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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. Select Manager Self Service. 

 
 

3. Select the Budget Planning Tool tile. 
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4. Click on Company Sign In.  

 
 

5. You will be brought to the Budget Planning Tool homepage. 
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User Preferences   
 

1. From the homepage, click the Navigator icon (three dashes at top left). 

 
 

2. Under Tools, click on User Preferences. 

 
 

3. In the General Preferences, click on the Use Administrator’s Settings checkbox in both the Alias 
Setting and Approvals sections. 
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4. Click the Save button. 

 
 

5. Click OK in the Information window. 

 
 

6. Click on the Display Preferences, and in the Number Formatting section click on the Use 
Administrator’s Settings checkbox. Click Save when done. 

 
 
 
 
 
 
 
 
 

7. Click OK in the Information window. 
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8. Click on the User Variables Preferences. Go to the Element School Fund Source row, and click on 
the Member Selector icon. 

 
 

9. From the Select a Member window, click on FSGROUP, select your work location’s funding 
source. Once the blue checkmark has recorded your selection, Click OK. 

 
 
 
 
 
 
 
 
 
 

10. Go to the Dimension “Years” Current Year of View row, and click on the Member Selector icon. 
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11. Click on All Years, and select the year for which you are planning. Once the blue checkmark has 
recorded your selection, Click OK. 

 
 

12. Click the Save button, and Click OK in the Information window. 

 
 

13. Click the Home icon in the top right of the screen to return to the homepage. 

 
Please note: If you are assigned to one school or work location, you will only need to complete this 
process once. If your work location changes, you will need to update this User Preference with your new 
location. If you are assigned to multiple locations, select Funding Source from the GL measures menu 
item instead of your work location. 
Accessing and Editing the School Budget 
 

1. From the homepage, click on the School Budget icon.  
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2. Confirm you are accessing the correct work location in the Entity field. (This will be useful if you 
are assigned to multiple locations). To change the work location displayed, click on the Entity 
link.  

 
 

3. From the Select a Member window, select your work location, and click OK. 

 
 

4. Click the Go arrow to update the grid with your selected location’s budget data. 
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Navigating and Understanding the School Budget  
 

1. The Scenario cell contains the “ledger name” for data in the grid.  This makes up budget data (in 
combination with the Year and Entity cells). 

2. The Years cell contains the fiscal year for the budget you are working in.  
3. The Entity cell contains the school or work location you are currently budgeting for. 

 
 

4. The Save button allows you to save changes made to the budget scenario. Any unsaved changes 
in the grid will be highlighted in yellow. In some scenarios, clicking Save will update the 
Summary Totals area. 

5. The Refresh button replaces the currently displayed data with saved data. This button can be 
used to revert changed data (if clicked before saving) to original values. 

 
 

6. The Actions button houses a menu of actions that can be used when modifying the budget 
form. Using the “Up” and “Down” arrows will allow you to scroll through available menu items. 
Some actions in this menu can be accessed when right-clicking on certain areas within the 
School Budget Form. 
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7. The Admin tab houses all current Administrative positions and employees at the site. This 
includes Principals, Assistant Principals, etc. At the bottom of the tab, a total of all 
Administrative positions and the amounts taken from each funding source will display. 

 
 

8. The Licensed tab houses all current Licensed positions and employees at the site. This includes 
Teachers (listed by teacher type), Counselors, etc. At the bottom of the tab, a total of all 
Licensed positions and the amounts taken from each funding source will display. 

 
 

9. The Support tab houses all current Support positions and employees at the site. This includes 
Office Managers, First Aid Safety Assistants, Registrars, etc. At the bottom of the tab, a total of 
the Support amounts taken from each funding source will appear.  

 
 
Please note: The total number of positions does not appear due to the fact that Support 
positions are calculated differently based on months/hours worked per position. 
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10. The Extra Pay tab is a view-only tab. It provides a quick way to view positions that have been 

budgeted for: 

● Prep Buys 

● Licensed Add-On and Extra Time 

● Support Add-On and Extra Time 

This tab includes totals at the bottom by employee type. 

 
 

11. The Supplies and Other Services tab provides a direct entry of non-position budget dollars by 
funding source. This includes: 

● Bulk Prep Periods 

● Employee Training 

● General Supplies 

● And more 

The service type appears on the left, while the funding source displays at the top. This is a 
modifiable tab.  
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12. The Supplemental Local Allocations (SLA) tab houses SLA information. This may include: 

● ELL Placement Testing Personnel 

● Partnership Field Trips 

● Landscape Maintenance 

● And more- 

 
 

13. The Summary Totals tab contains a running total of each tab available in the School Budget 
form. This includes Administrative, Licensed, Support, Extra Pay, et cetera. It provides total 
dollar amounts by each tab type and from what funding source they are being taken. Any cells 
appearing in red delineate a negative balance, which must be reconciled before a budget 
scenario can be promoted for review and approval. The Remaining Budget to Spend row 
displays a message when funds have been overspent or if there is a remaining balance to spend. 
The funding sources to the right of ZFS-Edit are managed centrally and are noneditable.   
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14. The View Contracted Rates tab houses a list of actual salary and fringe contracted rates for each 

employee.  

  



CLARK COUNTY SCHOOL DISTRICT 
SCHOOL BUDGET PLANNING TOOL ESSENTIALS GUIDE 

 

14 
*Double-click here to return to the Table of Contents 

 

Student-Teacher Ratio Validation (Elementary schools only) 
 

1. From the school budget right-click the Entity (school). 
2. Select View Student Teacher Ratio Validation. 

 
 

3. Click Save to update the ratios. 

 

 
 

Note: Grade 1 has exceeded the student-teacher ratio threshold. Add a position in first grade and re-run 
the ratio validation.  
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4. Click OK in the pop-up information window. 
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Increasing the Headcount of an Existing Position 
 
Use this function to increase the headcount of an existing position, and use the same funding source 
allocation and position attributes (full-time, part-time, number of months, hours, etc.) of the existing 
position.  

1. From the Admin, Licensed, or Support tab 
2. Right-click from the position cell and select Increase Position Headcount. 

 
 

3. Click OK when prompted to proceed. 

 
 

4. When done, scroll to the position, and a new vacant position row will be created and highlighted 
in yellow. Right-click the yellow vacant position. 

5. Select Calc Total Position Costs. 
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6. Click Save to aggregate this new amount in the Summary Totals. 
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Adding and Adjusting Positions  
 

1. From the Admin, Licensed or Support tab click the Actions menu. 
2. Click Budget For: A New Position. 

 
 

3. Review the job code. To change the Job, type it into the job code field or click the Member 
Selector to search. 

 
 

a. In the Select a Member window, locate the desired Job. Use the Search Job bar to 
search for available jobs. 
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i. To sort the jobs alphabetically click the settings gear icon.  

ii. Select the Sort Alphabetically option.  
iii. To display the job code descriptions select the Show Alias setting. 

 
 

b. Click on the desired job code until the blue checkmark appears next to the selected job.  
c. Click OK. 
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4. In the Add New Position by Job Code window click Launch. 

 
 

a. The funding source defaults to the General Fund. To change the funding source click the 
Actions menu. 

 
 

b. Select Update Funding Source - All New Positions. 
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c. Delete the funding source allocation percent from the Gen Fund, and update the 
funding source to the desired fund by typing the percentage into the appropriate 
funding source.  

d. Click Save. 
e. Click on the Support Position Info hyperlink to return to the position grid. 

 
 

5. Select the number of months and hours for Support positions. 
6. Click Save. 

 
 

7. Right-click on the yellow new position row.  
8. Select Calc Total Position Costs.  

 
 

9. Confirm the dollar amount calculated in the funding source column desired, and click Save to 
aggregate this new amount in the Summary Totals. 
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Change the Funding Source of a New Position  
 

1. From the Admin, Licensed, or Support tabs Click Actions. 
2. Select Update Funding Source - All New Positions.  

 
 

3. Locate the vacant position to change the funding source for and Delete the value from the 
unwanted funding source. 

4. Enter the desired allocation in the appropriate funding source (funding sources must total 100 
percent).  

5. Click Save. 

 
 

6. Click on the Licensed Position Info hyperlink to return to the position grid. 
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7. Right-click the yellow highlighted position. 
8. Select Calc Total Position Costs. 

 
 

9. Confirm the dollar amount calculated in the funding source column desired, and click Save to 
aggregate this new amount in the Summary Totals. 
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Allocation Calculator (Split funding a New position) 
 
A new position needs to be created to continue with the allocation calculator. The user should transfer 
the employee into the new position for the calculator to calculate a percent allocation based on the 
transferred employee’s actual salary (position cost). 

In this scenario, there is a remaining budget to spend of $49,601.63 in At-Risk funds. The budget owner 
would like to use those remaining funds on funding a Grade 2 - C1020 employee whose actual salary is 
$85,901.36 annually.  

The allocation calculator is a tool that calculates the percentage to allocate to the At-Risk funding source 
in order to zero out that fund.  

Two requirements for the use of this tool: 

● Must be a New Position  
● Must transfer a Licensed employee to the new position 

 

1. From the Admin, Licensed, or Support tabs Click Actions.  
2. Select Update Funding Source - All New Positions. 
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3. Locate the vacant position to update the funding source and right-click. 
4. Select Allocation Calculator. 

 
Note: The two requirements have been completed; The identified employee has been transferred to 
New Position 13.

 
 

5. Enter the remaining balance (from Summary Totals) to spend down in the Enter Amount 1 to 
Use Up field.  

a. You can enter up to two amounts. 
6. Click Save. 
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7. The system will now have calculated the percentage allocation using both average and actual 
amounts. The At-Risk funding source calculates position costs using the actual salary of the 
transferred employee in New Position 13. From our scenario, New Position 13 needs to be split 
funded with 57.74 percent allocated to the At-Risk funding source in order for the position to 
consume the $49,601.63 from our scenario. A position allocation percentage should always 
equal 100 percent thus the percentage in the Remainder cell should be used to complete the 
funding source allocation. 

 
 

8. Copy (CTRL + C) the calculated percentages into the desired funding source fields. 
9. Click Save. 
10. Click on the Licensed Position Info hyperlink to return to the Licensed grid. 

 

11. Right-click the yellow position. 
12. Select Calc Total Position Costs. 
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13. Confirm the dollar amount calculated in the funding source column desired and click Save to 
aggregate this new amount in the Summary Totals. 
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Removing a Position  
 

1. From the Admin, Licensed, or Support tabs locate the position to remove.  
a. If the position is Administrative or Licensed, change the Planned FTE field to 0.  
b. If Support, change the Hours Per Day to zero. 

2. Click Save. 

 
 

3. The position row will highlight in yellow. Right-click on the position number. 
4. Select Calc Total Position Costs. 

 
 

5. Click Save when the calculation has completed to reduce position costs in the Summary Totals. 
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Transfer to an Existing Position (P_XXXXXXXX_X)                 
 

1. Review the Licensed page to identify the employee to transfer, as well as identify the existing 
position number needed to transfer the employee. Highlight the employee row from the cell to 
the left of the employee name. 

a. The scenario displayed is transferring  Employee 1 of position number P_10008386_1 in 
Job Code GRADE 3 - C1030 to existing position number P_10008387_1,  Job Code GRADE 
4 - C1040. There is one incumbent in that position, thus the transferred employee would 
be labeled Employee 2. 

2. Click Actions. 
3. Select Transfer Position. 

 
 

4. A confirmation message appears to remind the user to make a note of the target 
job/position/employee.  Click OK when ready to proceed. 

     
 
 
 
 
 
 
 
 
 
 



CLARK COUNTY SCHOOL DISTRICT 
SCHOOL BUDGET PLANNING TOOL ESSENTIALS GUIDE 

 

30 
*Double-click here to return to the Table of Contents 

 

                         
5. Update the TO position information grid with the identified employee/existing position 

number/job code. 

 
a. To minimize the Transfer Position screen, drag the bottom right corner upwards. 
b. If there is an Employee 1, Employee 2 in the existing position, type the next employee 

number in line; Employee 3, even if Employee 1, 2, etc. have a zero FTE. 
c. The quotation marks can be removed completely in the editable fields, or they can be 

left as is.  
 

6.  Click Launch.  

 
 

7. When the process is complete, an ERROR pop-up with instructions of the next steps to take 
(Refresh, Review, Adjust, and Calculate). Click OK to continue. 
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8. Click Refresh. 

 
 

9. To calculate both rows simultaneously, click the Actions menu. 
a. Click Mass Calc.  
b. Select Calc Licensed Positions. 

 
 

10. Confirm the dollar amounts calculated as expected and click Save to update Summary Totals.
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Transfer to a New Vacant Position (New Position X)  
 

1. Create the New Position needed first (see instructions for Adding a New Position). New Position 
12 was created for this scenario; Grade 5 - C1050 funded by ESSER  III, to transfer a teacher from 
a General Funded Grade 5 - C1050 position. 

 
 

2. Review the Licensed page to identify the employee to transfer. Highlight the employee row 
from the cell to the left of the employee name. 

3. Right-click.  
4. Select Transfer Position. 

 
 

5. A confirmation message appears to remind the user to make a note of the target job/new 
position/employee.  Click OK when ready to proceed. 
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6. Update the TO Position information grid with the identified employee/new position 
number/job code. 

a. To minimize the Transfer Position screen, drag the bottom right corner upwards. 
b. Use Employee 1 for the initial transfer to a new vacant position. 
c. The quotation marks can be removed completely in the editable fields, or they can be 

left as is.  

 
 

7. Click Launch to complete the transfer process. 

 
 

8. When the process is complete, an ERROR pop-up with instructions of the next steps to take 
(Refresh, Review, Adjust, and Calculate). Click OK to continue. 

 
 
 
 
 

 
 

9. Click Refresh. 
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10. To Calculate both rows simultaneously, click the Actions menu. 
a. Click Mass Calc.  
b. Select Calc Licensed Positions. 

 
 

11. Confirm the dollar amounts calculated as expected, and click Save to update Summary Totals. 
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How to Clear a Transfer - Reinstating a Transfer to its Original Position   
 

1. From the Licensed tab, identify the employee’s original position that the first transfer was 
launched from and right-click from the Employee cell. 

a. Employee transfers have two rows of data, if transferred successfully. The original 
employee’s position would have a “0” in the Planned FTE column.  

b. Another tip for identifying which is the original employee position row is, the position 
number to the left of the employee name will match the position number to the right of 
the employee name. 

2. Select Edit Position Detail. 

 
 

3. Scroll to the far right.  
4. In the Planned FTE cell, enter a “1”. 
5. Continue scrolling right, and in the Assigned Position Assumption cell delete the position 

number. 
a. Click in the cell, and click the backspace button on the keyboard. 
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6. Click Save.  

 
 

7. Return to the Licensed grid by clicking the Licensed Position Info link. 

 
 

8. The position will be highlighted in yellow, right-click. 
9. Select Calc Total Position Cost. 

 
 

10. Once the original employee row has been calculated, the second employee row that has a value 
in the Assigned Position Number column can be deleted. Highlight the employee’s transferred to 
position row.  

11. Right-click.  
12. Select Delete Position Info. 
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13. Click OK in the confirmation message. 

 
 

14. Review and confirm the employee information to delete, click Launch. 

 
 

15. Click Save to update Summary Totals. 

 

16. The user will be returned to the Licensed Position Info page. Now that the employee’s transfer 
data has been cleared and removed, the employee is listed under their original position row, 
and a new transfer can be launched for the employee.  
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Budgeting for a Shared Position  
 

1. From the Admin, Licensed, or Support tab locate the desired position row in the employee grid, 
and click into the Shared Position column next to the employee’s name. 

 
 

2. Select SP-Yes from the dropdown menu. 

 
 

3. Edit the Planned FTE field accordingly.   
a.  For Support Professionals, update the Hours Per Day cell. 

4. Click Save. 

 
 

5. Right click the yellow highlighted position number.  
6. Select Calc Total Position Costs. 

 
 
 

7. Click Save to update Summary Totals. 
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Budgeting for a Prep Buyout 
 

1. From the Licensed tab click the Actions menu. 
2. Select Budget For: Prep Buyout - Licensed.  

 
 

3. From the list of positions available, scroll to the desired position, then right-click on the position 
number.  

4. Select Enter Prep Buy Details. 

 
 

5. Enter 1 in the Number of Preps cell.  
6. Enter the appropriate number of days in Prep Buy Days.  
7. If the school is on a block schedule, select Yes in the dropdown under Block Schedule. If not, 

select No, or leave the cell blank.  
8. If desired, enter a comment in the Prep Buy Note, and click Save in the note cell. 
9. Enter 100 under the desired funding source column. 
10. Click Save when finished (this will calculate the prep buy costs and will automatically update the 

Summary Totals and the Extra tab on the School Budget form). 
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11. Click the Prep Buy List hyperlink to return to the previous form, and continue budgeting for prep 
buys. 

 
 

12. Click the Extra Pay tab to view a summary of Prep Buys.  
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Budgeting for a Certified Teacher Tutor (CTT) 
 

1. From the Support tab click the Actions menu. 
2. Select Budget For: CTT - Sub Teacher. 

 
 

3. Enter the number of hours desired in the CTT Budget Hours cell. 
4. Enter the number of CTTs to budget for in the CTT Quantity cell. 
5. Enter 100 in the appropriate funding source cell.  
6. Click Save. 

 
 

7. Calculate each row by right-clicking the yellow row to calculate. 
8. Select Calculate this CTT Support Row. 
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9. When all the populated CTT rows have been calculated, click on the Support Position Info 

hyperlink to return to the support grid. 

 
 

10. Scroll to the bottom of the Support  grid to review the newly added CTTs, and click Save to 
update Summary Totals. 
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Budgeting for Licensed Add-On or Extra Time 
 

1. From the Licensed tab, click the Actions menu. 
2. Select Budget For: Add-On and Extra - Licensed. 

 
 

3. From the grid of available positions, right-click on the desired position number.  
4. Select Enter Fund Source Details. 

 
 

5. In the Add-On and Extra Details - Lic form enter information in both the Add-On and Extra area, 
if appropriate.  

a. Add-On area (at the top) 
i. Non-classroom staff can get Add-On Days (i.e. Counselors, Librarians, etc). 

ii. Add-On Minutes and Days of Add-On Minutes are for schools that have a 
longer contracted school day (i.e. 19 minutes). 

b. Extra area (at the bottom) 
i. Extra Days are for Licensed staff working outside of their 9-Month contract (i.e. 

staying extra days after school is out to clean/organize the classroom). 
ii. Extra Minutes and Days of Extra Minutes are for Licensed staff that come in 

early or stay late (i.e. early bird, late bird). 
c. Add a comment in the Note field if desired.  
d. Enter 100 under the desired funding source column. 

6. When done entering values, click Save. 
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7. Click on the Add-On and Extra List - Lic hyperlink to return to the previous form. 
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8. Click Save to update Summary Totals or to continue budgeting extra time, right-click on the 
desired position (step 3). 

9. Click the Extra Pay tab to view a summary of Extra time budgeted.  
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Budgeting for Support Add-On or Extra Time 
 

1. From the Support tab, click the Actions menu. 
2. Select Budget For: Add-On and Extra - Support. 

 
 

3. From the grid of available positions, right-click on the desired position number.  
4. Select Enter Fund Source Details. 

 
 

5. In the Add-On and Extra List - Sup form enter information in both the Add-On and Extra area if 
appropriate.  

a. Add-On area (at the top) 
i. Days of Add-On and Add-On Hours are for Support professionals working 

additional time within their work-year assignment, but not for the entire 
assignment length (i.e. working an additional hour within their assigned work 
year. Use this feature if the extra time is under 60 days. If longer than 60 days 
Budget For a New Position, so the employee can have an additional employee 
record and accrue leave time). 

b. Extra area (at the bottom) 
i. Days of Extra Hours and Extra Hours are for Support professionals that will 

work past their assigned time (i.e. extending a 9-month employee an additional 
month). 

6. When done entering values, click Save. 
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7. To Return to the previous form, click on the Add-On and Extra List - Sup hyperlink. 

 
 

8. Click Save to update Summary Totals or to continue budgeting extra time, right-click on the 
desired position (step 3). 

9. Click the Extra Pay tab to view a summary of Extra time budgeted. 

  



CLARK COUNTY SCHOOL DISTRICT 
SCHOOL BUDGET PLANNING TOOL ESSENTIALS GUIDE 

 

49 
*Double-click here to return to the Table of Contents 

 

Budgeting for Supplies and Other Services  
 

1. From the Supplies and Other Services tab, enter or edit dollar amounts in the appropriate 
funding source columns. 

2. Click Save when finished to update the Summary Totals.  

 
 

3. To enter a comment for the budgeted item, right-click the cell. 
4. Select Comments. 

 
 

5. Type in the text box and click Post when the comment has been entered. To exit the text box 
click Close. 
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Exporting a Tab and Budget Totals 
 

1. From the School Budget form, click on the tab to export.  
2. Click on the Actions menu. 
3. Select Spreadsheet Export. 

 
 

4. Click Export. 
a. In Google Chrome, the spreadsheet will appear in the downloads tray at the bottom of 

the screen. 

 
b. In Mozilla Firefox, a dialog box should appear indicating that the file will open in 

Microsoft Excel.  
i. Click OK  
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View Employee’s Actual Salary Rates 
 

1. From the School Budget, click the View Contracted Rates tab. 
2. A list of employees’ Actual salaries by employee group will appear.  

a. If the position is vacant the average salary will be displayed. 
b. If the employee has not been budgeted for (zero FTE or zero hours) no dollar amount 

will be displayed. 
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Printing Budget Plans  
 

1. From the Budget Planning Tool Home page, click the Budget Reports icon card. 

 
 

2. From the list of reports, click on the report tile to run (reports run in PDF format). 
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3. Click into the Years, Version, and Entity hyperlinks to run a different version of the same report 

executed.  
a. The version Strategic Budget is the current live budget. 

4. Click on another report tile to run a different report.  
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Promoting Submitting a Work Location Budget 
 

1. From the Budget Planning Tool Home page, click on the Approvals icon. 

 
 

2. From the Filter window, select Budget as the Scenario. 
3. Select Strategic Budget as the Version.  
4. Enter the four-digit work location in the Approval Unit field 
5. Click Apply. 

 
 

6. Click on the Planning Unit (work location) hyperlink for your school. 
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7. Add an Annotation (or note) for the next reviewer and/or approver to view if desired. 

 
 

8. Ensure that the Action dropdown is set to Promote. 

 
 

9. Click Change Status to submit the budget for review. 

 
 

10. To confirm the budget has been submitted, click the Refresh button in the right hand corner. 
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11. After the refresh, note that a “Promote by” row appears with your user ID, as well as the date 
and time stamp. The status will also show as Under Review. 

 
 

12. Click Done. 
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