CCSD School Budget Planning Tool Essentials Guide
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Accessing the CCSD Budget Planning Tool through HCM
PeopleSoft

1. Loginto 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.

= OIRACLE Planning and Budgeting Cloud: CCSDEUD

[ o

Tasks

=z ]

Application Dols School Budget
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User Preferences

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

ORACLE  Planning and Budgeting Cloud: CCSDBUD

2. Under Tools, click on User Preferences.

Navigator: Planners

&0 Reports

%, Approvals
Application
=| Jobs

Tools

User Preferences

L4 School Budget

3. Click on User Variables:

Preferences
General
Display
Notifications
Ad Hoc Options
Reports

Form Printing

4. Go to the Element row, and click on the Member Selector icon.
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User Variables

Dimension User Variable Member
Element Context Element

Scenario Current Scenario

Version Current Version

Years Current Year of View Fy21
Element School Fund Source F5_0235

£0 ]
i

"_T” P 50

i 50

5. 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.

Select a Member "

Element
FS_0235

Search Element

Element FS_0232 *
GL Measures FS_0233
FSGROUP > FS_0234

v FS_0235

6. Click the Save button and Click OK in the Information window.

— oRACLE Planning and Budgets

© |nformation

User Preferences have been saved

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

5

o] ]
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= ORACLE' Planning and Budgeting Cloud: CCSDEUD

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.



CCSD School Budget Planning Tool Essentials Guide

Accessing and Editing the School Budget

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

= ORACLE Flanning and Budgeting Cloud: CC
| = Bt
- hd

Appication School Budgat
2. From the Task List window, click the dropdown arrow next to Prepare Budgets. Click on School
Budget.
= ORACLE Planning and Budgeting Cloud:

Approvals School Budget

Tasks: All Task Lists

-
==
T Fitor: AIG
Name Status Start End Instructions
E'—'_:; PREPARE BUDGETS [ ]
EEE SCHOOL BUDGET ®
EEE ES STAR STUDENT.TEACHER RATIO VALIDATION CHECK ®

3. Confirm you are accessing the correct work location in the Entity field. (This will be useful if you
are assigned to multiple locations). If you need to change the work location displayed, click on



CCSD School Budget Planning Tool Essentials Guide

the Entity link. From the Select a Member window, select your work location and click OK. Click
the Go arrow to update the grid with your selected location’s budget data.

SCHOOL BUDGET & EN sve | Beiresn | actions ~ NSNS - | ext | ciose |
il - | 7 @

4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION

\ers:
w:"c; 5B » 7 O

Administrative Licensed Support  Addl Eamings  Suppbes and Other Sves  SLA

4. Once the page is finished updating, the budget grid will be “read-only”. From the School Budget
form click Actions > Go to Full Screen > and select the employee group to modify information
within the Budget (Admin / Licensed / Support).

“¥iew Fund Source to GL Allocations

und Source Supplies

E‘J Calculate Pund Source Supplies
Budget For,.. >
[y Admin e | Go To Full Screen »
/’ . &
- Q] Update Admin, Licensed and Support subtotals
te | [ Support ‘' Filter >
B E{I Supplies Other Services D Analyze
1.00 100.0 » HNew Ad Hoc Grid
Show Reasons for Read-Only Cells
0.50 100.0
l&  Predictive Planning
Rt ey 1‘; Business Rules
Smart Push Details
1.50 E55  Grid Validation Messages

Spreadsheet Export

5. You can quickly access and start editing your budget plan through alternate navigation. From
the PBCS homepage, click on the School Budget icon.

= ORACLE Panning and Budgeting Cloud: CC 1] A © 255 bhuv

on

—
w

Application School Budget
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Navigating and Understanding the School Budget

5. 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).

SCHOOL BUDGET ©

f S -

Scenano Yaars Entity Fa :
Budget Fy21 0235 Allen. DeanES ‘ F G
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
Version ;
Working_SB. - ’ &
Agministrative Licensed  Support  Asdl Eamings  Supplies and Other Swes SLA
Employee Name Shared Position  Eff Start Date Eff Stop Date Planned FTE  FS Percentage  Total Fund Src  FS Amount Aver.
Gen Fund ANocation Pet Gen Fund
CCsD
ELE PRINC (9 MOS) - UT000 P_10026764_1 ELE PRINC (8 MOS) LesiName, 724119 100 100 00 100.00 151,057 92
Admin Jobs Total All Positions. 100 151.057 92
4 SBUMMARY TOTALS
Gan Fund CSR HOPE2Z Magnet GenF Readby 3 GenF SB178 Titlel . ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND (107 723.30) 0.00 0.Co 0.00 50000 (8820551) 000 (15542381) 592816 9184214 *
ALLOCATED FUNDS:
Target All Jobs FS Amount Actual Cost Basls 2 355 58686 352 822 04 0.00 0.00 B9.000.00 IT20000 000 383458870 432,886,285 9182214
BUDGET SPENT:

6. The Years cell contains the fiscal year for the budget you are working in.

SCHOOL BUDGET @

. CIEDEEE o D

:m‘m ;:rez'-! E;:‘.a;imsun. CeanEs s /S O
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
m::g_sa - 5 O

Administrative  Licensed  Support  AddlEarmngs  Supplies and Other Sves SLa

Employee Name Shared Position  Eff Start Date Eff Stop Date Planned FTE FS Percentage Total Fund Src  FS Amount Aver

Gen Fund Allocation Pt Gen Fund

cCsD

ELE PRINC [§ MOS) - UT000 P_10026764_1 ELE PRINC (8 MOS) LasiNama, 724D 1.00 100.00 100.00 151,057.92

Admin Jobs Total All Positions 1.00 151,057.92
4 SUMMARY TOTALS

Gen Fund C3R HOPE2? Magnet GenF Readby3 GenF SB178 Title! 4 ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND (107,723.30) 000 0.00 0.00 50000 (BB.206541) CC00 (18542881) 582816 9184214 =

ALLOCATED FUNDS:
Target All Jobs FS Amount Actual Cost Basls 235508568 35282204 0.00 0.00 89,000.00 3720000 000 2.B34088T0 4288628 9184214
BUDGET SPENT.

7. The Entity cell contains the school or work location you are currently budgeting for.
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SCHOOL BUDGET @

.
DS - e

ol Lo (e A C I -]
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
b I8 s 7 @

Administrative  Licensed  Supporl  AdSIEamings  Suppliesand Other Swes  SLA

Employes Name Shared Position Efi StartDate  Eff Stop Date  Planned FTE  FS Percentage  Total Fund Src FS Amount Aver:

s P A p P ‘Gen Fund Aliocation Pot Gen Fund
CCsD

ELE PRINC (9 MOS) - UT000 P_10026764_1 ELE PRINC (8 MOS) Lastvame 7724118 1.00 100,00 100.00 151,057 92

Admin Jobs Total All Positions 1.00 151.067.92
4 SUMMARY TOTALS

Gen Fund CSR HOPEZ Magnet GenF Readby3 Genf SB178 Titlel .« ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND {107 723.30) 000 0.00 D.oo ECO00  (8820551) 000 ([185428.81) 582616 9184214 =

ALLOCATED FUNDS:
Target All Jobs FS Amount Actual Cost Basls 2 355 088 66 362 82204 0.00 0.00 E9.000.00 3720000 000 283998570 42 BE6 25 9184214
BUDGET SPENT:

8. The Save button allows you to save changes you make to the budget scenario. Any unsaved

changes in the grid will highlight in yellow. In some scenarios, clicking Save will update the
Summary Totals area.

SCHOOL BUDGET @

“ |EIEEEER - EE EDED

Scenario Years Entiy pe: "
Budget Fr21 0235 Aen, DeanES ‘+ 4 E}
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
Version
Working_S8B - 4 o
Administrative Licensed Suppert  Addl Esrmnings  Supplies and Other Sves  SLA
Emplayes Name Shared Position Eff Start Date  Eff Stop Date Planned FTE  FS Percontage Total Fund Sre  FS Amount Aver.
Gen Fund Allocation Pct Gen Fund
CCsD
ELE PRINC (8 MOS) - UT000 P_10026764_1 ELE PRINC (8 MOS) LasztMame, TIZ4ND 1.00 100.00 100.00 151,057.62
Admin Jobs Total All Pesitions 1.00 131.057 92
4 SUMMARY TOTALS
Gen Fund CER HOPEZ Magnet GeonF Readby 3 GenF SB1TE Titlel 4 ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND {107 .T23.30) o.oo o.oo 000 50000 (BB205.51) 000 (19542681) 592816 91,842 14 =
ALLOCATED FUNDS:
Target All Jobs FS Amount Actual Cost Basls 235596666 35282204 o.co 0.00 B9,000.00 37.200.00 000 283498870 42,886.25 891.842.14
BUDGET SPENT:

9. 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.

10
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Scenaric Years Enuty
Budgat Fra 0Z3% Allen, Deants

SCHOOL BUDGET © 5 PN~ s [ chone |
5 s o

4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION

Version >
Working_SB + /7 ©

Acministrative  Licensed  Support  AddiEamings  Supplies and Other Sves  SLA

Employes Name Shared Position  Eff Start Date  Eff Stop Date Planned FTE ~ FS Percentage  Total Fund Src FS Amount Aver.

P A p Gen Fund Allocation Pot Gen Fund
cesD

ELE PRINC (9 MOS) - UT000 P_10026764_1 ELE PRINC (B MOS) Lasthame 2419 1.00 100.00 100.00 151,057.92 |

Admin Jobs Total AN Positions. 1.00 161,057.92
4 SUMMARY TOTALS

Gen Fund CSR HOPE2 Magnet GenF Readby3 GenF SE1TE Titke! . ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND {107.723.50) 000 0.00 0.00 50000 (BB.20651) 000 (19542881) 582816 9184214 *

ALLOCATED FUNDS:
Target All Jobs FS Amcunt Actual Cost Basls 2350 96066 352 822 04 0.00 0.00 89.000.00 3720000 000 283488870 4288525 9184214
BUDGET SPENT:

10. 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.
SCHOOL BUDGET © 5 mm RN | e | crons |

Scenario Years Entity

Budget Frat 0235 Allen, D=anES = 7 O
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
e * |20

Administrative Licersed  Support  Addl Earmings  Supplies and Other Sves SLA

Employes Name Shared Fosition  Eff Start Date  Eff Stop Date Planned FTE ~ FS Percentage  Total Fund Src  FS Amount Aver.

P A P P Gen Fund Allocation Pct Gen Fund
ccen

ELE PRINC (9 MOS) - UTO00 P_10026784_1 ELE PRINC (8 MOS) LastName Tr24ng 1.00 100.00 100,00 151,057 52

Admin Jobs Total All Posltions 1.00 151,067.92
4 SUMMARY TOTALS

Gen Fund CSR HOPE2 Magnet GenF Readby 3 GenF SB1TE Tilel 4 ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND {107,723 30} 000 0.00 0.00 50000 @ (BB20551) 000 (19542881) 592616 91842 14 =~

ALLOCATED FUNDS:
Target Al Jobs FS Amount Actual Cost Basls 235558886 35282204 0.00 0.00 £9.000.00 3720000 GO0 283490870 4288625 9184214

11. The Administrative 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.

11
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SCHOOL BUDGET @ PO so.c [ corrosn [ acons - (RIS - | et | cose |

Sugat  IPE | 0358 Alan DesnES TP -
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
:;::’:::;_53 - 7/ @

Agministrative | Licersed  Suppon  Addl Esmings  Supplies and Other Swes SLA

Employee Name Shared Position  Eff Start Date  Eff Stop Date Planned FTE  FE Percentage  Total Fund Sre S Amount Aver
Gen Fund Allocation Pet Gen Fund

cesn

ELE PRINC (8 MOS) - UT0D0 P_10026764_1 ELE PRINC {9 MOS) Lastiame, Tiz4ne 1.00 100.00 100.00 151,057 .92

Admin Jobs Total All Positions 1.00 151,057 92
4 SUMMARY TOTALS

Gen Fund CSR HOPEZ Magnet GenF Reac by 3 GenF SB178 Title| 4 ZFS-EDIT Food GATE
REMAINING BEUDGET TO SPEND (107, 723.30) oo 000 0.00 50000  (BE20581) 000 (185.42881) 592818 8184210 =

ALLOCATED FUNDS:
Target All Jobs F5 Amount Actual Cost Basis 215598650 13282204 (Ao .00 89.000.00 3720000 000 283438370 42.68625 9142 14
BUDGET SPENT.

12. 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.

SCHOOL BUDGET © s EIEEEEN -

33:32"’ rer e s » s O
4 MANAGE POSITION/JEMPLOYEE BUDGET by WORK LOCATION
Wersion - 7 Fo

Working S8

Administrative - Support  AddlEamings - Supplies and Other Sves SLA

Employee Name Shared Position Eff Start Date  EH Stop Date Planned FTE ~ FS Percentage  Total Fund Sre  FS Amount Aver:
Gen Fund Allocation Pct Gen Fund

cCcsh

ELE PRINC (9 MOS) - UTDD0 P_10026784_1 ELE PRINC (2 MOS) LasNama, Ti2aig 1.00 100.00 100.00 161,067 92

Admin Jobs Total All Fositions. 100 151,057 82
4 SUMMARY TOTALS

Gen Fund C5R HOPEZ Magnet GenF Readby 3 GenF SBATE Titlel 4 ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND [197.723.30) 0.00 .00 0.00 0000 (BB20857) 000 (195.42881) 592816 8184214 =

ALLOCATED FUNDS:
Target All Jobs FS Amount Actual Cost Basls 2 355966 66 362 82204 0.00 0.00 89,000.00 3720000 000 283498370 4288625 8184214

BUDGET SPENT.

13. 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.

12
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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.

SCHOOL BUDGET © DR s [ reivenn [ actions - (RN o | text | ciose |

Budgei 2 021Asn Deancs » 7 ®©
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
m&war;_sn » 7S O

Administrative  Licensed | Support |nd.r||'_.mu--g.-. Supplies and Other Sves SLA

Employee Name Shared Position  Eff Start Date  Eff Stop Date Planned FTE  FS Percentage  Total Fund Src  FS Amount Aver

A P A { A i Gen Fund Allocation Pet Gen Fund
cCsD

ELE PRINC (8 MOS) - UT000 P_10028784_1 ELE PRINC (9 MOS) LasiName, 7124119 1.00 100.00 100.00 1561,057.92

Admin Jobs Total All Positions 1.00 151,057 .92
4 SUMMARY TOTALS

Gen Fund CSR HOPE2 Magnet GenF Readby3 GenFSB178 Titlel 4 ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND {107.723.30) 0.00 0.00 0.00 50000 = (8820551) 000 (19542881} 5,928.16 8184214 =

ALLOCATED FUNDS:
Target All Jobs FS Amount Actual Cost Basls 235506666 35282204 0.00 0.00 8%.000.00 37.200.00 000 283496870 42.666.25 91.842.14
BUDGET SPENT:

14. The Additional Earnings tab is a view-only tab. It provides a quick way to view positions that
have been budgeted for:
e  Prep Buys;
e Licensed Add-On and Extra Time; and

13
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e Support Add-On and Extra Time.

This tab will automatically update as you enter Prep Buys and Add-On/Extra Time information. It
also includes totals at the bottom (by employee type).

SCHOOL BUDGET @

. DS - R D
Buiget P2 023 Aten Do - /7 @
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
Le:::g_sa -+ ’ Q

Acministrative  Licensed Support | Add’l Eamnings | Supplies and Other Sucs  SLA

Emp Name FS Amount Prep Buy FSAmountAdd-On FS Amount Extra

Assumption Gen Fund Gen Fund Gen Fund 1
|
LICENSED ADDITIONAL EARNINGS TOTAL 7.597.02 6,081.55 1.297.35
CCsD |
| PEINSTR ASST -NO178  P_10006407_1 PE INSTR ASST LasiName 717857 B8.052.08 |
‘ i
SUPPORT ADDITIONAL EARNINGS TOTAL TATGET £.052.08
4 SUMMARY TOTALS
Gen Fund CSR HOPE2 Magnet GenF Readby 3 GenF SB178 Titlel 4 ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND (107.723.30) 0.00 0.00 0.00 50000  (88.20551) 000 (195428.81) 5928.16 9184214 =
ALLOCATED FUNDS:
Target All Jobs FS Amount Actual Cost Basls 235596666 35282204 0.00 0.00 89.000.00 37.200.00 000 283498870 42.£86.25 91.842.14
BUDGET SPENT.

14



CCSD School Budget Planning Tool Essentials Guide

15. 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;
Legal Services;

And more.

The service type appears on the left, while the funding source displays at the top. This is a
modifiable tab. Totals are also displayed at the bottom of the tab.

SCHOOL BUDGET ©

Scenano Yaars EntEy

Buaget FY21 0235 Alen. DeanES

4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION

Varsion
Warking_SB

Adminisirative  Licensed  Support  Addl Eamings | Supplies and Other Sves | Si4

Penod
BegBalance

Gen Fund GenF Read by 3 CSR

Enter total year dollar amount to a Funding Source:

5116540000 Extra Duty Licensed
S116810000 Preparation Periods
5117952000 Extra Duty Support Statl
5118258000 Extra Duty Administrator
5320000000 Education Services
5330000000 Employes Training
5340000000 Cther Professional Services

5343000000 Legal Services

GenF SB178 GATE SpEd

82.500.00

EVAAAARBAN Kenhitantiisal Earilons  Beall

4 SUMMARY TOTALS

Gen Fund

REMAINING BUDGET TO SPEND (107.723.30)

ALLDCATED FUNDS:
Target Al Jobs
BUDGET SPENT.

3720000

CSR
0.00

HOPEZ Magnet GenF Readby3 GenF SB178 Titlel 4 ZFS-EDIT
0.00 0.00 50000 (8820551 000 (19542881)

592818

DEDEEn - B e

- 7 D

GATE

9184214 ~

F3 Amount Actual Cost Basls 2 355066 66 35282204

0.00 0.00 £9,000.00 3720000 000 2834 98870

42 BB6 25

91,842 14

15
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16. The Service Level Agreement (SLA) tab houses Service Level Agreement information. This may
include:
e ELL Placement Testing Personnel;
e Partnership Field Trips;
e Attendance Officers;
e And more.

This tab also includes totals at the bottom of the tab.
SCHOOL BUDGET © : CIEDEES - B e

Scenario Years Entity ; -
Budget Frz1 0735 Allen, DeanES g 4 &

4+ MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION

Version - 2,
Waorking_S8 » |7 U

Administrative  Licensed  Suppom  ASH Eamings  Supplies and O Svs

g e
ESD - Academic Centers 0.00 -
ESD - Attendance Officers

ESD - Comectlonal Schoots

ESD - Substance Abuse (SAAP) Instructors 1728
FD - Landscape Maintenance 19.652.28
85D - Giftrd and Talented Education Specialists 657843
TRANSP - General Education Transportation 2277230
Total Service Lovel Agreements 1.24,005.52

4 SUMMARY TOTALS

Gen Fund C8R HOPEZ Magnet GenF Readby 3 GenF SB178 Title! 4 ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND (10772330 0.00 0.00 0.00 60000  [BR05561) 000 (15542887} 552816 o1E4Z 14 =
ALLOCATED FUNDS:
Target All Jobs F3 Amount Actual Cost Basks 235526666 35282204 0,00 0.00 £9,000.00 3720000 000 283458370 42,586 25 91,842.14

BUDGET SPENT:

17. The Summary Totals area contains a running total of each tab available in the School Budget
form. This includes Administrative, Licensed, Support, Additional Earnings, 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.

4 SUMMARY TOTALS

Gen Fund CSR HOPEZ Magnet GenF Readby 3 GenF SBITE Title! 4 ZFS-EDIT Food

REMAINING BUDGET TO SPEND (107, 723.30) 000 000 0.00 50000 [(8820551) 000 (19542881) 592816
: ALLOCATED FUNDS:
| Target All Jobs F5 Amount Actual Cost Basls 235550666 35283204 0.00 .00 88,000.00 720000 000 283498870 4288625
: BUDGET SPENT.
| Working_SB Admin Jobs Total Funding Amount 151,057.92 o
| Licensed Jobs Total Funding Amount 1675004 69 35282204 0.00 8820551
FS Amount Prep Buy 7.567.02
FS Amount Add-On 608165
FS Amount Extra 1,297 35
Support Jobs Total Funding Amount 434 978.16 0.00 36,9%8.09
FS Amount Add-On 117667 TATEE7
FS Amount Extra 805208 8.052.08
All Jobs Supplies and Other Services 46,638 90 88,500.00 37,200.00 17233890
Service Level Agreement 12490552 124.905.52
| TOTAL BUDGET SPENT 246368996 35282204 88,500.00 12540551 3.030417 51 35,968.00
REMAINING BUDGET TO SPEND {107,723.30) 0.00 0.00 000 50000  (88205.51) 000 (19542887) 5928.16

16
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Student Teacher Ratio Validation (Elementary schools only):

The Student Teacher Ratio Validation applies to Elementary Star rated (1 to 5) schools for Grades 1, 2,
and 3. The ratios are reviewed and updated for each open Budget Planning Cycle. Budget plans should

not be promoted until the student teacher ratio validation check has been calculated and within the -
1.50 threshold limit.

1. From the School Budget form, right-click the Entity (school) and select View Student Teacher
Ratio Validation:

SCHOOL BUDGET @

Scenano Years Entity
Budget Fr21 0235 Allen, DeanES

[ [y View Student Teacher Ralio Validation I [OYEE BUDGET by WORK LOCATION

[@) Cale Total Pesition Costs

Mass Cak *amings  Supplies and Other Sves  SLA

2. |If the ratio has not yet calculated, the Value Count row will be shaded in red/pink below to flag
the validation.

SCHOOL BUDGET ©

SB Home > Student Teacher Ratio Validations

Scenario Version Years Entity
Buget  worng 58 vz ([
ST Ratio Limit Students Difference

Elementary Star 1 or 2 Schools E
Elementary Star 3 or 4 or 5 Schools
Grade1 Elem - Star3 or 4 or 5 - Grade 1 20.00 20.00
Grade2 Elem - Star 3 or 4 or 5§ - Grade 2 20.00 20.00
Grade3 Elem - Star 3 or 4 or 5 - Grade 3 23.00 23.00

Value Count 3.00 0.00 3.00

Click SAVE to update the ratios
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3. Asthe form indicates, click SAVE to update the ratios and click OK in the pop-up information
window. The form will flag validation issues (if any):

SCHOOL BUDGET © i g R

SB Home > Student Teacher Ratio Validations

Scenario Version Years E

Entity ~ f
ST Ratio Limit Students Difference

Elementary Star 1 or 2 Schools
Elementary Star 3 or 4 or 5 Schools
Grade1 Elem - Star 3 or 4 or 5 - Grade 1 2000 16.60 3.40
Grade2 | Elem-Star30r4 or5 - Grade 2 20.00 21.80 -1.80 |
Grade3 Elem - Star 3 or4 or 5 - Grade 3 23.00 23.60 -0.60

Value Count 3.00 3.00 0.00

Click SAVE to update the ratios

In the example above, the ratio in Grade 2 is greater than the -1.50 threshold, thus shaded in
pink. To resolve this issue, the administrator will need to increase the FTE count for the given
Grade level as needed (i.e. add a position) and then return to this form and re-calculate by
saving the page.

4. The Student Teacher Ratio Validation form must be calculated and in compliance with the
Budget Planning cycle ratios to be able to promote your budget plan for approval. Schools

outside of these ratios can request additional funding by completing the Add-on Approval Form.
Add-on Approval Form

SCHOOL BUDGET © o m

SB Home > Student Teacher Ratio Validations

Scenario Version Years Entity
Budget Werking_SB  FY¥21 0235 Allen, DeanES

5T Ratio Limit Students Difference

Elementary Star 1 or 2 Schools | |

Elementary Star 3 or 4 or 5 Schools

Gradel Elem - Star 3 or 4 or 5 - Grade 1 20.00 19.67 0.33
Grade2 Elem - Star 3 or 4 or 5 - Grade 2 20.00 17.50 2.50
Grade3 Elem - Star 3 or 4 or 5 - Grade 3 23.00 20.25 275

Value Count 3.00 3.00 0.00

Click SAVE to update the ratios
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Increasing the Headcount of an Existing Position

Increase the headcount of an existing position and use the same funding source allocation of the
existing position.

Feature:

e The User cannot select a “Vacant” position since they can simply update the Hours (Support
Professionals) or FTE (Licensed and Admin) of the position to increase the count and budget cost

e The Vacant position created by the Feature will use the same funding source allocation of the
existing position

e The selected existing Position’s relevant data will be copied to the same data intersection but
instead of Employee 1, or Employee 2, etc. of the existing Position, the new data will be

“Vacant”.
0 Employee specific data such as EMPL_ID, Name, Hire Date will be blank for the Vacant
position

0 Primary Pay Rate will use the Average Salary Rate for the Vacant position

1. From the SB Home page navigate to Actions > Go to Full Screen > and select the employee tab
to edit (Admin / Licensed / Support tab).

4] e

w Fund Source to GL Allocations

[y ViewEund Source Supplies

[y calculate Fund Source Supplies
Budget For... »

Ell Admin l Go To Full Screen »
[ Licensed / [y Update Admin, Licensed and Support subtotals

tte [ Support ¢ Filter »

'™ [ supplies Other Services 9 Analyze
1.00 1000 ¥ NewAd Hoc Grid
Show Reasons for Read-Only Cells
0.50 100.0
[  Predictive Planning
0.00 100.0

Business Rules

Smart Push Details

&

1.50 Grid Validation Messages

Spreadsheet Export
2. From the School Budget form select a position from Admin, Licensed or Support tab, then right-
click from the position cell and select Budget For...> Increase Position Headcount.
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ke . COCEICED - H e

5B Home > 5B Position info Detai-Licensed Transt ) ©ak Total Position Costs
Scenaic  Varsion Years i tass Cae
Budget Working S8 FY21 5 Alen, DeanEs Hikaz Cale i
Dnouie Funoug Sovee Aofations. | P Shared EffSudDate  EfStop Date
[y EditPosion info Poshion
@y Gotw Licensed Summary
I Gan Furd C5R
AT BT000EET 1 KOG T AT R By View Fund Scurce o GL Allocations T - e — S
[y view Fund Source Supplies M_33m15 &The 1.00 100.00
[@ cCalcutate Fund Source Supplies M_518040 | BT 1.00 100.00
GRADE 1-C1010 P_10008362_1 GRADE 1 [eumm ‘lEli T ns e
M 1.00
&) Delete Position info [ Prep Buyout - Licensed = 56
3o To Full Screen [} Add-Onard Extra-Licensed o0 0.00
Mew Posiion & [y Analyze and Fix GL Allocations [ Add-On ard Exira - Support 1.00
GRADE 2 - C1020 P_10008383_1 GRADE 2 Edit * [y dov2- Support St na 100 100.00
P_1 1 GRADI 19 00
10005354, 2 Adjust ¥ [y CTT - Sub Taacher [ !
New Position 5 ks ) 100
%8  Supposting Detail @) Increase Position Headcount
ARL-ELEM, 2ND - C1025 P_10008385_1 ARL-ELEM, 2ND 5 ns 1.00 19000
3. Click OK when prompted to proceed.
Launch Confirmation Message =

Are you sure you want to add a vacant row to this Position?

OK  Cancel

4. When done, scroll to the position and a new vacant position row will be created and highlighted
in yellow (means need to calculate).
SCHOOL BUDGET @

o

58 Home > S8 Posftion Info Detad-Licensed Transt

Scenario Version ‘Years Entay > PERES Format
Budget Working_S8  FY21 0235 Asen DeanES ’ Q ﬂ o -

Employee Name Shared EM Start Date Eff Stop Date Planned FTE FS Percai
Position
ASSUMPLION Gen Fund CsSR
KDG 1AM PM1 - C1000 P_10008381_1 KDG 1 AW PM Employee | [CGSD Lasthame, FirstName EM_325181 ETHRE] T00 T00.00 -
Employaa 2 CCSD Lasthama, FirstName EM_331715 e 100 100.00
Employes 3 CCSD LastName, FirstNama EM_516040 aTine 1.00 100.00
Vacant a9 100 100.00
GRADE 1-C1010 P_10008382_1 GRADE 1 Employee 1 CCSD LasthNamea, FirstName EM_10014323 aT19 100
Employee 2 CCSD Lasthame. FirstName EM_303745 8T 1.00
Employea 3 CCSD LasiName, FirstName EM_553065 aTNe 1.00
Employee 4 CCS0 LasiName, FirstName EM_524230 22020 0.00

5. Right-click the vacant position and select Calc Total Position Costs to complete the calculation of
the position.
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SCHOOL BUDGET @

5B Home = S8 Position infe Detati-Licensed Transt

Scenario Version Years Entity
Budget Wnking S8 FY21 0235 Allen. DeanES
KDG 1AM/ PR - C1000 P_10008381_1 KDG 1AM PM

6. Click Save to refresh the totals.

SCHOOL BUDGET @

SB Home > SB Position Info Detail-Licensed Trans{

Scenario
Budget

Version ‘Years
Working_SB FY21

Entity
0235 Allen, DeanES

KDG 1AM PM1 - C1000 P_10008381_1 KDG 1 AM/1 PM

DS - e
(@) Transter Position
| @  colk Totl Position Casts |
Mass Cailc » , O E Ad hoo ﬁ
Update Funding Source Allocabens  #
poalrche 3 EffStartDale  EMSopDate  Planned FTE FS Perce:
Gy  EditPosition info P
i Gotolicensed Summary
jon [ p Gen Fund C5R
Empioyes 1 = @ View Fund Source to GL Allccations T 100 100,00 .
Empioyes 2 cesp O View Funa Source Supplies B8 1.00 100.00
Empioyes 3 CCS0 [y Calkeatate Fund Source Supplies L] 100 100.00
Budgst For " BTG 1.00 100.00
» D - B
/. O H o ﬂ
Employes Narme Shared Eff Start Date Ef Stop Date Flanned FTE FE Percel
Position
Assumption A p A A pl A Gen Fund C5R
Employee 1 "CCSD Lasthame, FirstName EM_325181 amns 1.00 100.00 -
Employee 2 CCSD Lasthame. Firsthiame EM_331715 arna 1.00 100.00
Employee 3 CCSD LastName. FirstName EM_516040 arna 1,00 10000
Vacant amna 1.00 100.00
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Adding and Adjusting Positions

1. From the School Budget form, click Actions > Go to Full Screen > and select the employee tab to
edit (Admin / Licensed / Support tab)

Calculate Pund Source Supplies

Budget For,.. >
[y Admin - | Go To Full Screen >
/’ . &
- E‘_I Update Admin, Licensed and Support subtotals
te | [ Support . Filter >
- EI Supplies Other Servicas ;0 Analyze
1.00 1000 A MewAd Hoc Grid
Show Reasons for Read-Only Cells
0.50 100.0
l&  Predictive Planning
DALY i 5 Business Rules
Smart Push Details
1.50 E55  Grid Validation Messages

Spreadsheet Export

2. Toadd a position click the Actions menu, click Budget for..., and select A New Position

SCHOOL BUDGET © - R ]

5B Home > SB Poaition Info Detad-Support Transf
2 W

Update Funding Source Allocations L9

[} Calc Total Position Costs
Scenario
Budget

Wersion Years
Working_S8  FY21

Entity

0235 Allen, DeanES Mass Calc

Empioyee Nama Shared Manths Work
Poaition Override P
[y EdtPositon info 5
= = [y GotoLicensed Summary
Assumplion Assumplicn Assumplion G
FRSTAILVSFTY AST - NOOSO P_10008400_1 FRST AIDISFTY AST Employee 1 CLSD LastName, FirstName EM_S42377 09 Months [ View Fund Source to GL Aliocations | -
ELEM SCHOOL CLERK - NO143  P_10008404_1 ELEM SCHOOL CLERK  Employee 1 CCSD LasiName, FirstName EM_317741 11 Manths [ View Fund Source Supplies |
SCH OFFICE MANAGE - NO310  P_10008411_15CH OFFICE MANAGE  Employee 1 CCSD LasiName, FirstName EM_548030 1 Months [B Calculate Fund Source Supplies |
COMPUTER TECH | - N1565 P_10008412_1 COMPUTER TECH | Employee 1 |
= [ A New Posiion Budget For. » I |
P _20003817_1 COMPUTER TECH | Employes 1 CCSD LasiName, FirstName EM_1005897)
CUSTODIAN - N8040 P_10005637_1 CUSTODIAN Employes 1 CCSD Lasthame. Firsthame EM_1020044 LB PTep Buyout - Licensed @  Delete Posilion Info
P_10008413_1 CUSTODIAN Emgloyes 1 CCSD LasiName, FirstName EM_1020076 [ Add-On and Extra - Licensed Go To Full Screen » |
HD CUST I - N2110 P_10008414_1 HD CUSTI Employee 1 CCSD LasiName, Firsthame EM_317205 [ a49.0n and Extra - Suppert [ Analyze and Fix GL Allocations |
Hi Al = NO1 P_1 1 | 1 AN e N3 M_1004139;
SCHOOL AIDE - NO100 _10008401_1 SCHODL AIDE Employee CCS0 LasiName, FirstiName EM_1004139, (3 Job2- Suppot Staft Edit » |
LIBRARY AIDE - NO105 P_10008402 1 LIBRARY AIDE Employee 1 CCSD LasiName. FirstName EM_ 10028381 ) |
[ ©TT - Sub Teacher Adjust »
P 10008403 1 LIBRARY AIDE Emoloven 1 CCSD LastName FirstNama EM 10028381 |

3. You will be brought to the SB Add Position form. If you right-clicked on a Job to add the new

position the job code you clicked from will display in the Job Link at the top of the form. To

change the Job that you are adding, click the Job link.
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SCHOOL BUDGET © - [ R T T

SB Home > SB Position Info Detail-Suppon Trans! > SB Add Positon

Pericd ‘Years Scenano Varsion Entity V. Eo Ad ho
BegBalance FY21 Buoget Working_SB 0235 Allen, DeanES | PE INSTR ASST - NO1TD -
Employee Planned FTE Montis Wark Heurs Per Eff StanDate  Eff Stop Date FS Percentage
Mame Crverrice Day Ovamide
Pl P plion A Pl L Ben Fund GenF Read CSR GenF SB178 GATE

by 3

Suppent Only-Enter #Months and Hours

4. Inthe Select a Member window that appears, locate the desired Job. (NOTE: These are sorted
by job code rather than position title. You may use the Search Job bar to search for available
jobs.) Once the blue checkmark appears next to the desired position, click OK.

Select a Member v -. m m

Job
"THINS ASST Il - NO198"
Search Job {3}
Total All Jobs « TIINS ASST Il - NO198 -
All Jobs TIINST ASST IV - NO199
Admin Jobs ADMIN CLERK - NO200
Licensed Jobs TI FACES FAM LRN - N0O205
Support Jobs > OFFICE SUPERVISOR - N0O20&
Police Jobs SECRETARY Il - NO220

5. 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).

SCHOOL BUDGET © s BESss

SB Home > SB Posilion Info Detail-Support Transf > SB Add Position

Period Years Scenario ersion Entity e - -
BegBalance  FY21 Budget Warking_SB 0235 Allen, DeanES [T INS ASST il -

Employee Planned FTE Menths Work Hours Per Eff Start Date Eff Stop Date
Name Cverride Day Qvemide
Assumption Assumption Assumption Gean Fund GenF Read 0

by 3

Support Only-Enter #Months and Hours

6. Click the Actions menu and select Add Position.
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SCHOOL BUDGET © v B3 [ actons - [N CRRY - | wext [ cione |

@ Add Position

58 Home > 58 Position Info Detal-Suppon Tranaf > 58 Acd Position

Periog Years Scenario Version Entity Job [ CacTolal Position Costs Eormat
BegBalance  FY21 Budget Working_SB | 0235 Allen, DeanES  T1INS ASST il - NO198 @  Edit Positon info
Empiloyes Flanned FTE Months Werk Hours Per Eff Start Date Eff Stop Date @  View Fund Src to L Allacations
Name Creemide Day Overmde ) ) )
Filte L
il B Assurnption Assumptien Assumption Gen Fund GenF R Sort » ATE

by
Anglyze
Support Only-Enter #Months and Hours.
4 New Ad Hoc Grid

7. Inthe NextPositionAdd window that appears, enter 1 in the Proposed number of FTE to
purchase field. Ensure that the Default field is set to Vacant. Click the Launch button.

NextPositionAdd 3
* Enter proposed number of FTE to

purchase
Is
100% to General Fund

2 * Default is 1 for Primary job
m with EGIL. Enter 21f 1
Secondary job and no EGI.

* Enter proposed number of
FTE to purchase |

100

* Select FROM Job Code  "N0O128"

* Enter Default as VACANT  Vacant

8. The SB Add Position form will highlight the added position row in red. If you entered a Support
Staff 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. The Funding Source defaults to 100% in the Gen
Fund. Update the Funding Source to the desired fund by typing the percentage into the
appropriate funding source column. The updated cells will show in yellow to indicate that the
data in the form needs to be Saved. Click Save to update and remove the yellow highlight.

SCHOOL BUDGET @ & compece [ ) 2

5B Home » 58 Position Info Datall-Suppon Transf » 5B Add Posftion

Petiod Years Scenano Version Entity Jab .
¥ pata EETESN Format
BegBalance  FYz1 Budgat Working_SB 0235 Allen. DeanES | T1INS ASST Il - NO158 4 e .

Employes Planned FTE  Months Work Hours Per Eff Start Date  EA Stop Date
MNama Orvesride Day Ovarmide
Gan Fund HOPEZ GenF 56178 Magnat Ttle |
Suppart Only-Enter #Manths and Hours.
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9. The position added still shows in red to indicate that the position needs to be calculated. Right
click on the new position row. From the menu that appears, select Calc Total Position Costs.

SCHOOL BUDGET © . CICDEEE - EECEE

[B)  Add Position
58 Home > $8 Posion Info Detal-Support Tr [ [y Cal Total Position Cosls
Period Years Scenano Ver , o
Edit Posaticn Infa Ad e
BegBalance FY21 Budget Woi O—] : o1ag i Lo H =
[y ViewFund Srcio GL Allocations
Emg ours Per EfiStanDate  Eff Stop Date
MNa Edit » ¥ Cvermide
Adjust »
Assur sumpticn Assumgption AsSUmplion Gan Fund HOPEZ GenF SB178 Magnet Title |

%2 Supporting Deta
Suppart Onty-Enter iildonths and Hours & change History

A  LockUniock Celis

R . . [ T [ S— T [ ——

10. If you entered a Support Staff position, you will see that the Planned FTE has auto-calculated
(based upon the information entered in the Override fields) on the SB Add Position form. To
return to the previous Full Screen School Budget form, click on the SB Position Info Detail link.

SCHOOL BUDGET ©

i [ | e~ ST e [ o
SB Home »FB Position Info Detad-Suppaort _lc"a‘I‘ SB Add Position

Pariod Yaars Scenarie  Version En ob v | e
BegBalance  FYZ1 Budget Working SB 0235 Allen, DeanES | T1 NS ASST Iil - NO158 7

Employee Pranned FTE Monihs Work Hours Per EN Start Date Eff Stop Date
Nama Cvarride Day Ovarride

[ i Gen Fund HOPE2 GenF SB1TE Magnet Tise |

Suppont Onily-Enter #Months and Hours

New Position 6 Vacant 0‘3 Moniths B.00 100.00

11. Confirm the dollar amount calculated in the fund source column desired and click Save to
aggregate this new amount in the Summary Totals. After you save, click the SB Home link to
return to the School Budget form and review the updated totals in the summary.

SCHOOL BUDGET © v e - D
5B Position info Detail-Support Trans!

Scenanio Version Years Entty . Ad ho
Budget Working_S8 | Fra1 0235 Allen, DeanES L o H -

ntage F5 Parcentage Total Fund F5 Amount Average Cost Basis F5 Amount Actual Cost Basls
Sre
GenF SB178 Food SpEd Aocation Pct Gen Fund GenF SB178 Food SpEd
P_10008410_1 INSTRUCTIONALAST  Employee 1 100.00 5:231.18) =
[TTINS ASET il - ND158 New Positon 6 Vacant 100.00| | 100.00 3177925
FSWKRFLOATER-NS010  P_10008415_1 FS WKR FLOATER Employee 1 100.00 100.00 000
SR FOOD SRVC WRKR - N5030  P_10023567_1 SR FODD SRVC WRKR  Emplayee 1 100.00 100,00 36,958 09
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Change the Funding Source of a New Position

While Existing Position Funding cannot be edited (no update to PeopleSoft Department Budget Table),
you can change the funding source of a New Vacant Position.

1. From the School Budget form, click Actions > Go to Full Screen > and select the employee tab to
edit (Admin / Licensed / Support tab)

: EDEm o [

L~ ~¥ew Fund Source to GL Allocations

E] Vie

und Source Supplies

EJ Calculate Pynd Source Supplies
Budget For... »
El_] Admin - Go To Full Screen >
r"" [f) Update Admin, Licensed and Support subtotals
e [y Support ' Filter »
™[4 supplies Other Services P Analyze
1.00 1000 X  MewAd Hoc Grid
Show Reasons for Read-Only Cells
0.50 100.0
. Predictive Planning
D0 il Business Rules
Smart Push Details
150 255 Grid Validation Messages

Spreadsheel Export

2. Click Actions > Select Update Funding Source Allocations > select the employee type i.e. Admin
New Positions, Licensed New Positions, Support New Positions, or All New Positions.

SCHOOL BUDGET @ s BEEE - Bl

SA Home > SA Position Info Detail-Licensed Transf
Transfer Position

Scenaro Wersion ‘Years Entity F t
Budgs! Working_S8  Fy21 0235 Allen, DeanES @ Cak Total Position Costs -9"“'
Employee Name: Shared Eff Start Date Ef hags Caic " F5 Percer
F
[ Ademin New Positions I Updale Funding Scurce Allocations & ]
it Jew g E Edit Positien inf
p—— P [ Ucensed New Positions & it Pesiton info ==
HDG 1AM PM1 - C1000 P_10008381_1 KDG 1 AN/ PM Employes 1 “CCSD LastMame, Firsthiame EM_325191 | Q[ Support New Postions i GotoLicensed Summary -
Employee 2 CCSD LastMame, Firsthame EM_331715 E‘J All New Positions 4y view Fund Source to GL Alocations
Employee 3 COSD LasiName, FirstName EM_$16040 ey [l ViewFund Souce Suppiles
GRADE 1 - C1010 F_10008382_1 GRADE 1 Emgloyes 1 CCS0 LastMame, Firsthamea EM_10014323 amne
@) Cakuate Fund Source Supplies
Employee 2 CCSD LastName, FirstName EM_303745 719
¥ = Budget For... »
Employee 3 CCSD LasiNarne, FirstName EM_553069 B719
GRADE 2 - C1020 P_1000B383_1 GRADE 2 Employee 1 CCSD LasiName, FirstName EM_312411 w7e [ Delete Position info
P_10008384_1 GRADE 2 Ermployee 1 CCSD LastName, FirstMarme EM_520954 879 Ge To Full Screen L
New Position 5 Vacan! Vacanl | [y Analyze ard Fix GL Allstations
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3. From the SB New Pos Edit AllJobs form, select the vacant position to change funding source
allocation, right click, and select Edit Funding Source:

RCHOBLBURGET® s REEER - R

SB Home = S8 Postion Info Detaf  [3)  Calg Totat Position Costs

Scenanio Versian Years , Ad hoe
Edit » Ad hoc
Budget Working_SB  FY21 s 0 E m

Addjust »

Shared ENStariDate  EMSiopDate  Planned FTE Total Comp FS Total Fund FS Amount
%5  Supporiing Detall Position Exp Parcantage Snc Averaga Cost
= Basis

# change History

GenF SB1TE  Allocation Pt GenF SB178
= = f  LocwUniock Calls
TIINS ASST Il1- NO198 | New Posib 056 3177925 100.00 100.00 | 31 7!9.25] *

| " »
Licensed Jobs Tolal New Fries 1.00 58,205.51 28205 51

Sort *

A Analyze

4. Delete the value from the unwanted funding source and enter your desired allocation in the
appropriate fund source column (Funding sources must total 100%). You will notice the cells you
have edited are yellow, click Save:

SCHOOL BUDGET © & @m coriere | (0

SB Home > 5B Posibon info Detad-Support Trans! > 5B New Pos Edit Alllcbs > SB Edit Postion F3Allec

Seanaris Vears E Joby Position gl et , s by
— A
Budgat Fra 0235 Allen, DeanES  TIINS ASST (Il - NO19E  New Positon 6 V! it i # '[:} ﬂ ﬂ

Employee FS Percentage Pay Base Pay Cycle Primary Pay District Budge! Start ]
Nama ‘____—"" Rate Average Rate Date
e
Assumptian Gen Fund GenF Read —  GSR GenF SB178 GATE SpEd Assumph P A
7T

Svtegic Budgat Vacand 10000 |:| oy prrey 580 1886 70

5. Click the SB Position Info Detail-Support link. Confirm that the new position is now budgeted to
the updated funding source and click Save.
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SCHOOL BUDGET @

58 Home
Scenario Version Years
Budget Working 5B Fy2t

INSTRUCTIONAL AST - NO190

TIHINS ASST NI - NO198
FS WKR FLOATER - N5010

SR FOOD SRVC WRKR - N5030

> SB Position Info Detai-Support Trans!

P_10008409_1 INSTRUCTIONAL AST
P_10008410_1 INSTRUCTIONAL AST
New Positon 6

P_10008415_1 FS WKR FLOATER

P_10023567_1 SR FOOD SRVC WRKR

FORM TOTALS

Employee 1
Employas 1
Vacant

Employea 1
Employea 1

. COcDem - e
X

e

N R -

wrs Per EN Start Date Ef Stop Date Fs FS Percanta; Total Fund FS Amount F
Crvarride Percentage Src Average Cost
Basis
umption Assumption Assumgtion Gen Fund Food SpEd tion Pet Gen Fund
500 122219 100.00 %‘C:’ [
150 1272219 100.00 1 3 523118
600 100.00 100,00 | 31,779.25
000 12722119 00.00 10000
550 1222119 00.00 100.00 |

477 037 73 |

6. You can navigate back to your School Budget form by clicking the SB Home link and review your

updated Summary Totals.
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Removing a Position

1. From the SB Home page navigate to Actions > Go to Full Screen > and select the employee tab

to edit (Admin / Licensed / Support tab).

Refresh

] e oo

“View Fund Source to GL Allocations

und Source Supplies

Calculate Pund Source Supplies

Budget For... »
[y Admin | Go To Full Screen v
EI Licensed / Q] Update Admin, Licensed and Support subtotals
ite [3 Support 0 Filter »
'™ [ supplies Other Services 9 Analyze
1.00 1000 ¥ NewAd Hoc Grid
Show Reasons for Read-Only Cells
0.50 100.0
. Predictive Planning
el e Business Rules
Smart Push Details
1.50 E55  Grid Validation Messages

Spreadsheet Export

2. Inthe list of positions that appears, locate the position that you wish to remove. If the position

is Administrative or Licensed, change the Planned FTE field to 0 and click Save.

SCHOOL BUDGET ©

SB Home > SB Position Info Detad-Licansed Trans!

Scenario Version Years Ensity
Budget Working S8 FY21 0235 Allen, DeanES
Empioyes Name Shared EN Stan Cate Ef Stdp.
Position
Assumptien
KOG 1AM PM1 - C1000 P_10008381_1 KDG 1 AM/1 FM Emplayes 1 CCSD Lastame, Firsthiame EM_325191 aTHg
Employes 2 CCSD LastName, FirsiNama EM_331715 arng
Employea 3 COS0 LastName, Firsthame EM_S16040 Tty
GRADE 1 - C1010 P_10008382_1 GRADE 1 Employes 1 CCS0 LastName, FirsiName EM_10014323 L
Emplayee 2 CCSO LastName, Firstame EM_ 303745 aTg
Emplayee 3 CCSD LastName, Firsthiame EM_553069 TN
GRADE 2 - C1020 P_10006383_1 GRADE 2 Emplayee 1 COSO Lasthame, FirstName EM_312411 aTHe
P_10008384_1 BRADE 2 Employee 1 COSD LastName, FirstNama EM_520954 TS

O[] v Lo, RIS T T

o @

Flanned FTE

29

100
100
100
100

100

1.00

FS Percat

Gen Fund CER
100,00
100.00
100.00



CCSD School Budget Planning Tool Essentials Guide

3. Once the form has saved, the position row will highlight in yellow. Right-click on the position
number, then select Calc Total Position Costs.

SCHOOL BUDGET © | D - e

Transler Postion

2|8

58 Home > SB Position Infa Detall-Licensed Transd Galc Total Position Costs. I

Scenanio Varsicn Years Enfity = =
Mass Calc L3 Ad ho
Budget Weorking S8 FY21 1235 Afien, DRInES s o H E

Update Funding Source ABGcatons »

EF Stant Date Ef Stop Date Plarned FTE FS Perce
&y  EdtPosition Info !
[y ot Licensed Summary
- Gen Fund CSR
KDG 1AW1PMI-CI000  P_10008361 1KDG 1AMTPY  [ERBGST[Cas Gl View Fund Scircs & L Aocatiors g 359] W -
Empiyee 2 ccsh [y View Fund Source Suppiies 8719 1,00 100,00
Empioyee 3 CCsD El Galcylate Fund Source Supplies B7N9 1.00 100.00

GRADE 1-C1010 P_10008382 1 GRADE 1 Empicyes 1 coso Budget For " 8T 100

4. Note that the dollar amount coming from the original funding source (for example, the General
Fund) now reflects 0.00. Click Save to aggregate the new total in the Summary Totals. Click on
the SB Home link to review updated Summay Totals.

SCHOOL BUDGET © s (e - R

o J 5B Position Info Datail-Licensed Tranaf

Scenario Version ears Entity p O
Budget Working 58 FY21 0235 Aflen, DeanES :

FS Percantage F5 Percentage Total Fund F3 Amount Average Cost Ba
Sre
Gen Fund CsR Genf SB1TE Gen GATE SpEd Aflocation Pet Gen Fund CSR 4
KDG 1AM PM1 - C1000 P_10008381_1 KDG 1AM PM Employee 1 | ‘-lJI.'j 100.00 0.00
Empioyee 2 100,00 | 100.00 83,205 51
Empioyee 3 100.00 100.00 | 88,205.51
GRADE 1- C1010 P_10004382 1 GRADE 1 Empioyes 1 100.00 100.00 88,205.51
Employee 2 100.00 100,00 88.205.51
Employee 3 100,00 100.00 88,205.51
GRADE 2 - C1020 P_10008383_1 GRADE 2 Empioyee 1 100.00 100.00 #8,205.51
P_10008384_1 GRADE 2 Empioyes 1 100.00 | 100.00 89,205.51

5. If you are removing a Support position, From the School Budget form, navigate to Actions > Go
to Full Screen > and select the employee tab to edit (Admin / Licensed / Support).

L1
i Fund Source to GL ABocations
r und Source Supplies
) Cakouate Fund Source Supplies
Budget For. >
3y Admin |5 | Ga To Full Screen >
G4 Licensed — [y  Update Admin, Licensed and Support sublotals
= TJ i Fiter "
"M [ Supphes Other Senvices i anahze
1.00 100 W NewAd Hoc Grid
Show Reasons for Read-Only Cells
050 100.0
|&  Precictive Planning
ey nels Business Rules
Srnart Push Details
150 555, Grid Validation Messages

Spreadsheet Expont

Open in Smart View
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6. Locate the position you wish to remove in the employee grid. Change the Hours Per Day
Override field to 0 and Click Save (Please note that you do not need to update the Months
Work Override field).

SCHOOL BUDGET @

5B Home > 58 Positien Info Detal-Suppart Transt
Scenans Wersion Years Entity
Burget Working_SB  FY21 0235 Asan_ DeanES
SPTAI - NOT62 P_10008406_1 SPTA Il

PE INSTR ASST - NOTTH

INSTRUCTIOMAL AST - NO180

TIHINS ASST Il - NOTS8

F3 WKR FLOATER - NS010

SR FOOD SRVC WRKR - NS030

P_10008407_1 PE INSTR ASST
P_10008408_1 PE INSTR ASST
P_10008209_1 INSTRUCTIONAL AST
P_10008410_1 INSTRUCTIONAL AST
MNew Position 6

P_10008415_1 FS \WKR FLOATER

P_10023567_1 SR FOOD SRVC WRKR

FORM TOTALS

Emmplayes 1
Employes 2
Employee 3
Emplayee &
Emplayee 1
Emgplayes 1
Emplayes 1
Erployee 1
Vacan

Ernploryes 1
Employee 1

Empioyee Name

Assurmption

CCSD LastName, FirstName EM_10049345
CCS0 LastNama. FirstName EM_10090528
CCS0 LasiName, FirstName EM_319789
CCS0 LasiName, FirstName EM_S540930
CCS0 LastName. FirstMame EM_10022402
CCS0 LastNama. FirstName EM_10022402
CCE0 LasiName. FirstName EM_542473
CCSD LustName, FirstName EM_542473
Vacart

CCS0 LastNama, FirstName EM_10049345

CCB0 LasiName, FirstName EM_324401

] oo e SR T T

o -

Shared
Pasition

Assurmption

Hours Per

Eff Start Dale EN Stop Date

Crenrrice Dy Cvarrida Pr
X 2 5
09 Months 000 11320 g
09 Months G600 122219
09 Montns 600 122219
09 Months 600 122219
09 Menths 050 1272218
0% Months GO0 122G
09 Months 500 122219
09 Months 150 122219
09 Months 6.00
09 Months 000 1272219
09 Months 550 122219

7. Once the form has saved, the position row will highlight in yellow. Right-click on the position
number, then select Calc Total Position Costs.

8. Click Save to aggregate new total in the Summary Totals. Click on the SB Home link to review
updated Summay Totals.

SCHOOL BUDGET @

[E8 Hama}- 88 Postion Info Detail-Support Transt

Scenari Wersion Years Entity

Budget Working_S8  Fy21

CUSTODIAN - NBO4O

HD CUST | - N&110

SCHOOL AIDE - NO100

LIBRARY AIDE - NO105

SPTAIl - NO162

0235 Allen, DeanES

F_20003817_1 COMPUTER TECH |
F_10005637_1 CLUSTODIAN
F_10008413_1 CUSTODIAN
P_10008414_1 HD CUST |
F_10008401_1 SCHOOL AIDE
F_10008402_1 LIBRARY AIDE
F_10008403_1 LIBRARY AIDE
P_10008406_1 SPTAI

Empioyes 1
Employes 1
Empioyee 1
Employee 1
Empioyee 1
Employee 1
Empioyee 1
Employes 1

: (D - e

op Date F& F5 Percentage Total Fund FS Amount F& Amount Actual Cost Basis
Percentage Sre Average Cost
Basks
imption Gen Fund Food SpEd Aliacation Pet Gen Fund Food &p Ed
i 100,00 I 100.00 34,369.40
| 100.00 | 100.00 4583362
I 10000 | 100,00 4583362
| 100 :\JE 100,00 5381233
i 100.00 | 100.00 33.005.38
100.00 | 100.00 8.846.28
100,00 100.00 2199243
T 100.00 100.00

nuol
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Transfer to Existing Position

1. From the School Budget Form > click Actions > Go To Full Screen > select the desired tab
(Admin/ Licensed):

v [ 0 D

“¥iew Fund Source to GL Allocations

und Source Supplies

EJ Calculate Pund Source Supplies
Budget For... 3
[y Admin P = | Go To Full Screen >
T
s [B)  Update Admin, Licensed and Support subtotals
te | [y Support ‘' Filter >
" [ Supplies Other Services 9 Analyze
1.00 1000 ¥ NewAdHoc Grid
Show Reasons for Read-Only Cells
0.50 100.0
la&z  Predictive Planning
D i Business Rules

Smart Push Details

Grid Validation Messages

1.50

Spreadsheet Export

2. Review the licensed page to identify the employee you want to transfer as well as identify the
existing position to transfer that employee to:

SCHOOL BUDGET © T T TR T T

U Home > S0 Poainon it Deti-Licansed Trangt

Soenant Versin veats Esnty > | & A I
Puiget Workieg_S8  FY21 0235 Adws, Dman5 .
Empioyoe Name Emared Efl Stam Date. EF Si2p Date Planned FTE F& Percontage F& Percomage Tatal Fung FSAme
Pasitan frc

GRADE 1= C1010 1 Iccaa LESINAME. FittTiarte EM_10014323 - Transfer From

Emprwe?  GCSD Lasthame, Firsbtame EV_ 20745 aTie T 008 WO 15t Grade C5K
Cmpiryse. ) CCS LRRINAMS, Fiminms [0 553083 (U] 100 0 e 10000 Position 10008
Empioyes 4 COSD LastName. Firstiame EM_S24230 Flroro) 1w 10000 10000
Now Pusiton § Vaant Vagant 10 10060 a0
GRADE 2- C1020 P_1008030)_1 GRADE 2 Cmpioyse 1 CCSO LasiName. Firmiame CM_312411 winy 100 10005 wam| b
F_1000384_t GRADE 2 Emoioyee 1 CCSD Lasihma. Finiams EM_530954 i 100 10080 0400
N Posiion § Viscanl Macani 108 100 08 | 100 08 |
ARL-ELEM, IND - C1005 P_ID0MR3ES_1 ARL-ELEM. 28D Empiryee 1 COHD LastNama. Firsiiams CM_ 10064404 e 108 100 0 lml\ﬂl B 08 ¢
GRADE 3-C1080 P_ 10028365 1 GRADE 3 Emgkyee | GOS0 Lastame. Fisame EM_ 10034305 e ) 10000 T T T
Empmyee?  COSD Lasthame Firssiams FA_SO0600 T 100 10000 :nooa; 2,708 r:m‘:m o
Cmoovesd  COSD Lamnime: Finsiams EM_ 51230 2w 100 10000 | T T b
GRADE 4-C1080 F_10004367_1 GRADE 1 Erwores 1 GOS0 Laniene, Fridtans ENL 101011 ] ) 00 wam|  saas:
Fmparyne 2 COED Lasthiame, Firstinme EM_316074 AFn 100 100 03 Imﬂﬂ' aa st
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3. Highlight the employee row > Right Click > Select Transfer Position:
SCHOOL BUDGET ©

SB Home = SB Position Info Detail-Licensed Transf

Scenario
Budget

Version

GRADE 1-C1010

GRADE 2 - C1020

ARL-ELEM, 2ND - C1025
GRADE 3 - C1030

GRADE 4 - C1040

4. A confirmation message appears to remind the User to make a note of the target

Years
Working_SB  FY21

Entity
0235 Allen, DeanES

P_10008382_1 GRADE 1

New Pesition 8

P_10008383_1 GRADE 2
P_10008384_1 GRADE 2

New Pesition 5

P_10008385_1 ARL-ELEM, 2ND
P_10008386_1 GRADE 3

P_10008387_1 GRADE 4

Employee 1

Employee 2
Employee 3
Employee 4
Vacant

Employee 1
Employee 1
Vacant

Employee 1
Employee 1
Employee 2
Employee 3
Employee 1
Employee 2

Vacant

[ &

2]

&

Employee Name

Transfer Position

Calc Total Position Costs

Mass Calc

Update Funding Source Allocations
Edit Position Info

Go fo Licensed Summary

View Fund Source to GL Allocations
View Fund Source Supplies
Calculate Fund Source Supplies
Budget For..

Delete Position Info

Go To Full Screen

Edit Position Detail

Analyze and Fix GL Allocations

job/position/employee. Click OK when ready to proceed.

Launch Gonfirmation Message

x

Please confirm you have Job, Position and Employee# fo make
the transfer To and From. In the To Employee# field type the next
number in line i.e. the position you are transferring to has
employee 1 and 2, enter employee 3. TIP: Use Snipping Tool if

needed

Cancel

5. Edit the Transfer Position prompts as needed. The FROM position information is on the left and

pre-filled with the employee row you selected to transfer (from where the User originates the

right-click action). The TO position information is on the right and needs to be updated with the

identified job/position/employee in the step 3, then click Launch to complete the transfer

process:

Transfer Position

* Select FROM Employee

* Select FROM Job Code

* Select FROM Position

'C1010"

'Employee 1"

'P_10008382_1"

i G

33

Shared Eff Start Date Eff Stop Date Planned FTE FS Percentage
Position
Assumption Assumption Assumption Assumption Gen Fund CSR GenF SB17:
8719 1.00 100.00
879 1.00 100.00
amine 1.00 100.00
2120120 1.00 100.00
1.00 100.00
8 1.00 100.00
amie 1.00 100.00
1.00 101
armne 1.00 100.00
THi20 1.00 100.00
a9 1.00 100.00
2120120 1.00 100.00
THi20 1.00 100.00
8 1.00 100.00
120 1.00 100.00

* Select TO Employee

* Select TO Position

* Select TO JOB

"Employee 4"

"P_10008386_1"

"C1030"

r"t?.
=
k!
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Tip: Update the TO Employee with the next Employee # from the target row (i.e. if the target row has

Vacant or Employee 1, then update the TO Employee field with “Employee 2”.

6. When the process is done, the budget form will highlight the updated position rows in yellow.

Note that the FROM position FTE is zero, the TO position created a row with the next Employee

number in line (Employee 4):

SCHOOL BUDGET ©

S8 Home » SB Position Info Detail-Licensed Transf

Scenario
Budget

Version

KDG 1 AM/1 PMT - C1000

GRADE 1- C1010

GRADE 2- C1020

ARL-ELEM, 2ND - C1025
GRADE 3- C1030

Years
Working_SB  FY21

Enity
0235 Allen, DeanES

P_10008381_1 KDG 1 AM/1 PM

F_10008382_1 GRADE 1

New Position 8

P_10008383_1 GRADE 2
P_10008384_1 GRADE 2

New Posilion 5

P_10008385_1 ARL-ELEM, 2ND
F_100023285_1 GRADE 3

© EIETIEES o EEENED

B

Empioyee Name Assigned Shared EfiStatDate  EfStopDate  Planned FTE FS Percentage FS Percentage Total Fur
Pasition Position
Number

Assumption Assumption Assumption Assumption Assumption Assumption Gen Fund CSR GenF SB178 Gen GATE SpEd Aliocation

Employee 1 "CCSD LastName, FirstName EM_3251 &g 1.00 100.00 1
Employee 2 CCSD LastName, FirstName EM_331715 amng 1.00 100.00 1
Employee 3 CCSD LastName, FirstName EM_516040 &g 1.00 100.00 1
Vacant &9 1 100.00 1
Employee 1 CCSD LasiName, FirstName EM_10014323  P_10008382_1 87119 | 0.00 | 100.00 1
Employee 2 CCSD LastName, FirstName EM_303745 8719 = 100.00 1
Employee 3 CCSD LastName, FirstName EM_553069 87H9 100 100.00 1
Employee 4 CCSD LastName, FirstName EM_524230 2120120 100 100.00 1
Vacant Vacant 1.00 100.00 1
Employee 1 CCSD LastName, FirstName Ba(_312411 879 100 100.00 1
Employee 1 CCSD LastName, First e EM_520954 89 1.00 100.00 1
Vacant Vacant 1.00 100.00 1
Employee 1 CCSD Lastpiéme, FirstName EM_10084404 &g 1.00 100.00 1
Employee 1 CCSDAastiName, FirstName EM_10034305 7o 1.00 100.00 1
Employee 2 SO0 LastName, FirstName EM_502600 &g 1.00 100.00 1
Employee CCSD LasiName, FirstName EM_524230 202020 1.00 10000 1
CCSD LastName, FirstName EM_10014323 P_10008382_1 87H9 10000 1

Note: the Assigned Position Number fields will display the source position # for both the source
and target rows.

7. Calculate each row: right-click the highlighted row > select Calc Total Position Costs (or to mass

calculate: Actions > Mass Calc > Calc Licensed Positions):

SCHOOL BUDGET ©@

Veesion
"

KOG 1AM PMT - C1000

GRADE 1- C1018

8. When done the updated rows will no longer display in yellow highlight.

s Ve
orhng 5B FY2

P_10002381_1 KDG 1AM PM

P_10008382_1 GRADE 1

Employte 1
Emgioyes 2
Ermpaye

Vacant

Empitvee Nama

@ cact ainon Cotty

» EDEEEER - R

o @]

Assigned Snared ENSnDae  ENSwoDas | Plawed FTE F5 Percantage F5 Percentage Total Fu
Fostion Fosiion Se
Nureat

Asaumpoon Assumgoon Asvampoon Agsumpaon Assumption GanF S8178 Gen GATE SpEd A

e
1_10008382_1 [ 100,08

calculated cost to ensure the process calculated the desired results:

34
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SCHOOL BUDGET ©

¢ CICDEES - SR
S0 Home » S8 Porition ints Detsé-Licensea Trant
Scenario  Versen Years Eolty PR ﬂ Ad T E
Dengat wenang S8 Frn QM Ak DHARES
Asagned Bhated EnSuriDae EfFopDae  Funosd FTE FS Pefcention FS Percenage Toaad Fund FS Amount Average Cout Bass
Postion Posttion Src
Numioe
Armrpbon Adsurmplen Avtmphon Adrumption Axpumpton Dan Fnd (=) e SBATS O QATE SeEd Qan Fund SR Dgnl
KDG 1 AKKT PUY - C1000 P_10008381_1 KDG 1AM PM Employes 1 | e 100 100,00 [ | 8220451
Employie 2 FLAL] 100 00 00 | EE2061
Empleyen 3 ot 160 100,00 | 82,204 81
vacant L) 100 100 00 | 820551
GRADE 1-C1010 P_10008382_1 GRADE 1 Empioyes 1 P_10008382_1 #Tne Ll 1000 | L
Empliyes 2 e 100 100,00 | 83,205 51
Employoe 1 (L 180 18800 | 1,205 51
Emplzyee & 22000 180 16800 2320481
New Poymon B Vacant 100 100 00 | 20551
GRADE 2- C1020 P_10008383_1 GRADE 2 Empioyee 1 | BT 10 100,00 | BR.2055)
P_10008384_1 GRADE 2 Empizyes 1 | e 100 10000 | 1,208 81
Nerw Peitbon 5 Vacan! 180 0008 |
ARL-ELEM. 24D~ C1008 P_10008385_1 ARL-ELEM, IND Emploves 1 aTie 100 100,00 , 820551
GRADE 3~ C1000 P_10008384_1 GRADE 3 Empicyes 1 men 100 100.00 | BB 20551
[ | e 100 10000 | BR.20551
Empicyen d | 22020 180 10000 | 88208 51
Employes 4 PU1000G3RZ.T | i 100 0003 | w
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Transfer to New Vacant Position

1. From the SB Home page navigate to Actions > Go to Full Screen > and select the employee tab
to edit (Admin / Licensed / Support tab)

Refresh

und Source Supplies

Calculate Fund Source Supplies
Budget For... 3
[y Admin | Go To Full Screen v
3 Licensed / [y Update Admin, Licensed and Support subtotals
ite E] Support 0 Filter »
'™ (3 Supplies Other Services | 49  Analyze
1.00 1000 ¥ NewAd Hoc Grid

Show Reasons for Read-Only Cells
0.50 100.0

ai.  Predictive Planning

oy e :: Business Rules

Smart Push Details

1.50 E55  Grid Validation Messages

Spreadsheet Export

2. Right click a position row you wish to insert a new position and select Budget For > A New
Position

SCHOOL BUDGET o | T e

Sceuns  ven iy
[ FeH 0032 Coarmel. Warsiiall C 63
4 MANAGE POSITIONEMPLOYEE BUDGET by WORK LOCATION

e
Poag_

Aomrmmwbe  Limsd  Sopport  ASTIDMmegs  Servees and O Svcy  SLA

Empioyes Mame  Shared Posson  E0 St Oste  £0 Saop Dute  Passes FTE '8 Pestriage # 3 Percentage Total Funa S 14
s Fiied LR il B w3 Gasf SEOTR s GATE s Assoamen bl Oeal
DR T ALY P
BN YN KOG 1 AR P N L] 1] o "
P_BON17_Y KD 1 AR P | whm B L] 1]
P_SOOMIY_Y KD 1 AR P ‘ b L] ] e LT "
B_NO0MNT_Y KOG 1 A - e oo i 100 ) I Vo 3 4
GRADE 1 - e
PMMMIGAADE Y () CscTosPuston Coen uTT L] B e 1] e
Mgy Caig O
P_SO0NO10_N GRADE ¥ Lo 100 0 D3 o0 20
e e
POOMLIGRADE S o g - M 1] e | 1]
P OSOOEATE YORADE S () 0% Luenied furmmasy L 117 %3 02 | 1]
@ e iend Siurin 1 OL Adetstens
4 SUMMARY TOTALS G woww Fome Souron Supcees
i Comcutam Funt Seurce Supphes SR WOPEF Maguel Ceaf Redby ) Geof BEITE Tie| o ZFSEDIT Faod e GATE SoBd & ZFEMOEDIT
ummnom - ™ B0 AN e o FTE T s 20 )
ALLOCATLD IUBDE: i Owwie Fosbonini 3 Prop Bupset - Lowses
Target AN Jotn e o i @ [ — PECOB00  WABOGDO 06 1401047 4N e avi B LT
PUCGET SRENT:
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3. Confirm the Job selected is correct, then click Actions > Add Position

SCHOOL BUDGET o & s e TR | ) oncins [

e i [Z  AodPosan
58 Home » SR ASd Position I

Period Yeurs Seenatio Versn — e [@)  Cak Total Position Costs

Begiatance  FY21 Buggst Working_ 5@ 0

e [ Edt Postionnfo
Emoicyee Puersd FTE  Momhs Wor Hioers Pt ENSEADale  E Siop Date [ vibw Fund Src 1 GL Asseations
Nams Cwaride iy Cverrice
Filtar
Assumpton Assumpon Assumption Assumption Assumgsion Assumption Gon Fund HOPE? Gaef SB1TH Magnst Tiia | 15t Contury Adat Ed Adutt Comect Bon &y  anawze

AP Mew A bos Gind

Thare are no valid rows of data for this form
Show Feasons for Read-Only Ca

4. Follow the same procedure when adding a new position and Launch:

NextPositionAdd & el
* Enter proposed number of 1 * Mew Position Default is 100
FTE to purchase 100% to General Fund
* Select FROM Job Code  "C1000" o, e e on Enter st [

Secondary job and no EGL.
* Enter Default as VACANT  Vacant

5. Enter the desired funding source allocation, then click Save:

SCHOOL BUDGET @

-
o

EB Home > 5B Pasition Info Detad-Licensed Transf > SB Add Position

Period Years Scenario \ersion Enlity Joo p 'D Ad hoe
BegBalance  FY21 Budgst Working_SB 0280 Damell, Marshall C.ES  KDG 1 AM/1 PMW - C1000 4

Employee Flanned FTE Months Work Hours Per EM Start Date Ef Stop Date FS Percentage

Mame Cwverride Day Override

Gen Fund GenF Read CER GenF SB178 GATE

by3
Support Only-Entar ¥Montns and Hours

oo S o I

New Position §
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6. Highlight the New position row > right-click > Calc Total Position Costs:

SCHOOL BUDGE1

Add Posilion

5B Home > SB Position In |

Calc Total Position Cosls |

Period Years
BegBalance  Fy21

Support Only-Enter #Months &

New Position 5

& 8 &8|&

B @ ot

Edit Position Infa

Wiew Fund Src 1o GL Allocations
Edit

Adjust

Suppoerting Detall

Change History

Lock/Unlock Cells

Fliter

e
[

Job
Al C.ES KDG 1AM PM1 - C1000

Hours Per
Day Override

onths Work Eff Start Date

» Cverride

Eff Stop Date

»

Gen Fund

— -]

'/. G o E

FS Percentage

Lo Lo L s

GenF Read C5R GATE

by3

GenF SB178

7. Return to the previous SB Position Info Detail-Licensed Transf form and note the new position

added.

Review the licensed page to identify the employee you want to transfer as well as the new

position details to transfer that employee to:

EBCHOOL BUDGET & [ — - [re—
.y - -
e R - fra
F— T F o .
e et L e e Nt 1 P B
[y [
b Aios  rewew  mewas et L ] I T T tain e
»
e 1 et P [ ST, ¢ o 4 A P v o
Wit = xm
I wnT = == ]
r;“ﬂ' L el 14 " |
A 1 - £rdrn AT Y —r - Tri
W < w0
P
P 1 CRACE LmTe T = m
AL 5 - £140 ¥ a1 Ghacd 3 v = m
[ . i
¥ 1 Al ) ¥ = L]
i w W
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8. Highlight the employee row > Right Click > Select Transfer Position:

SCHOOL BUDGET

SB Home > SB Position Info Detail-Licensed Transf

Scenario Version Years Entity
Budget Working_SB  Fy21 0280 Damell, Marshall C.ES
KDG 1 AMi1 PM1 - C1000 P_10010117_1 KDG 1AW1PM
New Position 2
GRADE 1-C1010 P_10010118_1 GRADE 1

P_10010119_1 GRADE 1

GRADE 2 - C1020 P_10010120_1 GRADE 2

P_10010121_1 GRADE 2

Emgloyee Name

[3) Transter Position

3 Cak Total Position Costs

Mass Calc

Empioyee 1
Empioyea 2

Employes 3 [ EdiPosition Info

Employee 4 & GotoLicensed Summary

vacant
Employee 1

[  View Fund Source Supplies

Empioyss 2

Employee 3

Employee 1 Budget For.

Employee 2 [3)  Delete Position Info

Employee 1
Employee 2
Employee 1

Empioyee 2 Eat

Go To Full Screen

[  Edit Position Detail

Update Funding Source Allcations

[ View Fund Source to GL Allocations.

(@) Calculate Fund Source Suppiies

N

9. A confirmation message appears to remind the User to make a note of the target

job/position/employee. Click OK when ready to proceed.

needed

Launch Confirmation Message

Please confirm you have Job, Position and Employee# to make
the fransfer To and From. In the To Employee# field type the next
number in line i.e. the position you are transferring to has
employee 1 and 2, enter employee 3. TIP: Use Snipping Tool if

10. Edit the Transfer Position prompts as needed. The FROM position information is on the left and

pre-filled with the employee row you selected to transfer (from where the User originates the

right-click action). The TO position information is on the right and needs to be updated with the

identified job/position/employee in the previous step. Click Launch to complete the transfer

process:

Transfer Position

3 Save Refresh  Actions v Complete Mext
/7 @3 D Fo
‘Shared Eff Stant Date Eff Stop Date Planned FTE FS Percentage FS Percentage Total Fu
Position Sre
Assumption Assumption Assumption Assumplion Gen Fund CSR GenF Read GenF SB178 Gen GATE SpEd Allocation
by3
&7 1.00 100.00
&mne 0.00 100.00
&9 1.00 100.00 0.00
8719 1.00 100.00
1.00 50.00 50.00
&Tne 1.00 7114 2886
&9 1.00 100.00
8719 0.00 100.00
&9 0.00 100.00
&THe 1.00 100.00
73119 1.00 100.00
8719 1.00 100.00
&719 1.00 100.00
719 100 100.00
il Cancel
Launch Cancel

* Select FROM Employee

* Select FROM Job Code

* Select FROM Position

‘Employee 4"

'C1000"

'P_10010117_1"

i i i

* Select TO Employee

* Select TO Position

* Select TOJOB  "C1000"

‘Employee 2°

'New Position 2"

i
i
rf'?.
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Tip: Update the TO Employee with the next Employee # from the target row (i.e. if the target row has
Vacant or Employee 1, then update the TO Employee field with “Employee 2”.

11. When the process is done, you will see the pop up window below. It is not an ERROR, it is
instructions of the next steps to take (Refresh, Review, Adjust, and Calculate). Click OK to

continue:

€ Error

x

Emplovee transfer completed [Vacant]. Please click Refresh, and review and adjust VACANT FTE as needed and Calculate the form.

ATO EMANDA TEE EN_ 544878
12. Click Refresh:

SCHOOL BUDGET

i

Vo Possiom

Lt
e ]
[t T
o d

vmcmnd

The transferred employee rows will be displayed in yellow:

SCHOOL BUDGET

Umpareaa

froo4n

R L]

Pepeaa

[mooae st s
Fouson Fraann
an: o o
#_mn
L

40

A q R
- [ e | Belaan | finosy v [
# 0 D |
ot Cte T ey D Pl 111 4 et v e i
Fa s Adbagno L s ot = ] Gl lpd Sanf 1T S Tl i L
L o
o
o fave elean Aotoes w B e
P = 1 rmat
maileie 0¥ Smolele  Faees PR e 4 Fararaz
e o e LS % e el 11 -+ i
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13. Calculate each row: right-click the highlighted row > select Calc Total Position Costs:

SCHOOL BUDGET o W, S Bowesn Actonsw || | Gomph
58 Hama » S8 Position info Detail-Licensed Trans!
zrﬂ:;m "'N!;::“G_Sﬂ i‘:‘:;; ;:;‘:! Darnad, Marznall C CS "' i
Empioves Nama Assigned Shared EW Stan Date Ef Stop Data Pianned FTE F3 Parcentage
Poston Position
) Transte Posasn Lo
| [ Csic Total Posibon Costs Gen Fund = GenF Read  GenF 50176
byd
KDE 1AM PMT - C1000 P_ID010117_1 KOG 1AM PM Emplayes 1 izt amng o 100.00
Employes 2 Update Fundng Source Afocatons » e 06 106,00
Employes 3 [y Ede Postion Info T 100 106000 .00
Employee 4 @ GotoLicansed Summary EI0010T7Y e g 100.00
Mesw Posifion 2 |mm: G Voew Fund Source o GLAIGcatons | 0a101IT_1 [T 100 5000 50,00
14. When done the updated rows will no longer display in yellow highlight. Review the resulting
calculated cost to ensure the process calculated the desired results:
SCHOOL BUDGET o 5 feve  Bews Actoasw ||| Compues
+ Al Poanon v Detes L aniad Tamal
e S TR P
Loy Wrre Aangrad Sared [ St Dutte ¥ Shog Dt Parrad ITL TS Fecrisgm
Firiaet Firlim
T
A nrten Aamrion ArargRon L -y MTTRT Axreter O Fand =] T Rt [ Ly <
L}
W 1 A P - S TP _1 e 1 AR PRl [ E— [ & T
Legparven 1 Mg o ol
Frpea 1 Bt -] -1 ool
[T B_oan it g am ki ]
s Pooion 2 Crparven 1 P_ 10N T _Y [ L] L] o EL
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How to Clear a Transfer - Reinstating a Transfer to its Original

Position

In the CCSD Budget Planning you have the functionality to transfer Licensed positions between Job
Codes/Positions. A transfer can only occur when it is being originated from the employee’s original
position. If you have transferred an employee to a different position and then decide to transfer the
employee to yet another position (transfer of a transfer), you must clear the first transfer to ensure the
employee’s original position data is retained for HR review. If you receive the error message below, you
must clear the original transfer before you can move forward with another transfer of the same

employee:

© Error

1. From the School Budget Form > click Actions > Go To Full Screen > select the desired tab

(Admin/ Licensed):

% Save Refresh | Actions v Complete
[‘_& alc Total Position Costs
ss Calc
Updgte Funding Source Allocations -
[y  Edit P)sition Info
E‘_‘J Go to Licgnsed Summary
E_"J View Fund\Bource to GL Allocations
D.I View Fund Sdurce Supplies
[?_| Calculate Fund §ource Supplies
Budget For...
@ Delete Position Info
[‘_’l] Admin / Go To Full Screen
E‘l} Licensed Filter
3 support 9 Analyze
E‘_"_j Supplies Other Services % New Ad Hoc Grid
Show Reasons for Read-Only Cells

42

OK

X

This Position-Employee has been transferred once [No_Position]. Please try a different Position-Employee.
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2.

Identify the employee’s original position where you made the first transfer from. TIP: The

position number in the Assigned Position Number column will match the position number on

the original employee row. Highlight the original employee row > Right Click > Select Edit

Position Info:

SCHOOL BUDGET

BE Horm > S5 Pomsitean 080 Dt Larded Trand

oo
Dustgeet

RRUSIC. ELEM - 1250
PHYSICAL ED - C 1360
ECSE AUTIGM-MIES - CHO3Y
GEM AR ELEM - CH0850
GATE ELEM = 05130
COUNBELORIELE - C000
LESRARY ELE - CA040
LEARH BTRAT, ELEM = CEL 11

REGY LEARMING STR - CA112
LAM STAT TTL1 ELE - CA114

Lttnind Jobd

Warnion s Ereiy
workng S0 Y

Q11 Hogganrdl, kL

P_1DOHSTZ_1 MUSIC. ELEl
P_ADGHSTI_1 PHYSICALE
P_1DQEGTE_Y ECSE AUTHS
P_100845TE_1 GEM AR ELE
P_100845T6_1 GATE ELEM
P_100BSTT_1 COUMBELDE
P_100E45TE_1 LISRARY EL
P_10084578_1 LEARH 5TRd

P_10014580_1 RBGS LEART

@] Transter Postion
(@) Comie Tital Promsion Cots F o ﬂ,-,.;- m
Keass Cailc
imployes Mame Anagrad Srared EMStaiDate  EMSiop Dot  Planed FTE
Lipeiale Funding Sourcs Alccacony P Poaime
Pumber
[ @y EctPedneninis
TR Apuampton rsamgtan Apwampton Appampton Axsumgptan
@ G0 Loerasd Summary
Gy v Fund Sounce 1o Gil, ABocationy e
BTG 1
Gy ew Fued Sounce Supplies 78 i
E]  Caloulste Fund Sowme Sepples PET 1
Buaget For BTG 1
e - ATAE 1
BTG
3o To Full Sorgen
7% i
3y i B Pogncs Totais AT3 y
Eidt TS
At 79 1
g i P_100%4381_1 7119 11
% &% 12
F_I00MSE1_1 | [T o

LRM STHT TTL1 ELE !Eﬂmﬁ1

Tortal Al Podiscnm

Tolal AN E rogicrmens
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3. Inthe form scroll the top screen to the far right

SCHOOL BUDGET 590 R oo | woxt | cose

SB Home > SB Position Info Detail-Licensed Transf > SB Edit Position Detail

Scenario Years Entity Job - 7 Q
Budget Fy21 0411 Hoggard, MabelES (Magnet) (Pr  LRN STRT TTL1 ELE - C&8114

4 Position Information Detail

Fosition Empioyee N
P_10014581_1 LRN STRT TTL1 ELE Employee 1 =» rd e

e Months Work Ov Hours Per Day © Planned FTE  Calculated Actual Base Salary Calculated Aver: Total Comp Exp Total Comp Exp  Job Indicator  Assigned Positic Multi Job Total Employes

n Budget Spent Budget Spent  Actual Base Sal: Average Base 5¢

0.00 0.00 0.00 0.00

Strategic Budget 08 Months 0.00 0.00 0.00 Primary

4 Compensation Monthly Spread Detail

Vergion Position Employes = " ﬁ
Working_SB  P_10014581_1 Empiloyee 1

YearTotal Jul Aug Sep oct Mov Dec Jan
Baslc Salary Expense-Actual Basls Assumption 0.00 0.00 0.00 0.00 0.00 0.00 0.00 -
Benefits Expense-Actual Basis Public Emp Retirement System .00 .00 o.00 0.00 0.00 .00 o.00

o Injury 0.00 0.00 0.00 0.00 0.00 0.00 0.00

State Unemployment ins 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Medicare 0.00 0.00 0.00 0.00 0.00 0.00 0.00
TOTAL COMPENSATION EXPENSE-ACTUAL BASIS TOTAL SALARY & FRINGE BENEFITS 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Basic Salary Expense-Average Basis Assumption 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Benefits Expense-Average Basis PFublic Emp Retirement System 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Qecup Injury 0.00 0.00 0.00 0.00 0.00 0.00 0.00

State Unemployment Ins 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Medicare 0.00 0.00 0.00 0.00 0.00 0.00 0.00
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4. Highlight the Assigned Position Assumption cell > right click > select Edit > Clear:

SCHOOL BUDGET

Complet

g - [ [

58 Home > SB Position Info Detad.Licensed Transf > S8 Edit Position Detall

Jab
LRN STRT TTL1 ELE - CB114

Years
F¥21

Scenaria
Budget

Entity
0411 Hoggard, MabelES (Magnet) (Pr

4 Position Information Detail

Puosition
P_10014581_1 LRN STRT TTL1 ELE

Employee
Employes 1

e Months Work Ov Hours Per Day ©  Planned FTE  Calculated Actual Base Salary Calculated Aver: Total Comp Exp Total Comp Exp  Job Indicator  Assigned Positic

g orovoon ] et | ciose

» 7/ O
» 7 O
Multi Job Total Employee

n r r P Budget Spent Budget Spent  Actual Base Sal; Average Base Si p P F F
I I P_10014581_1
Strategic Budget 09 Months 0.00 0.00 0.00 0.00 No 0,00
Y  Edit Position Info
4 ]
@y Calculate Tolal Compensation Exp 0
4 Compensation Monthly Spread Detail
E‘J View Fund Source to GL Alocations
Version Position Employae .
Working 5B P_10014581_1 Employes 1 [ Update Position Totals 5 7 O
YearTotal Jul (3  EditNew Position Detail Nov Dee Jan
Basic Salary Expense-Actual Basls Assumption 0.00 0.00 G‘J Calc Alloc to GL Siring-All Positions. 0.00 0.00 -
Benefits Expense-Actual Basis Public Emp Retirement System 0.00 0.00 (8 AddPosition 0.00 0.00
o [ 0.00 0.00 o.00 o.00
e E} Calc Total Position Costs
State Unemployment Ins 0.00 0.00 0.00 0.00
@y Edit Postion Info
Medicare 0.00 0.00 0.00 0.00
TOTAL COMPENSATION EXPENSE-ACTUAL BASIS TOTAL SALARY & FRINGE BENEFITS 0.00 0.00 Gl View Fund Src o GL Allocations 0.00 0.00
| Edit , I
Basic Salary Expense-Average Basls Assumption 0.00 000 Adjust ST 000 0.00
Benefits Expense-Average Basis Public Emp Retirement System 0.00 0.00 Q Comments 0.00 0.00
o Injury 0.00 0.00 0.00 0.00
2  Supporting Detail
State Unemployment ins 0,00 0.00 e 000 0.00
Medicare 0.00 0.00 &  change History 0.00 .00
&  Anachments =

5. The cell will highlight in light yellow > click SAVE > Return to the previous page by clicking the SB
Position Info Detail-Licensed Transf link. You can also update the FTE field here to “1” and Save
(you will need to right click and Calc Total Position Costs when you return to the licensed grid).

SCHOOL BUDGET

-

-«
SB Home »|SE| Position Info Detail-Licensed Transf ;| SB Edit Position Detail
Scenario Years Entity Job - 7 {
Budget FY21 0411 Hoggard, MabelES (Magnet) (Pr LRN STRT TTL1 ELE - C8114 :
4 Position Information Detail
Paosition Employee >
P_10014581_1 LRM STRT TTL1 ELE Employee 1 + 7 e
i
ite  Months Work Ov Hours Per Day O Planned FTE | Calculated Actual Base Salary Calculated Aver: Total Comp Exp Total Comp Exp  Job Indicator  Assigned Positic Muiti Job Tatal Employ
|
I n A pti A E A pti Budget Spent Budget Spent  Actual Base Sali Average Base Si A F A P A i A ptioi
| Strateglc Budget 09 Months 0.00 0.00 0.00 ‘ 0.00 0.00 0.00 ‘ Primary o (1]
i
| 4
4 Compensation Monthly Spread Detail
Version Position Employee a
Working_SB  P_10014581_1 Employee 1 g # ¢
YearTotal Jul Aug Sep Oet Nav Dec Jan
Basic Salary Expense-Actual Basis Assumption 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Benefits Expense-Actual Basis Public Emp Retirement System 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Occupational Injury M. 0.00 0.00 0.00 0.00 0.00 0.00 0.00
State Unemployment Ins 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Medicare 0.00 0.00 o.00 0.00 0.00 0.00 0.00
TOTAL COMPENSATION EXPENSE-ACTUAL BASIS TOTAL SALARY & FRINGE BENEFITS 0.00 0.00 0.00 0.00 0.00 0.00 0.00
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6. Note the Assigned Position Number column has removed the transfer position number from
the original employee row. Locate the position you transferred the employee To (TIP: the
position number in the Assigned Position Number field will be the same position number you
cleared in the prior step).

SCHOOL BUDGET L EEDEEE - EEEED

B0 Home: » S8 Ponilion knls Delad-Lcerisd Tramsd

Scanana Viarsn Yoy Engky # o Ad I
Butgut Wenurg 58 FYn G411 Heoggaes, MatwiB 5 (Magre!] (Y

Ernployes Kirrs Aegred SFared EfdmcOme £ Sip0ee Pased FTE
Prieia P
L
Appamgn Aapampran Aspamgton Anseamgean AppaTnar Anagan
WG, ELEM - G530 P_iG344aTT_§ WG, ELEW Epicryens 1 ik i
PHYBICAL ED - G130 P_1G345TY_1 PHYBICAL ED vyt | vk 1
ECHBE AUTIEMKIDS - Co0dn P_10G14574_1 ECSE ALTHEMEDS Esgiiryed 1 e 1
GREN A ELEN - CB050 _ 10014575 _1 GEN PR ELEM Eergsieryies 1 i 1
GIATE ELEM - CERM P_1001457_1 GATE ELEW Eerpuicryeea § T 1
COURSELORELE - CBO00 P_1004STT_ 1 COUNSELORELE Cogsioryea © NI 1
LIDAARY ELE - 08040 PIDGSTE_ | LIRAARY ELE Emgricryen | RTIE 1
LEARN STRAT, ELEM - CHIEY P_100A457H_1 LEARN STRAT ELEM  Empioyes | AT 1x
Emypicryis 2 BT 1
Eycryies 3 BTk i
Eeyuiteyis 2 P_idd14581_1 vk 1
REG) LEARS®G TR - CENNE 10014580 1 RBOD LEARMING BTR By | vk 1
LA STHT TTL1 ELE - CHNI4 P_|m1m1_|W |_ - = | || O . Cwiginal Positio
Licasaed Jobd Tola A Postor ot A8 Errployesi. e — IE Hurebar Transh

Frgm

7. Highlight the employee’s transferred to position row > right click > Delete Position Info

SCHOOL BUDGET —— B o

SB Harne = G5 Paditdn i Delki-Lisenies Tonaf [y s Tousl Peston Conta
SCenano Wersion Vears Enty Aid hox
Busiget Woreg 5B Fyvin Q411 MagGaed. MabslE S (Magee! ) [Py et e 3 'f !} = g =
Wipciate Fursding Sopms Alccatons
o " lgrea Shared EffwnDse  ENSipDule  Plasned FTE
EI B Posation Inio prsdion Prossition
Lembpr
[ Gow Lzensed Susmany
[ron =
By Wirw Fund Socrces 12 GL Ascators
ART, ELEM - S0 P_10014571_1 ART, ELEM E=fsirgid 1 E Wiirw Fund Sourcs Suppleas Tre ] e
MUSIC, ELEM - 1250 P_10018572_1 MUSIC. ELEM Empioyne | [f) casutate Fund Sounce Suppbes aTe 1
PHYSICAL ED - C1280 P_10014573_1 PHYSHCAL ED Essplnybd 1 B For - AT 1]
ECSE AUTESM-HIDS - CEO3Y P_10018574_1 ECSE ALITESME-RIDS Ermpioyes | L] e
= o | ) Delste Posmon isfo I
HEH RR ELEM - CBO50 P_10014575_1 GEN AR ELEM Essplioryes 1 AT L 1]
3 To Full Senpes ]
WATE ELEM - 55120 P_10018570_1 GATE ELEW Emplryes | AT ui
COUNSELORELE - CBI0D P_1001857T_1 COUNSELORELE Esspioryid 1 Lo E ari L 1]
LIBRARY ELE - CBO40 F_10018578_1 LIBRAFY ELE Emmpioyes | A B e LL}
LEARRM STRAT, ELE& - CEITT P_10018570_1 LEARH ETRAT, ELEM  Essployes 1 .:‘ 5 o - Tr gt ] g
Empioyes i AT "
Bl Change Halory
Emspiinyes 3 AT is
[mq F — TG SR | [T [ T
REXY LEARMING STR - CE112  P_10018530_1 RBOI LEARNSND BTR  Esspioyes 1 AT iy
LEM STAT TRLY ELE - CATM4 P_10018381_1 LRM STHRT TTLY ELE Empioyes 1 BT oe
Licansesd Aot Tokal Al Posiicng Todal A3 Ernployees | T
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8. Click OK in the confirmation message:

Launch Confirmation Message

Are you sure you want to delete?

9. Review and confirm the employee information to delete (TIP: the Position field below will NOT
be the employee’s original position number). Click Launch:

Delete Position Info

“ Select FROM Employee "Employee 4" =) * Select FROM Job Code "C8111" =

* Select FROM Position "P_10014579_1"
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10. You will be returned to the SB Position Info Detail-Licensed Transf page. Now that we have
cleared and removed the employee’s transfer data, the employee is listed under their original

position row and you can originate a transfer for the employee.

SCHOOL BUDGET

e "

Pl pay BB P,

CHADE 4 - T )

R LA - 10
el DLW - OO
PHVIRCAL ED - C1N

B TR G
Saime PO LM - GG
ST R - o

COn B SELORTLE - D
UMY PLE - T

RIARM BERAS LM . SO

) LA BTH - CHIE

RN ETAE TR LA - AT

M K

adFi_1 AR, i
skl [LLY
PHWRACAL DD

L= Y

Gilm R i
1 R DL
AT _§ Olm A, i L
GALIATE | LAY DL

RS ) LLARN BTRAT. L

T WA FEWRE

P_SOGS440_| IO LEARRSYD §TH

P_WESASNT_| LISV ETHT TTLY BRE

ol A Pl

(BT
Emgacs 3
Lrowwns 1
[ ]
[
F—
Emgiogt 1
Lrgwnaa §
g 1
Vs 1
Eegacs 1
Ergaees 1
Erisma 1
Eoiinern 1
s 3
Ergmrd 3
Emgenaa §

L 1

T A iy

- h —

Fogn v Srw Aarml L¥ Bl [iaie £ Ry [haie P FTE
Pt

s fumrgior Mumaegion Ramamgion bamamgi fiam Farct
i ==
Ll L
"
-
=
L
"
2 "

(e
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Budgeting for a Shared Position

1.
to edit (Admin / Licensed / Support tab)

From the SB Home page navigate to Actions > Go to Full Screen > and select the employee tab

Tew Fund Source to GL Aacations

View-Eund Source Supplies

Catowate Fund Scurce Supplies
Budpe! For,

3y Admin § |

Ga To Full Screen »

G Licensed "

-~
& hJ

[ Suppies Other Services

Y

1.00 100.0

100.0

Update Admin, Licensed and Support sublotals
Filtar

Analyze

New Ad Hoc Grid

Show Reasons for Read-Only Cells

4 Pradictive Planning

100.0

2.

Busness Rules

Smart Push Datails.

Grid Validation Messages

Spreadsheet Expont

Opan in Smart View

Locate the desired employee name in the employee grid and click into the Shared Position

column next to the employee’s name. A dropdown arrow will appear. Click the dropdown arrow,

then select SP-Yes.

-------
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3. Inthe Hours Per Day field enter the number of hours the selected employee will work at your
location and click Save. If the position you are flagging as shared is Admin or Licensed, update
the Planned FTE column.

SCHOOL BUDGET © & P e [ o |
: g

B e » £8 Fonbon i Dt canses Trans » £8 Posto 1 Ds-Sugoen Traned
e e [ i 2 - B - |
Errgayes Hame wand  nonmwo | v por | 0 s g8 o e 3 % aareage Towifens  FSmmms RS Amou
Peamsn wmse | O ovamse e Purcartige e Aneagn Cone
- fasa
Ausumoen R R L Fosa SoEr  MwmePa  GeFine Fom

PRGN COMPUTER TEGH1  Erose ! GOSD Lasliams, Fisiiers EM_ 134370 5P 10 Mot o |snn ] wom| s

CUSTO0N - Wt _1S00SK37_1 CUSTOOWN Empoes ! COSOLastiema Fermiama EM_10208441 12 asetna T iam 10000 woo| g

P 006413_1 CUSTOOUN Empoyeet  GCSD Lastiame Fastiame EM_10208TH1 12 oetns Ton Ttz 10000 woo|  asmae

HD CUST - NEHD P_¥a00841_1 1D CUST 1 Empoyes | CCSD Lastiame, Fistiame 3317238 12 Montrs B0 1m0 wam| wom|  ssmem

4. Right-click the position number and select Calc Total Position Costs.

SCHOOL BUDGET ©

0 Homa » S5 Passen ints Detat L1 1 56 Foson inta Detaé-Suppert Tranat
Sceraric Vemien  Year s B At o
Busget Warking_ 38 FYH t
[r— snarea Moo Mosibe  ERSaTOse KN opCate rs F5 Pwcertage Teafumt  FSAmoum K AmountAc
Pasaan Cvemds  Day Cveme Puecneag & Average Cost
[ ok Toll Posbion Gty I
e  boon Aumghen  Ameston  Attawtor  Mwnwton  Adsarotos O fumd voo 0 Mocston Pt Gen Fend Fosa
[ O T ] COEEET
CUBTOOUS - 48080 F_ID008AIT_ CLETOOW Farma £ 100281 12 ot 080 10008 CET
Gy EdtPoasonint
P_10008413_1 CUSTOCM: o EM_ 10200781 12 Wonti o 10080 10600 S
WO CUST - N PtowsiLthD Cugt| | @ 0010 Lewtias Sumeary Jarma EM_217205 12 Mantns [TRrEoT wmw 100,08 (TS
SCHOCL AIDE - N9SH0 FLI000RROI_1 SCHOGL AN (B Ve Fusd S0uice 30 GLANDGIION  farme EM_TOMTHY 10 Mo w30 I w90 10000 10008
LIDRARY AE - N0103 PIONORASE_T LBRARY A [ view Fusng Sosror Suppnt Jorma 2200078306 09 Manttn 2% Tazy 10900 100,00 a0z
PANOMELILBRARY A ot it Sonie Soostes Jame £0_s0020348 08 Montra 0 1Bane 10000 10008 3mza
CLERK TYE1ST - 0110 F_1000844_1 FRST AL o F Jarme EM_saziTT 09 Mottr PR 19 10008
R ’
SETAN W82 P_I0G0RSA_T FFTAN i hamm 03000308 Ty 08 w0 0000 10008
AL e

5. When the position is done calculating, click Save before returning to SB Home.
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Budgeting for a Prep Buy Out

1. From the School Budget form, click the Actions menu, click Budget for..., and select Prep Buyout
— Licensed.

SCHOOL BUDGET © % mm Ey o | et | ciose |

[ | View Fund Scurce to GL Allocations
Scenario ears Entity
Budget Fy21 0235 Allen, DeanES @ | View Fund Scurce Supplies
|
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION () ¥ Calutate Fund Source Supplies
Viersion [y Prep Buyoul - Licensed Budget For... >
Working_S8
[y Add-On and Extra - Licansed Go To Full Scieen »
Administrative  Licensed Support  AddlEammings  Supples and Other Sves  SLA
[y Acd-On and Extra - Support 1 Update Acrin, Licensad and Support subtotals
Employee Name Shared Posltion Eff Start Date  Eff Stop Date  Planned FTE  FS Percentagi Filter >
Gen Fund 9 Analyze
CCSD
ELE PRINC {8 MOS) - UT000 P_10026784_1 ELE PRINC (8 MOS) LasiName, Tr24Ng 1.00 won W NewAd Hoo Gad
Show Reasons for Reac-Only Calls
ki Predictive Planning
Admin Jobs Total All Positions 1.00

Business Rues

Smart Push Detalls

£55  Cuid Valigabon Messages

Spreadsheet Expon

Cpen in Smart View

4 SUMMARY TOTALS

2. 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 and select Edit Prep Buy
Details.

SCHOOL BUDGET . COCEEEY - B
[  Edis Prap Buy Details
5B Homa = 5B PrapBuy-Mult Oy View Prep Buy and Fringe
Scananio Years Version Entity ; Ad hot
¥ L View P L Code St Data
Budget Fy21 Working_SB 0235 Allen, DeanES B Ve Pragi By Gl Conle iy ’ o . ﬂ
Edit >
No of Preps Prap Buy Block Prep Buy F5 Amaotnt FS P
Adjust » Days Schedule Note Prep Buy Percentage-
Prep Buy
2 Supporing Detai
Assumplion Assumption Gen Fund Gen Fund
@  Change History
fd  LocwUnlock Celis
L L L L - s u
Fiter ¥l costCenter Gost Canter Gost Center Gost Gerer Cost Center Cost Centes c
Enter # of Prop Buys and Prep Days: set "7
i) Analyze

KDG 1 AMA PMT - C1000 P_10008381_1 KDG 1AM PM Q New Ad Hoo Gnd
P_10008361_1 KOG 1 AMI1 PM

Show Reasons for Read-Only Cells
P_10008381_1 KDG 1 AM'1 PM
Pradictive Planning
P_10008381_1 KDG 1 AM/1 PM

Business Ruks

GRADE 1-C1010 P_10008382_1 GRADE 1
P_10008382_1 GRADE 1 Smart Push Detals
P_10008382_1 GRADE 1 -
P_10008352_1 GRADE 1 CCSD LasiName, FisiName EM_524230
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3. You will be brought to the SB PrepBuy form. Enter 1 in the Number of Preps column next to the
employee name. Enter the appropriate number of days in the Prep Buy Days column. 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. If desired, enter a comment in the Prep Buy Note column
(such as a justification for the Prep Buy). 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. Click Save when finished (this will calculate the prep
buy costs and will automatically update the Summary Totals and the Additional Earnings tab on

the School Budget form).

SCHOOL BUDGET @

S8 Home > S8 PrepBuy- epBuy
Scanaro Vears Job Empioyee  Fos
Budget Fy21 a0, DeanES  KDG 1AM PM1 - C1000  Employes 1 P
\
Empioyaa o of Praps Prep Buy Block Prap Buy Note Earmings ',
Name Days Schedule Expense- \
Actual Basis \
%
Pt Assumpion Agsumplion ERN_0150 \%“ Fund CSR
Prep Buy (WO \
PERS) S
N
Enter & of Prep Buys and Prop Days | s
i %
Working_S8 CCED 100 184.00 purchasing a prep period for the school year | 100.00 [
1 aethiama I

!\\\ - :
\ AL E<

F5 Parcentage-Prep

Tite | 21s1C

4. You will be able to view the newly entered Prep Buy information in the employee grid by clicking

on the SB PrepBuy-Mult link to return to the previous form.

SCHOOL BUDGET @ . CICEIEED
B Home =58 Prap
Scanatio 2 E Jeib Position
Buaget FY21 0238 Allen, DeanES  KIDG 1AM/ PM1 - C1000 | E P_10008381_1 KDG 1 AW PM
Empioyes Mo of Freps Prep Buy Black Prep Buy Mote Eamings FS Amount
Name Days Schedule Expense- Prop Buy
Aciual Basis
Assumption Assumplion Assumgticn Assumpton Assumplion ERN_0150 Gen Fund Gen Fund
Prep Buy (NO
PERS)

Enter 8 of Prep Buys and Prep Days

Working S8 CCsp 1.00 183.00 purchasing a prep penod kor the school year 690368 706591
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5. Toview the Prep Buy information in the Additional Earnings tab of the School Budget form, click
the SB Home link.

SCHOOL BUDGET @

Scenario Years Version Entity / o Ad Boe
Buidgat Fyzt Working 5B (735 Aflan, DeanES 4
Fs Pi

Employee Name Mo of Props Prop Buy Biock Prep Buy FS Amoant
Days Schedule Mate Prap Buy Parcentage-
Prep Buy
Assumption Assumpion Assumption Gen Fund Gen Fund
Unspecified Cost Center pec Ursp L L L 1]
Cost Center Cost Center Cost Canter Cost Cenler Cosl Center Cost Center =
Entor  of Prog Buys and Prep Days T | | -
KDG 1 AM/1 PM1 - C1000 P_10008381_1 KDG 1 AM/1 PM CCSD LastName, FirstName EM_325191 100 183.00 | purchasing & 706591 | 100.00
| Peep pesiod tod
1he school year
P_10008381_1 KDG 1 AM/T PM CCSD LastName, FirstName EM_331718 | |
P_1D008381_1 KOG 1AM P CCSD Lastiame, Firstiame EM_516040 |

6. Click the Additional Earnings tab. You will now be able to view the position and its Prep Buy
information.

SCHOOL BUDGET ©

O - [ [ R o o

g::’:“ :CY;"‘ E;‘;‘::';v—'de'\. DeanES = ." Q
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
w58 * /B

Administrative  Licensed  Supgort :_.ﬂdu'lEarnlnqsi Supplies and Other Sves SLA

Emp Name FS Amount Prep Buy FS Amount Add-On FS Amount Extra

Assumption Gen Fund Gen Fund Gen Fund
KDG 1 AM/1 PM1 - C1000 CCsD
P_10008381_1 KDG 1 AM/1 PM LastName, 7.065.91 0.00 0.00
CCsD
P_10008381_1 KDG 1 AM/1 PM LastName, 2254728 TOBST
cCsD
GRADE 2 -C1020 P_10008383_1 GRADE 2 LastName, 7.597.02
ccsD
GRADE 4 - C1040 P_10008387_1 GRADE 4 LastName, 382737 588.7T8
LICENSED ADDITIONAL EARNINGS TOTAL 14 862 93 808185 1,297 .35 s
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Budgeting for a Job 2

1. From the SB Home page navigate to Actions > Go to Full Screen > and select the Support tab.

e D (D

(]
Fund Source to GL ABocations
[ Viewgund Source Supplies
[f) Calouate Fynd Scurce Supplies
Budget For, . >
3y Admin P | Go To Full Screen >
Gh Licensed r”’, [3)  update Admin, Licensed and Support sublotals
"™ [ Suppies Other Services i anahze
1.00 1000 W NewAd Hoc Grid

Show Reasons for Read-Only Cells

0.50
Pradictve Planning
o0 Busness Aules
Smart Push Details
1.50 Grid Validation Messages

Spreadsheet Expont

Open in Smart View

2. Find the desired employee from the Support employee grid and right-click on their position
number. From the menu that appears, click Budget for..., and select Job2 — Support
Professional.

SB Home > S8 Positon info Detail-Suppont Trans! Calc Total Position Costs

S Version Years Erility Mass Cale » r
Budget Woring_S8  Fv21 0235 Allen. DeanES = ’ o

Ugpdate Funding Source Aflocabions >

&

Shared Monhs Work Hours Per EffStatDate  EM Stop Date
[ EditPositon Info Position veride Day Override
G4  GotoLicensed Summary
Assumptan Assumplion G
FRSTAID/SFTY AST-Nooso  [FLIO0084001 FRGTAIISTTVAST | Empio Gh  view Funa Source 10 6L i T Wonhs T00 12 T-
ELEM SCHOOL CLERK - N0143  P_10008404_1 ELEM SCHOOUCLERK  Empia 1 View Fund Source Suppies 1 1 Months 800 122219
SCH OFFICE MANAGE - NO310  P_10008411_1 5CH OFFICE MANAGE  Empls  [3)  Calculale Fund Source Suppliés 3 11 Months 800 122219
COMPUTERTECH|-N1855  P_10008412 1 COMPUTERTECH|  Emplo | Bt For | o] Gy Aresw Postion 122219
P_20003817_1 COMPUTER TECH | Empk 400 7120
[Z) Delete Positon info [ Prep Buyou - Licensed
CUSTODIAN - NBOSO P_10005637_1 CUSTODIAN Empla 7.00 4820
P 10003413 1 CUSTODIAN Empla Go To Full Screen * [y Add-On and Extra - Licensed 700 7m0
HD CUST | - NB11D P_10008414_1 HD CUST Empis [ Anaiyze ana Fix GL Alocations 24 Add-On and Extra - Suppon 800 122219
SCHOOL AIDE - NO100 P_10008401_1 SCHOOL AIDE Empia Edi rl (3 Job2- Support Stat 650 31120
LIBRARY AIDE - NO105 P_10008402_1 LIBRARY AIDE Empic st b T 77508 Toacher 250 122219
P_10008402_1 LIBRARY AIDE Empl 410 1222119
2 Supporting Detall (2} Increase Fosition Headoount
SPTAN - NOT62 P_10002408_1 SPTAN Empia ! 000 11820
Empla D1 Change Hiskary 528 09 Marths 600 122219
Fomirdovme oy '-Nv::uv S L L R NG Mantha ANN 122210
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3. 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. From the

menu that appears, select Copy this Job to Job2.

SCHOOL BUDGET @ : Actions v omglata
T o s EIEDEEN - B
SB Home > SB Position Info Deta Eait
e S apservasr eicrn o e
:E: Supporting Detal Vork Hrs Par Day Pay Base Pay Cycle Primary Pay Distnict Current FTE EN Start Date Eff Stop Date
& Change History Rate Average Rate
A LockUnlock Cels
tion =
FRET AIDVSFTY AST - NOGBD [Ct Filter "E 500 Fouy Bweerly (D 5] RS
Sort
4. Click OK in the Launch Confirmation message.
Launch Confirmation Message X
Select Job2 to proceed
OK | Cancel

5. You will be brought to the Copy Job1 to Job2 window. Click the Member Selector icon next to

the Select TO JOB field.

Copy Job1 to Job2

* Select FROM Employee "Employee 1" ‘
* Select FROM Job Code  "NO090" ':'___
* Select TOJOB "NOOSO" '-.f__-

* Select FROM Position "P_10008400_1" N
* Select Work Location "WL_0235" =N
* Select Year "FY21 % A
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6. From the Select a Member window that appears, locate and select the desired Job 2 from the
list of available jobs and click OK.

Select a Member O | o || cancer

Job
"ELEM SCHOOL CLERK - NO143"

Search Job {;}
Total All Jobs || + ELEM SCHOOL CLERK - N0O143 =

All Jobs REGISTRAR | - N0O145

Admin Jobs REGISTRAR Il - NO146

Licensed Jobs SCH OFFICE MANAGE - NO310

Support Jobs » ADMIN SCH SEC - N0320

Police Jobs COMPUTER TECH | - N1555

Paolice Admin Association COMP TECH Il - N1556

Strategic Jobs COMP TECH Il - N1557

DFLT CUSTODIAN - N8040

CUSTODIAL LEAD - N8100

Members | ¥ Job > Total All Jobs > Support Jobs > ELEM SCHOOL CLERK - N0O143

7. The Select TO JOB field will now show the new position code. Click Launch.

Copy Job1 to Job2 (X |m

* Select FROM Employee "Employee 1" b * Select FROM Position "P_10008400_1" =
* Select FROM Job Code  "N00S0" k= * Select Work Location  "WL_0235" k=N
* Select TO JOB NO143 * Select Year "FY21" :-::'-

8. Click OK in the Information window.

© Information X

Copy Job1 to Job2 was successful.

OK
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9. You will now be able to verify that the Job 2 displays correctly. Return to the School Budget form
by clicking the SB Position Info Detail-Support Transf link.

SCHOOL BUDGET @

SH Heme ,|sa Posisian Info Datail-Supger Transt >lsa Pusition Seatch-Suppart Onty

. D - E

Seenaria Years ‘Wersion Enity Posttion Employee 2’ o Ad hos
Budget Fra21 Working_SB 0235 Afen, DeanES ' P_10008400_1 FRST AIVGFTY AST Emgplayes 1 ’
Employee Name Months Work Hrs Per Day Pay Base Pay Cycla Primary Pay District Current FTE Eff Start Date Ef Stop Dal
Rate Average Rate
Assumption
FRST AIDVSFTY AST - NOOSO CCSD LastName, FirstName EM_S42377 09 Manths G00 Hourly Brweekly 8.14 6.2 058 | 12zz2ns
ELEM SCHOOL CLERK - NO143  CCSD LastiName, FirstName EM_S42377 02 Monins 6.00 Hourty Biweekiy 1814 i 122219

10. The new Job 2 will appear highlighted in yellow (as it has not yet been saved). For the new job,
modify the hours worked in the Hours Per Day Override field. After adjusting one or both jobs,

click Save.

SCHOOL BUDGET @

SB Home > SB Position info Detail-Support Trans!

Entity
0235 Allen, DeanEs

WVersion Years
Woeking S8 FY21

Sconanio

Budget

FRST AIDVSFTY AST - NOOSD P_10003400_1 FRST AIINSFTY AST Employee 1
ELEM SCHOOL CLERK - NO143  P_10008400_1 FRST AINSFTY AST Employes 1

P_10003404_1 ELEM SCHOOL CLERK  Employes 1
SCH OFFICE MANAGE - ND310  P_10003411_1 SCH OFFICE MANAGE  Employee 1

Empicyas Nama

Assumption
CCSD LestMame. FirstName EM_542377
CCSD LastMarme. FirstName EM_542377
CCSD Lastiame. FirstName EM_317741
CCED LastMarme. FirstName EM_S48030

v e - B

b\

Shared \ﬂoﬂlﬂkx Hours Par Eff Start Date Eff Stop Dae
Position i Dy Oveerrie Pe
\\ = _ -
09 Months 600 1222118 -
09 Months 12722118
11 Manihs — 800 1222119
11 Months 800 1222119

11. Click on the Actions menu, click 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.)

SCHOOL BUDGET @

SB Home > 38 Position info Detall-Suppon Transf

Version Years
Working S8 FY21

Scenang
Budgat

Employes 1
Employee 1

FRST AID/SFTY AST - NCOSO
ELEM SCHOOL CLERK - NO143  P_10008400_1 FRST AID/SFTY AST

P_10008400_1 FRST AID/SFTY AST

Employee Neme

Assumption
CCSD LastName, FirstName EM_542377

CCSD LastName, FirstName EM_542377

57

) Cak Total Position Costs
e ﬂ

Update Funding Seurce Allocations  » |

3} calc Admin Posions Mass Calc

[£}) Calc Licensed Positions

Pa
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12. When the calculation is done processing, neither Job will be highlighted. click Save to update the
Support totals in the Summary Totals area. After you save, click the SB Home link to review the

updated totals in the summary.

schooLeubeeT® & D - EEECIED

—

|58 Home =58 Posisen Info Detas-Suppert Transt
Scenario Wersion Years Entity y o Ad B
Budget Working_SE FY21 0235 Allen, DeanES -
Employee Name Shared Months Wark Hours Per  EffStanDate  Eff Stop Date
Pastion Ouerride Day Override Pe
Assumption G
FRSTAIVSFTY AST - NOOSO  P_10008400_1 FRSTAIDISFTY AST  Employee 1 CCSD LastName, FirstName EM_542377 09 Mentns 600 1272218
ELEM SCHOOL CLERK - NO143  P_10008400_1 FRSTAIDISFTY AST  Employee 1 'CCSD LastName, FirsiMame EM_542377 09 Montne 200122218
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Budgeting for a Certified Teacher Tutor (CTT)

1. From the SB Home page navigate to Actions > Go to Full Screen > and select the Support tab.

-]

(]
Fund Source to GL ABocations
04 ViewEund Source Supplies
) Cakouate Fund Source Supplies
Budget For, . »
4 Admin P | Go To Full Screen >
G Licensed // [3)  update Admin, Licensed and Support sublotals

"™ [ Suppies Other Services P Anaze

1.00 joop A NewAd Hoc Grid

‘Show Reasons for Read-Only Cells
0.50 100.0

&  Predictive Planning

g s E Busness Aules

‘Smart Push Details
1.50 Grid Validation Messages

Spreadsheet Expont

Open in Smart View

2. Click on the Actions menu, click Budget for..., and select CTT-Sub T

SCHOOL BUDGET © 2 corve D D D

SB Homa > SB Pasition Info Detail-Supporn Trans! Q Cale Total i s

Scenang Version Years Enlity F
Buoget Working_SB  FY21 0235 Allen, DeanES Mass Calc N Farmat

Update Funding Source Allocations  »

Employea Name Shared Months Work 1]
il Sefoe @  EdtPosition Info £
e 3 GotoLcensed Summary P
FRST AIDVSFTY AST - NODZ0 P_10008400_1 FRST AIVSFTY AST Empicyes 1 "CCSD LastName, FirstName EM_S42377 02 Months. [ View Fund Source to GL Allocations I -
ELEM SCHOOL CLERK - NO143  P_10008400_1 FRST AINSFTY AST Empicyes 1 CCS0 LasiName. FirstName EM_S42377 03 Manths [ Veew Fund Source Supplies T
P_10008404_1 ELEM SCHOOL CLERK  Empioyes 1 CCS0 LastName, FirstName EM_317741 11 Months Q Calcudans Fund Sourcs Suppies Iy

SCH OFFICE MANAGE -NO310  P_10008411_1 SCH OFFICE MANAGE  Empicyes 1 CCSD LastName, Firsthame EM_S48030 e
3 ANew Pasition Bldget For »
COMPUTERTECH I-N1S55 P_10008412_1 COMPUTER TECH | Empioyes 1
P_20003817_1 COMPUTER TECH | CCSD LastName. Firsthame En_1opsaon (B Prep Busycut - Licensed i Delobs.Fositon it

Empicyee 1
CUSTODIAN - NSO4O P_10005637_1 CUSTODIAN Empicyoen 1 €S0 LastName. FirstName EM_10200441 [y Add-On and Extra - Licensed Go To Full Screen L
P_10008413 1 CUSTODIAN Empiloyes 1 CCSD LastName, Firsthiame EM_1020076' [ adg.On and Exra - Supgart [ EdtPosition Detall
HD CUST | - NB110. P_10008414_1 HD CUSTI Empicyes 1 CCS0 LastName, FirstNeme EM_317295 By Job2- s stalf G, Anaiyze and Fix GL Allacations
SCHOOL AIDE - NO100 P_10008401_1 SCHOOL AIDE Empioyee 1 €CSD LastName. FirstName EM_10041
I [ ©TT - Sub Teacher | Edt »
LIBRARY AIDE - NO105 P_10008402_1 LIBRARY AIDE Employee 1 CCSD LastName, Firsthame EM_100283
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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. Enter the number of CTTs to budget for in the CTT Quantity field. Enter 100
in the appropriate funding source (for example, the General Fund). Remember: A CTT cannot be
split-funded. Click Save.

SCHOOL BUDGET @ & mm o - f e | ciose |

58 Home = 58 Pasilion Info Detall-Suppast Trans! > SBCTT

Scenario Years Version Entity 7 O Ad hoo
Budgat Fy21 Working S8 0235 Allen, DeanEs L

CTT Budget CTT Quantity Fay Base Fay Cycle District Total Comp FS Percentage
Hours. Average Rate Exp

Gen Fund GenF Read CSR GenF 58178 GATE
by3

Enter # Hours, Qty and Fund Src Allot:

PARA PRO - CTT - N9909 65000 3.00 100,00

4. Return to the previous form by clicking on the SB Position Info Detail-Support Transf link.
v COCREES - E e
SB Home -|5'= Positian Inke Detad-Support Transt | SBCTT
g e 2] - B

SCHOOL BUDGET @

CTT Budget CTT Quantity Pay Base Pay Cycle District FS Parcentage
Hours Average Fate
pion B pl Gen Fund CSR Tite | 215t Century SpEd Victory
Enter # Hours, Oty and Fund Src Allac
PARA PRO - CTT - N009 850.00 3.00 Hourly Biweakly 20.00 100.00

[

5. Toview the newly added CTT, scroll to the bottom of the Support employee grid.
SCHOOL BUDGET © CN e | oo [ actons - [RRESRER -] est | cioe |

SE Home > 58 Position info Detal-Suppart Transf

Scenang Wersion Years - I Ad hac

Eff Stari Date  EMf Stop Date FS FS Percentage Total Fund FS Amount FS Amount Ac

Percentage Src Average Cost
Basis

Assumption Assumplion Gen Fund Food SpEd Allocation Pot Gen Fung Food

INSTRUCTIONAL AST - NO150 P_10008403_1 INSTRUCTIOMAL AST Employec 1 122218 100.00 100.00 =
P_10008210_1 INSTRUCTIOMAL AST Employee 1 XIS 100.00 100.00 52m.8

TIINS ASST I8 - NO158 Mew Pesition 12 Vacanl 100.00 100.00 3177928
F5 WKR FLOATER - NS010 P_10008415_1 FS WKR FLOATER Empioyee 1 1zane 100.00 100.00
SR FOOD SRVC WRKR - N5030  P_10023567_1 SR FOOD SRVC WRKR ' Employee 1 12722118 100.00 100.00 36,95
PARA PRO - CTT - N9909 No_Pesition Ho Emplayes 100 .00 100.00 39.916.50

To edit the CTT hours, quantity, and/or funding source use the same navigation for this course.
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Budgeting for Licensed Add-On or Extra Time

1. From the School Budget form, click on the Actions menu, click Budget for..., and select Add-On

and Extra — Licensed.

SCHOOL BUDGET @ &
Scenano ‘ears Entity
Budget Fy21 0235 Allen. DeanES
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
Workng 38

Administrative  Licensed  Supgort  Adg Eamngs  Supglies and Other Sves SLA

y Prep Buyout - Licensed
[ Agd-On and Extra - Licensed

[y Add-On and Extra - Support

- T T

@y View Fund Source to GL Allocations

[ View Fund Source Supplies

[y  cakcuate Fund Source Supplies

.
Go To Full Screen L]

[E) upcate Admin, Licensed and Suppon subtotals

Employee Name Shared Position ENf Start Date  Eff Stop Date Planned FTE  FS Percentage Filter .
Gen Fund 9 Anslyze
GCSD
ELE PRINC (8 MOS) - UT000 P_10026764_1 ELE PRINC (3 MOS) LastNarme. 7r24N19 1.00 w00 WP NewAd Hos Gna
Show Reasons for Read-Only Cells
i Predictive Planning
Admin Jobs Total All Positions e BH  Business Rules
Smart Push Details
555 Gra validation Messages
Spreadsheet Export
Open In Smart View
4 SUMMARY TOTALS
Gen Fund CSR HOPE2 Magnet GenF Readby3 GenF SB1T8 Tilel 4 ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND 108,121.93 000 000 000 000 (83208551) 0.00 16.916.42 5928.16 184214 *
ALLOCATED FUNDS:
Target All Jobs. FS Amount Actual Cost Basls 2355986 66 302 82204 0.00 0.00 &9,000.00 3720000 000 283458570 42 BE6 25 9184214
BUDGET SPENT.
Working_SB Admin Jobs Total Funding Amaurt 151,067.92 151.057.92

2. You will be brought to the SB Licensed AddOn-Mult form. From the grid of available positions,
right-click on the desired position number. From the menu that appears, select Edit Fund

Source Details.

ScHoOLEoET & = : DEDEEE - BN
[4| EcitFund 8 s
S8 Home > SB LicAodCn-Mult (3 View Add-On Extra Wih Fringa
Scenario Years Version Entity oA i . Ad hex
Budpet FY21 Working SB 0235 Allen, DeanESs @ View Aqd-On Extra GL Code Sting Lo H m
[3y caicTEST
©-0n Days Add-On Daysof Add-  Add-On Nole Exrai Dirys Extra Minules  Days ol |
Edn » Minutas On Minutes Mirute
Agus L]
" Supporting Detail P A A P Assump
&  Change History
KDG 1AM1 FM1-C1000  |PLID0DA3HTLT KOG 1 AW B |
B LockUniock Cells
P_10008381_1 KDG 1.AM'1 PM
Filter b

P_10008321_1 KD 1AM/ PM
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3. 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. When you
are done entering values, click Save.

SCHOOL BUDGET © a m PR . | e | cioe |

58 Home > 58 LicAddOn-Mutt > 5B LizAddOnExira-F5

Scanano Years Entity oD Employee Positior ’.
Budgat Fr21 0235 Abon, DeanES  KDG 1AM PMI - C1000 Employes 1 | P_10008381_1 KDG 1AMt PM -» 4
4 Manage Licensed Add-On (PERS)

Employes Name Add-On Days  Add-On Minutes Days of Add-On  Add-On Note Earnings Expens F5 Percentage-Add-On

ERN_D202 Aod-( Gen Fund CSR Title | 218t Century Sp Ea

Enter Add-On W Days. Minutes and Fundlng:

cCsh nute
Working_SB Sl 19.00 i1 s 1
4 Manage Licensed Extra (NO PERS)

Employee Name Extra Uﬁ!’! Extra Minutes Dm of Extra Ml Extra Note EHHH\BS Ex pen: FS FQI’CQHIBHQ-EI!N
ERN_0151 Extra Gen Fund CSR Title | 218t Contury SpEd

| Enter Extra # Days, Minutes and Funding:

teac
war

| Workng_83 et

cCsD
2

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. 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. Remember: You cannot split-fund
add-on or extra time for a licensed employee.
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4. 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. Return to the previous form by clicking the SB

Licensed AddOn-Mult link.

SCHOOL BUDGET @

SB Home >{SB LicACdOn-Mult § SB LicAddOnExtra-FS

. e

Scenario Yaars Entity Jab Emoloyes  Fosition - 7 o
Budge! F¥21 0235 Alen. DeanES - KDG 1AM PM1-C1000 Emgloyee 1 P_1000€381_1 KDG 1AM PM 4 +
4 Manage Licensed Add-On (PERS)
Employes Name  Add-On Days  Add-On Minutes Days of Add-On Adg-On Mote Earnings Expen: FS Amount Add- FS Percentage-Add-On
P ERN_0202 Agd-C  Gen Fund Gen Fund CSR Titke | 218t Cont
Enter Add-On # Days, Minutes and Funding:
CCSD 18 minutes
Working_SB LastName. 19.00 184.00 | for each day 283783 347138 100.00
»
4 Manage Licensed Extra (NO PERS)
Employes Name  Extra Days Extra Minutes  Days of Extra Ml Extra Note  Earnings Expens FS Amount Extrs F5 Percentage-Extra
P P ERN_0151 Extra  Gen Fund Gen Fund CSR Tithe | 218t Century
Enter Extra # Days, Minutes and Funding: | |
cosD taceho ‘
Working_SB LasiName, 200 working 2 650.40 | 66569 100.00

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

SCHOOL BUDGET @
@&

SB Home > §8 LicAddOnAhult

Scenario Wears Varsion Entity )
Budgst FY21 Working S8 0235 Allen, DeanES 1
&
s
a8
]
KDG 1AM/ PM1-C1000  [PL10008381 1 ROG 1 AMAFM a

Edit Fund Source Detads

3 | View Add-On Extra Wah Fringe

View Add-On Extra GL Coda String
Cale TEST

Edit

Adjust

Supparting Detail

Change History

LockUnkock Cells

Fiver

e T Lo

19
./- !:} n - ' ﬂ
\dd-On Days Add-On Days of Add-  Add-On Nole Extra Days ExtraMintes  Daysol £
Minutes On Minutes Mirnust
Pt P P Assump
18.00 184,00 | 19 minutes for | 2.00
each day of the
school year
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6. 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. To return to the
School Budget form, click on the SB Home link. You may now view the updated Licensed Add-On
and/or Extra totals in the Summary Totals area and in the Additional Earnings tab.

SCHOOL BUDGET © PR s | reresn | actions - RIS - | st [ cion
3 LicAddOn-Mult > SB Pesition Comp Detail-AddEx

Scenan Version Years = Job .
Buoget Working_S8  FY21 0235 Afien, DeanES  KDG 1AM PM1 - 1000 1.1 - s o
4 VIEW LICENSED ADD-ON WITH FRINGE BENEFITS
YearTotal Jul Aug Sep Oct Now Dec Jan Feb
Eamings Experse-Actual Basis ERN_0202 Add-On (PERS) 263783 21987 21982 21982 21382 219,82 21882 21962 21982
Benefits Expense-Add-On Public Emp Retirement System 77156 6430 fd 30 6430 6430 64 30 64 30 64 30 64 30
Ozcupational Injury Management 22,42 167 1.87 187 1.87 167 167 1.87 187
State Unemployment ins 1.32 o o on o.41 0.1 (A1 o o1
Medicare 38.25 310 3.9 319 310 3.10 319 319 310
TOTAL ADD-ON & FRINGE BENEFITS 347138 28028 280928 28928 28028 28928 28928 28828 28928
" »
4 VIEW LICENSED EXTRA WITH FRINGE BENEFITS
YearTotal Jul Aug Sep Oct Nov Dec Jan Feb
Eamings Expense-Actual Basls ERN_0151 Extra (NO PERS) B50.40 5420 5420 54.20 5420 54.20 5420 5420 5420
Benefits Expense-Extra Occupational Injury Management 553 D48 048 045 048 048 046 048 046
State Unemployment ins 033 0.03 003 0.03 003 0.03 0.03 003 0.03
Medicare 843 0T 079 0Ta 079 oTe ore 079 oTe
TOTAL EXTRA & FRINGE BENEFITS 665 69 5547 55.47 5547 5547 55.47 5547 55.47 5547
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Budgeting for Support Add-On or Extra Time

1. Click on the Actions menu, click on Budget for..., and select Add-On and Extra — Support.

SCHOOL BUDGET © s DS - EECIED

L View Fund Scurce 1o GL Allocations.
Seenariz Years Entity

Budge! Fyz1 0235 Allen. DeanES [y | view Funa Scurce Suppes

4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION ¥ Calculate Fund Source Sugplies

'hb(knng__.ﬁa /‘
[ Add-On and Extra - Licensed -~ Go Te Full Sereen 3
Administrative Licensed Support  Add| Eamings  Supplies and Other Sves SLA

&

[y Add-On and Exira - Support

Update Admin. Licensed and Support sublolals

Employee Mame Shared Position  Eff StartDate  Eff Stop Date  Planned FTE  FS Percentagi Fiter b

Gan Fund QP Analze

cCsl
ELE PRINC (3 MOS) - UT00D P_10026784_1 ELE PRINC (3 MOS) LasiName, 724118 1.00 1000 W NewAd Hoc Gid

Show Reasons for Read-COnly Cells

Fredctive Planning

4
Admin Jobs Total All Positions L) [H  susiness Ruses

Smart Push Detals

EEE  Grid Validation Messages

Spreadshect Export

Open in Smart View

4 SUMMARY TOTALS
2. You will be brought to the SB Support AddOn-Mult form. From the grid of available positions,

right-click on the desired position number. From the menu that appears, select Edit Fund
Source Details.

REHODL RUDGET® i OO - [ oo [ oo JRERER ] e ] e

INSTRUCTIONAL AST - NOTO0  P_10008406_1 INSTRUCTIONALAST  COSD LastiName, Firsihame EM_542473
P_10008410_1 INSTRUCTIONAL AST CCED LastName. FirstiName EM_542473

58 Home > 5B SupAJEON-Mull G Ve ——
Seenans Years Version El".l:y z . & uta Ad hoe fm—
Budge: Fy21 Wiorking £8 0235 Allen, DeanE B3 View Add-On Extra GL Code Sinng s | B 2
Gt i Daysoffcd  Ade-OnHours  Add-OnMote  DaysofExta  Exira Hours Exira Nete c
D“u]tﬁ' » On Hours Hours x
%2 Supparting Dezal
Change History A A As
& o ¥
CUSTODIAN - NaDs0 P_10005637_1 CUSTODIAR /3 Lock/Unlock Celis 100441 | =
P_10008413_1 CUSTODIAN i Jlooer | [
HD CUST | - NBI1D P_10008414_1 HD GUST | o s | |
»
SCHOOL AIDE - N0100 P_10008401_1 SCHOOLAN Mg |
LIBRARY AIDE - ND10S P_i000a402_1 UBRARY Al P AN 128365 |
P_1000S403_1 LIBRARY All 9P New Ad Hoc Grid FIET |
SPTAI - NO1E2 P_10008406_1 SETA Il Show Reasons for Read-Only Gebs 48345 |
P_10008408_1 SPTA N B Preacive Faniing 190528 [
P_10008406_1 SPTA NN Jraa |
[ Business Rukes
= 1830 |
PE INSTR ASST - N0178 Fomoart P Uikl e | |
P_10008408_1 IE INSTR Ao o o o 22402 [
|
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3. 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. When you
are done entering values, click Save.

SCHOOL BUDGET © s e D I (D
58 Home > $B SupAddOn-Mult > SB SupASIOnExtra-FS
Stenatio Yoars
¥ e
Budget Fy21 0235 Afen, DearES  PE INSTRASST - NO17 08407_1 PE INSTR ASST » | L
4 Manage Support Add-On (PERS)
Employee Name Max Workgays Max Hours Days of Adg-On  Add-On Hours  Add-On Note  Earnings Expent F5 Percentage-Add-On
ERN_0202 Add<  Gen Fund csR Title | 21st Centur
Enter Add-On # Days, Hours and Funding: l |
| 1 |
CCsSD 2
Working_SB Lasirame, 183,00 2| addtiora * 0,00
4 Manage Support Extra (NO PERS)
Employes Mame Max Days-Extra Days of ExtraHc  Extra Hours  Extra Mote  Earnings Expens FS Percentage-Extra
ERM_0151 Extra  Gen Fund csR Tithe 1 215t Contury SpEd
Enter Extra 303’!. Hours and Funﬂlng:
CCsD Extra days
Working_SB LastNama BE 00 B | 1o make the 100.00

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

If you are entering extra time, enter the appropriate number of days in the Days of Extra Hours field.
Once you have entered the days, enter the number of hours (which will apply to the days) in the Extra
Hours field.

Remember: You cannot split-fund add-on or extra time for a support employee.
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4. 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. Return to the previous form by clicking
the SB Support AddOn-Mult link.

SCHOOL BUDGET @

S mm -m ~ gompiere | m m
58 Home =SB SupAddOn-Mull S8 SupAddOnExtra-F5
Scanario Years Entity Job Empioyee | Position - 1
Budget FYz 0235 Allen, DeanES | PE INSTR ASST -NO1TY  Empoyee 1 P_ID008407_1 FE INSTR ASST 4
4 Manage Support Add-On (PERS)
Employee Name Max Workdays Max Hours  Days of Add-On  Add-On Hours Add-On Note Earnings Expen: F3 Amount Add- F5 Perc
i ERN_0202 Add-C  Gen Fund Gen Fund CSR Title |
Enter Add-On # Days, Hours and Funding:
(e=-e] 2 auaitional
Working_S8 LastName, 184,00 .50 18500 200 | hours each 545340 77687 00.00
‘ b
4 Manage Support Extra (NO PERS)
Employee Name Max Days-Extra Days of ExtraHe ExtraMours  ExtraMote Earnings Expen: FS Amount Extr: FS Percentage-Extra
ERN_0151 Extra  Gen Fund Gen Fund CSR Title | 218t Contury
Enter Extra # Days, Hours and Funding: ‘
CCso Extra days
Working_S8 LasiName. 67.00 65.00 B.00 | %o make the | TEET.20 B.052.08 100.00

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

SCHOOL BUDGET @

: e - N

&8

> S8 SupAddOn-Mult

[y EutFund Sowce Detats
Scenaro Years version Entty . . ol
¥ iew A3d-On Extra With Fringe nats L
[y  ViewAsa-On Exira GL Code Strng
Days of Add- Ade-0n Hours Addd-On Note Days of Extra Eatra Hours Extra Mate Gi
Edt » On Hours Hours. Lok
on
Adust >

Supparting Detad A

As

-
@& change Hsiory

FRST AIDVEFTY AST - NOOSO P_10008400_1 FRST AIDVSE arr
f  Locknlock Colis

ELEM SCHOOL CLERK - NO143  P_10008400_1 FRST AIDVSF amr :
Filtar >

P_10008404_1 ELEM 5CHC Fa1
SCH OFFICE MANAGE - NOZ10 P_10008411_1 SCH OFFICE Bon "o
COMPUTER TECH | - N1555. P_10008412 1 COMPUTER 4  Analyze
P_20003317_1 COMPUTER 4  how Ac Hoe Grig 58970
CUSTODIAN - N8040 P_10005537_1 CUSTODIAN 00441
= Show Reascns for Read-Only Cells
P_10008413_1 CUSTODIAN no7s1
iz Predictive Pranning
HD CUST I - N8110 P_10008414_1 HD CUST I 295
SCHOOL AIDE - NO1DD P_10008401_1 SCHOOLAIL [  Business Rules w132
LIBRARY AIDE - NO105 P_10008402_1 LIBRARY AIL Sman Push Detalls 20386
P_10008403_1 LIBRARY AIL v 26386
SPTA |- NOT62 P_10008406_1 SPTAN CCS0 Lasthame, Firstvame EM_ 10049345
P_10008405_1 SPTAIl CCSD LastName, FirstName EM_10090528
P_10008406 1 SPTANl CCS0 LastName, FirsiName EM 319789
P_10008406_1 SPTANl CCS0 LastName, FirstiName EM_540930
PE INSTR ASST - NO1TS P'tmf_i PE INSTR ASST IOCSIJ LastNama, FirstName EM_10022402 | 18300 200 2 additional | 66.00 B.0D | Extra days io |
L ! ! Inourgeachagy | | make he
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6. 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. To return to the
School Budget form, click on the SB Home link. You may now view the updated Support Add-On
and/or Extra totals in the Summary Totals area and in the Additional Earnings tab.

SCHOOL BUDGET © v CCEEES - E

[ Hom= 58 SupaseOn-Mult = SB Postion Com Deta-AddExt

Steromo  Vorsion Yoars Eniity Job Postion - S O
Budget Working 38 FYZ1 0235 Allen, DeanES  PE INSTRASST - NO179  P_10008407_1
4 VIEW LICENSED ADD-ON WITH FRINGE BENEFITS
YearTotal dJul Aug Sep Oct Nov Dec Jan Feb
Earnings Expense-Actual Basis ERN_0202 Add-On (PERS) 545340 000 000 000 60583 80583 60593 60533 60593
Benefits Expense-Add-On Public Emp Retirement System 1,685.12 .00 0.00 0.00 17724 17724 17724 177.24 177.24
Dccupational Injury Management 4635 000 0.00 000 515 518 5.15 5.15 515
State Unemploymant Ins. am 0.00 a.00 oo0 030 030 030 030 0.30
Medicare .07 0.00 0.00 0.00 ara anm 879 879 879
TOTAL ADD-ON & FRINGE BENEFITS T.AT6.67 Q.00 0.00 0.00 TaT 41 79741 79741 Ta7.41 7741
»
4 VIEW LICENSED EXTRA WITH FRINGE BENEFITS
YearTotal Jut Aug Sep Oct MNow Dec lan Feb
Earnings Expense-Actual Basls ERN_0151 Extra (NO PERS) 7,867 20 .00 .00 0.00 874.93 87413 87413 87413 B74.13
Benefits Exp € Injury 66.87 0.00 .00 0.00 T43 743 T43 743 743
State Unemployment ins 393 0.00 0.00 0.00 D44 D44 044 0.44 0.44
Medicare 114.07 0.00 0.00 0.00 1267 1287 1267 1267 1267
TOTAL EXTRA & FRINGE BENEFITS 8,052 08 0.00 0.00 0.00 #9468 LENE S A48 854 68 B394 B8
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Budgeting for Supplies and Other Services

1.

SCHOOL BUDGET ©

From the School Budget form, select the Supplies and Other Services tab.

. DS - D

Scenario Vears Enizy ;
Budget Fy21 €235 Alen, DeanES b 4 '4 &
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
Version
Working_SB » ’ o
|Adminiswrative] Licensed Support  Add) Eamings | Supphes and Other Sves | SLA
Employes Name Shared Position  Eff Start Date Eff Stop Date Planned FTE FS Percentage Total Fund Sre  FS Amount Aver.
Gen Fund Alloeation Pet Gen Fund
cCcso
ELE PRINGC (3 MOS) - UT000  P_10026754_1 ELE PRINC (3 MOS) LastName 7124119 1.00 100.00 100.00 151.057.52
Admin Jobs Tatal All Fositions 1.00 151.087 52
4 SUMMARY TOTALS
Gen Fund CSR HOPE2 Magnet GenF Readby 3 GenF SB178 Title| J ZFS-EDIT Food GATE
REMAINING BUDGET TO SPEND (239.480.83) (88,205.51) 0.00 0.00 50000 (86,205.51) 000 (415391.90) 5,528.16 81.84214 =
ALLOCATED FUNDS:
Target All Jobs FS Amount Actual Cost Basls 2355 56060 38282204 oo 0.00 B9.000.00 720000 000 283458870 4208625 a1.84214
BUDGET SPENT:

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. Click Save when you are finished updating.

SCHOOL BUDGET @

Scenano
Buiget

Years
FY21

Entity

0236 Mlen, DeanES

4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
Woring. 58

Administrabve  Licensed  Support  Addl Eamings  Supplies and Other Sves  5LA

Period
BagBalance

Gen Fund C5R Titke | 215t Century

| Enter total year dollar amount to a Funding Source:

O[] [ P T T

s 7 O

ISIDE.G

| 5116540000 Extra Duty Licensed £000.00
i 5116810000 Preparation Periods

i 5117952000 Extra Duty Support Staff

| Extra Duty

: 5320000000 Education Services

| 8330000000 Employee Tralning

| 5340000000 Cther Professional Services

| 5343000000 Logal Services

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

SCHOOL BUDGET @

Scenano Wears Entity

. s

[y View Fund Scurce to GL Allccaticns

Busget Frz1 0235 Allen, DeanES [y ViewFund Source Suppies
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION |E| Calculate Fund Source Supplies |
Varsion Budget For. 3
Working_SB
Go To Full Screen »
Admiristrative  Licensed  Support  Ad| Eamings  Supplles and Other Sves  SLA
——— E' Update Admin, Licensed and Sup:vo:l subtotals
Penod Fifter »
EBegBalance ;
A Anahyze
Gen Fund CSR Title 1 21st Century SpEd Victory
Q) MNewAd Hee Grid
Enter total year dollar amount to & Flmﬂlng Source:
5116540000 Extra Duty Licensed 5,000.00 Show Reasans for Read-Only Cells

5116810000 Freparaticn Pericds
5117952000 Extra Duty Support Staff

Predictive Planning

Business Rules

Extra Duty
Srmart Push Detais
5320000000 Education Services
5330000000 Employee Tralning £%5  Onavaldason Messages

5340000000 Other Professional Services
5343000000 Legal Services

EVASARRAR B embbinmbiiral Barnne  Bendl

4 SUMMARY TOTALS

Spreadsheet Export

Open in Smart View

4. You may now view the updated Supplies and Other Services totals in the Summary Totals area.

SCHOOL BUDGET © : DS - B

Scenano Years Entity

Budget FY21 0235 Alon. DeanES -+ f a
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION
Vet 5 LR -
Admenistrative  Licensed  Suppot  Addl Earmengs  Supplies and Other Sves  SLA
:;;:Iamc -+ 4 o
Gen Fund CSR Title | 21st Century SpEd Victary
Enter total year dollar amount to a Funding Source:
5116540000 Extra Duty Licensed 5.000.00
5116810000 Preparation Periods
5117952000 Extra Duty Support Staff
5118259000 Extra Duty Administrator
5320000000 Education Services
5330000000 Employes Training
5340000000 Other Prolessional Services
5343000000 Legal Services
B R
4 SUMMARY TOTALS
Gen Fund CSR HOPE2 Magnet GenF Readby 3 GenF SBATE Titlel + ZFS-EDIT Food GATE
FS Amount Add-On TATB 87 TATEET -
FS Amount Extra 605208 8,052.08
All Jobs Supplies and Other Services 5,000.00 83.500.00 130.700.00
Service Level Agreement 124 00552 124 605 52
TOTAL BUDGET SPENT 2,550.800.64 44102755 88.500.00 320874170 3595800 0.00
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Exporting a Tab and Budget Totals

1. From the School Budget form, select the tab that you wish to export. Click on the Actions menu,
then select Spreadsheet Export.

SCHOOL BUDGET @ o mmm Complete -mm

[y View Fund Source to GL Allocations

Scenari Years Ertity
Budget FYz1 0235 Allen, DeanEs (3 view Fund Source Supplies
4 MANAGE POSITION/EMPLOYEE BUDGET by WORK LOCATION @ Cakutate Fund Source Supplies
Version Hudget For...
Working_S8
Go To Full Screen »
Administrative Licensed Suppert AddlEamings  Supplios and Other Sves  SLA
[ Update Admin, Licensed and Support sublotals
Employes Name Shared Position EM Start Date  Ef Stop Date Planned FTE  FS Percentagi Fiter
GenFund iy anayze
ccsp
ELE PRINC (9 MOS) - UT000 P_10025764_1 ELE PRINC (3 MOS) Lastiame. r2ang 1.00 w00 W MewAd Hoo Gid
Show Reasons for Read-Only Cells
k& Precictive Planning

Agmin Jobs Total All Positions 1.00 [ susness Rues

Smart Push Details

EE5  Grid validation Messages

| Spreadsneat Expon

Open in Smart View

4 SUMMARY TOTALS

2. Inthe Spreadsheet Export window, click Export.

Spreadsheet Export I.e) =

Click on the export button for spreadsheet export
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3. Ifyou 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. If you are in Mozilla Firefox, a
dialog box should appear, indicating that the file will open in Microsoft Excel. Click OK.

Spreadsheet Export

Click on the export buttan for spreadsheet export

HspWebGrid (13).xdsx & Show all >

4. Once the Excel file opens, you will be able to view all information contained within the exported
tab, including the Totals information.

< o | - ; e = AutaSum =
. ol g A = = #Wiap Tt General . _’ P |y em =X n E o %Y p
= - c n'F' Fomad el | - LblrR- Soth Fnd &

5 L ondtional Format a5 3 mat Ll

P . (B I U-UEH-A- B S = 6 S Baepacenc- $-% 0 9 0 oing tbee spies e Ovel ST @ e Filter» Select =

Cheboard 7 Font 3 Alsgrment : Prumber 3 Snfes Cetn Edning

AL - F

F A B C D E 3 G

. | owss lenoeanes  daseoataGudget  woiresa ]

2

4

5

&

i

8

CCSD LastName, Firstame EM_325191
CCSD Lasthame, FirstName EM_331715
CCS0 Lastiame, Frstilame EM_516040

8719
CCS0 LastName, FirstName: EM_10014323 8(7/13

CC80 Lastiame, Firsthame EM_303745 r 81119

CES0 LastMame, FrstName EM_SS3068 F /719

L8O Lastame, FirstName EM_524230 F 2/20f20
Vacant

CESD Lasthiame, FrstName EM_312411 4 719

CCSD LastName, Frsthame EM_520954 87/19
Vacant

CESD LastName, FirstName EM_10084404 r 8/7/19

CCS0 Lasthame, FirstName EM_10034305 r 70120

CCS0 Lasthame, Frsthame EM_502600 4 8719

CE80 Lastilame, Frsthlame EM_524230 r 2120020

CCS0 LastName, FirstName EM_10014323 § 8713

CCS0 LastName, FirstName EM_10109611 4 T2

CCSO Lasthame, FirstName EM_316074 5 B/7/19

s 71420

CESO Lastame, FrstName EM_546907 % 81119
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View Employee’s Actual Salary Rate

To view an employee’s actual salary within the Budget Planning Tool, you must be in Full Screen.

1. From the School Budget click Actions > Go To Full Screen > Select Admin, Licensed, or Support

View Fund Source to GL Allocations

L:—_’-| View Fund Source Supplies

@ Calculate Fund Source Supplies

Budget For...
[y Admin Go To Full Screen
E& Licensed @ Update Admin, Licensed and Support subtotals
[ Support Filter
24 Supplies Other Services %) Analyze

2. Locate the employee you want to view the salary for and click to highlight the position

SCHOOL BUDGET © &
SB Home > SB Pasiion Info Detail-Licensed Transt
Scenario Version Years Entity
Budget Working_SB  FY21 0235 Allen, DeanES
Employee Name Shared Eff Start Date Eff Stop Date Planned FTE FS Percentage
Posilion
Assumption Assumption Assumplion Assumplion Assumplion Gen Fund CSR G
KDG 1 AM/1 PM1 - C1000 P_10008381_1 KDG 1 AM/1 PM Employee 1 CCSD LastName, FirstName EM_325191 8119 1.00 100.00
Employee 2 CCSD LastName, FirstName EM_331715 8713 1.00 100.00
Employee 3 CCSD LastName, FirstName EM_516040 8119 1.00 100.00
GRADE 1-C1010 P_10008382_1 GRADE 1 I Employese 1 |CCSD LastName, FirstName EM_10014323 8719 1.00 100.00 |
Employes 2 CCOD LasiName, FirstName EM,_ 303745, SITTT0 700 700,00
Employee 3 CCSD LastName, FirstName EM_553069 8719 1.00 100.00

3. Once the employee row is highlighted, right click > select Edit Position Info
Mass Calc

Update Funding Source Allocations

Edit Position Info

Go fo Licensed Summary

View Fund Source fo GL Allocations

B & &
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4. You will be able to see both the employees Actual salary and Average salary for the position

4 Compensation Monthly Spread Detail

Version Fosition Employee
Working_SBE  P_10008382_1 Employee 1

YearTotal
Basic Salary Expense-Actual Basis Assumption 63,985.00
Benefits Expensasis Public Emp Retirement System 18,715.61
Occupational Injury Management 543 87
State Unemployment Ins 31.99
Medicare 927.78
Certified EGI 7,637.88
TOTAL COMPENSATION EXPENSE-ACTUAL BASIS TOTAL SALARY & FRINGE BENEFITS
Basic Salary Expense-Average Basis Assumption 61,221.60 i
Benefits ExpensBﬂsis Public Emp Retirement System 17,907 .32
Occupational Injury Management 52038
State Unemployment Ins 30.61
Medicare 887.71
Certified EGI 7,637.88

TOTAL COMPENSATION EXPENSE-AVG BASIS TOTAL SALARY & FRINGE BENEFITS 88,205.51
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Printing Budget Plans

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

Reporis

2. Uncheck the Show POV Options checkbox, expand the CCSD folder to the Budget folder, and
click the PDF action icon to the right of the SB_ALLFUNDS_V1 report.

= "-Hm
a T‘ ceso
B -n BUDGET
1 sorossun_PLANVSACT V1 Ponsen FTE by Joo-Budgat vy Cament BES
=4 X & s FTE oy Juc- e BEE
o =
[ pops BESE
[ s8_aLLFunDs EMP Vi Schond Streic Bodgel: Al Fund Sources-nh Exapioyse Hames a i,‘ Eﬂ
'.!.55 ALLFUNDS NTS V1 Scrhool Tatege Buogel AR Fund Soutes wi ol a a E
[ se_avirunos vi $¢hood Strategec Budget AD Fusd Sources ﬁ E

3. From the prompt pop-up window type your work location directly in the fields (use this format:
WL_0235). Copy it to the other three Enter Entity prompts, and then click OK to proceed. The
screen will go blank, however, the report is processing. Please give it about 30 seconds. Any
report in the list can be ran following the same navigation.

The fallowing prompts have been defined in the report. You may use the default values shown, or select other members.

Respend to Prompts at Report Level v

Prompt Salection Type Source
Enter Entity: WL 0235 B Repon Report: 58_ALLFUNDS_VI
. Gridi GenFund
|Er|ler Entity: WL 0235 | B Repn Report: 58_ALLFUNDS V1
Grid: All
|Er|l.'c.' Entity: W25 | & Repon Repart: SB_ALLFUNDS V1
= Grd: GF Supp
|Eﬂte.’ Entity: [ond | B Repont Report: SB_ALLFUNDS V1
i Grid: All

Help oK |§an=el Reset
—
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4. When done, the PDF should display on your browser. Depending on your browser type, you can
use the available PDF tools like search, zoom in/out, print and download functionalities.

SB_ALLFUNDS_V1 & o

PDF Preview w

CCsnd CCSD Strateglc Budget Plan
o ey 0238 Allen, DeanES
2020-2021 School Year

L0735

(= Food
ALL FUNDING SOURCES

Plan Summary
Adein Jobs Total Fusding Amoust
Licensed Jots Total Funding Amoust
Licensed Jota F5 Ameunt Prep Buy
Licarad Joba F5 Ameunt AddOn
Licarad Joba F5 Ameunt Exvn
Suppan Joks Tt Fusding Amouss
Suppan Joks F5 Ameunt Ad-On
Suppon Jobs ¥5 Amourt Exka

Suppii and Ol Sirvices

Supplin and Servem Servicn il Agrisement

Totsl

w0335
Jo Fossion Assumpton Genfund  Genfund  GenFund  GenFund GenFSBITS  CSR Food  GenGATE  SpEd
F5 Amcunt FSAmoum  FSAmeunt  FSAmoumt FSAmount  FS Ameunt
Stared  Monihs Wor Awoinge Cost FS Amours FS Ameurd  FS Amount g nge Cosd Actual Cosi mge Cosd Acual Cosd
Positien  Ovemde  MgHous  Punced FTE Bma PropBuy  AdeOn  Eana Basia Basia Basia Basia Bash
ELE PRING (3 MOS) - UT000 P_1GZT64_1 11 Morhe L $130.087.02
PGRF 050 #1057
Total Admintsirative Staffing 30211584

KDG 1AM PM - G100 P_10008381_1 S9820551  STOGSG1  S3ATIAN  $A6560
38820551 5225428 STORST

38820551

588305 51

FGAP_014 588305 51

5. When done, click the Close button (upper right). Repeat running the report using the XLS
version and HTML as an option.

SB_ALLFUNDS_V1 L

PLF Previaw v

S8_ALLFUNDS V1
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Promoting (Submitting) a Work Location Budget

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

2. Click on the Tasks icon

oL

[v]

3. From the Tasks List, expand the menu for Prepare Budgets by clicking the triangle on the left.

Tasks: All Task Lists

T Finer: ARG
Hame

b [E] ADMIN TASKS

b [E] UPDATE CALCULATIONS

[EE PREPARE BUDGETS

fi§ SCHOOL BUDGET

m ES STAR STUDENT:TEACHER RATIO VALIDATION CHECK

£33 VIEW ENROLLMENTS

4. Click the option Submit and Review.

Tasks: All Task Lists

T Filer AlD

Nams

w [E PREPARE BUDGETS

£l sCHOOL BUDGET

E ES STAR STUDENT:TEACHER RATIO VALIDATION CHECK

£ VIEW ENROLLMENTS

[ VIEW SUMMARY SCHOOL BUDGET - GEN FUND ONLY

%, SUBMIT AND REVIEW
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5. Inthe Filter window that appears, select Budget as the Scenario.

Filter "%

‘ Clear All | Apply

Version |positionRequest

Approvals Status | V|

Approval Unit | | =

@ More

6. Select Strategic Budget as the Version. Depending on your alias settings in User Preferences the
Strategic Budget option may appear as Working_SB.

Filter W5  [E5 | ClearAl | Apply | Cancel

Scenario  Budget v

Version  Strategic Budget b
Approvals Status Select
Tentative Budget
Approval Unit
Final Budget
Amended Final Budget

Base

BU Version_1
CurrSaved
Final
LastSaved
SharedPositions
Target

What if

Loaded Assumption - Working

Strategic Budget
7. Click Apply.
Filter w on | e
Scenario Budget v
Version Strategic Budget v
Approvals Status v
Approval Unit l?«?-
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8. Inthe Submit and Review form that appears, click the Planning Unit (work location) for your
school.

SUBMIT AND REVIEW

Approvals

Sort By: Approval Unit e Y Filter: Budgettl Working_SB 13

| 0235 Allen, DeanEs |
SG_0235
Under Review

9. Add an Annotation (or note) for the next reviewer and/or approver to view if desired.

Change Status: 0235 Allen, DeanES

Action Promote w
&

Annotation

[ 3
-—
1

Change Status

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

Change Status: 0235 Allen, DeanES

Action] Promote W

Annotation

[ 3
-
1

Change Status
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11. By clicking Change Status you are submitting your budget.

Change Status: 0235 Allen, DeanES

Action Promote v

Annotation

[ 3
L —
1

Change Status

Add Annotation

12. To confirm the budget has been submitted, click the Refresh button in the right hand corner.

Change Status: 0235 Allen, DeanES B [ oore |

Action Promote v Owner <Automatic> ~

Annotation

3
-
1

Change Status

13. 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.

Promote by abhat 12/10/20 9:46 AM
Under Review
Reply
Originate by DSALASISI 12/10/20 6:19 AM
Under Review
Reply
Start by DSALASISI 12/10/20 6:19 AM
1st Pass
Reply
14. Click Done.
Change Status: 0235 Allen, DeanES | m
/Add Annotation
&
Promote by abhat 12M0i20 9:46 AM
g Under Review
1 Reply

Originate by DSALASISI 12110420 6:19 AM
Under Review

Reply

Start by DSALASISI 12/10/20 6:19 AM
1st Pass

Reply
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15. Note that the Submit and Review form now shows the submitted work location is Under
Review.

SUBMIT AND REVIEW

Approvals

Sort By: Approval Unit v Y Filter: Budgettl Working_SBE 11

0235 Allen, DeanES
BUDGET_DEPT_GRP
Under Review

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

SUBMIT AND REVIEW o o ,.-\-m
Approvals =¢ 23

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.

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.

Error Messages when Submitting a School Budget

FOR ELEMENTARY SCHOOLS ONLY: If upon submitting your budget, you receive a Failed: Invalid Data
message, this is due to the Student Teacher Ratio Validation Check either not calculated or it was
calculated and your ratios exceed the student ratio limit.

WL_0279
SG_0279
Under Review | Failed: Invalid Data
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ST Ratio Limit Students Difference
Elementary Star 1 or 2 Schools
lGrade1 Elem - Star 1 or 2 - Grade 1 16.00 19.50 -3.50 l
Grade2 Elem - Star 1 or 2 - Grade 2 16.00 16.00 0.00
Grade3 Elem - Star 1 or 2 - Grade 3 19.00 20.33 -1.33
Elementary Star 3 or 4 or 5 Schools
Value Count 3.00 3.00 0.00

Click SAVE to update the ratios

To calculate your Student Teacher Ratios: While within your school budget, click Next this will bring you
to the Student Teacher Ratio Validation Check screen.

| scHooL BUDGET © P | o | o (T

Click Save to calculate your ratios. Red indicates you are not in compliance.

FOR ALL SCHOOLS: If upon submitting your budget, you receive a Failed: Not Enough Access message,
please disregard. Despite this error message, the promotion of your budget works correctly. The error
message is an Oracle coding bug and is being addressed.

WL_0235
HANEVGA

Under Review || Failed: Mot Enough Access
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