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INSTRUCTION GUIDE to the UAMS BUDGET DEVELOPMENT SYSTEM

2004/05 Budget Process, SRC/BDS Budget Software
I. To Enter the Software Package:
Before you enter SRC, be sure that Excel is not open on your PC.  SRC ‘appropriates’ Excel as its user interface.

Double-click the SRC/Advisor Series icon on your desktop screen.

You will be asked to enter your ID and Password.  The password is case sensitive – all lower case.  

If you would like to change your password, please call or email Kathryn McConnell in the Budget Office.

Enable Macros, click “OK” to the license agreement, and you should see the opening SRC Software screen.  

Choose ‘SRC’ , then ‘Budgets’ from the menu options, and you will see a listing of the Budget Units to which you have been given access.  If you feel this list is incorrect for any reason, please call Kathryn McConnell (686-7587), as your security filters may need some adjustment.

II. Budgeting with SRC Software:
In general across the campus, budget unit workbooks are built at the Department level (Node Level 3 in SAP).  A  few departments, given their unusual structures, have requested other arrangements and their workbooks have been built accordingly. 

If you wish to see the SAP Node and fundcenter Hierarchy structure for your area of responsibility, instructions to do so are in Attachment 1 at the end of this document.

For various reasons, SRC deliberately works without the Auto-Recalculation feature generally set to 'on' in Excel.  Therefore, you will need to hit F9 periodically as you work to Recalculate your worksheets.  You may open other Excel spreadsheets while you are within SRC, but remember that you will need to use F9 to recalculate them also.

Note the SRC menu at the top of the screen.  You can distinguish it from the regular Excel menu as it has "SRC" as one of the choices.   SRC / Save recalculates your worksheets, and saves the work you have done to the database on the server.  File / Save or clicking on the 'diskette' icon will save the work you have done in workbook, but will not save it to the database.

Do not try to use the Excel ‘Copy /Paste’ feature to transfer data into SRC from outside spreadsheets.  You will overwrite important formulas within the budgeting system.  

III. Budgeting Methodology:
When you open a Budget Workbook, you will see six worksheet tabs.  You can print out any tab using SRC \ Print Current.  Choose the Summary or Detail (shows breakdown by month) format, and OK.
A. PAYROLL TAB:
1. General Information:
a. It is suggested that you begin on this tab, as salaries entered here will total and carry over to the Budget worksheet.
b. If you would like to print a copy of the Payroll Download information from SAP, click SRC / Print Current.  You have two format options, a Summary or a Detail .choose one, OK.  

c. SAP classifies employees as being located in a 'Home FundCenter' (HFC).  This designation is downloaded to SRC in the HR Data Files and determines which employees appear in which Budget Unit.  If you feel you are missing an employee, he/she is probably identified in SAP as belonging to another Budget Unit.  If you look in SAP-PA20 for a particular position, you can see the Home FundCenter to which it is assigned.

d. The areas highlighted in YELLOW will accept data entry.

e. The screen window is currently ‘frozen’ at a particular column, but you can click ‘Window/Unfreeze

Panes’ and reset it any way you like.  Ctrl-L will refreeze the window as originally set.

2. Procedures:

a. The cells containing Global COLA Percentages (Cost of Living Allowances effective July 1 of the budget year) can be updated for the different Pay Scale Groups of employees based in this Budget unit. This is an optional feature that may be helpful in your budget area.  For example, you could give all Classified Employees a 3.0% COLA, then alter the salary splits in only those positions to which you do not wish the 3% to apply.

If you choose to use global settings, it is important to do so at the beginning of your Payroll Tab budget process.  Though you may later overtype any budgeted salary split amounts established by a global increase, the global setting will no longer function for cells in the Budgeted Salary column where the global increase formula has already been overwritten.

b. Each position listed on the Payroll Tab, whether filled or vacant, has an “Enter Note Here” cell highlighted in yellow.  You may use this to write any note that may be helpful to you, such as “this employee changing to 50% time in January”, etc.  It is only for your use and will not upload to SAP.
If you have a VACANT position that you would like to use, you may type the appropriate name (optional) in the Comment Cell below the word ‘VACANT’, and add funding splits as needed for the position.  This will budget the dollar amounts for your fundcenters within this Budget Unit, but not attach these salary amounts to a particular individual at Payroll Load.  The latter will have to be done through the normal SAP/HR hiring process.

c. Change dollar amounts in the Budgeted Salary column as desired, Enter, hit F9 to recalculate, and the amounts will be spread evenly over 12 months (scroll right to see the monthly spread).  This is the default methodology, called ‘Input Total’.

If you prefer an uneven spread over the 12 months, click on the “Add/Update Budget Line” icon (to the right of the Blue Cube icon).  Choose “Change Split to Input Monthly”, be sure that the “Change Methodology” button is chosen, and click “OK”.  Answer ‘Yes’, that you do wish to change the current methodology.  Now you can scroll right and see that the monthly amount cells have turned yellow and you may enter the amounts desired July – June.  Hit ‘F9’ to recalculate.

d. If you wish to remove a fundsplit, put a “0” in the appropriate cell in the Budgeted Salary column.  DO NOT JUST HIT ‘DELETE’, AS THIS LEAVES AN EMPTY CELL that can cause an error in a numeric field.

e. You can add a fundsplit by placing your cursor on the Red  'Add new Fund Split Here' line, and then clicking on the 'Add/Update Budget Line' icon (next to the Blue Cube) at the top of the screen.  Highlight the 'Add New Fund Split' methodology, check to see that 'Insert New Line' is chosen at the right, and click 'OK'.  Fill in the Budgeted Salary amount.  Hit F9 to calculate, and the amount will automatically spread into twelve monthly amounts (scroll right to see this).  You can “Change Split to the Input Monthly” methodology as described above if you wish to spread the dollar amounts unevenly over the 12 months.

 f. To fill in the Fund and the Fundcenter from which the funding split will be paid, you may (1) just type in the numbers or (2) use the Blue Cube icon to pick from a list of valid fundcenters.  To use the latter option, place your cursor in the cell to be filled and click on the 'Blue Cube' (Dimension Lookup) icon.  You may choose from the entire campus fundcenter list, or use the dropdown box to narrow the selection to your Division.  

If you type in the Fundcenter number, you must hit F9 to make the descriptive name of the FundCenter show in the description cell.  Please note what appears in this cell – if you have accidentally entered the wrong fundcenter, the description should alert you.  If you have entered a number for a fundcenter that does not exist in SRC (one that has not been downloaded from SAP as being 'active'), the description will read “invalid item”.  Recheck your entry, as invalid fundcenters will not be saved to the database.  Check the list in the Blue Cube to see if it exists in the system.

g. If the fundcenter you wish to use is not included in the Blue Cube list, but you know it to be a valid, established FundCenter in SAP, it means that it was not active at the time of download from SAP.  Email Kathryn McConnell, and she will add it to the SRC fundcenter dimension table so that it can be used.  Include the name of the fundcenter and the node to which it attaches.
h. You will see columns for Cost Center, Internal Order, and WBS element.  Cost Center will fill in automatically (after ‘F9’ recalculation).  Fill in the Internal Order and/or WBS element columns as required to identify your particular salary source.  Type the information directly into the cell, or again use the ‘Blue Cube’ icon to pick from lists.  You can see that the default for Internal Order is ‘ 0’ (it is a numeric field), and the default for WBS element is ‘NA’ (it is an AlphaNumeric field).

i. Clinical Bonus and GEF Bonus amounts can be added in the Budgeted Salary column where indicated.  The default has been set at an equal dollar spread over the 12 month period, as this is how  bonus expenses are accrued.  However, if you wish to change the distribution throughout the year, click on the ‘Add/Update Budget Line’ Icon, choose “Change Bonus to Input Monthly”, be sure that the “Change Methodology” button is chosen, and click “OK”.  Then you can scroll right and enter the monthly amounts as desired.  Hit F9 to recalculate.  The bonus amounts entered will create Bonus Reserves in the appropriate fundcenters on the Budget Tab.

You must also fill in the Fund and fundcenter from which the bonus will be paid. Cost Center, Internal Order, and WBS element are not needed, as bonus payments are not made through the Payroll system.

j. Continue through all the listed employees in this fashion to the bottom of the sheet.

k. After you complete your work on the Payroll tab, note that the total dollar amount of salary increase is shown at the top of the worksheet near the COLA area.

l. Salary dollars budgeted on your fundcenters will automatically transfer to the Budget Tab.

B. SPLITS IN TAB:

1. General Information:

a. This sheet lists employees paid from fundcenters in this Budget Unit Workbook, but who have a Home FundCenter (HFC) in another  Budget Unit.  Each line shows the employee’s name, the source of funds and amount currently paid from this Budget unit , and the employee’s HFC.  

b. A field for the WBS element has been added to this tab to allow the user to distinguish between grants that have the same fund and fundcenter.

c. You can add new Splits In agreements on the Splits In Tab

2. Procedures:

a. Update your Budgeted Salary column with the proper dollar amounts.  As on the Payroll Tab sheet, the default spread is even over twelve months.  With your cursor on the budgeted total salary, you may click on the Add/Update Budget Line icon (next to the Blue Cube), and Change the methodology to “Input Monthly”, as described above (2c.).  

    You need to coordinate the payment for employees in other departments with the administrator(s) responsible for entering those persons’ payroll splits into SRC.  

b. If a current salary agreement is ending, put a ‘0’ in the Budgeted Salary column.  Do not just hit ‘delete’ and leave the dollar amount blank, as this can cause errors in a numeric field.

c. If a new Split In agreement will be starting during the budget year, you can add it to the Splits In Tab.  Place your cursor on ‘Enter New Split In Here’, click on the Add/Update Budget Line icon (next to Blue Cube icon).  Choose either the Input Total or Input Monthly option as desired, being sure that the ‘Insert New Line(s)’ button is chosen.

d. Splits In amounts budgeted will automatically transfer to the Budget Tab 

C. SALARY RESERVES TAB:
1. General Information:

a. On this tab you can create Global Merit Reserves for Nurses, Other Healthcare, and Classified employees based on the salary dollars you have already input on the Payroll Tab.  This is totally optional, and available only for your convenience.

b. In addition, you can create Other Salary Reserves for any purpose you wish.

2. Procedures:

a. Global Merit Increase options are now located on the Salary Reserves Tab.  If you wish to create reserves for merit increases using this method, you may input a percentage amount in the Yellow box as desired for Nursing, Other Healthcare, or Classified employees.  When you hit ‘F9’ to Recalculate, you  will see dollar amounts appear next to each of the affected fundcenters. in this Budget unit.  This automatically calculates the amount of the merit reserve for each paygroup of employees by fundcenter, based on the salary dollars you have already input on the Payroll Tab.

b. Below the Global Merit section you will see the ‘Other Salary Reserves’ section.  Here you may create salary reserves as needed.  Place your cursor on ‘Add New Reserve Here’, and click on the Add/Update Budget Line icon next to the Blue Cube.  Choose from either ‘Input Total’ (you will enter an annual amount and it will automatically spread evenly over twelve months), or ‘Input Monthly’ (you will enter amounts in each of the monthly spread columns to the right).  ‘Insert New Line’ should already be chosen.  Click OK.

     When you add a new salary reserve, you must choose a Reserve Type.  Put your cursor on the cell containing the default type ‘ZZZZ’, and click on the Blue Cube icon.  This allows you to choose a Reserve Type from a list.  You may then enter a Description for your reserve in the cell provided..  

c. At the bottom of the page, you will see two totals:

   - Total Salary Reserves – all fundcenters:  totals all Reserve dollar amounts, even those in the Global Merit section that are from fundcenters outside this Budget Unit Workbook.

   - Total Salary Reserves – fundcenters belonging to this Budget Unit workbook:  totals only Reserve dollar amounts paid from fundcenters within this Budget Unit Workbook.  This is the dollar amount that actually registers in your workbook salary budget.

d. The reserves created on the SalReserves Tab will automatically transfer to the appropriate fund and fundcenter on the Budget Tab.

D. BUDGET TAB:

1. General Information:

a. The Budget Tab lists budgets for each of the active fundcenters within that Budget unit , one on top of the other, in numerical order by fund and fundcenter.  

b. 2xx fund-fundcenters will now appear at the bottom of the Budget Tab.  You do not need to enter anything into these sections – they are there only to collect 2xx salary data from the Salary, Splits In, and Reserves tabs for your information.  It also permits 2xx salary information to show up in the SRC financial reports.

     You do not budget maintenance amounts for 2xx funds through SRC – they will not load into the SAP Project System.  This is done, as always, through Grant’s Accounting.

c. In each Fund -  Fundcenter section, Income will be listed first (none in the 111 fundcenters).  The Salary section comes next, and consists of the dollar amounts that have been pulled from the Payroll, Splits In, and SalaryReserves tabs.  

d. Fringes and Maintenance & Operations Commitment items will be listed next.  The Maintenance and Operations commitment items listed will be those that currently have budget or actual expenditures, but you can add any appropriate item you choose.

e. The different fundcenters are separated by a bright green line to make it easier to see when you have scrolled from one down into another.

f. All of the Commitment items for Budget are listed in the Budget Commitment Item list you received by email.  Please call the Budget Office (686-7589) if you need another copy or have questions.

Revenue items are a Credit and have a ‘-‘ sign next to them.  They are entered as negative dollar amounts.

Contra Revenue items (such as the COM Dean’s Tax) have a ‘+’ next to them, and they are entered as positive dollar amounts.

Regular Expense items are a Debit, and have a ‘+’ sign next to them.  They are entered as positive dollar amounts.

Contra Expense items (such as Salary Lapse) have a ‘-‘ sign next to them, and are entered as negative dollar amounts.

g. Should you need to delete a dollar amount at any point, please just put a ‘ 0’ in the cell.  using the delete key creates a blank cell which can cause an error.  These are numeric fields, and ‘ 0’ is a valid NUMBER.

2. Procedures:

a. Income:
The income commitment items listed are those that have been used this year or last year in this fundcenter.  You can budget in only the items you wish, and leave the others ‘ 0’.  You can leave them all ‘ 0’ as well if you do not wish to create income budget for that particular fundcenter.

Enter your income dollar amounts in the Yellow spaces in Column L. Remember that Income commitment items are entered as negative numbers.

To add a new Income Commitment Item, place your cursor on “Add New Income Commitment”, and click on the ‘Add/Update Budget Line’ icon next to the Blue Cube.  Choose ‘Add New Income Item’, be sure the ‘Insert New Line’ button is chosen, and click OK.  

Next you must choose your new Income Commitment item.  Place your cursor on the 

‘XXXXXX’ Yellow cell in the Commitment Item column (column C) and click on the Blue Cube.  In the dropdown box choose ‘BudYes’ (restricts the Commitment items to those available for budget purposes).  A second dropdown box will appear – choose ‘Income’.  Pick the appropriate Commitment Item.  

By default, Income is spread evenly over twelve months.  To input by month, place your cursor on the annual dollar amount entered for the new budget year, and click on the ‘Add/Update Budget Line’ icon.  Choose “Input Monthly”, be sure that “Change Methodology” button is chosen, and click “OK”, “Yes”.  Now you can scroll right and see that the monthly amount cells have turned yellow and you may enter the negative dollar amounts desired July – June.  Hit F9 to recalculate.

b Fringe amounts are already initially calculated for you as percentages of the Total Salaries you have budgeted.  The dollar amounts are based on the percentages in column P. 

Medical, Dental, Life and LTD amounts are based upon current year July-December experience for this Budget Unit, to reflect current year rates.  FICA and Retirement percentages are based upon Last Year’s Actual 12 month expenditures, as these amounts can vary greatly from the first of the year to the end of the year.

You may change the percentages if you desire, then hit F9 to recalculate your fringes.  You could simply update the dollar amounts in Column L, but this is not advised.  Once you overtype the formulas in Column L, fringes will no longer automatically change should you need to alter your salaries.  

By default, fringe amounts are spread evenly throughout the year.  If you wish to spread them other than evenly, click the ‘Add/Update Budget Line’ icon, choose Input Monthly and the Change Methodology button, and click “OK”, and “Yes”.  You can scroll right to enter the monthly amounts.

c. Maintenance and Operations:

These commitment items are listed below Fringes.  The items listed are those that have been used this year or last year in this fundcenter.  You can budget in only the items you wish, and leave the others ‘ 0’.  You can leave them all ‘ 0’ as well if you do not wish to create expense budget for that particular fundcenter.

To add a maintenance category, place your cursor on ‘Add New Expense Commitment’ and click on the ‘Add/Update Budget Line’ icon next to the Blue Cube.  Choose ‘Add New Expense Item’, be sure the ‘Insert New Line’ button is chosen, and click OK.  

Next you must choose your new Expense Commitment item.  Place your cursor on the ‘XXXXXX’ Yellow cell in the Commitment Item column (Column C) and click on the Blue Cube.  In the dropdown box choose ‘BudYes’ (restricts the Commitment items to those available for Budget Purposes).  A second dropdown box will appear – choose ‘Expense’.  Pick the appropriate Commitment Item.  

By default, Expense is spread evenly over twelve months.  To input by month, place your cursor on the annual dollar amount entered for the new budget year, and click on the ‘Add/Update Budget Line’ icon.  Choose “Input Monthly”, be sure that “Change Methodology” button is chosen, and click “OK” and “Yes”.  Now you can scroll right and see that the monthly amount cells have turned yellow and you may enter the amounts desired July – June.  Hit F9 to recalculate.

d. Proceed through each Fundcenter budget listed in the above fashion.  You do not need to enter any figures in the 2xx fund sections.  They are only there to accumulate salary costs from the other tabs.

e. A new Fund – Fundcenter combination, or an existing one that has not had any activity for the past two years,  will not be listed on your Budget Tab.  You may add a section for it:
Scroll to the very bottom of your Budget Tab, and place your cursor on a cell in Column A just below the last line of your last Fundcenter section (below the last green line).  Click on the Add/Update Budget Line icon, next to the Blue Cube.  Choose ‘Add New FundCenter 25 lines”.  Insert Line(s) button should be chosen.  Click OK.

A new  budget section will appear.  Enter the appropriate Fund and Fundcenter numbers in the Yellow cells in Columns A and B.  Hit F9 and the Fundcenter name will appear in the Green space to the right.  Should it still read ‘Invalid Item’, it means that Fundcenter was not downloaded from SAP to SRC.  Please call Kathryn McConnell (686-7587)

f. You can print the Fundcenter budgets by choosing SRC/PrintCurrent.  There is a Summary Option and a Detail that shows the 12 month spread.‘  Choose one of these, then click OK.

E. FUND SUMMARY AND SUMMARY TABS:

1. General Information:

a.
Both of these serve as mini-reports for the information contained in this Budget Unit workbook.  

     The Fund Summary tab allows you to see totals by fund.  Also, if your Budget Unit department contains subdepartment nodes in the SAP hierarchy, you can view them separately as well. 

b. The Summary tab adds across all funds to give you Budget Unit totals by income/expenditure category.  The totals on this tab would equal those of all of your Fund Summaries added together.

2.  Procedures:

a. On the Fund Summary tab, type the fund number you want in the Yellow box where indicated.  You can use any valid fund number, including the 2xx funds.

    The default Reporting Node is the entire workbook.  If you wish to use a subdepartment node, enter it in the appropriate Yellow box.

     Hit Enter, then F9 to recalculate.  

To print, choose SRC/Print Current.  The name of the tab should already be highlighted.  Click on the print style (there is only one choice ) and OK.

b. On the Summary tab there is no input required.  Just hit F9 to recalculate, and print as above.

IV. Creating Different Versions (Scenarios) of your Budget:
SRC supports a “versioning” feature that allows you to archive various copies (or versions) of your budget.  For each budget, there can be one “active” version and up to 99 alternate versions. 

Because the use of this feature can be a bit tricky, it is suggested that you not use it unless you have a true need to do so.

a. When you first load into a budget, you will enter the “Active” version, which is, by default, your Original.  If you are going to use Versioning, you must save your Original with a Version number, or it will be lost.  You should probably save it as ‘Version 1’.  This will assure that you can find and retrieve it later if you like.

b.  After making some changes to your Original (now named Version 1), you may wish to save it with a different version name.  Select SRC/Versioning, and ‘Save As”.  Because we have decided not to create any pre-defined version names for our system, simply enter a number from 1 - 99.  

c. When you save a budget as a new version, that new version does NOT automatically become the ‘Active’ version until you deliberately designate it as such.

    To pick a version and make it the ‘Active” budget, you must already be inside the version you wish to make active, or load into it (see below).  Once you are within the desired version, select SRC/Versioning, and ‘Save As’.  The first option will read ‘Save as Active’.  Click on this, and then OK.  That budget version is now the active version.  

    To pull up one of your other versions, select SRC/ Versioning, and then “Load”.  You will be given a list of all your available versions.  Choose the one desired and click OK.  This version will now open on top of the active version.  

d. Because it is the Active version that will be used for reporting and consolidation purposes, it would be best to keep your favored version designated as ‘Active” at all times.  In any case, when it is time for budgets to be turned in, please be sure your preferred version is designated as “Active”.  

V. Reporting
There is a folder of Reports available for you to use currently, and more will be added as soon as possible.  Let Kathryn McConnell know what other report formats would be helpful to you.

a. You can access them through SRC \ Reports \ Open \ Continue \ A. STANDARD FINANCIAL REPORTS folder \ OK.  Choose one of the reports listed, and click OK.

    There is an Instructions tab in each report workbook that you should review.  These reports can be run at various levels, determined by the Level Chosen and the Node name entered.  Some reports can be run as low as the individual FundCenter level.  

b. Follow the directions on the report’s Instructions tab  to export your report to a spreadsheet on your hard drive in C:\ My Documents.  Most systems are set up with this folder already in place, but if yours is not, it is easy to create through Windows Explorer.  Call Kathryn McConnell (686-7587) if you need help with this.  
c. To just print your report, choose File\Page Setup\Print\OK. The reports are currently set to print on Legal sized paper.

    If you wish another print format, you can choose File \ Print Setup, just as you would with any other Excel spreadsheet.  You must remember to enter a print range, however, or you will be printing out a great number of extra columns and rows that you do not need.

VI. Exiting SRC
To save your work, choose SRC/Save.  This updates the database on the server.  

If you have any errors, you will see notices as you try to save the workbook.  SRC cannot save your work to the database until the errors are corrected.  Thus the information will not be available for reporting purposes.

However, SRC will save your work in the workbook – you will not lose what you have done.  
If you cannot find your errors, call Kathryn McConnell for assistance.

Choose SRC/Exit, and Desktop, to close the program.

---------------------------------------------------------------------------------------------------------------------------------------

Attachment 1 – Printing your FundCenter hierarchy from SAP

To get into the SAP FundCenter Hierarchy and export it to a spreadsheet:

Log on to SAP, and enter transaction code ‘FM2G’
-In the fundcenter' box, enter ‘UAMS’, then choose the Execute icon (green checkmark).

-at this point you will get a list of the DIVISION level nodes (Level 2 nodes)
Clicking on the '+' signs, just expand the sections you want because the entire thing is 100+ pages. If you want it all, however, put your cursor on the “+UAMS” at the top of the hierarachy and click EDIT/EXPAND from the menu. 

To transfer the data from SAP to one of your folders:
-Choose SYSTEM / LIST / SAVE / LOCAL FILE / SPREADSHEET  - hit the Execute icon (green checkmark).

-you must enter a pathway to a folder where you want to save it, and a name (do not give it a suffix of any kind ).

-Exit SAP.

To finish the spreadsheet

-Open Excel, and choose File/Open and find your new file.  It will have an .XLS suffix (capital letters), though it is still a text file.  You will see a wizard box at this point.  Keep clicking 'Next' until it grays out, then click 'Finish'. 

-Choose FILE / SAVE, being sure to change 'file type' dropdown box to Excel Workbook.   “Replace existing text file?” choose ‘Yes’.

-Now it is a spreadsheet.  Format as you wish.
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