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Accessing the CCSD Budget Planning Tool through HCM
PeopleSoft

1. Log into HCM PeopleSoft using your Active Directory (AD) credentials.

2. You will be brought to the Employee Self Service Dashboard. Using the Top Menu, switch to Manager Self
Service.




3. From the MSS Dashboard, select the Budget Planning Tool tile.
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4. You will be brought to the PBCS homepage, where you will perform all functions and tasks associated with
your location’s School Budget.
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Editing the User Preferences to the Correct Funding Source

1. From the PBCS homepage, click the Navigator icon in the top left corner.

2. Under Tools, click on User Preferences.
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3. Go to the Element row, and click on the Member Selector icon.
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4. From the Select a Member window, select your work location’s funding source.

5. Click OK.
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6. Click the Save button.
7. Click OK in the Information window.

8. Click the Home icon to return to the PBCS homepage.

Please note: If you are assigned to one school or work location, you will only need to complete this process
once. If you are assigned to multiple locations, you will need to repeat the process for each of your assigned
locations.




Accessing and Editing the School Budget

1. From the PBCS homepage, click on the Tasks icon.

2. From the Task List window, click the arrow next to Prepare Budgets.
ORACLE Planning and Budgeting Cloud: CCSDBUD

Tasks: All Task Lists ==

Y Filter Al Q
Name Status Start End Instructions i‘
p [ ADMIN TASKS [ ]

) = UPDATE CALCULATIONS [ ]

‘éj‘ - PREPARE BUDGETS [ ]

b HR REVIEW ®

3. Click on School Budget.

4. To ensure that you are in the correct work location, click on the Entity link. (This will be useful if you are
assigned to multiple locations).

5. From the Select a Member window, select your work location. (Please note: If you are assigned to only one
location, you must ensure that the blue checkmark appears next to your work location name.)

6. Click OK.

7. If you changed locations in the Entity link, click the Go arrow to update the grid with the current location’s
budget data. Once the page is finished updating, you will be able to modify information within the Budget.
= = (2] -
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Adding a Position

1. From the School Budget form, select the desired employee-type tab (Administrative, Licensed, or Support)
for the new position.

2. To add a position, you can either:

A) Click the Actions menu, hover over Budget for..., and select A New Position; OR
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B) If you are budgeting for a new position that already exists at your site, you may locate the Job in the
School Budget grid, then right-click, hover over Budget for..., and select A New Position.
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3. You will be brought to the SB Add Position form. If you right-clicked on a Job to add a new position that
already exists, it will display in the Job Link at the top of the form.

4. To change the position that you are adding, click the Job link.

5. In the Select a Member window that appears, locate the desired position. (NOTE: These are sorted by job
code rather than position title. You may use the Search Job bar to search for available positions.)

6. Once the blue checkmark appears next to the desired position, click OK.
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7. After changing a position, the Job link will show in yellow to indicate that the data in the form needs to be
updated. Click the Go arrow to update. (This will remove the yellow highlight.)

8. Click the Actions menu and select Add Position.
9. In the NextPositionAdd window that appears, enter 1 in the Proposed number of FTE to purchase field.

10. Ensure that the Default field is set to Vacant.
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11. Click the Launch button.

NextPositionAdd

12. If you entered a Support Professional position, enter the appropriate job information in the Months
Work Override and Hours Per Day Override cells (based on the type of employee/their schedule). If the
position is Administrative or Licensed, disregard this step.

13. Click the Save button. (If you entered a Support Professional position, this will remove the yellow
highlight from the two Override fields.)

14. Right-click on the new position number. From the menu that appears, select Calc Total Position Costs.

15. If you entered a Support Professional employee, upon being returned to the SB Add Position form, you
will see that the Planned FTE has auto-calculated (based upon the information entered in the Override
fields).

16. To return to the School Budget form, click on the SB Home link.

17. To view the newly added position in the School Budget form, click on the appropriate employee-type tab
(as you are automatically brought back to the Administrative tab whenever returning to the School Budget
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form). Then, scroll to find the new position in the employee grid.
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18. Note the dollar amount in the Summary Totals area (depending on the type of position you added), then
click Save.

19. To update the Summary Totals area with the new position information, click Refresh. You will then see
the updated dollar amounts based on the type of position that was added.
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Removing a Position

1. From the School Budget form, select the employee-type tab from which you are choosing to remove a
position (Administrative, Licensed, or Support).

2. In the list of positions that appears, locate the position that you wish to remove.
3. If the position is Administrative or Licensed, change the Planned FTE field to 0.

4., Click Save.
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5. Once the form has saved, the position row will highlight in yellow. Right-click on the position number, then
select Calc Total Position Costs.
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6. Note that the dollar amount coming from the original funding source (for example, the General Fund) now
reflects 0.00.

7. If you are removing a Support position, select the Support tab, and locate the position you wish to remove
in the employee grid.

8. Change the Hours Per Day Override field to 0. (Please note that you do not need to update the Months
Work Override field).

9. Click Save.
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10. Right-click on the position number, then select Calc Total Position Costs.

11. After the School Budget form has appeared again, note that the Summary Totals area has been updated
(namely the Remaining Budget to Spend).
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Budgeting for a Shared Position

1. From the School Budget form, click on the desired employee-type tab (Administrative, Licensed, or
Support).

2. Locate the desired employee name in the employee grid.

3. Click into the Shared Position column next to the employee’s name. A dropdown arrow will appear.

4. Click the dropdown arrow, then select SP-Yes.
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5. In the Planned FTE column, change the value from 1.00 to .5.

6. Click Save.
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7. Right-click the position number and select Calc Total Position Costs.
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Budgeting for a Prep Buy

1. From the School Budget form, select any employee-type tab (Administrative, Licensed, or Support).

2. Click the Actions menu, hover over Budget for..., and select Prep Buyout — Licensed.
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3. You will be brought to the SB PrepBuy-Mult form. From the list of positions available, scroll until you find
the desired position, then right-click on the position number.

4. From the menu that appears, select Edit Prep Buy Details.

5. You will be brought to the SB PrepBuy form. Enter 1 in the Number of Preps column next to the employee
name.

6. Enter the appropriate number of days in the Prep Buy Days column.

7. If your school is on a block schedule, select Yes in the dropdown under Block Schedule. If not, you may
select No, or leave the cell blank.

8. If desired, enter a comment in the Prep Buy Note column (such as a justification for the Prep Buy).
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9. Click Save when finished.

SCHOOL BUDGET © f mm

P # €
Empieres No of Preps Pree Buy B Prag Buy FE Percentage-Freg By Prmary Pay Cumnt FTE
ETE Davy Shedue N Rate
Lnspached Lrwpecead ripacted Umipecties Unspactas Gan Fora HOPEZ T Faca SpEM Unspectes FrpecEne unspactee
Eimmant Elamant Elarmant Exmment Eiement Elamant Eatmant Ewmart
E of Prap Buvt and Freo
ng_38 Bl 4

10. Because a Prep Buy cannot be split-funded, you must enter 100 under the desired funding source (for
example, the Gen Fund). You will receive an error if you try to split-fund the Prep Buy.

11. Click Save. When the form is updated, noted that the Earnings Expense-Actual Basis and the FS Amount
Prep Buy columns have auto-calculated.

12. Return to the previous form by clicking the SB PrepBuy-Mult link. You will be able to view the newly
entered Prep Buy information in the employee grid.

SCHOOL BUDGET © & mm

fult > BB PrepBuy

Scanano 2 b Emgtoyee

rears waor ’
Budget Fr2o 273 Rogich, SigMS  SPANISH 380 Employee 1 P_10007%
Employes No of Preps Prep Buy Biock Prep Buy Eamings FS Amount FS Percentage-Prep Buy Primary Pay Current FTE
Name Days Schedule Naie Expense Frep Buy Raie
Actusl Basis
Unspecified Unspectied Unspecitied Unspeciied Unspecifed ERN_0150 Gen Fund Gan Fund HOPE2 Tie | Food SpEd Unspeciied Unspacified
Element Etement Exemant Erement Element Prop Buy (NO Eremart Eement
PERS

Enter @ of Prap Buys and Prep Days

Viorking_SB ceso 100 500 Prep buy MET4 354 »;L: 48,004.00

13. Click Save. This will automatically update the Summary Totals on the School Budget form.

14. The Prep Buy information will now be available in the Additional Earnings tab of the School Budget form.
To view, click the SB Home link.
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15. Click the Additional Earnings tab. You will now be able to view the position and its Prep Buy information.

SCHOOL BUDGET @ & “-

Sconaro years erary

Budget FY20 0273 Rogich, SigMS.

¥ MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
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Working_SB
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COMPUTER LIT - C3040 P_10007949 COMPUTER LIT | FirstName: i 322093
CCSD LastName
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CCSD LastiName
SPANISH 7 - C3380 P_10007963 SPANISH 7 | FirstName 35489
CCSD LastName
HEALTH - C3400 P_10007964 MEALTH | FirstName 746,96
CCSD LastName
BAND - C3502 P_10007972 BAND FirstName 6,614 50 201997
T Verre— o = —

X SUMMARY TOTALS

REMAINING BUDGET TO SPEND
ALLOCATED FUNDS |
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Budgeting for a Job 2

1. From the School Budget form, select the Support tab.
2. Find the desired employee from the Support employee grid and right-click on their position number.

3. From the menu that appears, hover over Budget for..., and select Job2 — Support Professional.
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(o dwow @ Deiete Exva Pay ko a postion [y AS0-0n and Exira - Licansed | | JWBETEY|  GSES0NT 6N | taesier]  wassier
e W
Eon L Aek) O « 1
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4. You will be brought to the SB Position Search-Support Only form. From the available employees, locate
your selection, and select the row by right-clicking on the Job.

5. From the menu that appears, select Copy this Job to Job2.
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Edit Posion Infa Eurment Famess Euenent Eumant [ Eiment Euament Fremeen Esemant Eament [ Eimant

G 10 Licenséa Sumemary B 100 oy Tty L 5] LEIER W Mo L] TH]
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6. Click OK in the Launch Confirmation message.

7. You will be brought to the Copy Job1 to Job2 window. Click the Member Selector icon next to the Please
enter JOB2 field.

8. From the Select a Member window that appears, locate and select the desired Job 2 from the list of
available jobs.

9. Click OK.

Select a Member

Job
“SCHOOL ADE - NO/Y

Search Job

SCHOOL AIDE - NO100

SUPPORT STAFF AST - NO101
TEMP TRANS AID-SP - N0102
SUPPORT STAFF SUB - ND103
TRANS AIDE-SP ED - NO104
LIBRARY AIDE - N0O105

TILIB AST il SW - NO108
TILIB ASST IV - NO109

CLERK TYPIST I - NO110

DCoM Qo TEAAUED | R
I
Job> Total All Jobs> Support Jobs> SCHOOL AIDE - NO100

10. The Please enter JOB2 field will now show the new position code. Click Launch.
11. Click OK in the Information window.

12. You will now be able to verify that the Job 2 displays correctly. Return to the School Budget form by
clicking the SB Home link.

SCHOOL BUDGET © & -_. 12 Complete

S0 Home > 58 Position Search-Suppon Only

Sowam ey e oy e eromime P .
Budgst  FY20 Wodking_SB 0273 Flagich, SighIS _10007987 FRST AIVSFTY AST Empbayes 1
Empizyee Name Mo Ween Wiy Pr Dy Py Basa. Pay Cycm Premary Pay Ominct. Currnet FTE Hours Par Plansed FTE T
Rate Aewrsge Rate Overde  Day Oveende
[ Eement [ et Bt et Eamect [ [ Bt [ [
hL iz o e ™ o
EL] e o Mo w0 o
. na p o3 Moy 200 0%
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13. Once you are returned to the School Budget form, select the Support tab to view the newly added Job 2.

14. The new Job 2 will appear highlighted in yellow (as it has not yet been saved).

SCHOOL BUDGET © s R o

T ] 1048,

Budget Frao 8271 Ragich, SighS

* MANAGE POSITIONEMPLOYEE BUDGET by WORK LOCATION

r—
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P_ 10998059 CUSTODUN FrsiNarme 12 Uanshs ! ) TS e 5 Feady ba b
CCSD Lastiame,
P_10000005 CUSTODIAN Firsthame 12 Mongh a0 21T 10000 100 00
CCS0 Lastame.
WD CUST - N8120 P_10008011 MO CUST R Frsihame 12 Monms. a0c 20ns 109 0% 100 00
CCSD Lastiame.
SCHOOL AIDE - NO1H P_10007957 FRST AIVSFTY AST | Firsthame | 09 Moo | 5. 21me 10000 | 100,90
OFFICE SPEC il . NO173 CCS0 LaviName.
P_IMOTHST FRST AIDVFTY AST | FrsiName 05 Monmy 200 2119 100 09 100.00
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P_100079%4 OFFICE SPEC W Firsthiame 11 Manths 800 Pt ] 100 00 | 100 00
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* SUMMARY TOTALS

GenFond | HOPEZ | it | I Food | SpEd T FS 00 DONGT USE -] WV Hsady 21 | ZFSNOEDIT
REANING BUDGET TO SPEND oo N o coos soncs
ALLOCATED FUNDS
Target Ko_Job F5 Amaunt Actusi Cost Basky E562 618 40 £8 000 00 (1] To2 81843
BUDGET SPENT
Working_ 58 Admin Jobs Tatal Funding Amaurt 53985400 111,604 00 650,858 00
Lkermd Jobs Tatal Funding Amount §272 17018 | MWIBTHE ESESDITER 16285161 102 95181
_FS Amount Frep Buy 18600 3 15642 38

15. For the new job, modify the hours worked in the Hours Per Day Override field.
16. After adjusting one or both jobs, click Save.

17. Click on the Actions menu, hover over Mass Calc, and select Calc Support Positions. (Please note: If you
are making changes to several Support positions, you can use Mass Calc after making all desired changes.)

18. Upon being returned to the School Budget form, neither Job will be highlighted. Saving also automatically
updates the Support totals in the Summary Totals area.
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Budgeting for a Certified Teacher Tutor (CTT)

1. From the School Budget form, select any employee-type tab (Administrative, Licensed, or Support).

2. Click on the Actions menu, hover over Budget for..., and select CTT — Sub Teacher.

SCHOOL BUDGET © : B oo

Learan ean gy
Budgel Fra 0273 Rinich. S5 @ Cale Toal Posttion
T MANAGE POSITIONEMPLOYEE BUDGET by WORK LOCATION
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Working S8 Update Funang &
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CCED LastName: | Eel_Sunfed_| L Alosates it 1~ Chn oo | LT 0 Goto Ucensed Su
JHS PRING . UTEW P_10026254 BHS PRING Fl‘!m | 2 lf.‘I%I ! 100 100 DG. 100 08 147 538 05 | & View Fund Sout
JHS AST PRING - UTOG0 CCSD Lastiame. & 1nd Source
P_10008012 JHS AST PRING | FirstNar PR 100 100,00 10000 13077197 | =
CCSD Lasiiame. @ View Fund Souce
P_IBO0AI12 JHS AST PRING | FrstName 2T 100 160 00 10008| 10T |
CCSD Lastiame ] @ Cakutate Fund S
P_10008012 JHS AST PRINC | FusiName e 100 100,00 10000|  10TTHER
GOS0 Lasthame. 3 A Mew Positon [fuoget For
JHESMS DEAN - UT150  P_10008013 JHSAIS DEAN  FirsiName 2T 100 100 00 100 08 3
@ Prep Buyout . Licensad @) Desele Position ind
Gy Add-On and Extra - Licerea. || [ Detete Exra Pay ¢
Admin Jobs Total Al Positions 500 539 854
- - = = = = = = | By Ade-On and Exve - Suppent Fitles
+ SUMMARY TOTALS @
e D Anewee

REMAINING BUDGET TO SPEND :
3 CTT - Sub Teacher WY Mew Ad Hos G

ALLOCATED FUNDS
Taegget No_Job FS Amaunt Actual Cost Basis 6564 618 41 48 000.00 000 TinsuRe— T
BUDGET SPENT | | | ] | |
Working 58 Admin Jobs Tots! Funding Amount 539 054 00 111,004.00 50,850 00 |
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3. You will be brought to the SBT CTT form. Enter the appropriate number of hours in the CTT Budget Hours
field.

4. Enter 1 in the CTT Quantity field.

5. Enter 100 in the appropriate funding source (for example, the General Fund). (Remember: A CTT cannot
be split-funded.)

$CHOOL BUDGET ©

5 Compaote]
38 Home » SBCTT
Sepnann oan e Erany o
[ Fyan VWorking_SB 0773 Flagich, SigMS Lh
CTT Busgat CTT Quarsy Pay Rae Pay Cyom Owtrict Total Comp FS Parcemage Toem Funa
[ Avwrage Rste Exp L
Unspected Unspecifes Unspeced Unsaeuted Urapected Gen Funt HOPE2 Title | Food SoEd Asocation P
Eroment Ewrmant Eigmmnt Eiemwet Eigrmart

Erled @ paourt, Gty 80 Fund 1T Al

PARA PRI - CTT - N990% Ton 100 Houny [ f.1 w:

6. Click Save.

7. Return to the School Budget form by clicking on the SB Home link.
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8. To view the newly added CTT, select the Support tab and scroll to the bottom of the Support employee
grid.

JCHOOL BUDGET © v R oo
e T Lrny

Puriget FY20 00T Fogich, Sights,
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Budgeting for Licensed Add-On or Extra Time

1. From the School Budget form, select any employee-type tab (Administrative, Licensed, or Support).

2. Click on the Actions menu, hover over Budget for..., and select Add-On and Extra — Licensed.
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£ T Tplapas s TSl Pl S o Tt | £ Sg e [ P P | e ey T e y o
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3. You will be brought to the SB Licensed AddOn-Mult form. From the grid of available positions, right-click
on the desired position number.

4. From the menu that appears, select Edit Fund Source Details.

5. You will be brought to the SB Licensed AddOnExtra-FS form. You may enter information in the Add-On
area (at the top), in the Extra area (at the bottom), or both if appropriate.

3CHOOL BUDGET © RS o
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eI - P e
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6. If you are entering add-on time as days, enter the appropriate number of days in the Add-On Days field.

7. If you are entering add-on time as minutes, enter the appropriate number of minutes in the Add-On
Minutes field.

8. If you have entered Add-On Minutes, enter the number of days (to which the minutes will be applied) in
the Days of Add-On Minutes field.

9. If desired, enter a comment in the Add-On Note field (such as a justification for the add-on time).

10. Enter 100 in the desired funding source (for example, the General Fund). (Remember: You cannot split-
fund add-on or extra time for a Licensed employee.)

11. If you are entering extra time as days, enter the appropriate number of days in the Extra Days field.

12. If you are entering extra time as minutes, enter the appropriate number of minutes in the Extra Minutes
field.

13. If you have entered Extra Minutes, enter the number of days (to which the minutes will be applied) in the
Days of Extra Minutes field.

14. If desired, enter a comment in the Extra Note field (such as a justification for the extra time).
15. Enter 100 in the desired funding source.

16. Click Save.

SCHOOL BUDGET © E“‘" ==
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17. Upon being returned to the SB Licensed AddOnExtra-FS form, note that the FS Amount Add-On and/or FS
Amount Extra have auto-calculated.

18. Return to the previous form by clicking the SB Licensed AddOn-Mult link.
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19. On the SB Licensed AddOn-Mult form, note that the positon now reflects the information you entered in

the Add-On and/or Extra fields.

5B
B;;‘ e /s O |
Emokines Nane Ade-On Days Ada-On DnsofAss:  AddOnNele  EduDan  EdaMods  ConolBds  Edabde  DabRaedl  PuiMinde o
Wnted On Win el e "uy Rate of Pay e
on
[ LDl e Urspactad Unaga ) Unpac e Unagached Ur40ac fad UShner B LInSgac Bad Lngpaortus Unioda: S un
Ewmant Fament Elamant e Elemant Farmert Element Emmant Emmant Emmant E]
ART - 03020 P_ 000758 ART GOS0 Lansiamme, Firssioens £M_221784
How Poiian 4 Vacan
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P_0007es) ENGLISH 74
P_1000THAL ENOLISH 78
P_10007954 ENGLISH T4

20. To view the fringe benefits for the newly entered time, right-click on the position number and select View

Add-On Extra with Fringe.

21. As with the SB Licensed AddOnExtra-FS form, the fringe benefits information shows in the Add-On area
(at the top), in the Extra area (at the bottom) or both if appropriate.
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22. When finished viewing, return to the previous form by clicking on the SB Licensed AddOn-Mult link.

23. Scroll to the bottom of the grid to view the updated Add-On and/or Extra totals.

24. Click Save.

25. Return to the School Budget form by clicking on the SB Home link. You may now view the updated
Licensed Add-On and/or Extra totals in the Summary Totals area.
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Budgeting for Support Add-On or Extra Time

1. From the School Budget form, select any employee-type tab (Administrative, Licensed, or Support).

2. Click on the Actions menu, hover over Budget for..., and select Add-On and Extra — Support.
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3. You will be brought to the SB Support AddOn-Mult form. From the grid of available positions, right-click
on the desired position number.

4. From the menu that appears, select Edit Fund Source Details.

5. You will be brought to the SB Support AddOnExtra-FS form. You may enter information in the Add-On area
(at the top), in the Extra area (at the bottom), or both if appropriate.

6. If you are entering add-on time, enter the appropriate number of days in the Days of Add-On Hours field.

7. Once you have entered the number of days, enter the number of hours (which will apply to the days) in the
Add-On Hours field.

8. If desired, enter a comment in the Add-On Note field (such as a justification for the add-on time).

9. Enter 100 in the desired funding source (for example, the General Fund). (Remember: You cannot split-
fund add-on or extra time for a Support employee.)

10. If you are entering extra time, enter the appropriate number of days in the Days of Extra Hours field.

11. Once you have entered the days, enter the number of hours (which will apply to the days) in the Extra
Hours field.

12. If desired, enter a comment in the Extra Note field (such as a justification for the extra time).
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13. Enter 100 in the desired funding source.
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15. Upon being returned to the SB Support AddOnExtra-FS form, note that the FS Amount Add-On and/or FS
Amount Extra columns have auto-calculated.

16. Return to the previous form by clicking the SB Support AddOn-Mult link.

17. On the SB Support AddOn-Mult form, note that the positon now reflects the information you entered in
the Add-On and/or Extra fields.

18. To view the fringe benefits for the newly entered time, right-click on the position number and select View
Add-On Extra With Fringe.

19. As with the SB Support AddOnExtra-FS form, the fringe benefits information shows in the Add-On area (at
the top), in the Extra area (at the bottom) or both if appropriate.

20. When finished viewing, return to the previous form by clicking on the SB Support AddOn-Mult link.
21. Scroll to the bottom of the grid to view the updated Add-On and/or Extra totals.

22. Click Save.

23. Return to the School Budget form by clicking on the SB Home link.

24. You may now view the updated Support Add-On and/or Extra totals in the Summary Totals area.
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Budgeting for Supplies and Other Services

1. From the School Budget form, select the Supplies and Other Services tab.
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2. From this screen, you may now enter or edit dollar amounts in the appropriate fund sources available to

your school, such as the General Fund.
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3. Click Save when you are finished updating.

4. Click on the Actions menu, then select Calculate Fund Source Supplies.

5. Click Save.

29



6. You may now view the updated Supplies and Other Services totals in the Summary Totals area.
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Exporting a Tab and Budget Totals

1. From the School Budget form, select the tab that you wish to export.

2. Click on the Actions menu, then select Spreadsheet Export.
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3. In the Spreadsheet Export window, click Export.

4. If you are in Google Chrome, the spreadsheet will appear in the downloads tray at the bottom of the
screen. Select it by single-clicking on the downloaded file.

5. If you are in Motzilla Firefox, a dialog box should appear, indicating that the file will open in Microsoft
Excel. Click OK.

6. Once the Excel file opens, you will be able to view all information contained within the exported tab,
including the Totals information.
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Promoting (Submitting) a Budget for Review/Approval

1. Go to the homepage (if you are not already there) by clicking on the Home icon.

2. Click on the Tasks icon.

3. From the Tasks List, expand the menu for Prepare Budgets by clicking the triangle on the left.
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4. Click the option Submit and Review.
5. In the Filter window that appears, select Budget as the Scenario.

6. Select Working_SB as the Version.

7. Click Apply.
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8. In the Submit and Review form that appears, click the Planning Unit for your location.

9. Add an Annotation (or note) for the next reviewer and/or approver to view if desired.
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10. Ensure that the Action dropdown is set to Promote.
11. Click Change Status.

12. After the page updates, note that a “Promote by” row appears with your user ID, as well as the date and
timestamp. The status will also show as Under Review.

13. If desired, you may click on Add Annotation to add any additional notes.

14. Click Done.
SUBMIT AND REVIEW Change Status: WL_0273 [ Reiresh
Approvals [Sign o8 0} i [<Automaticr ]
Arnatation
e —") RIS
Total Work Location r
¥0_EWT honge S
WL 0273 =
53 _ERT Promote by riggsc
Lmows v Unger Review
= Budget submession
WL_0483 i
L T Start by dsalas
- - .'_Ili“ii\
WL_0464 Reply
85 _ERY Originate by dsalas
> o EI’G!’ Review
WL_D851
B EAT

15. Note that the Submit and Review form now shows the submitted work location with the Reviewer as the
new owner.

16. When finished, click Close to return to the Tasks List.

17. Now that your location budget has been submitted, the School Budget form will no longer allow any
changes to be made. You can verify this by going to Prepare Budgets and then selecting School Budget.

18. Once in the School Budget form, note that you cannot add, remove, or modify any information within any
of the tabs or grids in the form.
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