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Ax Al Definition of Key Concepts

Definition of Key Concepts

 Budget ID — A six digit code that identifies the fiscal year of the budget to be developed.

 Budget Phase - Budget phases may be defined as either components of the budget (revenue, labor,
capital, etc.) or as steps in the budget process (initial, requested, approved, 10% increase, etc.).

e Fund - A four* digit code that identifies where the money is coming from (general fund, restricted
grant, etc.).

* - Federal grants that have a year-end other than June 30 have 6 numeric characters.

e Organization — A six digit code that identifies a unit of budgetary responsibility and/or departments
within the institution. It is used to define “who” spends the money.

e Account — A four digit code that identifies what kind of revenues or expenses are being incurred.

e Program — A two digit code that identifies why you are spending the money, whether it be to
instruct students, or to provide student services.
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AXN Log Into Finance Self Service

Banner Self Service Application

Login to the myYC portal

Click the “Finance Main Menu” link under the “My
Services” channel.
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(& Budget Development Overview

Budget Development Worksheet

 The Create Budget Worksheet link of Finance Self
Service enables you to:

— Allocate budget from 7000B (direct expense pool) to
specific 7000 series accounts within same FOAP.

— Transfer budget from one 7000B FOAP to another
7000B FOAP within your span of budget control.

— Download the data to a Comma Separated Value
(.csv) file for use with Microsoft Excel.
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i ) Creating a Budget Worksheet

Creating a Budget Worksheet
1. Select the Create Budget Worksheet option.

Finance Budget Development

Create Budget Development Query

Create Budget Workshee

Maintain Organization Lock

2. Select Create Query or Retrieve Query.

Create a New Budget Query B . To Create a new queries

Retrieve Existing Budget Query To retrieve previously

saved Query saved queries
[ Retrieve Query

If you are creating a new worksheet, choose the columns you want to display
on the worksheet by selecting the appropriate check box(es).
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2Ey Creating a Budget Worksheet

Creating a Budget Worksheet

e Select Columns to display in your worksheet

Budget Development Worksheet

a ele columns to display amoun capiured i
e columns to display ts captured » Adopted Budget, and
e Permanent Budget
Adopted Budget - Adjustments

[v]

[#]|Permanent Budget Adjustments) —I
| Temporary Adopted

O

Temporary Adjustments

Click “Continue”
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Creating a Budget Worksheet

Budget Worksheet Key Points

e To successfully generate a worksheet, you must specify the
following:

— Chart of Accounts (Y)
— Budget ID
— Budget Phase
— Fund
— Organization
e A wildcard (%) may be used for certain FOAP element

parameters. The corresponding values for the FOAP
element will display in the query results.

e You must have Fund/Organization edit access. When a
wildcard (%) is used, the system will retrieve data for the
funds and organizations for which you have privileges.
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Creating a Budget Worksheet

Budget Development Worksheet * Chart: Y (required)

¥ chart, Budget 1D, Phase, Fund, and Organization arss dePrGgram and Account may use wildcard (%), For Activity and Location null parameter matches null
jon {or A 0 e for Financial Manager (or None), and account types to include in the

budaet lines, or a specific value may be used SfonsetTdost Durg
rorishest ~_—— *BudgetID: FY131

required .
T — (req ) * Budget Phase: (required)
Budget ID | - e NLABOR - All Non-Labor Accounts
ndax rogram
[erogram | | | LABOR1 - salary & Acct Distribution, FT,
[ Fund | PT & Adjunct
Budget Duration Code: Al * Fund: 4-6 digit, required
S~

Check to Include * M 6 dlglt
[][Revenue Accounts ch, required
= l;h:::::ounts <) Check: =

[ Exp Revenue, Labor, & Account: (optional)
[|Transfers EXpenses — .

[ [Deleted Ttems % wildcard permitted

Save Query as:| [ Enter a Name to Save this

—  Query for future use

Click “Submit”
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2Ey Creating a Budget Worksheet

Creating a Budget Worksheet

 The response will include

— Worksheet Parameters. Your selections from the
previous screen.

— Your Worksheet: including Program, Account Type/Code, Title,

Adopted Budget, Permanent Adjustments, Base Budget, Budget
Duration Code, Proposed Budget, Change Value, Percent, Cumulative
Change, New Budget.

* A Proposed Budget dialog table, where you can create and edit what if scenarios.

— Summary Totals, with Base Budget, Proposed Budget, New
Budget, and Cumulative Change.
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Creating a Budget Worksheet

Worksheet Parameters

Budget Worksheet

Parameters

|Chart of Acoounts [T [Yavapai College Duration Al
Budget Id F'1113|Buwdg=t FY11/13 Budgel Phass=|NLABOR] Mon- Lalbor]
Fund Typ= 11 Uirrestricted Fund
Fund j0000  |Unrestrict=d Funds - G=n=mal|Progam Al
IOrganization j01 1003 zovemment Relations Bectivity
|&coount B Loscation
Financial MaragerNst Specifi=d

Return To My Worksheets
Jump To Bottom

7 Entar amount +;- 3933939593.95 to add/subtract. Salect Delete Aacond to 5ot Mew Sucget to 00 and delste budget line. Salact the link On 3000UNT Code O wise OF Maltain tat.

Mass Change Parameters Round To Mesrest
Worksheet
Change Valuse: | | O Pereent < 2dedmals @ L0 ) 10000 ) 10000 [ s ]
Worfesheet
b‘l:tl.ETum.. ACoount Tz Adopted |Pormanent Easa Budgat Froposad |[Changs Valus Farcent |[Cumulathre  |Naw Dalete
Type/ Code Budget |&djustments |Budget |Duration |Budget Ichange Budget |Record
30 Institutional Support
TO Contractusl/Professional
Services
JOPAL M Diirmct Experss [le=s B | O O
FOOOE Capital) Pool 5, 0000 000 5, 0000 5, 20000 000 5, 200 .00
Revenuwes
Cimjmtmd) 0.0 0.0 0.0 0.0y 0.0 0.0
Lalbsor
Dimjmtmd] 0.0 0.0 0.0 0. DDy 0.0 0.0
Diirect Bopenmes
Cimjmtmd] 0.0 0.0 0.0 0. DDy 0.0 0.0
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Creating a Budget Worksheet

= Budget Worksheet - Windows Internet Explorer

G- > ye.ed ¥|[#| x| [G [E2E
5 Favarites 53 | = | & http:ffpalk. ye.edu; 3090 1€ http: {fpolk.ye.edu:ananibd. . | hetp:fipalk. e edu;a080] rfé‘ Budget Warksheet | fqOracle Application Server F...
"
Mass Change Parameters Round To Nearest

ChangeValue:|  |[]Percent () 2decimals [ 1.00 (3 10.00 ) 100.00

Worksheet
Status({Text|Program|Account Title Adopted |Permanent Base Budget Proposed |Change Value Percent|Cumulative (New Delete
Type/Code Budget |Adjustments |Budget Duration Budget IChange Budget Record
ICode
20 Institutional Support
70 Contractual/Professional
Services
OPAL [N Direct Expense (less [ ||:| [m]
7000B|Capital) Pool 5,200.00 0.00| 5,200.00 5.,200.00 0.00| 5,200.00
Revenues
Celeted 0.00 0.00 0.00 0.00 0.00 0.00|
Labor
Deleted 0.00 0.00 0.00 0.00 0.00 0.00
Direct Expenses
Delated 0.00 0.00 0.00 0.00 0.00 0.00|

7 New rows may be added within the parameters used to create the worksheet,
Select Calculate te update the worksheet with additions, subtractiens, percentage adjustments, deletions.
Select Post to recalculate and save changes,
Select Requery to return to values last posted,

Account/Program Code lookup

_ Proposed Budget dialog
Hew Row Program Account Budget Duration Code Proposed Budget
1 [ | ||Permanent Budget VH | table’ Where you can
? L__JL__]leermanen budger ]| | create and edit what if )
3 | | ||Permanent Budget VH | scenarios_
4 | || ||Perrnanent Budget V” |
3 | [ ||Permanent Budget V“ |

[ Requery ] [ Calculate ] [ Post ]

[ Download All Worksheet Columns ] [ Download Selected Worksheet Columns ]

| £

Daone " Trusted sites v HISm o~




LI Creating a Budget Worksheet

Editing A Budget Worksheet

Three methods to change an account(s) on
Budget Worksheet
1. “Mass Change Parameters” by Percent or

Amount (for 7000 series only, not likely to be
used).

2. Account by Account via “Change Value” column
on the worksheet.

3. “Proposed Budget” dialog table, specifically to
add accounts.
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2Ey Creating a Budget Worksheet

1. “Mass Change Parameters” by Percent or
Amount.

? Enter Amount +/- 99999999599,99 to add/subtract. Select Delete Record to set Mew Budget ta .00 and delete budget line. Select the link on account code to view or maintain test,

Mass Change Parameters Round To Nearest

Change Value: | Percent ) 2decimals & 1,00 O 10,00 2 100.00

1. Enter Amount or 2. Check if Percentage

Percent change desired 3. Click “Calculate

This will apply to all accounts on your worksheet.
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2Ey Creating a Budget Worksheet

2. Account by Account via “Change Value” column
on the worksheet

e Forindividual accounts

Worksheat
Status(Text|Program|Account Title Adopted (Permanent Base Budget Proposed |Change Value Percent{Cumulative |New |
Type/Code Budget |Adjustments |Budget Duration Budget IChange Budget |
ICode
20 Institutional Support
70 Contractual/Professional

Services

COPAL M Direct Expense (less =
FOOO0B|Capital) Pool 5.200.00 0.00( 5,200.00 5.200.00 / 0.00| 5,200.00
_ ]

1. Enter Amount or 2. Check if Percentage
Percent change desired
2. Click “Calculate” to 3. Click “Post” to save
preview changes to your worksheet
[ Requery ] [ Calculate ][ Post ]

[ Cownload All Worksheet Columns ] [ Download Selected Worksheet Columns ]

Page 18



A Creating a Budget Worksheet

3. Proposed Budget dialog table

1. Enter Program and 2. Enter the budget

Account to be added amount
"EHNHM Account Budget Duration Code Proposed Budget /

1 [z0 |[7o14  |[Permanent Budget || 1000

2 |zo ||7015 ||Permanent Budget »|| 1000

3 [z0 |[7101 |[Permanent Budget || 1000|

4 |zo ||7408  ||Permanent Budget »|| 1000

3 | || ||Permanent Budget VH |

[ Requery ] [ Oglculate ] [ Pao ]
[ Download All Worksheet Culumnsﬂ [ \:wnluad Selected Workshe Cmmns ]

2. Click “Calculate” to 3. Click “Post” to save
preview changes to your worksheet
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2Ey Creating a Budget Worksheet

When adding accounts, be certain to reduce the

7000B by the appropriate amount. creating net new
budget is not allowed.

1. Enter the reduced budget amount using a (-) sign

Worksheat \ /
Status|Text|Program|Account Title Adopted |Permanent Base Budget Proposed  [Change Val Petuent%ulatiue New C

Type/Code Budget |Adjustments |Budget Duration |Budget nge Budget |F

Code /
30 Institutional Support \ /
70 Contractual/Professional
Sarvices
OPAL |N Direct Expense (less =] -4000' O [
7000B|Capital) Pool 5,200.00 0.00{ 5,200.00 5,200.00 0.00) 5,200.00

2. Click “Calculate” to 3. Click “Post” to save
preview changes to your worksheet
[ Requery | Calculate | [ Post |

[ Cownload All Worksheet Columns ] [ Download Selected Worksheet Columns ]
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2Ey Creating a Budget Worksheet

e Summary Totals must balance

— All changes and added accounts must not increase the total budget
for the FOAP’s under your span of budget control.

— For movement of budget between FOAPs, corresponding
reductions are needed from the same FOAP or another FOAP under
your span of budget control.

Summary Totals

Account Type|Account Type Title Base Budget|Proposed Budget|New Budget|{Cumulative Change
70 Contractual/Professional Services
5,200.00 5,200.00 3,200.00 { 2,000.00)
71 Supplies & Materials
0.00 0.00 1,.000.00 1.000.00
74 Travel & Development
0.00 0.00 1,000.00 1,000.00
Direct Expenses — ]
o7 5,200.00 5,200.00 5,1u-u.u-u:‘_:) 0.00

=

Base, Proposed and Cumulative Change
New Budgets should should equal zero.
match
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(&} ) Creating a Budget Worksheet

Save

e Remember to click “Post” (to save your
changes) before you move to another
Organization and create a new worksheet.

Click “Post” to save to
your worksheet

AV

[ Regquery ] [ Calculate ] [ Post ]

[ Download All Worksheet Columns ] [ Download Selected Worksheet Columns ]
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2Ey Creating a Budget Worksheet

* Download Budget Worksheet to Excel.

[ Regquery ] [ Calculate ] [ Post ]

[ Download All Werksheet Columns ] [ Download Selected Worksheet Columns ]

Click “Download All
Worksheet Columns” to
export your worksheet to
Excel.
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(L Salary Planner Overview

Self Service
Salary Planner



{2 Salary Planner Overview

Salary Planner

e Budget Development shows total salary
budget but no person detail.

 To see who is in your budget, use Salary
Planner.
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Salary Planner Overview

é (i) @ | https://arthuryc.edu/MYSSB/twhblkwhis,P_GenMenuZname=bmenu.P_FinanceMnu®pageMame=bmenu--P_FinanceBudDeviMnu__ UID6&pageReferrerld=bmenu--P_Finance { Q Search
yavapm
COLLEGE
Browse

Welcome, Duane M. Ransom, to Yavapai College Self-Service

o~

Home = Finance > Budget Development

Personal Information

Student

Financial Aud

Budget Queries

Budget Transfer

My Worksheets

Maintain Organization Lock

Employee i Finance
Encumbrance Query Approve Documents View Document
Multiple Line Budget Transfer (a) Delete Finance Template
i
®  Create Budget Development Query ®  Create Budget Workshest

®  Salary Planner
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€

Salary Planner Overview

i) @ | https://arthuryc.edu/MYSSE/bufkbqud.P_DispSalPlaninu

y avaﬁ(,',ﬁ[l_l_ﬁ(i E

Browse

Welcome, Duane M. Ransom, to Yavapai College Self-Service

-

Home = Employee > Salary Planner

Personal Information

Student

Financial Aid | Employee

|
Time Sheet Electronic Personnel Action
Forms
Jobs Summary Leave Balances
m  Create Scenario = Copy Scenario

c Q Search

Finance
Pay Information * Tax Forms hd
Direct deposit allocation, W4 information, W2 Form or T4
earnings and deductions history, Form.

or pay stubs.

Faculty Load and
Compensation

m Edit Scenario

®  (Organization Lock B Query Multiple Extracts B Finance Budget Development

Page 27



Salary Planner Overview

Personal Infoomation ~ Student  Financial Aid J301GVCEN  Finance

Search @

Query Multiple Extracts

"7 select one or more Extract ID, Scenario combinations and one or more Organizations. Select desired button.

< 1. Select Scenario

Select Organization

Extract - Scenario: Y13-ALL-FT-AND REG PT

-011001-President's Office
¥-011011-5BDC
¥-011012-CTS

Include Subordinate Organizations:

Number of Records per Page: 75 -

E Multiple Extract Position }[ Multiple Extract Summary Totals ]

[ Create Scenario | Copy Scenario | Edit Scenario | Organization Lock ]

COA - Organization:

1 LN

Multiple Extract Employee

3. Select either Employee
or Position Extract
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List By Position

Salary Planner Overview

7 Enter 2 Mass Change and select Mass Apply, or madify an individual position and select Save. Rounding applies to Mass Changes and individual position changes.

Mass Change 1. Select Distribution, to
Rounding: [jona V] view split funded
Amount: | | 2. Select “Employee” for
employee detail
011001 - President’'s Office , Unlocked
Position and Base |Proposed |Base Change Change Pro Bargaining Estima |l ¥Year [Links Extract Exclude f
Title FTE FTE Budget Percent Amount Budget Unit Budget Status Totals
ag7123 _ Distribution| Mo
Accistant 1] l l S'S.Imm ﬂ ﬂ 33,1]]]1]] SSJM}M—CDmm ents
Employes
GEY124 Distribution No
Coordinator i i  40,000.00 Hals] Hals] 40,000.00 40,000.00|Comments |-
Employes
;'utal:
2.00 2.00|  73,000.00 -00 -00 73,000.00| 73,000.00( " "




Salary Planner Overview

Anvapai
l}" 1;*,!: CHLLEAsE

ap
my information. my way.

Personal Information | Student Financial Aid
Search |

Employee JRFENSE

=

Position Distribution

7 Select the Percent link to change the proposed position budget distribution. Select Add a New Record to add distribution records.

Budget Distribution for Position 987123 Assistant III.

Current
coA|Index] Fund Organization|Account Program|Activity Location| Project Type|Cost Type|Percent |Amount
A 0o000j011003  |6003 (30
25.00( 8,250.00
ki 0000011001 (6003 (30
75.00| 24,750.00

Total{100.00| 33,000.00
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Salary Planner Overview

List by Employee Name

011003 Government Relations , Unfocked

Employee Totals Department Totals
ID and Position, Suffix |Appointment ISalary Base Proposed Base Change Change Proposed Extract
Name and Title Percent Appointment Appointment Salary Percent |Amount (|Salary Status
Percent Percent
YO0099877 |987123
EJ(EImp|E, Assistant 11T i00.00{22,000.00 i00.00 i00.00|232,000.00 .00 .00 33,000.00
Jane
¥O00125689 |987124
Example, Coordinator i00.00(40,000.00 100.00 i00.00| 40,000.00 .00 .00 40,000.00
John

2. Detail Drill down by

Position

Name

1. Detail Drill down by
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- Salary Planner Overview

Downloading Salary Data

Personal Information ~ Student  Finandial Aid Finance
Search @ return tomenu  sitemap help  exit
Employee
Time Sheet 1. Click the “Employee”
Electronic Personnel Action Forms tab
a Pay Information

Direct deposit alocation, earnings and deductions history, or pay stubs.

-~ Tax Forms

W4 information, W2 Form or T4 Form.

2. Then Click “Salary
Planner”

3. Then Click “Edit
Scenario”

Page 32



Salary Planner Overview

Downloading Salary Data

Position Filters

"7 Enter filter criteria and select desired button. Use Ctrl or Shift key to select multiple.

FY12 TEST, FY_TEST_1
Organizations:

012301 - TELS =

012302 - PTSS L :! 4. Select Query Criteria
Include Subordinate Organizations:
Employee Class: A

oD - F3 retst =

El - Staff Exempt 37 hours ha
Bargaining Unit: CM}

Mone
Faculty Rank: @

Mone
Include Pooled Positions:
Include Vacant Positions:
Number of Records per Page: IG T

———— 5. Select ‘List By Employee’

C[:FList By Emplcyeéj [ Summary Totals ] [ List By Position
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- Salary Planner Overview

Downloading Salary Data

| Mazs AppRIY |

6. Select Jump to Bottom
I |

[ save | [ Reset | 7. Select ‘Download Job
and Distribution’
[ Download Job Data ]{Dawnlnad Job and Distribution

Return to Top

Page 34



Au Al Salary Planner Overview

End
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