbed@bove to get the Employee ID.
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13. Searching on Position numbers can be a little yrigkhen there are many of the same title. They
are also accessed directly from the production RSmft HR system. When you Add, leave the
position number set to “NEW” and the system wilbahte a correct position number for you
when you save

14. Social security numbers are generally unavailablg, other fields such as employee ID and
position number are available. For privacy reastegal counsel advised against the inclusion of
Social Security numbers.

15. To reassign, reclassify or reallocate a positionvben employee groups: First Drop the position,
Save, then immediately add a new position in ther@miate employee group; on the Add sub-
panel make sure you check the box labélése Employee from last Drop”.Click OK, set any
additional field values necessary, and save yoangés.

16. When you select a grade during update or add, whartab to the job code or titles fileds, only
those jobs in the selected grade will appear. &8&B will show all titles regardless of Grade.
You may enter a speculative Title for a new poaitiat generally try to choose from existing job
Titles.

17. Unless you happen to know the Job Code number fiartécular position title, it is easier to set

the Title first. Enter the first few letters ofethitle (properly capitalized) and click on . Scroll

to the title you want and click on it. When youb taut of the Title field, the Job Code will be set
for you automatically. Job Titles and Job Code bera come directly from the production
PeopleSoft HR database.

7.3.1 Update

To update an existingixed budget (non-personnel) line item, such as Supplies

1. You can either put in a specific new amount inflYeXX-XX Project Budget field, or
2. Enter an amount in tHacrease/Decrease line byfield (use minus sign for decrease)
3. You may also enter Reason (optional).

4. To restore to the pre-changes amount, simply entero inincrease/Decrease line by:

To update an existing Personnel Expense line (bbjmes 51xxx):

Click on theUpdate button. This will insert a new History Row andeopup fields for input.

You are required to enter a description of thiageation in thdReason:initial field for cursor

Change fields as needed (see recommendations above)

You might make additional notes in the memo fieldhichever of the two your security profile allows
you access to, Unit/Divh or DBO). ThReason will be added as the first line of the Memo
automatically when you save, so do not repeattiiénmemo.

PR

If you decide that you want to restore an Updates@hnel Line, that is, UNDO your changes, you s
the DROP button at this point (ONLY prior to savirig discard your changes.

(At this point, you might want to ugeffset to designate a reserve line to fund this change)
5. Left-click the Savebutton, or tab forward to tHgavebutton and press Enter.

6. Review changes to the line and totals fields.
7. Click on transaction panel to review net changes.

Note that you must clicklpdate to update a position or salary line but fixed exges and revenues are
automatically in update mode if the version is ofmrupdating.
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You may usdJpdate to:

1. Update a position:
Using a regular salary plan grade and step
Using a regular salary plan and off-grid (step 2Bétween steps and step 25 is redlined)
Using a 999 position (for non-grid salaries likelgaetirees or specially funded ONLY)
Changing HR FTE (this will impact the salary anaéié costs and budgeted FTE)
Changing % Distribution
Change a non-faculty position with FTE to an OYQD80
Change a faculty position with FTE to an OYO of OSO
Change the calendar for a position (this will impsedary and benefit dollars and budgeted FTE)
Vacate a position (do this by eliminating the naand tabbing through the name field)
Fill a position (update with a name, employee I,)e
Change a position number
To change a title or job code (note: these comm tHfuman Resources tables)

Update a revenue line item.

Update a salary pool line item.

Update a fixed expense line item.

Update a memo field, even if you are not changimguants or position information.

arwN

Once the line item has been updated, the user muslick on the Save icon. If dollars or FTE are
modified, the change will appear on the transactiopanel.

You may make a series of changes to line itemsiaaount and click on Save once to commit all the
changes to the database. The only possible dra&wibadoing this is that if you Add or Update severa
positions the changes to FICA and other statutory benefitdines will be combined into single
Transaction entries. That is probably OKput be aware of it as a reporting issue on any MB 6
Transaction Changes reports.

Note that statutory benefits cannot be changedguspdate functionality. They change when salaries
change and changes in rates are centrally cordrolle

7.3.2 Add

If you want toAdd a position, salary pool, non-salary expense @vanue line item, this is the function to
use. You can use this to add line items for angailcode, whether this account has existing linith
such object code or not. There are no additiosips or requests to CFS or budget staff needadda
new object code to an account, as long as thatbbgele has been approved for budget use and se&up
time system wide. Note: You cannot add an objeitt abudget of $0.

This function can be used in conjunction with @i#set function if the user wishes to fund the added line
from a particular account line item (typically vaus reserves). By usir@ffset, the budget of th©ffset
account will be reduced. See the Section orDtfiget function for more information.

The Add function also can be used in conjunction with Brep function. For example, to reassign or
reallocate a position between employee groupg,digp the existing position. Then Add anotherifims
where it is needed, being sure to check the optimx labeled “Use Employee from last Drop” to pull
forward the various position attributes (works eWenVacant positions!), fill out all other inforrtian,
pressOK, verify the position data, aréve
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To use Add:

Press thé\dd button; you will move automatically to a new paskebwn below.

Choose the type of budget line to add.

Select an object code from the pick list or typia if you know the number.

Include a Reason (this is a required field).

Type in a budget amount if this is a salary poelyenue or fixed expense. Select a grade, step,
employee class, job code, title and FTE changeufare adding a position.

Pres0K.

Make sure your memo field is clear and comprehensihhe Reason will be added as the first line of
the Memo automatically when you save, so don't agfie

8. Verify the entry is what you want it to be, makey additional changes.

9. Left-click theSavebutton, or tab forward to tHeavebutton and press Enter

10. Note impact on budget for the line and the totil f

11. Click on Transactions panel to review the change.

agrONE

No

If you later want to modify something about thigrgnuse the update function. If you want to dipuse
the drop function. If you Drop an Added line itgamior to saving, the system cancels the panel far y
since there is no clean way to Undo an Add withibatCancel.

7.3.3 Drop

Use this functionality to drop any position, salgyol, fixed expense or revenue line item. Youncdn
Drop statutory benefits lines, they are system taaed. Drop works differently depending on whetber
not the line item you are viewing when you clickBROP has any un-saved changes already applieéd to i
The following screen shot illustrates the Drop pdiedds.

To Drop the line item you have in view:

Click the Drop button.

Type a reason.

Select the effect on FTE, as you want it to appeahe MB_670 report later on.
Update the memo field as appropriate.

Left-click the Savebutton, or tab forward to tigavebutton and press Enter
Review change in line, totals on the totals field.

Click on transactions panel to note change.

Nouo,rwnhE
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-

The Drop can also function as an Undo in two sitmst If you have Dropped a personnel line item by
mistake, clicking on Drop a second time will restdhe item, undoing the Drop. If you have Updaaed
Personnel line item and want to discard your chagehat line and continue working, click on Drapd
you will see the fields grey out and restore toghe-update values. If you Add a line, you canDe&p to
undo the Add but it is forced to perform a Cancasjiveay.

7.3.4 Move

The following sections detail how to move lines.otdl please that move functionality contains some
restrictions on the types of moves that are possiBiven restrictions on the move function, useeyy m
need to use combinations Bfop andAdd, or become familiar with th®ffset feature to reallocate funds,
particularly when moving funds from one Type oElilem (Position, Pool, Fixed) to another.

The Move functionality allows users to update theldet by moving lines from one account to another.
Positions, salary pools, non-personnel lines angmees all can be moved using this functionalitp.
general, move will move any type of line to anothecount (into a line item of the same type). ©bje
Code must remain the same. For Positions and megbpool lines, the entire amount is moved andw n
line item is created in the target account. Fae#iitems, including revenues, the Move will allgou to
specify the amount to move, and you can eithercs@darget account line item to add the amounbtto,
create a brand new line item in the target accowith the same object code or even a different abje
code.
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To Use Move

1. Press the Move button to move the line you havecsed (visible on the panel).

2. Select move to either an Existing account or Newoant. There is not much difference to these
except you must chooséNew Account” if there has never been any budget agtiin the target
account. ChoosingEXisting Account” is a way to be sure you are moving the litem into an
established account and not an empty or unusediatbyg accident.

3. If the panel also asks you to select What to dthe Target account, either choose #ad to an
existing line” or ‘Create a new line item” (appears for Fixed Line Item tymaly)

4. Select the account or line item to move to. Bedatab through all the fields until you have given
the system all the information it needs to fillal the account and line number fields. Some ef th
fields will auto-fill as you go depending on whatdppropriate.

5. Type an appropriate Reason. Reason will be pregubto the Memo also, automatically.

6. (If field appears) Select the impact on FTE lehelttyou want report MB_670 to show.

7. If the Amount to Move field is not grayed out, you may alter the amdonta partial move.

8. Choose tdtay in the move from account @o to the target account when the move fires.

9. PressOK which will then perform the Move, Save, and transfeu to the line item in the target
account if you chose the “Go To” option.

10. Update the memo field as needed.

11. Left-click the Savebutton, or tab forward to thgavebutton and press Enter.

12. Note changes in the total for your line and thaltotields.

13. Press Transactions panel to see your change.

14. Click on button to go to the account you moved to or from
15. View your change.

There are somewhat different steps involved in mgvpositions, salary pools, revenues and fixed
expenses. This relates to restrictions on some soltealso is not possible to partially move sglpools
or positions because of the difficulty of movindated benefits.

Note the following rules and restrictions on movidiges in BDS:

1. Revenue, positions, salary pools and fixed (nomsqrarel) lines can be moved between accounts and

between units, but only within the same fund.

Positions and salary pools can only be mawefaill.

Positions only can be moved within the same oljede. See the drop section for ways to reallocate

positions to other employee groups.

4. Salary pools can be moved to other salary poolablgjedes in other accounts but please DO NOT
MOVE SALARY POOLS BETWEEN OBJECT CODES. Differemenefits apply to different salary
pools and therefore if you move between salary pxéct codes, your changes may not update
accurately. This is bug to be fixed at some point.

5. Itis NOT possible to move salary pools to fixates when moving between accounts.

6. Lines in fixed object codes and revenues can beechmvfull or in part to existing or new lines in
fixed object codes, both within and between accaunt

2.
3.
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The screen shot below shows the fields that existnamoving a position. This example illustratesaen
to an existing account. There also is a choice ¢@amo a new account. The fields on the panelao n
change regardless of the choice of existing or aesount. Note at the bottom of the panel that #e gan
choose to remain in the existing (move from) actadier the move takes place, or can move to tigeta
(move to) account.

The screen shot below illustrates the type of scibat will appear when moving salary pool, revenue
fixed expense items. It offers a choice in AddBugdget to an Existing Line (top right radio buttaor)
Creating a New Line Item (bottom right radio butjonUsing the Create New Line Item offers more
options to move funds, such as selecting a diffet@nget object code. Note the amount to movaulef

to the total in that line; this can be changed thifferent amount if desired.
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7.35 Offset

The Offset function is the last way an account or budget lsarmodified. The offset is related Rmol
Account functionality but can apply to any account, eveosththat are not designated as pool accounts.
Note that Pool Account as it pertainsofifset is a different concept from “Personnel or SalaoplR_ines”.

Essentially, theDffset functionality allows for two sided transactionsdne change. For example, a user
might Drop a line andOffset the savings to another account. Using @féset function, the user can
accomplish this in one action. dfffset was not activated, the user would nee®top the first line,save
determine how much money had been saved, click@€Correction icon (pencil) to search for the actou
in which the funds should be depositelghdate or Add to this account, anshve

BDS maintains a record of every transaction, wiéchiewed using the Transaction panel. The twedid

transaction audit trail (with the convenient button to switch accounts) and the convenienogarking
within an account and not having to access a sepacaount to make reserve balancing entries arénih
primary benefits of this ne®ffset functionality.

This manual includes some instructions on the ®ffsaction.

In order to start thinking about how to set up ypobl accounts, review your budget and identify akihi
line items you have used in the past for holdingerees or reallocation funds. If you wish, the geid
Office will work with you to set up your often-useeserves lines as “Pool Accounts”, which is justay
to make shortcuts for these accounts so you ddang to keep typing in the full account number.uYo
should also think about where you want the Disiatiget Office to transfer new funds into your usib
that one or more “Pool Accounts” for that purpoae also be established. There is no limit on hamyn
pool accounts you can use, but in determining thabrer, you need to carefully think about the défer
uses and restrictions you might want to place eselpool accounts.
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To use Offset:

1.

2.

o s

10.

11.
12.

Press th@ffset button when you first enter the account in whichi yare making changes, QiRess it
after you make your changes, afore you SAVE

Select an Offset Option:Pool Accountto pick from your list of designated reserve actdeu or
Specific Accountto enter the full account code and line numbea tihe item which you do not have
set up as a Pool account. Selé@tar Offset to start over after a mistake, or to turn off t#set
feature completely so that no offset account weélidnocessed.

Complete all relevant information about tBéfset account. If you chosBool Account, click onthe
small triangle icon and then click on the Pool yeant. If you choseSpecific Account start in the

“Unit” and use  to select each value. Be sure you Tab through 8ald once you enter its value.
Sometimes the next field will be filled in for yosuch as “Project”. As you tab through the “Line”
field, you will see account line item balance atioko information appear at the bottom of the panel.
NOTE: Pool Accounts need to be setup in advanoedar for them to be used here

(See the?ool Accountsection).

The words Offset Ready should appear in the upper right of the panel.

If you want toOffset to the account shown, pre®K to return to the main panel. Or you may click on
“Clear Offset’ and then OK to exit with no offset account active

Notice on the Maintain Items panel that the midsHetion of the panel now advises you tbéfset is
activated, where the read label “Offset To:” and #tcount code are shown. If you do not see the
“Offset To:” then no transactions will be postedatyy Offset Account.

You may continue making your changes to line itéfgcessary

You canSAVE when changes to the account are complete. Asdsrtge “Offset To:” is still visible,
the system will calculate your net changes, revérset/- sign, and post a single offsetting tratieac

to the Offset account line item you selected. Note that whetlwer ypdated one line, or did multiple
updates/adds/drops, what gets posted to the ddfssiunt_when you SAVES a single entry that
covers the net of all your changes since the kgt s

Note also that the Unit and Division totals willlprbe updated when your offset account is part of
another Totals entity (combination of Fund, Unitddivision).

If you need to make any changes within the sameuwaatdut without using an Offset account, click on
the Offset button again, then click o@lear Offset, thenOK. You will see that the red “Offset To:”
label on the main panel has disappeared. This sndat Offset is not active. If you make more
changes an8avenow, no offset entry will be generated

Review your account and unit totals.

Move to theTransactionspanel and toggle to thHeffset account using the  button.

A few critical points must be remembered aboutdfigset function:

1.

2.

Do NOT use th®ffset within the same account. ONLY use between diffeeecounts. Budgets may
not update correctly if you try 1Offset to a line within the same account.

Offset remains on and in effect until the user either sffite account or clears the offseDffset
remains in effect after you SAVE, unless the uséiséhe account or cleaf3ffset. Note that if you
leave your first account to check on the balance ithe account you offset to, BDS assumes you
have exited the account. Therefore, Offset will beleared or turned off.

Offset may be used between units within an appropriate éidmit group, or by users with DBO
security levels.

When using thé&pecific Accountoffset, only some kinds of line items will appear your object code
choice list (never Personnel lines).

WhenOffset is active, limit your changes to either just Exgesy or just Revenues, to match the object
code type (Expense 5xxxx, or Revenue 4xxxx) ofQ@iffset account. You cannot update bBttpense
and Revenue line items when you have an Offsetat@rtive.

Offset functions at the individual line level. It doestmeflect the entire account. Therefore, be sure
that the budget in the Offset line is sufficienthtandle your transactions. The system will stop yo
when you Save if your net increases exceed thexbalia the Offset line.
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The following screen shot illustrates the panet thgprompted when selectingRool Account Notice
that the user does not need to type account intimmahey just need to select the correéobl Account

O

This screen shot below illustrates the panel thgirompted wherspecific Accountis selected for the
Offset. Notice that the user must input all idBsitig information about the account line item. Elethe

user is ready to Tab past the Line: field so that‘Offset Ready” indicator will appear in the spamxt to
the OK button:

O
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In either case, if users wish to use an object cadalready established in this account, this mékd to be
setup:

Go into the account you want to use a$dfiset accountMaintain Items.
Press the ADD button and select the object you tanse.

Add $1 or any amount, a reason, press OK.

Update the amount field to $0, add a reason anghdate your memo field.
Press SAVE.

You now have added your object code to serve @3ftmet.

ogkrwpbrE

The Move function can create a line item in a taegEount, so consider using Move as a shortcotaee
some dollars into the target account, in a newdatad line item (be sure to select “Stay in thisoaot” on
the Move sub panel). Then you can activate Ofisg¢he newly created line in the target accountkema
additional reductions in the current account, ahénvyou Save, the additional net dollars wouldHgesl
to the new line item in the target account.

The following are possible ways to uSéset.

1. Salary Savings: update a salary to the vacancy. leReessingOffset before the update or after will
transfer the net savings to the account in whialwould like to reserve them. Make sure that you do
not Save until afteyou have activated theffset feature.

2. Add a position, salary pool or fixed expense. Gwmugh theADD process. If you did not press
Offset before thédd, presOffset, identifying the account from which funds shoutire. Save.

3. Drop a position, salary pool or fixed expense affde€d go through your drop actions, then activate
Offset account (or activate an Offset before yautst the Drop process). Save.

4. Update a salary pool or fixed item, reducing fun&fsesOffset and choose the account to which you
want to move funds. Save. Théud a position where you need to. Press Offset andsghdhe
account to which you offset the salary or fixed Ipigem; this will fund the added position if youve
enough dollars built up. Note: offset also coulvér been initiated before the start of you other
changes.

5. One nice thing about using Offsets is that charngeRositions or Salary Pool line itemegluding
implied benefits obligations can be taken from or reserved to an offset liami You can use an
offset account as an intermediate holding placerwheving some funds from one type of line item,
say a Salary Pool, to contribute to the creatioa Bbsition. Be sure you gather all needed fundisd
intermediate line item (by reducing various linenits with Offset to the intermediate account line)
prior to Adding the position that will be funded from thesther net changes (with Offset also
activated against the intermediate account).

6. Note that Budgeted FTE are noanaged using the Offset feature. Net chang&3 B will show up
in the Audit trail, and can be analyzed using repB_670, but it is your responsibility to recycle
Budgeted FTE back into positions. FTE cannot mKed” in a reserve line using Offset.
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7.4 Transactions

Once a line item has been saved, a transactiomdrégavritten. This panel enables the user to viast

transactions for an individual line item. You cdwhake screen prints of these as you are updafg) B

keep track of your changes. Alternatively, BDSues a MB_699 report that reports all changesahat
made in a budget cycle, with a date range sele&tiature.

Note below that both Dollar and Budget FTE chargyesreflected on the Transaction Audit Trail. dfuy
used the Offset feature in the change you madewnid see the Offset Account here also, with adput

labeled that easily transfers you into the target accodrite Move feature would also mark the audit
trail to show the source or target account of aeddine.
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7.5 Position History

The Position History panel allows the user to vithe history of changes made to a position since the
beginning of the current budget year cycle. If ymed to view position history for a prior yearuywill
need to use the red pencil Correction/Search icorthe Position Search panel) in order to lookhatt
year.Position History will show you all position changes at once, whichkes it easy to compare changes
to certain critical position attributes over time.

When you first select the Folder T&wsition History, the line item on display here is the last liresrit
you were viewing usingMaintain Items, or the first one in the account if you have jestered the
account.

Sometimes, positions are funded out of severalwdso To find and view the other parts of a posit

funding distributions, use tHeosition Searchpanel tab to locate therr go toMaintain Items and click
on the search icon next to the position numbed fiel

7.6 Totals Inquiry

The Totals Inquiry panel enables the user to viais$ in various ways within a budget year.

To Inquire on Totals:

Select Totals Inquiry

Select a budget year and version.

Select expenditures or revenues.

Make a selection in the “Selected By” box. Thisesgon will determine your next choice. For
example, if you choose fund group, the next cheidebe which fund group. If instead you select,
unit, the next box to select from will be a listugfits.

You must select data in all fields for data to &imed.

As you tab out of the last required field, totaidl appear. Otherwise, click on Display.

To change any parameter, repeat the selection gg@eel click on Display.

PN PRE

Nou
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Some notes:

1. Totals by division also are available. This iafticular interest to District Office staff.

2. Fund Group refers to all funds within a series.r Egample, Fund Group 2xx includes funds 210
through 290. Fund 7xx includes funds 7xx througk. 8

3. Home Unit refers to the parent of particular centar campuses. For example, Phoenix College is the
Home Unit for the City Colleges Center and Mesa @umity College is the Home Unit for the Red
Mountain Campus. Grouping by Home Unit aggregesesnits.

7.7 Position Search

Position Search allows all users to search fortjpos (job titles) or employees (employee namdsalso
allows searches on various other attributes of eyggls or positions, such as Unit, Salary plan (amtd
employee group), grade, step, employee ID, or jpositumber. Searches on social security numbers ar
not available. It is possible to search all posisi in each unit. Position Search can be accessedtab
within Maintain Budget Items through the Main Menu.

To Use Position Search:

1. Choose the year and version you wish to search.

2. You can narrow your search by entering values i @nmore of the various search qualifier fields on
the top two rows of the panel.

3. Search can return results in one of two ways. Eht®ntrolled using the tingheckboxlabeled asl’,

just to the right of th&earchbutton.

To see positions only as of their last update,uve the tiny box i€heckedon.

To see positions with all updates, including forrmecupants and so ociear the Checkbox.

Now you are ready to run your search. Left-clicktbeSearchbutton.

A count of rows found appears to the right of 8earchbutton when the query completes.

© NoOok

Clicking on the button on a returned position line will take yauthe Maintain Items
panel in order to view or update that account avsitipn line.
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Note that the first row of search qualifier fielddll always narrow the search, by seeking a certain Unit,
AND a certain Salary Pla®\ND a certain Grade. For example, if you chose WaQ, the Faculty salary
plan, grade90 and stepl2, you only would see positions that nadt those criteria. If no records existed
for this search, no records will be displayed.

In contrast, the second row operates witltD&hfunctionality. If you enter selection criteria tms second
row of search qualifier fields, your search wouldquce positions that many of the selected criteria.
For example, if you enter a name dbrith” and a title of Director”, and a position number of
“01001234, the search would produce all items that met ang of these criteria, including all Smith’s,
with any first name, and any positions which hawile that begins with “Director”, and all fundiagpf
position “01001234” regardless of occupant or title

If you include parameters for both the first andas&l rows, your search will find position rows tffiaifill
ALL of the first-row “AND” qualifiers, and then itvill select from that narrowed population all pasits
that meet any of the “OR” conditions you suppliedtibe bottom row of qualifiers.

If specific information about a position is knowhe search can be on that field. For example, may
know a person’s name or title or (unlikely as )tesnployee ID or position number. The Name andeTit
fields are NOT CASE SENSITIVE.

In addition, with those two fields you can use @racle relational wildcard character of “%” (pertsign)
to search for parts of names or titles that doapgear first (leftmost) in the field. Search f&%Debra”
to find all employees with a first name of Debr&@earch for “%Analyst” to find all kinds of Analygib
titles.

ThePosition Searchpanel as it appears with position number entered:
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7.8

Salary Calculator

The Salary Calc panel enables the user to view atagpertaining to a particular salary. Use has no
impact on budget totals. The salary calculator lbaraccessed as a tab (right of the Position Saajh
under Main Budget Item and from the Main Menu asxshbelow.

To Use Salary Calc:

PR

No

Choose the Salary Calc

Choose the year and then version (Note: underlgalary tables are both year and version specific).
Choose a Salary Plan; use salary pl@dN to check non-position Salary Pool options.

Other parameters will change to default settingh Wie selection of a Salary plan. At this pohm t
user could skip to Fund or may need to first modify employee class (see below for reasons why a
user would modify employee class).

There are some variances in benefit rules amondsfiso be sure you are inquiring against the fund
you are interested in.

Select the appropriate grade, fund, FTE and caftenda

The salary and benefits for your inquiry will bespliayed.

Hint about using Salary Calc:

1.

Salary Plan is tied to particular object codes.piyee class refers to classes of employees such as
OYO, specially funded, MSC employees. In mostanses, the default to salary plan would work for
you, but you might need to change employee clagsufare inquiring on an employee other than a
regular employee. For example, if you selectetlezgial faculty as your salary plan but wanted to
inquire on salaries for faculty at the MSC, you Vbreed to change the employee class to “Skill
Center”.
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8. Setup

Numerous functions are included under setup. BB&aiin the Budget Office generally can update all
Setup functionality. College and District Officévidional users cannot update this information ta
view the functionality and setups. Generally spegkthis functionality applies global changes ttaj
hence the restrictive access. The following scpgert shows the functionality available under $etu

8.1 Maintain Security

**Eor Budget Office Use Only**

In brief, security on the system is maintained bitisg user profiles (Maintain Security) and seegri
versions (Maintain Versions). If a version is N®&t to allow update access to any or particulaasels of
users, the version is view only. Note that allredeave access to view and print all data atmiés. If a
user has read only access or is restricted to ingdanly particular units, all or much of their @ss will be
read only, even if the version security generallgves widespread access.

To request or update access to BDSend an email to Lulut Clow, with the person’snea college,
whether the person needs view only or update acedshe units/divisions that they will be updating
Please indicate the purpose of this access.
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To set up a user for the first time, the user finsist be setup in People Tools. Follow the prooedelow:

1. Click on MCCD Develop Budgets — Setup — Maintaici8ay

2. Open an existing user who has the same accestepsfthe user you are trying to create. Change th
user’s name to the new user’s last name, first nafeter the password twice as shown, generally
“NOTHING” or whatever is appropriate, and Save phefile.

3. Next, the user must be setup in BDS by a Distrigtidgiet Office staff member. While college and
District Office division users cannot setup segurihey can go into Update/Display All to view
security setups. Be sure you remember the “syatsmass name” you used in the previous step.

4. Next, click on Home — MCCCD Develop Budgets — MCCOBvelop Budgets — Setup — Maintain
Security

5. Search by either Budget User Name or Home Unit

6. SelectAdd New Valueif this is the first time and follow the stepsdick if the access
is to be modified.

The levels of security access are shown in thelgmetew. Level 2 has the highest access, after our
programmer of course, whose access is not eveaseqmied here.
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The following describes user security access profiles.
DBO Manager (level 2)

District Budget Office staff who will update bernsfirun meet and confer, and manage security. Meeho
unit is required, but it will be used as a defdaittsearches if the user works mostly in a paréicuhit.

DBO Analyst (level 3)

Remaining District Budget Office staff who need afmlaccess to all units. No home unit is requibed jt
will be used as a default for searches if the usgks mostly in a particular unit.

College Manager (level 4)

College or District Office staff who would update antire college as well as its centers and canspuse
You must set a Home Unit value which will limit thé&udget updates to all Units which fall withinigh
user's Home Unit. You may also set a Unit valuéutther contrain updates to only that unit.
College/Division Users (level 5)

College and District Office staff who are respofesifor updating just the budget of a campus, ceoter
division of a unit.  You must set a Home Unit valwbich will limit their budget updates to all Units
which fall within this user's Home Unit. You maisa set a Unit value to further contrain updateserity
that unit. If this user is a District Office diual user, then set the home unit, unit and divisiumber to
700, 700, and their appropriate division.

Department Users (level 6)

This is not implemented at this time but if implexted may allow updates to individual accounts only.

Read only (level 7)

For employees who will never update BDS in any Wwalrequire view access to perform their duties.
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8.2 Maintain Versions

Maintain versions, along with Maintain Securitynaeas the two controls on update access to BDEly O
District Budget Office staff with a DBO manager sety profile can update the Maintain Versions
functionality and panel. All other BDS users cawwthe panels, however.

One primary purpose of Maintain Versions is to saturity on a budget version. The following screen
print shows the version status possibilities thatevailable.

A second but important purpose is that the numbdags in the year must be updated in Maintainioess
AFTER rollover but BEFORE someone runs meet andecqurocesses. |If this is not done, calendars less
than 12 months will not calculate properly. BDSlwdo this automatically as long as a field on the
maintain versions panels is updated. The userchange the field back to the original choice arehth
save.

To Maintain Versions:

1. Go into Setup, Maintain Versions

N

Check the Correct History option if you are makiagchange, or click to view all
version, or click Add New Valu® secure a new version.

Select the year and version.

Press OK.

Make your change.

Update the memo field as required.

Save.

Nogakw
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Rules Regarding Versions:

1. Adopted budgets and prior year versions always ldhoel set tdPermanent Read only To revoke
this setting, a programmer must do an SQL updat¢henMB_BUD_VERSION table to reset the
version status.

2. Prior versions for the fiscal year under develophsould be set at Read only (level 1) to allow the
version to be set to updateable status by the DB@ager if updates are needed.

3. If widespread updating by all users is permittdéat Main version should be set to College division
users, level 5. Otherwise it should be at levédBQ staff updates allow.

4. Do not set the adopted budget (Main) for the fisesr under development to 0, permanent read only,
until you rollover this budget to a new fiscal yedf you set the version to 0 before the roll, thew
version will copy to with a version security of §.ou will then need a programmer to reset the varsi
security.

5. DBO staff needs to remember to update work dayshén Main version immediately after any
MB_110 with the Rollover option set on. This must be donkefore any updates on the newly rolled
budget versionbefore any version copies within the new year, &mdore any Meet and Confer runs
in the new year! BDS will recalculate the daysl@sy as a DBO manager updates any field and
Saves; the field then can be restored to its aalgitate, if appropriate, and Saved again.

8.3 Maintain Benefits Rates

The Maricopa Community College District currentlydgets salaries and wages for Board approved and
part-time positions. Therefore, benefit budgetistexn Object Code range 52000. Benefits includéhb
statutory benefits (e.g., employer paid social sgcand Medicare) and flex benefits (e.g., healtid
dental insurance). Statutory benefits are alsocasted with wages such as part-time employeestioe
dollars and extended contracts. Other categasied) as In-Lieu Auto, also have benefits associafitd
them. Only those people with “DBO Manager’ seguatcess will be allowed to update or change benefi
rates in the system.

BDS automatically calculates benefit budgets basethese rates settings, the benefit control flegson
each object code setup, some specific rules pragehinto the System, and of course salary amounts.

To Maintain Benefit Rates

1. Go to “Setup”, “Maintain Benefit Rates”

2. Choose your budget year and version. REMEMBER THATANGING THE BENEFIT RATES
WILL AFFECT THE RATES FOR ALL FUTURE POSITION CHANES OR MEET AND
CONFER RUNS FOR THE YEAR AND VERSION INDICATED.

3. Input your changes and save your work

4. Benefits will be applied if a position is updated ibyou run “Meet and Confer’. MEET AND
CONFER MUST BE RUN TO MAKE GLOBAL CHANGES IN BENEFB. GLOBAL
CAHNGES WILL NOT OCCUR IF YOU HAVE NOT RUN MEET AND CONFER.
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Figure 1:

Note: To add benefits to a new or existing objeotle, a programmer must revise programming code

Benefit Object Codes

52110 FICA

52120 State Retirement (ASRS)
52130 Medicare

52310 Life Insurance

52410 Disability Insurance - LT
52430 Workmen’s Compensation
52999 Flex Benefits

Benefits Definitions

FICA & Medicare (OASDI:

Every employee is required to pay federal and states. Employer contributions are required farialo
security and Medicare benefits among other thingst wage categories are subject to FICA. FICA is
calculated as a rate applied to salaries and lhsne®ASDI has a maximum salary cap that variemfro
year to year. Any salary over this cap is not thxelowever, Medicare has no cap. Therefore, iflidare

is budgeted separately, the budget will increaBell-time students do not pay into FICA or Medicare
except in summer months if they are not enrolledasses.

State Retirement

All Board approved employees are required to pigdie in the Arizona State Retirement System (ASRS)
Employees must make a contribution to the plarhdéfytwork twenty or more hours a week for twenty
weeks. For Faculty, one load hour is equivalenivo clock hours. Employers are also required &am
the contributions. The withholding rate fluctuatssch fiscal year based on actuarial assumptiodgsan
currently 9.6% of salaries and wages for FY07-08.

Life Insurance:
Eligible employees are automatically provided wihb,000 of term life insurance. Maricopa currently
budgets $42 for each position to cover this. Tinewnt is subject to yearly change based on costs.

1 OASDI: Old Age Survivors and Disability Insurance
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Disability Insurance (Long Term):

Long-term disability insurance provides financiabiection if an employee is unable to continue gk
This coverage is automatically provided throughAheona State Retirement System. Maricopa culyent
budgets this at a rate of 0.15%. The amount igestitp yearly change based on costs.

Workmen’s Compensation:

Employers are required to have coverage for empoyeho suffer on-the-job injuries. This amount is
currently budgeted at 0.19%. Some employee grayzs) as Crafts, M&O, and Safety have a higher risk
rate, currently at 2.14%. The rates are subjegetoly change.

Flex Benefits:

Maricopa Community Colleges offer a “Cafeteria” pléor health, dental, short-term disability and
supplementary life insurance. Each employee isrgitflex dollars” based on their personal profileda
allowed to choose from a variety of insurance apio If their choices exceed their allocation, tlzeg
responsible for paying the difference. If there &tex dollars” remaining after they have choséeit
coverage, they receive a portion back as taxablardd For FY08, flex dollars are budgeted at $7,142
per FTE in Funds 1, 2, and 3. BDS allows budgefimdcarly Retirees with FTE. The flex rate is 310.

In Add or Update mode in Maintain Budget Items,sgréhe “More” button. Type $1,500 in the Flex
Benefit field, press OK and save.

Miscellaneous Benefits:

Also included on the Benefit Rates panel is theuidf Faculty Load Hour Rate. For FY07-08 the iate
$766, this is the amount per credit hour that adjdaculty are paid to teach. This rate also &pto
summer school for regular faculty. Adjunct facuftsty into ASRS if they work more 10 or more load
hours for twenty weeks. Their ASRS rate is cutyebtdgeted at half the full rate, assuming tha#o56x
adjunct faculty exceed the load hours.

Benefits in the Budget Development System

There are several ways to locate the rates and msof benefits depending on your goal. To vielv al
rates, go to “Setup” — “Maintain Benefit Rates” Search”. This panel lists all the current ratésach
object code will list the benefits associated witht line. Go to the “Maintain Items” panel to dbe
specifications. The “Line Item List” panel and “f@bt Totals” panels will list the benefits by objende

in sum for that unit. To find out how much the bfts would cost for a position, go to “Inquire” —
“Salary/Benefits Calculator”.

Finding Benefit Rate and Amounts:

Benefit Rate Update
Line Item List
Maintain Items
Object Totals
Salary Calculation

2 Employees hired prior to 1984 receive 80% backr@sed from 85% this fiscal year) while thosedhifier 1984
receive 50%.
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Benefits Rules

Only object codes in the 51xxx series receive hitnahd are subject to benefits “rules”. Theserated
and are available for updating in Maintain Objecd€s. These rules determine what benefits levidls w
be budgeted for positions or salary pools creatagpdated within these object codes. Following It

of the object codes and their respective ruled #s®writing:

51111:

All Benefits

51112 —51116: Full FICA, Medicare, Retirement &@vidrkmen’s Compensation

51121:

51122:

51124:
51125:
51128:
51210:
51220:
51230:
51240:
51250:
51260:
51270:
51316:
51310

Full FICA, Medicare, Workmen’s Compensatidstate retirement (ASRS) if board
approved; if adjunct and have worked 10 or morel lbaurs (equal to 20 regular
hours) for 20 weeks consecutively

Same as 51121 except for evening classegenirtf class instructors must pay
Medicare and either pay into FICA or contribute i@imum of 7.5% to a TSA.

Same as 51121

Same as 51121

Same as 51121 except for evening classe$(922)

All benefits

All benefits

All benefits

All benefits; higher risk Workmen’s Competia rate

All benefits; higher risk Workmen’s Competia rate

All benefits

All benefits; higher risk Workmen’s Competisa rate

No FICA or Medicare. If not enrolled agedent in summer, must pay FICA.

FICA and Medicare; no State retirement unikey have worked 10 or more load
hours for 20 weeks

To check rules for object codes, go to “Maintainj&@b Codes” and put in the object code number. All
benefits rules will come up.

Making Benefits’ Rules Changes

Object Code Panel with Benefits
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Warning!
Changing a Benefits Rule will affect ALL versioras that fiscal year. Use Extreme Caution!

Unlike Benefits Rates that are exclusive to a y@at version, any changes to an Object Code Benefits
Rule will affect ALL versions for any fiscal yeaf herefore, extreme caution should be used whenngak
the decision to change a rul®ules can be changed in the “Maintain Object Gdenels. Meet & Confer
must be run to effect the changes globally.

There are some cases in which BDS uses overridgagroning code that modifies the behavior specified
by the Object Code benefits rules for certain sgdecases. One significant programmed rule elimmate
several benefits and cuts the State Retirementimatalf if you are budgeting in an object codemally
used for Positions, but are instead setting upreposition Salary Pool (in Faculty/51111 for exae)pb
hold additional funds that will be allocated outttver some intra-year adjustments.

Frequently Asked Questions
1. Where can | see which object codes have which igiplied to i?

Go to “Setup” — “Maintain Object Codes”. Input abject code and the panel will show you the rules
and rates. You can select a year and version fiichwou want to see the Benefit Rates that would
theoretically apply to this object codmybject to the other programmed rules of the systemThis
panel is where benefit rules can be changed. Wigsemse caution when changing a rule as again, it
impacts ALL VERSIONS. Nothing will happen at theoment that you save your changes—the
changes do however become effective immediateld, witl be reflected in any personnel line
updates or any Meet & Confer processing that isegbently performed.

2. If I need to change a rule, what do | do?

Depending on your security access, rules can begehin the “Maintain Object Codes” panel (see
Question #1).

3. If I change a rule or a benefit rate in BDS, wiltichange in the Meet and Confer model?
As already stated, Meet and Confer must be run &aehthere is a change. If you want to apply only

benefits adjustmentde sure all the COLA options in Meet and Confer get to zeravhen you run
the M&C Calc option.

4. Why doesn’t the salary calculator match the bensfitiles on the object codes panel?

The object codes panel is not fund specific; tHargacalculator, in most cases, is. The benefits ru
may say “Budget for Flex Benefits” or “Budget H&IfCA Rate” but it will not come up on the salary
calculator if these rules do not apply to that fulBke above “Testing of Benefits’ Rules Changes”.
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8.4 Maintain Base Budgets

Each college and each district office division ieypded a base budget in fund 110 to which it isedsto
balance its expenditure budget each time BDS is dpeupdating. Similarly, a base budget is predd
for fund 210 through a FAC approved college agtialiocation spreadsheet. Revenues and expensliture
must balance in fund 210.

BDS includes a field in the Maintain Items, Linerit list that shows the base budget. It is comptréide

actual total of the projected budget and a variasashown for users to easily see the variance deivthe
base and projected budgets. In the following stid®t, note the portion of the panel labeled F98y7-
and the header “Base or Original Budget Level”.

_ >

In fund 2xx and above, BDS also compares revenaodseapenditures by fund to show that they are in
balance. Note the same panel area in the scre¢bslow. It now includes a “unit rev/exp fund izarce”
in the far right top part of the panel.

>

Maintaining the base budget targets can only be dgrsomeone with DBO manager security. The source
documents are base budget reconciliation reportfiffed 110); and college activities spreadsheetf(fod
210).

Note that each budget version is likely to havéfi@mr@nt base budget, reflective of the overallgrassion

of budget development for the District. At soménpait is hoped that we can attach these spreatstie

the appropriate versions. After running meet aodfer and making any other last changes, the base
budget in the final BDS version that goes to thev&ning Board for final adoption needs to be update
show this final base.
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To Maintain Base Budgets:

Select Setup, Maintain Base Budget levels.
Choose the Budget Year; note that the version awayaults to Main.
Choose the fund, unit and, if appropriate, division

wn e

Press Enter or click

Revise the Adjusted Base Budget as required, briagtthe net increase or decrease transaction.
Note that the variance should adjust accordingly.

Save.

Check an account within the fund, unit and, if apiate, division to verify that the update occdtre
FTE Base Budgets are not implemented but may bt ing@e future if needed.

©Co~No O A
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85 Maintain Unit Controls

The purpose of this functionality is to store sttital data that is used in reports to providespst unit.
In particular, it stores FTSE, headcount and sqfeotage for use in the 635S. It only can be updldly
someone with a DBO manager security profile.

To Modify Unit Controls:

Go into Setup, Maintain Unit Controls.

Search either by Budget Year or Home Unit

ChooseAdd a New Valueto add controls for the first time; to update, ab@Search.
Enter data concerning the year, unit and home unit.

Enter revised statistical data.

Save.

Run the MB_635S to window to see if your changeseveecepted.

NouokrwbE

8.6 Maintain Report Aliases

Crystal reports are a powerful report writing todit some point, it is hoped that all budget schescan

be generated by BDS. Some of these reports atgedoby account or some combination of account and
object code, functional totals or unit totals. ttese instances, a traditional report run by thrarpaters of
function or object or total does not work well. €lleport alias provides the ability to dynamically change
how data is grouped on reports without having talifyahe report program source code.

As of this writing, instructions on the use of tfusction are not included as this has been a progring
responsibility. When budget book report testinghatences and this functionality is used, instructiouil
be included in this manual. The basic issue i$ gahdata item, for example charge center values,bea
grouped together into a higher level entity suchvaisous kinds of revenue sources that are notlglea
indicated by object code assignments alone.
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8.7 Maintain Pool Accounts

This function allows users to designate particalegount line items aBool Accounts. Essentially, this is

a reserve or holding account in which salary sasjimgew allocations or reallocations can be budgeted
Similarly, these funds can be reduced to fund meed salary costs, other cost increases, newqusibir
other budget lines.

The utility of pool accounts is only evident whesed in conjunction with the Offset function. Butige
increases in one account can be Offset from thé @cwount if the Offset button on Maintain Items is
pressed. Budget decreases in an account can dmt tdfthe pool account if the Offset button isspeal.
Additionally, the Transaction panel will show thdf<at if it is saved. This also will show on th&8%
Audit report.

Note that pool accounts can be restricted to ungeuonly or can be set for use by the District Butige
Office as well.

Only persons with DBO manager security can setrupaxify pool accounts.

To set up a Pool Account:

1. Go into Setup, Maintain Pool Accounts

2. Search by account ID or click advanced search amckeby Home Unit, Pool Acct. Name, or Pool
Acct. ID

3. Enter Home Unit #

4. Select Add a New Valu add a pool account or select to modify a pool account.
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In Add, you will need to input all relevant infortian to set the pool: name it, set it to activegyélu
wish to use it or inactive if you do not wish teeus determine and indicate if the pool is to sediby
DBO and college/division staff or just college/diain staff and all relevant account information.

In update/display, you can search to find the mmalount you wish to update. Or type in the name or
ID if you know this.

Update as required.

Save your changes.

There are a series of rules to bear in mind aboutddl Accounts:

1.

2.

3.

Pool accounts are specific for use by users inuhdtwith the exception of DBO staff, if the aceu

is activated for DBO use.

Note that if a Pool Account is activated for usedBO staff, the pool account will appear in thekpic
list under Maintain Items AND will appear as a awof Offset accounts for DBO staff.

If the Pool Account is not activated for use by DB@ff, DBO staff will not see this item when they
are using the offset and are searching on accdontdffset to. However, DBO staff with DBO
manager security status will see the accounts énMhintain Pool Accounts search list; this allows
them the opportunity to update the pool accoumegaired.

If a unit does not have any pool accounts desighatewill not be able to use the Offset to a Pool
Account function. It first must designate one ooren Pool Accounts and have the Budget Office
create these.

Pool accounts that are deactivated do not appesaptams for Offset to a Pool Account use. They do
however remain on the master list of pool accountier Maintain Pool Accounts.
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8.8 Maintain Fund Descriptions

Like other items under the Setup menu, this cap belupdated by someone with DBO manager security.
This functionality is used to add a new fund oct@ange descriptions. It is not likely to be usatéss the
Chart of Accounts changes in a significant way.

To Maintain Fund Descriptions:

1. Go into Setup, Maintain Fund Descriptions.

2. Either Select Add a New Value add a fund, or enter fund # and click to modify data.

3. Enter appropriate information.

4. Save.

5. Your changes can be checked by looking at the Ma@tain Items panel and searching on the fund.
8.9 Maintain Unit Descriptions

Maintain Unit Descriptions can only be updated lymsone with DBO manager security. This
functionality is used to:

1. Add a new unit or to change descriptions.
2. Change the home unit for a unit. Totals must lsalpeilated using batch Process MB115 if a home

unit is changed.

To Maintain Unit Descriptions:
1. Go into Setup, Maintain Unit Descriptions.

2. Either Select Add a New Value add a unit, or enter the Unit # and press emter to
modify data.

3. Enter appropriate information. Be sure and desegtias unit's Home Unit, which should be set to it

self if this is a new Home Unit.

Save.

Run the MB_115 process if you have changed Homéslatfiiliations.

Be sure to check totals to see that the changedtfiekt.

o oA
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8.10 Maintain Charge Centers

Maintain charge centers can only be updated by snemwith DBO manager security.
This functionality has several purposes and effects

1. Change an account name.

2. Change an account’s division tag—remember, MB-1&58&8c Budget Totals must be run to have the
change take effect. If this on-line process iswortking, call a programmer to run the process.

3. Change an account’s functional designation.

4. Add an account.

5. Reference Department ID and FRS numbers.
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To Maintain Charge Centers:

1. Select Setup, Maintain Charge Centers.

2. Select Add New Valué you are adding a charge center, or press if you are modifying
information.

3. Type in your charge center, add or update all egleinformation about the account on the panel that
you have moved into and save.

4. If you have added a charge center, you must nekitgdMaintain Accounts, add. Type in relevant
information and save.

5. If you added an account that is designated by igidivor if you changed a division, you must rua th
MB_115 process or have a programmer run this ibtiidine process is unavailable. This step only is
needed if divisions are effected.

Creation of an account in CFS will NOT allow autdimause of the account in BDS. A DBO manager
must enter and save the data through the Maintharge Centers and Accounts functionalifyhe Budget
Office has requested that the Controllers officpycas on all correspondence that details infornmatio

new accounts and changes in charge centers. Thigdskxpedite the account creation and maintenance
process in BDS. BDS users are advised to send esnail with the information in the event this giee
does not always occur.

8.11 Maintain Project Descriptions

Maintain project descriptions can only be updatgdsbmeone with DBO manager security distinction.
This functionality is not likely to be used very afiuat this point since few accounts have this desgign.
Use of the function does allow a person to add peject descriptions or to modify them.

To Maintain Project Descriptions:

1. Go into Setup, Maintain Project Descriptions.

2. Either Select Add New Valu® Add a Project, or to modify data.

3. Enter appropriate information.

4. Save.

5. Check the Search panel under Use, Maintain Itemege€& Description to see that the change took
effect.
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8.12 Maintain Object Codes

Maintain object codes can only be updated by somesith DBO manager security. This is critical
functionality to BDS. It is used to:

1. Modify descriptive information about an object co@eg., name, type of line, salary plan, default
grade, employee class)

Restrict (cease) use of the object code or perseit u

Change the benefits that apply to the object cOdRARNING: if you change benefits rules, the
rules change applies to all versions for all activiscal years. Do not make this change lightly.

4. Add a new object code.

2.
3.

To Maintain Object Codes:
1. Go into Setup, Maintain Object Codes.

Either Select Add a New Value Add an object codes, or press to modify data.

Enter appropriate information.

Set the Year/Version if needed to get indicatiohtheoretical benefit rates.

Save.

Check the Search panel under Use, Maintain IterhgdDDescription to see that the change took
effect.

ok wnN

8.13 Maintain Budget Accounts

Use this panel to add or modify an account codedFuUnit / Charge Center / Project) or its atttésu
This level of account structure does not exist€is, but will allow BDS to include information suels
Responsible Persons and provide a department Iseelirity environment for Phase 2 of BDS
(Departmental Budget Requests module). While nBi36 users do not have security privileges high
enough to update the Maintain Accounts functiogaittis critical to be aware of this functionality

BDS uses the College Financial System (CFS) cHaastoounts but use of new accounts in BDS is only
permitted if the accounts have been added usirgyftimctionality and Maintain Charge Center$: A
COLLEGE OR DISTRICT OFFICE DIVISION OPENS A NEW ACC OUNT, GENERAL
ACCOUNTING SHOULD PROVIDE ACCOUNT INFORMATION TO TH E BUDGET OFFICE

SO THAT THE ACCOUNT CAN BE OPENED IN BDS. As a precaution, it is a good idea for BDS
users to contact the budget office directly witls timformation so that development does not stéllis
hoped that at some point, this functionality wi#l Automated.
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To Maintain Accounts:

1. Go to Setup, Maintain Accounts.

2. Select Add New Valué this is a new account, or press if this is a modification or view.

3. Enter appropriate information.

4. If you wish to allow this account to be used, ch#ekbox next to “Allow Maintenance Transactions”.
If the account is to be inactive, leave blank theeak box to the left of “Allow Maintenance
Transactions”.

5. Save.

Note that if the check box “Allow Maintenance Traastions” is checked, the account can be used. tif i
is not checked, it is not possible to use the aatou

9. Inquire

From the MCCD Develop Budgets menu, the user maw ¥he Salary/Benefits Calc, Grade/Step Tables,
Position Search and Budget Totals.

Note: when exiting an Inquire panel, BDS often wiask if you wish to save changes. Answer NO
unlessyou are very sure about what you did before thguiry and you are sure you want to save the
changes. If you answer yes, BDS will save all uned changes, whether you wanted to implement them
or not.

9.1 Salary/Benefits Calculator

The Salary Calc panel enables the user to view atequertaining to a particular salary. Instructiam
the use of this functionality are included in thaiktain Budget Items, Salary Calc Section. (Seé®ec
7.8, p.31)
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9.2 Grade/Step Tables

The user may view 12-month salary grade and st@pgdoy selecting this menu item.

To Use Grade/Step Tables Panel

1. Select Salary Grade Tables

2. Select a budget year and version—remember thatydalsles are specific to years and versions.
3. Select a salary plan.

4. The schedule will then be displayed.

Note that in the Reports menWB_610 reportillustrates salary schedules. The MB_610 contaihs
salary schedules, including schedules for calendassthan 12 monthsin contrast, the Grade/Step tables
included in the Inquire, Grade/Step tables onlyfared2-month positions.

9.3 Position Search

The Position Search panel allows the user to sdarghositions or employees. Instructions onuke of
this functionality are included in the Use, Maintéiems, Position Search. (See section 7.7, p3®9-
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9.4 Budget Totals

The Totals Inquiry panel enables the user to vietal$ in various ways for a particular budget year.
Instructions on the use of this functionality ameluded in Maintain Items, Totals Inquiry Sectidtlais
manual. (See section 7.6)

10. Budget Request Form
Overview

1. The Budget Request module is an online form tonatiolleges to submit request for operating
funds for new programmatic needs.

2. The colleges should not use the module for diswidie issues. DY issues will be developed by
the Budget office.

3. Budget request are saved in the BDS system, cgeatoentral database of requests.

4. The system has some BDS report generating capalifit more may be added in the future.

5. The Budget Request module replaces the old A-lAarRibudget request Word documents. The
new system is more user-friendly.

6. For a more detailed description of types of allolwdiudget requests and guidelines for their
preparation please refer to the current Budget Dpweent Handbook. This is available at
http://www.maricopa.edu/busines/budget/bdprocess.ht
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10.1 How to create or find Budget Request in BDS

1. Loginto the BDS as usual. Enter your BDS opertdoand BDS password. The BDS security profile
for access to budgets is the same as for otherfBBSions. You should be at the MCCD Develop
Budgets Panel. At this screen left click on ‘MCCBMRlop Budgets’ which will make the following
screen appear. Left click on Maintain Budget Retpues

2. From this screen, new budget requests can be dreatexisting Budget Requests can be found.

Find an existing reque$tom the ‘Find an Existing Value’ page. Enter ide of the request or the
Budget year. Click the ‘Search’ button and sejeetr Budget Request from the items returned.

Create a new requefitom the ‘Add a New Value’ page. Enter a new ‘Best Title Description’ and
Budget Year. The Budget Request Title should tserijgtive and concise. If you are unsure of theda
year, contact the Budget Office for instructioi@ick the ‘Add’ button.
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Securityfor creating and changing Budget Requests isaheesas for creating and changing budget line
items. Those who have read only access will n@lie to initiate a new Budget Request. If youchamy
guestions about your security limitations go toupeMaintain Security to view your BDS profile.

After completing these steps, an opening screaialis the eight Budget Request tabs.

10.2 Read Me Tab

The Budget Office can add a global instructionatsage and add processing instructions here. Thegeol
requestor cannot alter information in this tab.

This page also contains a link to this BDS Useiiriing Manual that contains detailed informationhaw
to complete the Budget Request.

10.3 Requester Info Tab

Request Type Choose either ‘District Wide Initiatives’ or ‘iirRequests’. A District Wide Initiative will
benefit more than one campus. A Unit Requesthwitiefit onlyone Unit. If you select ‘Unit Requests’ a
search box will appear for you to enter the Unipatted.

Requestor Informatior ‘Submitted By’ and ‘Home Unit’ will fill in autoatically and are the person who
is logged into BDS and filling out the form. Fitl the ‘Requester’ and ‘Phone’ (for the Requestdife
Requester is the person primarily responsibleHisr tequest. It may or may not be the same as the
‘Submitted By’.
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10.4 Questions Tabs (3)

Questions (1) Tatshown below) — This is the first of three pagestaming questions relevant to your
Budget Request. Questions are either text ansmehaezkbox.

Text answer questionsill be followed by a text area. The maximum tafbwed for text questions is
approximately 1200 characters. If you exceedahisunt and wish to supply more information, see the
‘Attachment’ section below. The spell check icarbpok with a checkmark on it) will allow you toedp
check your response to text answer questions.

Checkbox questionsill have various answers proceeded by a checklZheck all answers that apply.
Some questions will have link buttons to pages iy better enhance your understanding of the ipumest

Note: Links to resource documents related to questiomprovided, press box to initiate link.
(eg. Strategic Directions)

Questions (2) TabSame as above.

Questions (3) TabSame as above.
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10.5 Attachments Tab

Detailed supporting schedules, justifications, arptions and other related material can be inclinléake
attachment tab. Click the gray ‘Add Attachment’tbatto browse your files. When you have selected a
file, click the ‘Upload’ button. In the ‘AttachméRurpose’ box, reference the question that ttechithent
supports. This is a required field. You may viemdelete attachments by using the corresponding
buttons. Note: Print attachments from this tabradpening them in view.

Please be aware that Internet Explorer blocks tagaehments as pop ups. The pop up blocker must be
disabled to view attachments. Other toolbar addsoies as Yahoo may also block attachments.

10.6 Costs Tab

This page provides the ability to detail Persoramel Non-Personnel costs related to the Budget Reque

Personnel costfor the request are detailed per FTE. The FTEbgano greater than one. The requestor
must specify the salary plan (FAC, MAT, PSA etsglary grade, funding (one-time or permanent), and
fund (1, 2 etc.). Salary, Benefits, Support antelT Cost are automatically calculated based an thi
information. Adding a ‘NON’ Salary Plan line itewill allow you to enter the ‘Salary’ and calculat®
will be based on that amount. To include additidtersonnel line items click the plus sign (+) andew
line will appear. Lines can be deleted by checkirgblue box with a minus sign (-).

Non-personnel costaust also be detailed on a line-by-line basisnltkescriptions should be concise and
relate to object descriptions if possible. The iteen should identify the cost as either capitabperating,
permanent or one-time, and specify the fund. ‘TGw@st’ is filled in by the requestor, and explamgato
comments can be added to each cost line. Lineiadsliand subtractions are controlled by the bluebo
on the left (+,-).

Click the ‘SAVE’ button at the bottom of the pagefdre moving on to the next tab.
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10.7 Cost Summary Tab

This page provides @ost Summargf line items entered on the previous page. Caostsammarized by
Personnel and Non-personnel, one-time or permdnehind. This page will only update if the previous
‘Costs’ page is saved after editing.

Submitthe Budget Request to the Budget Office for reviigvelicking this button. An email will be sent
to the BO letting them know the Budget Requestidegesh submitted. You may submit a Budget Request
more than once. It includes a Budget Office Nattion for Budget Staff use only where questions a
explanatory data can be noted.

_ D

Print: There is currently oneeport (MB_692) that can be run for the Budget Requéste ‘Print’ button
willtake you to the Run Control Page for this repand it is run in the same manner as other BDSrtep
The report can also be accessed through the Raperts. Enter the Title of your Request and theggud
Year. The report is a copy of all the informat&mtered on the form. If you check the ‘SummaryyOnl
box the report with give you the Requester InfoiorgtCost Summary and Question One.

Note: Attachments are not printed with the repgetto attachment tab, press view, then print.

10.8 Budget Request Maintenance-Internal Documentation

**For Budget Office Use Only**

Maintenance on the Budget Request Module is done aryear at the front end of the process.
Maintenance is done in three sections under sqitipns: 1) Maintain Request Default, 2) Maintain
Request Questions, and 3) Maintain Request Reabimese options configure the standard request form
for the budget year.

WARNING: Itis essential that once setups are completa fardget year, and Budget Requests are being
entered, that the setupset be changed. This could result in erroneous coatjauis or incorrect
information being submitted.
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Maintain Request Default

1. Salary costs for Requests for Personal serviceSYRFe calculated on a grid basis for each salary
plan (Crafts, Faculty, MAT & PSA) The grid allowglsetup of a step that is used when
computing salaries by the functions called from@usts page. The step to be used to calculate
salary rates can be selected here. If no Defaefi Btsetup for a Salary Plan, the function uses
Step 4 for the computation. Only setup steps féargalans that do not use Step 4.

2. ltis necessary to carefully set up benefit ratah@beginning of the year. The benefits
percentages used in the Budget Request moduledshelih general alignment with the benefits
percentages used in the BDS Meet and Confer pro€hesamounts can be determined from
values in théBDS Maintain Benefits — Update/Display for the Budgted Fiscal Year Some
exceptions may be allowed to pertain only to BudRequests. All benefits changes must be
approved by the Budget Manager.

3. The benefits amounts which require adjustment are:
Flex Benefits— employee flexible medical benefits as appliedss all funds
RPS Statutory Benefit % (NON Salary Plan, PT wages) = FICA + Medicare dustrial Comp
Base Rate
Industrial Comp Add Risk % = additional amounts added to M&O, Crafts and SaSathary
Plans in addition to the base rate
Statutory Benefits % (All salary plans except NON) = RPS Statutory %rizéna State
Retirement % + Midterm Disability Insurance Rate
Other Benefits Amount— any flat amount added to all Salary plans (atyeb42 for Basic Life
Insurance Amount)
Faculty Support Cost— a flat amount of support for all Faculty Salatsriz.

4. This page also includestup rollover Setup rollover sends default valwagy to the next budget
year. Ifanyvalues have already been setup for the next eardpy program will abort. You
must delete any setups that exist for that budget to run the copy program. This is to ensure
that values already established are not accidgrdaélr written. This includes questions and
readme. It is recommended to first do the rolloaed then make changes to defaults, questions
and readme.
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Maintain Request Questions

Questions can be revised and additional questiddsdain this section. This allows the Budget Office
define a question and possible answers for thosstigums that can have answers. The questions and
answers are then displayed on the various page @udget Request. The Budget Request will haadle
maximum of 18 questions. Question and answer $elihited to 500 characters. Only questions 347 ca
have answers. Questions 3 and 4 can have a maxahseven answers. In questions 5, 6, 7 and & tot
of 15 responses are possible. There is no erde tttat will disallow the making of erroneous setup
However, they will be ignored if they exceed thmitations described above.

Maintain Request Readme

The Budget Office can change and update globaluasbnal messages and processing instructiortssn t
tab pertinent to individual budget requests, amdBhdget Request Process. Examples would be lion&at
on the type of budget requests to be acceptedirmaldsubmission due dates for budget requests.
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11. Reports

A number of reports are available in BDS:

The following are Buttons and Links used to rumw; and print reports:

Save Report Parameters

Run Report

Search for report(s) to run

Add New Report for first-time users

Refresh to see report status
To view process request list, status of repegort details, and view reports

To view process request list or status of respand view reports
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Access instructions are the same for each report.

To Run Reports:

1.

2.

Click MCCCD Develop Budgets, and then click Reports

Click the report # (MB_XXX) you wish to run. If yoalready have run the report at least once, you
will be taken to the parameter entry page for tiegiort. If not, you will be taken to a Search page
titted “Find an Existing Value”, with the report me filled in to the “Run Control” field. Just cliakn
Add New Valueand you will be taken to this reports entry pagieere you must fill in all the required
values.

Choose the parameters for the report you wish\@we(e.g., revenues or expenditures. fund(s), unit
(s), etc.

Remember to SAVE the report parameters before yesspthe Run button to run the report. The Save
button is at the left bottom of the page.

Press the Run button.

A Process Scheduler Request window will appearwsigp User ID, Run Control ID (or Report hame),
Server Name, and a Process List. Make sure, thedf/peport is Web, and the format is PDF. Therspre
OK button.

6.

7.

After pressing OK button, it will take you backreport parameter page.

Press Process Monittink to view the status of the report.
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8. A Process Request Window will appear showing glores that you run and their statuses such as
Success, Processing, or Error.

9. The distribution status must show “Posted” befare gittempt to view or print.

10. To view or print report, click the Detailgk.

11. In the Process Detail window, click View Log/Tratiek, which will take you to the Report/Log
Viewer window.

12. Click the report link, and the report will be diapéd in PDF format and can be printed if desired.
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This screen shot shows a typical panel and typiaemeters needed to run a report.

There are a few points to note about reports in theew BDS:

All reports can be viewed on screen or can be gulintyou can also print from the view screen.

Green bar reports are unavailable. Reports omhy far laser printers.

Select pages can be printed or you can print thieeeneport.

You can print or view reports for any unit regassl®f your update privilege security level or asces
Some reports are subreports. The creation of pobiewas necessitated because of limitations in
Crystal reports. For example, the MB_630S sumradrihe detail in the MB_630, to provide totals
for a unit by object code series, function, divisior fund. This data was contained in the last few
pages of the legacy 630 report, but now is a s&paggort.

6. Some reports have the option of running for altsior funds or just a selection.

ahrLONE

NOTE: Below is descriptive information about tleports contained in BDS. Any questions pertaitiing
the information included in reports should be dtestat Lulut Clow. Report descriptions includeesor
shots.
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11.1 MB_610 — Export Salary Schedules

This is a second way to view or print salary scheslu The other way you can view salary tablesiden
Inquire, Grade/Step Tables. The difference betw&eade/Step Tables and the MB_610 is that the
MB_610 Report can be printed if desired and wilbwhall Faculty grades rather than only those that f
into the scrolled area of the online display. I$bacan show grids, which reflect Calendar adjustséor
non-12 month employees, which the online panel matl show.

The following shows a MB_610 report/salary tabletfte Safety employee group.

Example of report data:
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11.2 MB_625 - Budget Variances

This report provides a summary comparison of ptegcevenue and expense budgets by fund and hy unit
and the rev/exp variance. The report also comphmebase budget and the projected expense bumlget f
fund 110 by unit and by division, and shows theelmg variance. The report parameters only allow f
budget year and version; you cannot choose a mainfgmds or of units.

The MB_625 report is a useful tool for checkingée if the projected expenses are in balance ldth t
base budget for all units and divisions in fund abd to show any variance that needs to be fixed.

The MB_625 also shows the variance between thegter revenue and expenses by fund and by urst; thi
is particularly useful for Fund 2 accounts thatidtdde in balance at the college level as welltabeafund
total level.

Budget Development System (BDS) Page 65



Maricopa County Community College District 05/22/07

11.3 MB_630 — Budget Detail by Account Number

This report details the budget by fund, revenuesxpenditures, unit, account, function and objectec _It

is among the most important reports and one ofnlost widely used. This report is related to the
MB_630S, MB_631 and MB_632 reports. Note thatrdpeort parameters allow users to suppress or show
employee names and IDs.

If in the past you have frequently executed the BB) report to provide a verification of daily upesto
the system, consider using the MB_699 report insteBhis new report shows only the changes thaé hav
been made at the transaction audit trail level, @and save a lot of paper compared to running MB. 630
Also, consider that a lot of good information isadable online that you formerly could only get rfto
running reports. Consider viewing theansactions andPosition History panels of the main panel group,
for example, in place of shuffling through a hanggoeport.

The MB_630S is a companion report. The MB_630 dagamarize the budget for each unit; however
additional summary information on the totals fojem series, functions, units, divisions and furds
available on the MB_630S.

The MB_631 report provides budget detail for a umjitdivision. This report would most frequently be
used by the District Office or colleges seekingdrtdietail on Fund 2.

The MB_632 report groups the budget for a unit byoaint. The MB_632 report contains the same data
but groups the budget by function.

The MB_630 report contains a large amount of d&s@me of this has been captured in the following
screen print. The actual print of the report cegxall data, particularly the projected year budigda.

Example of report data:
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11.4 MB_ 630S — Budget Summaries

This report accompanies the MB_630, MB_631 and MR ports. It provides summary information on
the totals for object series, functions, divisiomsits and funds. Users should enter relevantinébion
about fund, unit, expenses or revenues and thents@NE of the Sort By options: function, divisjon
fund, unit or object code. The report then willrsuarize accounts by the sort option for the setbcte
units/funds.

11.5 MB_631 — Budget Detail by Division

A screen shot of the report is not included heutjttdoes look like the MB_630. The report ligte
object detail for each charge center and is sdajedivision. [The MB_630 is sorted by account] Jhi
report also lists the position detail for appli@bldget lines. Select the check box to suppregtoyee
id and employee name.

To run this report, choose the Budget Year, Unilnd=and Revenue or Expenses, and the check box, if
applicable and click the Run icon.

< >

11.6 MB_632 — Detail by Function

This report contains the same data as the MB_6@6rtiebut sorts and groups budgets by functional
category. Follow the standard procedure to rus éport. The report only would be run for expéunais
since revenues are not grouped by functional cagego

< >
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11.7 MB_635 — Budgets by Function

This report details the budget by charge centeniwiéach function of the unit. It also calculatest per
FTSE, cost per square foot for functions as apjpatgar And it includes the summary of FTE by empley

group.

The MB_635S is a companion summary report. It sanmas per unit costs and the total distribution of
the budget by functional category for each unit

Example of report data:

>

11.8 MB_635S — Budget Summary by Function

This report summarizes by unit the budget for aauhin each functional category. The followingesen
shot illustrates the data in this report.
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Example of report data:

11.9 MB_640, 641, 642, and 643 Reports — Account Status Budget Summary

The MB_640 illustrates each unit's budget by yaadt by charge center. Like the MB_630 report, it ca
be run a few different ways and therefore it isted to several different reports: MB_641, MB_642 a
MB_643. The MB_640 report sorts data by unit, fuakdarge center and object code. The companion
reports sort this data slightly differently.

The MB_641 report sorts data by fund, unit, chargeter and object code.
The MB_642 report sorts data by object code, fmitgd and charge center.

Last but not least, the MB_643 report sorts datarit; object code, fund and charge center.

Example of report data:
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11.10 MB_650 — Multi-year by Object Codes

The MB_650 shows multi year trends in dollar amaanmd in percent terms for object codes by unitteNo
If you choose multiple funds or units the objecbamts are aggregated.

Example of report data:

11.11 MB_652 — Multi-year by Function

The MB_652 shows multi year trends in dollar amaamd in percent terms for functions by unit.

Example of report data:
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11.12 MB_654 — Multi-year by Charge Center

The MB_654 shows multi-year trends in dollar amsuot object codes in all charge centers of the
selected fund(s) and unit(s).

Example of report data:
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11.13 MB_660 — Summary by Object Codes

This report details the budget by object code withiunit. It shows the current and projected figears.

Example of report data:

11.14 MB_664 — Budgeted Positions FTE

This report shows numbers and FTE of budgeted ipositby employee group for two years and the
comparative increase or decrease. The positienrrtion is sorted by object code and calendar.
(eg. 9mo, 10mo, 12mo)

Example of report data:
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11.15 MB_665 — Positions by Unit and Division

This report totals budgeted positions by divisiathim units and is sorted by object and calenddre user
chooses the budget year, fund and unit as parasrtetenn the report. This would most commonly bedu
by District Office divisions but could be run byyamnit that uses the divisional categorization toldpet.

Example of report data:

11.16 MB_668 — Positions by Unit

This report is a summary showing FTE count by fundt and employee group and increases/decrease by
number and percent. This report does staiw objects or calendar. The user chooses tdgebwyear,
fund range and unit as parameters to run the repidris report is used by the District Office ae thasis

for the FTE position by college schedules for Finahd for Fund 2 in the Proposed and Adopted Budget
Schedules.
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Example of report data:

11.17 MB_670 — FTE Changes Details

This report shows detail on FTE changes by empl@gdiey group. The parameters that are choserhare t
Budget Year, version, fund and unit(s). Each prétviously prepared this report by hafdOTE that this
report gets its information from the FTE change®rded in the Transactions audit trail each time save

a Position change that affected the Budgeted FT & fmsition.

Whenever you make a change to a PositioiMamtain Items panel that impacts Budgeted FTE, you are
asked to enter a “FTE Type” value. The valueWlsh’” means that you are planning to recycle that FTE
back into the same fund and employee group, salgouot want it to appear on the report below. Aiga

of “New’ means you are deploying newly created FTE. Augabf ‘Reallocated means that the FTE
came from some other employee group, perhaps beeapssition was upgraded, or because a reduction i
one group was used to add staffing in another grdupalue of ‘Decreasé would be used to indicate that
FTE is being reduced. The report may be modifiethe future to better portray this status. Blank”
means you forgot to enter FTE type. YWST set them tdNew or Reallocatedif that was your intent.
To do this, go tdransactionspanel ofMCCD Develop Budgets / Maintain Budget Items.

The “Transaction Memo” that you originally enterasl a “Reason” when you made a Position change is
what appears at the right side of this report. ¥an actually enter thEransactions panel of theCCD
Develop Budgets / Maintain Budget Itemganel group and change the memo, FTE Type, aRa/sition
Title for any past transaction in order to prodube MB670 output that exactly matches your FTE
deployment changesBetter yet, keep this process in mind when yaterethose Reason and FTE values,
phrasing your Reason text the way you would waid @ppear to various committees and the Governing
Board throughout the budget process.
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Example of report data:

11.18 MB_670S — FTE Changes Summary

This report is a summary of the MB_670 report thamcluded in various budget process material$ sisc
the “Supplements”. Note: This report providesualits within the chosen fund. Some colleges inelud
more than one unit. (eg. Unit 100 and 110 are éoecbbelow)

Example of report data:
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11.19 MB_675 — Position Changes Push/Pull

This report shows changes in positions between dtugkgrs.

The following shows the parameters that may bectede The report itself is not shown since it aimd
information about employees and salaries.

Example of report data:

11.20 MB_680D — Positions by Status Codes

This report details budgeted positions by statuecoThe following shows the parameters that ayjpear
on the report. A status code must be selecteelttizve data. (eg. Vacant, current, dropped, etc.)

Example of report data:
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11.21 MB_687D — Positions less than 100%

This report shows positions budgeted at less tl@84l The following shows parameters that may be
selected.

Example of report data:

11.22 MB_688D — Positions with Grade 999

The MB_688D report shows positions with a gradég8.

Example of report data:
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11.23 MB_689D — Redlined Employees

The MB_689D report displays all positions with epsbf 25.

Example of report data:

11.24 MB_690D — Positions by Grade/Step

This report sorts and displays positions by gradkesiep The following shows parameters that can be
selected.

Example of report data:
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11.25 MB_691D — Positions by Step

This is a new report that displays positions bpste

Example of report data:

11.26 MB_692 — Budget Request

The MB_692 report is a way to search for prior betdgquests. A detailed explanation of the budget
request process starts on section 10 of this manual
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11.27 MB_699 — Transaction Audit Trail

This report will show saved transactions by useaslbiusers for a specified period of time for sfiedi
units. Data by account and object code to theitara level is provided and changes in FTE and dekae
noted. Users are advised to run this report dusimdget development to check changes. It alsagisoal
idea to run this report when done with budget dgwelent to preserve a record of changes.

Example of report data:
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Lulut Clow, Manager Budget
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