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Budget Inquiry and Analysis

Course Overview

In this user guide, you will learn how to view budget data in SWIFT by running budget reports and viewing budget

inquiry pages.

Lesson 1 covers Inquiry pages, including the Appropriation Overview, Budget Detail, and Budget Overview.

Appropriation Overview Inquiry

The Appropriation Overview page is a central place where you can look up high level information about your

appropriations and drill down to see more detail. You will use this page to manage your appropriations.

Fa\rc;r'rtes Mainvl\-'lenu > Comm'rtmeint Control > Review Budget Activities » Appropriation Overview

Appropriation Overview

Personalize | Find | View A1 | B | 3 Fret B 4 orq 0 Laat

Business Unit Ledger Group Fund Code Fin DeptiD ApproplD Budget Period
MNO0A KK_APPROP 2000 G1010000 G100011 2015
Fund Restrict Misc Special Revenue Fin DeptlD Minnesota Management & Budget ApproplD Combined Charities Admin
Appropriation Type 04 Special - Dedicated ChartField Aftributes
Budget Authority Option  E Encumber Budget'Spend Collected Associated Budgets
Legal Citation MS 43450 2 Combined Charities Registration
Budget Program G1001 Statewide Senvices
Budget Activity G100107 Human Resource Management Budget Status Open
Ledger Amounts:
Budget Antic Trans In 0.00
Appropriation Transfer In 0.00
Original 0.00 Antic Trans Qut 0.00
Current 0.00 Transfer Out 0.00
Receipts Roll Forward In 7.428.05
Original Estimate 64,100.00 Roll Forward Out 0.00
Current Estimate 64,100.00 Cancel 0.00
Collected 60,039.15 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
Budget/E bi Authori
u ge. ncum r.ance uthority 71,528.08 12 436.62 Drill to Activity Lo
Spending Authority 67 467.20 800844
Transfer Authority 67,467.20 8,908.44
Allotment Break-Down
Payroll Non-Payroll Allotment Drilldown
Payroll Allotment 1,500.00 Operating Allotment T0,0258.05
Pre Encumbered 0.00
Encumbered 53267
Expended 0.00 Expended 58,558.76
Balances
5] Allotment-Free 0.00 Uncommitted 10,936.62 Unexpended 8,908.44
Budget Exceptions
Exception Errors 0 Exception Warnings 0 Budget Exceptions

|2 Returnto Search | [+ PreviousinList | [+E NextinList | =] Notify |
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Budget Details Inquiry

The Budget Details page displays information about expense or revenue budget lines. The Ledger Amounts

section displays amounts applicable to the type of budget you are viewing, such as budgeted, expended,

encumbered, and pre-encumbered amounts for an expense budget line. You can drill down to see more detail

from this page. A chart can also be displayed to view a graphical presentation of the data.

Favorites | Main Menu > Commitment Control > Review Budget Activities > Budget Details

0 New Wi

Commitment Control Budget Details

Business Unit Ledger Group Budget Period Fund Fin DeptiD ApproplD Account
MMNO0 KK_EXP_BUD 20158 1000 G1037000 G100007 41130
Fund: General Fin DeptlD: Enterprise Human Resources ApproplD: Enterprise Human Resources
Account: Prof-Tech Sen-Outside Vend
[ Fiide Chart g (i ]

Ledger Amounts
< Max Rows: 100
=}

Budget: 30,000.00USD @& .
Attributes
Expense: 29,294.00USD & ‘-—»'j Parent/ Children
Associated Budgets
Encumbrance: 46,000.00USD @ < !
Pre-Encumbrance: 0.00USD @& i
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: 4706.003 UsD Percent: (5.88%) 2 Forecasts
With Tolerance: 4706005  USD Percent: (5.88%) &
Budget Exceptions
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions

Activity as a Percentage of (Budget + Associated Revenue)

00—
80 ——
|3 Available Balance
Pre-Encumbrance
60— m
Expense
M Budget
Ty —
20 —
o [ T

Budget + Revenue Activity Available Balance

Percentage

|& Retum to Search | [+ Previous inList | |+E] Nextin List | |[Z] Notify |
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Budgets Overview Inquiry

The Budgets Overview page is often used to view summary expense or revenue budget information and to drill

down to view underlying transaction details.

Favorites Main Menu > Commitment Control » Review Budget Activiies > Budgets Overview

Inquiry Results
Business Unit: MNOO1
Ledger Group: KK_EXFP_BUD Expense Budget
Type of Calendar: Detail Budget Period
Amounts in Base Currency: usD
Revenue Associated:
Return to Criteria Max Rows: m Display Options Search
Net Transfers:
Budget: 3,500,901.61 0.00
Expense: 277362458
Encumbrance: 101,319.01
Pre-Encumbrance: 0.00
Budget Balance: 625 958.02
Associate Revenue: 0.00
Available Budget: 62595802
Budget Overview Results Personalize | Find |
Ledger Group Account Fund Fin DeptiD ApproplD :3::%3‘ Budget Expense Encumbrance Pre-Encumbrance Percen
1 F% EQ, KK_EXP_BUD 41000 1000 G1037000 G100007 2015 3.103.000.000 2.445960.040 0.000 0.000 =
2@ E, kK _EXP_BUD (41030 1000 G1037000 G100007 2015 136.000.000 217.170.060 0.000 0.000
KK_EXP_BUD  |41050 1000 G1037000 G100007 2015 1.500.000 1.016.190 0.000 0.000
KK_EXP_BUD 41070 1000 G1037000  G100007 2015 30.000.000  20.6356.840 0.000 0.000
KK_EXP_BUD 41100 1000 G1037000  G100007 2015 0.000 315.000 1.390.000 0.000
KK_EXP_BUD 41110 1000 G1037000  G100007 2015 1.000.000 129140 0.000 0.000
KK_EXP_BUD  |41130 1000 G1037000 G100007 2015 20.000.000 29.294 000 46.000.000 0.000 L
KK_EXP_BUD 41150 1000 G1037000 G100007 2015 25.000.000 3.605.000 4.686.500 0.000 -
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Lesson 2 covers reports, including the Manager’s Financial Report (MFR), Allotments within Appropriation Report,
and the Appropriation Transfer Detail Report.

Manager’s Financial Report (MFR)
The Manager’s Financial Report (MFR) displays the Current Budget, Pre-encumbered, Encumbered, Expended,
Unobligated, and Unexpended Amounts by Account Class.

Run DateTime: 5/4/2015 4:17 PM
MANAGER'S FINANCIAL REPORT Source Report # KK002
As of Date: 05/04/2015
Selection Criteria: Budget Period - 2015, Fund - 0 to Z, DeptID - G100 to G10Z, AppropID - G100011 to G100011
Break On: Budget Period, Fund
Budger Period: 2015 Fund: 2000 DeptID: RANGE AppropID:  RANGE
Restrict Misc Special Revenue G100 to G10Z G100011 to G100011
Remaining Payroll Projection Full-Time (41000):  $0.00 Part-Time (41030):  $0.00 Total: 3$0.00
Current Pre- Encumbered/
Account Class and Description Budget Encumbered Committed Expended Unobligated Unexpended
41000 Full Time - Salary 1.500.00 0.00 1.500.00 0.00 0.00 1.500.00
41110 Printing And Advertising 900.00 0.00 0.00 0.00 900.00 900.00
41130 Prof-Tech Serv-Outside Vend 2.000.00 0.00 0.00 0.00 2.000.00 2.000.00
41150 Computer and System Services 475.00 0.00 0.00 0.00 475.00 475.00
41155 Communications 0.00 0.00 0.00 339.18 -330.18 -330.18
41300 Supplies 150.00 0.00 0.00 500.00 -350.00 -350.00
42010 Statewide Indirect Costs 400.00 0.00 282.67 234.33 -117.00 165.67
43000 Other Operating Costs 66.103.05 0.00 250.00 57447.12 8.405.93 8.655.93
Total 71,528.05 0.00 2,032.67 58,520.63 1097475 13,00742
Report Total 71.528.05 0.00 2,032.67 10.974.75 13,007.42

Allotments within Appropriation

The Allotments within Appropriation Report displays the high level information about an appropriation that also
can be viewed from the Appropriation Overview page. It also displays Budget, Pre-encumbered, Encumbered,
Expended, Unobligated, and Unexpended amounts for Payroll and Non-Payroll Allotments.

Run DateTime: 5/4/2015 2:48 PM
ALLOTMENTS WITHIN APPROPRIATION REPORT Source Report # KK001
As of Date: 03/04/2015
Selection Criteria: Budget Period - 2015, Fund - 1000 to 9999, Agency - G10. AppropID - G100011 to G100011
AGENCY: G10 Mn Management & Budget
Budget Period: 2015 Fund: 2000 DeptID G1010000 AppropID:  G100011
Restrict Misc Special Revenue Minnesota Management & Budget Combined Charities Admin
AppropID Short Descr Approp Type Bud Auth Opt Legal Citation Bud Program Bud Activity Budget Status
CC Adm 04 E MS 434502 G100l G100107 Open
Appropriations Receipts Roll Forward Transfers
Original 0 Original Estimate 64.100 Roll Forward In 7428 Anticipated In )
Current 0 Current Estimate 64.100 Roll Forward Out 0 Actual In 0
Cancel 0 Collected 60.039 Anticipated Qut 0
Reduction 0 Variance Est-Col 4,061 Actual Out 0
Other Classes 0 Dedicated Cap 0
Allotment-Free 0 Budgeted Remaining
Uncommitted 10975 Budget/Encumbrance Authority 71,528 12,475
Unexpended 8.947 Spending Authority 67.467 8.947
Transfer Authority 67467 8.047
ALLOTMENT BALANCES
Account Pre- Encumbered/
Allotment DeptID and Descr Group Budget Encumbered Committed Expended Unobligated Unexpended
G1027100-Combined Charities Admin PAYRLL 1,500 0 1,500 0 0 1.500
G1027100-Combined Charities Admin NONPAY 10,028 0 533 1.074 8422 8955
G1027110-Combined Charities Donations NONPAY 60,000 0 0 57.447 2,553 2,553
71528 0 2033 58.521 10,975 13.007
Totals by Account Group
Payroll Allotments PAYRIL 1,500 0 1.500 ] 0 1.500
Non-Payroll Allotments NONPAY 70,028 0 533 58.521 10,975 11.507
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Appropriation Transfer Detail
The Appropriation Transfer Detail Report provides detailed information regarding transfers in and out of
appropriations.

Run DateTime: 5/4/2015 4:01 PM
APPROPRIATION TRANSFER DETAIL REPORT Source Report # KK003
As of Date: 05/04/2015

Selection Criteria: Budget Period - 2015, Fund - 0 to Z, DeptID - G100 to G10Z, AppropID - 0 to Z. Posted Through - 5/4/2015

‘ Appropriation Budget Budget Period: 2015  Fund: 1000 DeptID:  GLO10000 AppropID: G100001 Accounting Services

Referenced Transfer Budget Budget Period: 2015  Fund: 1000 DeptID: G1010000 ApproplD: G100005

Transfer Journal KK Journal

Type Class D Posted Date Tran Type Ref # Anticipated In Actual In Anricipared Out Acrual Que
In XN 0001731840 07/07/2014 Original 1 0.00 500.000.00 0.00 0.00
In XN 0001763533 07/22/2014 Original 2 0.00 444.232.00 0.00 0.00
Total Transfers With: 2015 / 1000 / GL010000 / GLOD00S 0.00 044,232.00 0.00 0.00
Referenced Transfer Budget Budget Period: 2015  Fund: 1000 DeptID: G1010000 ApproplD: G100009

Transfer Journal KK Journal

Type Class D Posted Date Tran Type Ref # Anticipated In Actual In Anficipated Out Actual Out
Out XTN 0001815426 08/17/2014 Original 1 0.00 0.00 0.00 12.174.89
In XTN 0001819264 08/21/2014 Original 1 0.00 530.000.00 0.00 0.00
Total Transfers With: 2015/ 1000 / G1010000 / G100009 0.00 530,000.00 0.00 12,174.80
Total Transfers Out and In For: 2015 /1000 / G1010000 / G100001 0.00 1.474.232.00 0.00 12,174.80

The Budget Inquiry and Analysis User Guide will cover the following lessons:

¢ Viewing Budget Inquiries

e Running Budget Reports

Released January 20, 2016 (Version 4)

Page 5



.,.'f“ i State of Minnesota

BC1 Budget Inquiry and Analysis

Lesson 1: Viewing Budget Inquiries

Lesson Overview
In this lesson, you will learn how to view the following SWIFT inquiry pages:

e Appropriation Overview
e Budget Details
e Budgets Overview

You will also learn how to drill down from these inquiry pages to view more detail on activity logs and ledger
pages.

After completing this lesson, you should be able to:

e Use Inquiries to Review Budget Data

Released January 20, 2016 (Version 4)
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Viewing the Appropriation Overview Inquiry

Topic Overview

In this topic, you will learn how to view the Appropriation Overview page. The Appropriation Overview page is a

central place where you can look up high level information about your appropriations and drill down to see more
detail. You will use this page to manage your appropriations.

Favovr'rtes MaiﬂvMenu > Comm’rtmevﬂt Control > Review BudgetActi\rrt\es » Appropriation Overview

Appropriation Overview

B,
Personalize | Find | view Al | B |

First K1 1 o1 1 I3 | ast

Business Unit Ledger Group Fund Code Fin DeptiD ApproplD Budget Period
MNOO1 KK_APPROP 2000 G1010000 G100011 2015
Fund Restrict Misc Special Revenue Fin DeptlD Minnesota Management & Budget ApproplD Combined Charities Admin
Appropriation Type 04 Special - Dedicated ChartField Attributes
Budget Authority Option E Encumber Budget/Spend Collected Associated Budgets
Legal Citation MS 434502 Combined Charities Registration
Budget Program G1001 Statewide Senvices
Budget Activity G100107 Human Resource Management Budget Status Open
Budget Antic Trans In 0.00
Appropriation Transfer In 0.00
QOriginal 0.00 Antic Trans Qut 0.00
Current 0.00 Transfer Out 0.00
Receipts Roll Forward In 7.428.05
Original Estimate 64,100.00 Roll Forward Out 0.00
Current Estimate 64,100.00 Cancel 0.00
Collected 60,039.15 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
Budget/Encumbrance Authority 71,528.05 12,436.62 Drill to Activity Lo
Spending Authority 67 467.20 8,908.44
Transfer Authority 67 467.20 8,908.44

Allotment Break-Down

Payroll Hon-Payroll Allgtment Drilldown
Payroll Allotment 1,500.00 Operating Allotment 70,028.05
Pre Encumbered 0.00
Encumbered 53267
Expended 0.00 Expended 58,558.76

©®  AllotmentFree 0.00 Uncommitted 10,036.62 Unexpended 5,008.44
Budget Exceptions
Exception Errors 0 Exception Warnings 0 Budget Exceptions

&£ Returnto Search | |+E Previous inList | 4E] NextinList [=] Notify

After completing this topic, you should be able to:

o View the Appropriation Overview page

Released January 20, 2016 (Version 4)
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Process Steps

View the Appropriation Overview page
This topic covers viewing the Appropriation Overview page.

Steps to complete:
e Step 1: Select the Appropriation(s) to view on the Appropriation Overview search page
e Step 2: View the Appropriation Overview Header Section
e Step 3: View the Ledger Amounts Section
e Step 4: View the Allotment Break-Down Section
e Step 5: View the Balances Section
e Step 6: View the Budget Exceptions Section
e Step 7: Drill Down to Activity Log from the Ledger Amounts Section
e Step 8: Select the Allotment Drilldown in the Allotment Break-Down Section

Step 1: Select the Appropriation(s) to view on the Appropriation Overview search page
Begin by navigating to the Appropriation Overview search page.

1. Navigation Links: Commitment Control, Review Budget Activities, Appropriation Overview.

2. Complete the Enter Budget Journals page as described below.

Field Name Field Description

*Business Unit Accept or select Business Unit “MNOOQ1". This is the only Business Unit
used for budgets.

*Ledger Group Accept the default “KK_Approp” ledger group.
Budget Period Enter Budget Period criteria to limit your search.
Fund Code Enter Fund Code criteria to limit your search.

Financial Department Enter Financial Department ID criteria to limit your search.
ID

Appropriation ID (CF3) | Enter Appropriation ID criteria to limit your search. For example, enter
“begins with G10” to limit your search to appropriations for Minnesota
Management and Budget.

Released January 20, 2016 (Version 4)
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Favorites Main Menu > Commitment Control > Review Budget Activities > Appropriation Overview

Appropriation Overview

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

~ Search Criteria

Use Saved Search: -

Business Unit: = - MNOD1 a,
Ledger Group: = - KK_APFROP QL

Budget Period: begins with - |2015 QL
Fund Code: begins with - | QL
Financial Department ID: begins with v| QL
Appropriation ID (CF3):  begins with - |G10 QL
| Search || Clear _|Elasic Search [E] Save Search Criteria Delete Saved Search

3. Click on the Search button.

In the Search Results section, click on the entry for the appropriation that you want to view.

The Appropriation Overview page displays. The Appropriation Overview page is divided into five sections
described in the following steps.

Favorites : Main Menu > Commitment Control > Review Budget Activities > Appropriation Overview
Appropriation Overview
Personalize | Find | View 21| BV First B0 1 071 I Last
il Unit Ledager Group Fund Code Fin DeptiD pproplD Budaqget Period
MNOD1 KK_APPROP 2000 G1010000 G100011 2015
Fund Restrict Misc Special Revenue Fin DeptiD Minnesota Management & Budget ApproplD Combined Charities Admin
Appropriation Type 04 Special - Dedicated ChariField Attributes
Budget Authority Option  E Encumber Budget/Spend Collected Associated Budgets
Legal Citation M35 43450 2 Combined Charities Registration
Budget Program G1001 Statewide Senices
Budget Activity G100107 Human Resource Management Budget Status Open
Ledger Amounts
Budget Antic Trans In 0.00
Appropriation Transfer In 0.00
Original 0.00 Antic Trans Out 0.00
Current 0.00 Transfer Out 0.00
Receipts Roll Forward In 7.428.08
Original Estimate 64,100.00 Roll Forward Out 0.00
Current Estimate 64,100.00 cancel 0.00
Collected 60,039.15 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
BudgetiE by Authori
Il ge. ncumbrance Authority 71528.05 12,436.62 Drill to Activity Lo
Spending Authority 67 467.20 8,908.44
Transfer Authority 67 467.20 8,008.44
Allotment Break-Down
Payroll Hon-Payroll Allotment Drilldown
Payroll Allotment 1,500.00 Operating Allotment 70,028.05
Pre Encumbered 0.00
Encumbered 532,87
Expended 0.00 Expended £B,558.76
Balances
[ ] Allotment-Free 0.00 Uncommitted 10,936.62 Unexpended 8,908.44
Budget Exceptions
Exception Errors 0 Exception Warnings 0 Budget Exceptions
| &, Returnto Search | |1[E] Previous in List | |+E NextinList | [Z] nNofify
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Step 2: View the Appropriation Overview Header Section

The Appropriation Overview header section displays the appropriation ChartFields and the appropriation
attributes, including legal citation, related Program and Budget Activity, Appropriation Type, Budget Authority
Option and Budget Status.

Fa\rovr'rtes Main 'I'\-'Ienu ¥ Comm'rtmsint Control > Review Budget Activities > Appropriation Overview
Appropriation Overview
First K 1 of 1 I Last
Business Unit Ledger Group Fund Code Fin DeptlD ApproplD Budget Period
MMNOO KK_APPROP 2000 G1010000 G100011 2015
Fund Restrict Misc Special Revenue Fin DeptlD Minnesota Management & Budget ApproplD Combined Charities Admin
Appropriation Type 04 Special - Dedicated ChartField Aftributes
Budget Authority Option  E Encumber Budget'Spend Collected Associated Budgets
Legal Citation M3 434502 Combined Charities Registration
Budget Program G1001 Statewide Services
Budget Activity G100107 Human Resource Management Budget Status Open

1. You can click on the ChartField Attributes link to view the attribute values for the appropriation, along
with the description and effective date. Attributes include the Legal Cite, Budget Authority Options,
Appropriation Type, Budget Activity, Program, and Dedicated Receipt Cap.

CFs and their Attrib values
ChartField Attribute Values personaize | Find | view i B | 38 Fist £ 45 or 7 O Lost
SetlD ChartField Value Effective Date Field Name ChartField Attribute ChartField Attribute Value Aftribute Value Description
SHARE |G100011 0712112011 CHARTFIELD3 |LEGAL_CITE MS 43450 2 Combined Charities Registration
SHARE |G100011 07/02/2011 CHARTFIELDZ BUD_AUTH_OPT E Encumber Budget/Spend Collected
SHARE |G100011 01/01/1901 CHARTFIELD3  APPROP_TYPE 04 Special - Dedicated
SHARE |G100011 01/01/1801 CHARTFIELD3  BUD_ACT G100107 Human Resource Management
SHARE |G100011 01/01/1901 CHARTFIELD3Z BUD_PROG G1001 Statewide Senvices
SHARE |G100011 01/011901 CHARTFIELD3 DED_REC_CAP N Mo Dedicated Receipt Cap
Return

2. You can click on the Associated Budgets link to view the revenue budgets entered for the appropriation,
including the Fund, Financial Department ID, Appropriation ID, Account, Budget Period and amount.

Associated Revenue Budgets

am
Personalize | Find | B | # First Kl 12072 I (st

Assc. Rev. Ledger Group Fund Code Financial Department ID Appropriation ID (CF3)  Account Budget Period Associated Revenue
KK_REVEMUE 2000 G1037100 G100011 622321 2015 $4,100.000
KK_REVEMUE 2000 G1037110 G100011 512606 2015 $60,000.000

3. Click on the OK button to return to the Appropriation Overview page.

Released January 20, 2016 (Version 4)
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Step 3: View the Ledger Amounts Section

View values entered in ledgers for the appropriation in the Ledger Amounts section.

Budget Antic Trans In 0.00
Appropriation TransferIn 0.00
Original 0.00 Antic Trans Out 0.00
Current 0.00 Transfer Qut 0.00
Receipts Roll Forward In 7,428.05
Original Estimate 64,100.00 Roll Forward Out 0.00
Current Estimate 64,100.00 Cancel 0.00
Collected 60,039.15 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
Budget/Encumbrance Authority 71,528.05 12 436.62
Spending Authority 67,467.20 8,908.44
Transfer Authority 67,467.20 8,908.44
Field Name Field Description
Appropriation -- Original The original Appropriation amount that was entered into SWIFT.
Appropriation -- Current The current Appropriation amount includes any adjustments
made to the Original Appropriation amount.
Receipts — Original Estimate The original estimated receipts amount.
Receipts — Current Estimate The current estimated receipts amount includes any
adjustments made to the Original Estimated Receipts amount.
Receipts -- Collected The amount of receipts actually collected.
Receipts — Dedicated Cap The cap on Dedicated Receipts, if any.
Antic Transfer In The amount of Anticipated Transfers In.
Transfer In The amount of actual Transfers In.
Antic Trans Out The amount of Anticipated Transfers Out.
Transfer Out The amount of actual Transfers Out.
Roll Forward In The amount rolled forward into the appropriation from the
previous budget period.
Roll Forward Out The amount rolled forward out of the appropriation to the next
budget period.
Cancel The amount of the appropriation that has been cancelled. A

cancellation reduces the amount of the Budget/Encumbrance
and Spending authority.

Released January 20, 2016 (Version 4)
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Field Name Field Description
Reduction The amount of the appropriation that has been reduced. A
Reduction is a withdrawal of appropriation authority by the
Legislative or Executive branch of government. The reduction
reduces the amount of the Budget/Encumbrance authority and
the Spending authority.
Budget/Encumbrance Authority | The Budget/Encumbrance Authority is used to limit total
(Budgeted and Remaining) obligations against the appropriation. Total expense budgets
cannot exceed this amount. The total of encumbrances and
anticipated transfers cannot exceed this amount. The calculation
used to determine the Budget Encumbrance Authority depends
on the Budget Authority Option for the appropriation.
Spending Authority The Spending Authority is used to limit expenditure and
(Budgeted and Remaining) appropriation transfers made against the appropriation. The
calculation used to determine the Spending Authority depends
on the Budget Authority Option for the appropriation.
Transfer Authority The Transfer Authority is used to limit actual transfers out,
(Budgeted and Remaining) deposit corrections, reductions, and cancellations. The
calculation used to determine the Transfer Authority depends on
the Budget Authority Option for the appropriation.
Budget Antic Trans In 0.00
Appropriation Transfer In 0.00
Original 0.00 Antic Trans Out 0.00
Current 0.00 Transfer Out 0.00
Receipts Roll Forward In 7.428.05
Original Estimate 64,100.00 Roll Forward Out 0.00
Current Estimate 64,100.00 Ccancel 0.00
Collected 60,029.15 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
Budget/Encumbrance Authority 71,528.05 12 436.62
Spending Authority 67,467.20 8,908.44
Transfer Authority 67,467.20 8,908.44

Note: Refer to Step 7 to learn about the Drill to Activity Log link.
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Step 4: View the Allotment Break-Down Section

The Allotment Break-Down section shows Payroll or Non-Payroll allotment amounts described below.

Payroll Mon-Payroll Allotment Drilldown
Payroll Allotment 1,500.00 Operating Allotment 70,028.05
Pre Encumbered 0.00
Encumbered 53267
Expended 0.00 Expended 5855876

Section Name

Payroll Payroll Allotment displays the amount budgeted for Payroll expenses.
Expended displays the amount spent on Payroll expenses.

Non-Payroll Operating Allotment displays the amount budgeted for non-payroll expenses.

Pre-Encumbered displays the amount pre-encumbered for non-payroll
expenses.

Encumbered displays the amount encumbered for non-payroll expenses.

Expended displays the amount spent for non-payroll expenses.

Note: Refer to Step 8 to learn about the Allotment Drilldown link.
Step 5: View the Balances Section

The Balances section displays Allotment-Free, Uncommitted and Unexpended balances for the appropriation as
described below.

(1] Allotment-Free 0.00 Uncommitted 10,936.62 Unexpended 8,008 44

Field Name Field Description

Allotment Free Displays the amount that is available to budget. Allotment Free =
Budget/Encumbrance Authority - Payroll Allotment - Operating Allotment.

Uncommitted Uncommitted = Budget/Encumbrance Authority - (Greater of Payroll Allotment
or Payroll Expended) - Pre-Encumbrance - Encumbrance - Non-Payroll
Expended.

Unexpended Unexpended = Spending Authority - Payroll Expended - Non-Payroll
Expended.

Released January 20, 2016 (Version 4)
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Step 6: View the Budget Exceptions Section

The Budget Exception section shows the number of Budget Exception errors and warnings that may exist for the

appropriation.

Exception Errors 0

| BudgetExceptons |

Exception Warnings 0

Budget Exceptions

Step 7: Drill Down to Activity Log from the Ledger Amounts Section

You can click on the Drill to Activity Log link in the Ledger Amounts section to view the Ledger page which
displays budget journals entered for the appropriation, such as transfers and roll forwards.

Budget
Appropriation
Original

Current

Receipts
Original Estimate

Current Estimate
Collected
Dedicated Cap

Budget/Encumbrance Authority
Spending Authority
Transfer Authority

0.00
0.00

64,100.00
64,100.00
60,039.15

0.00

Ledger Amounts

Antic Trans In 0.00
Transfer In 0.00
Antic Trans Out 0.00
Transfer Qut 0.00
Roll Forward In 7.428.05
Roll Forward Out 0.00
Cancel 0.00
Reduction 0.00

Budgeted Remaining

71.528.05 12,436.62 Drill to Activity Log

67 467.20 8,908.44

67,467.20 8,008.44

1. Click on the Drill to Activity Log link. The Ledger page displays information entered on budget journal
transactions, including the Journal ID, Transaction Line, Journal Class code, Fund Code, Fin DeptID,
Approp ID, Budget Period, Year, Period (Accounting), Budget Type Entry, Transaction Date, and

Transaction ID.

| Ledger

Ledger: KK_APP_BUD

Drill to
Activity Log Journal ID

Tran Ref Journal

i [ Line Bdgt? .CLass
% PAIMDB1314 BN APP
% 0001815084 1N RFW
oK

Fund

Code Period Currency Amount Type Parent Budget(s) LR CopEnt s
2000 G1010000 G100011 2015 2014 1USD Original N 0016449393 06/08/2013
2000  G1010000 G100011 2015 2015 2UsD 7428.05 Sys Close N 0025767268 08/16/2014

Fin DeptiD ApproplD

iyt Year Period W

Monetary  BudgetEntry Auto-Generated

Released January 20, 2016 (Version 4)
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i
2. From the Ledger page, you can click on the Drill to Activity Log Inquiry icon ( ") for a Journal ID to
view more detail.

The Commitment Control Activity Log page opens in a new window showing the related journal activity for
the Journal ID. The search criteria automatically entered by SWIFT displays in the Activity Log Inquiry
Criteria section, and the Commitment Control Activity Log Lines section displays the search results.

The print screen below shows a partial list of the fields available for viewing with the Show All Columns
selected, including the Journal ID, Transaction Line, Journal Class code, Fund Code, Fin DeptID, Approp
ID, Budget Period, Year, Period (Accounting), Budget Type Entry, Transaction Date, and Transaction ID.

Commitment Control Activity Log

Inquiry: PS_AUTO_DR Description:
*Transaction Type: GL_BD_JRML |Q Ledger Group: Q,

Application Business Unit: Q

Journal ID From: 0001815084 Q Journal ID To: 0001815084 Q

Journal Date From: i Journal Date To: E

Tran ID: 0025767268 |Q Tran Date: 08H6I2014  [H)

Process Status: T Process Instance: a

Maximum Rows: 100

Search Delete

. Ledger Referenced . Budget . Transaction
Line Frre Ledger App BU GL Bu Journal ID Journal Date Budg Fund Fin DeptiD  ApproplD Period Year Period Amount
2 @ % KK_APPROP KK_APP_BUD MMNO01 MMO01 0001815084 | 2014-08-16 N 2000 G1010000 G100011 2014 2015 2 -7,428.05
1 = % KK_APPROP KK_APP_BUD MMOO1 MMOO1 0001815084  |2014-08-16 N 2000 G1010000 (G100011 2015 2015 2 742805

E save [=] notify | i Refresh

Released January 20, 2016 (Version 4)
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In the Commitment Control Activity Log Lines section of the page, you can click on the Drill Down

icon (@‘) for a line to view more detail. The Budget Journal Line Drill Down page displays showing
information entered on the budget journal. If you click on the View Related Links (E) icon next to

the Journal ID, you can view the budget journal entry pages in a new window. Close the window to return
to the Budget Journal Line Drill Down page.

Budget Journal Line Drill Down

Transaction Line ldentifiers

Business Unit: MO0 Journal 1D: 00018150842  Date: 08M6/2014
Line: 2

Date Posted: 08ME6/2014

Budget Header Status: Posted

Journal Line Description:

Transaction Line Details

Fund Code Financial Department ID Appropriation ID (CF3)
2000 1010000 100011

Line Status: Valid

Budget Date: 07012013

Line Amount: -7.428.05 UsD
oK

4. On the Budget Journal Line Drill Down page, click the OK button to return to the Commitment Control
Activity Log page.

Released January 20, 2016 (Version 4)
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5.

In the Commitment Control Activity Log Lines section, you can also click on Return to Budget Detail

(&) icon for a line to view more detail.

Activity Log Inquiry Criteria

Inquiry: P3_AUTO_DR Description:
*Transaction Type: GL_BD_JRNL & Ledger Group: &}

Application Business Unit: Q

Journal ID From: [o001815084 Q Journal ID To: [o001815084 Q
Journal Date From: [ Journal Date To: [51]

Tran ID: 0025767268 @ Tran Date: 0816/2014 [

Process Status: M Process Instance: Q

Maximum Rows:

| search | [ Delete

Line (';‘:gl?:r Ledger AppBU GLBu JournalID Journal Date gﬁ'ﬂe"m Fund FinDeptid ApproplD g:‘r’.z‘:l Year Period T“"::‘::E';
2 & % KK_APPROP KK_APP_BUD MMO01 MMOO1 0001815084  2014-08-16 N 2000 |G1010000 G100011 2014 2015 2 -7.428.05
1 @ E% KK_APPROP KK_APP_BUD |MMO01 MMOO1 0001815084  2014-08-16 M 2000 |G1010000 G100011 2015 2015 2 7.428.05

|B save| [0 wotify | (2 Refresh |

100

|
Commitment Control Activity Log Lines

¢ The Commitment Control Budget Details page displays in a new window. Refer to the Viewing

Budget Details Inquiry Topic for more information about this page.

Commitment Control Budget Details

Business Unit Ledger Group Budget Period Fund Fin DeptiD ApproplD

MNO01 KK_APPROP 2014 2000 G1010000 G100011

Fund: Resfrict Misc Special Revenue Fin DeptlD: Minnesota Management & Budget ApproplD: Combined Charities Admin

Exception Errors:

L4 Retum to Search | | Notify |

0 Exception Warnings:

0

[ Display Chart | i)
Ledger Amounts
. 100

Budget: -1929.13USD @ 8] Max Rows:
Aftributes

Expense: 62.300.43U5D @& ‘-—»'j Parent / Children
Associated Budgets

Encumbrance: 0.00USD & 4

Pre-Encumbrance: 0.00USD & <l

Associate Revenue: 64,229 56 ush

Available Budget

Without Tolerance: 000E  usD Percent: 0%) 2

With Tolerance: 0.00 El usD Percent: (0%}@

Budget Exceptions

Budget Exceptions

e Close the Commitment Controls Budget Details and Activity Log windows to return to the Ledger

page.
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6. Click the OK button on the Ledger page to return to the Appropriation Overview page.

| Ledger

Ledger: KK_APP_BUD

Drill to
s Tran  Ref Journal Fund s Budget 5 Base Monetary  BudgetEntry  Auto-Generated =
Ac[t::]lg;rl;og Journal ID Line Bdgt? Class ot Fin DeptiD ApproplD Period Year Period Currency  |Amount Type Parent Budget(s) Tran ID Commitment
b PAJ1081314 3N APP 2000 G1010000 G100011 2015 2014 1USD Original N 0016449393 06/08/2013
L 0001815084 1N RFW 2000  G1010000 G100011 2015 2015 2UsD 7428.05 Sys Close N 0025767268 08/16/2014
0K

Step 8: Select the Allotment Drilldown in the Allotment Break-Down Section

You can view allotments for the appropriation, along with related budget amounts by clicking on the Allotment
Drilldown link in the Allotment Break-Down section.

Payroll Non-Payroll Allotment Drilldown
Payroll Allotment 1,500.00 Operating Allotment 70,028.05
Pre Encumbered 0.00
Encumbered 532.67
Expended 0.00 Expended 58,558.76

1. Click on the Allotment Drilldown link. The Parent & Children Budgets page displays Payroll and Non-
Payroll allotment information, including ChartFields and Budget, Expense, Encumbrance, Pre-
Encumbrance, and Available Budget amounts. The print screen below displays information with
the Show Tabs ([E¥) icon selected.

Favorites Main Menu > Commitment Control > Review Budget Activities > Appropriation Overview é

L.EINQWW'iHCIOW ?Help I:,/F'ersonalizeF'age e

Parent & Children Budgets

Parent Budget Child Budget Amounts in Base Currency: UsD
Children Personalize | Find | View A1 B §
E?gs;r Fund Fin DeptlD ApproplD Account E:Si?)edt Budget Expense Encumbrance Pre-Encumbrance A‘:J'::;
1KK_ALLOT 2000 G1027100 G100011 NOMNPAY 2015 10,028.05 § 1,111.64 F 53267 0.00F 5383745
2KK_ALLOT 2000 G1027110 G100011 NOMPAY 2015 60,000.00 § 5744712 F 0.008F 0.00 5 255288 F
3KK_ALLOT 2000 G1027100 G100011 PAYRLL 2015 1,500.00 F 0.00F 00087 0.00F 1,500.00 &

Parent: None

OK

2. To see additional detail for an amount, click on the View Related Links icon () next to the Budget,
Expense, Encumbrance, Pre-Encumbrance and Available Budget amount.
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A screen displays asking if you want to Drill to Ledger or Drill to Activity Log.

? Help

Please select one ofthe following links:

B

Drill to Ledger
Drill to Activity Log

Cancel

3. If you select Drill to Ledger, the Ledger page appears displaying a list of transactions related to the
amount selected. Transaction Amounts, along with related ChartFields, Budget Period, Fiscal Year and
Accounting Periods display. In this example, the KK_ALL BUD ledger displays because a budget amount
was selected.

From the Ledger page, click the OK button to return to the Parent & Children Budgets page.

Ledger
Business Unit: MO0 Ledger: KK_ALL_BUD
Personaiize | Find | B | % First K1 1.4 of 4 I ast
ArEs
. Budget Base Base Transaction Last Update
Fund Fin DeptlD ApproplD Account Period ST ETEETES Amount Currency DateTime Process Instance
2000 G1027100 |G100011  NONPAY 2015 3000.00 USD 3000.00 USD g?gﬁiﬁg:j 10840295
2000 G1027100 (G100011  NONPAY 2015 742805 USD 7428.05 USD E?;;i%g;ﬁ 11522094
2000 G1027100 |G100011  NONPAY 2015 4600.00 USD 4600.00 USD ;‘Egggég;f' 12055665
2000 G1027100 (G100011  NONPAY 2015 ~5000.00 USD ~5000.00 USD ggga;gg:ﬂs 13058215

OK

4. |If you select Drill to Activity Log, the Activity Log page appears. Information displayed will depend on
the amount selected on the Parent & Children Budgets page. In this example, a budget amount was

selected.
Activity Log
Ledger: KK_ALL BUD
Personalize | Find | View A1 B | Fist £ 446 o7 16 T Last
Iir:: E;)g::'nent Document 1D g;;ﬂ Fund Fin DeptiD Account ApproplD Budget Period Year Period Foreign Am
@ ‘f‘ 2Journal ID: 0001709487 M 2000 G1027100 NOMPAY  G100011 2015 2015 1 =2
@, ‘f‘ 3Journal ID: 0001709487 M 2000 G1027100 NOMPAY G100011 2015 2015 1
@ ‘fo 4 Journal ID: 0001709487 N 2000 G1027100 NOMPAY  G100011 2015 2015 1
@, ‘f‘ 5Journal ID: 0001709487 M 2000 G1027100 NOMPAY G100011 2015 2015 1
@ ‘f‘ 6 Journal ID: 0001709487 M 2000 G1027100 NOMPAY  G100011 2015 2015 1
@, ‘f‘ 7 Journal ID: 0001709487 M 2000 G1027100 NOMPAY G100011 2015 2015 1
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4. You can click on the Drill Down icon (@‘) for a transaction to view the Journal Line Drill Down page.

e If you click on the View Related Links (E) icon next to the Journal ID, you can view the budget
journal entry pages in a new window. Close the new window to return to the Budget Journal Line
Drill Down page.

Favorites Main Menu > Commitment Control > Review Budget Activities > Appropriation Overview

Budget Journal Line Drill Down

Transaction Line ldentifiers

Business Unit: MMO0A Journal ID: 00017094875  Date: 07012014
Line: 2
Additional Source Information
Date Posted: 062512014
Budget Header Status: Fosted
Journal Line Description: Printing And Advertising
Transaction Line Details
Fund Code Financial Department ID Appropriation ID (CF3) Account
2000 G1037100 3100011 41110
Line Status: Walid
Budget Date: 0710112014
Line Amount: 1,000.00 UsD

oK

5. Click on the OK button to return to the Activity Log page.

Activity Log
Ledger: KK_ALL_BUD
Personslize | Find | View Al B | 3 First Kl 1-16 of 16 1 Last
E:; I;'?"b::“e"t Document ID gg’gt? Fund  FinDeptld  Account ApproplD  BudgetPeriod  Year  Period Foreign An
& ‘f‘ 2/ Journal ID: 0001709487 M 2000 G1027100 MOMPAY  G100011 2015 2015 1 =
@l ‘f‘ 3Journal ID: 0001709487 M 2000 G1027100 MOMPAY  G100011 2015 2015 1
@l ‘f‘ 4/ Journal ID: 0001709487 M 2000 G1027100 MOMPAY  G100011 2015 2015 1
@l ‘f‘ 5Journal ID: 0001709487 M 2000 G1027100 MOMPAY  G100011 2015 2015 1
@l ‘:‘ 6 Journal ID: 0001709487 M 2000 G1027100 MOMPAY  G100011 2015 2015 1
@ 7|Journal ID: 0001709487 N 2000 G1027100 | NONPAY G100011 2015 2015 1

Released January 20, 2016 (Version 4)

Page 20



e
fﬁ!f’ﬁ%ﬂatﬁ of Minnesata
i * e

. Gt |

Statewice Integrated Financial Toois

BC1 Budget Inquiry and Analysis

o
6. You can click on the Drill to Activity Log Inquiry icon (“') and the Commitment Control Activity Log
page for the transaction opens in a new window showing the related journal activity for the Journal ID.
The search criteria automatically entered by SWIFT displays in the Activity Log Inquiry Criteria section,
and the Commitment Control Activity Log Lines section displays the search results.

The print screen below shows a partial list of the fields available, including the Ledger Group, Journal ID,
Transaction Line, Journal Class code, Fund Code, Fin DeptID, Approp ID, Budget Period, Year, Period
(Accounting), Budget Type Entry, Transaction Date, and Transaction ID.

Favorites | Main Menu > Commitment Control > Review Budget Activities > Appropriation Overview > Activity Log

ENew Window P H
Commitment Control Activity Log

Inquiry: PS_AUTO_DR Description:

*Transaction Type: GL_BD_JRNL Q Ledger Group: Q

Application Business Unit: Q

Journal ID From: 0001709487 Q Journal ID To: 0001709487 Q
Journal Date From: il Journal Date To: il

Tran ID: 0024613706 | Q Tran Date: 061252014  [5]

Process Status: M Process Instance: Q

Maximum Rows: 100

Search Delete
] 4 ]
Y Amounts

Line Ledger Group Ledger App BU GL Bu Journal ID Journal Date gz;egrenced Fund Fin DeptiD ApproplD Account g:Siied‘
1 @ R CTLKK_EB |CTL_EB_BUD WMN001 MN0O1 0001709487 |2014-07-01 M 2000 G1037100  G100011 PAYRLL 201"
1 @ | KK_ALLOT KK_ALL_BUD MMOO1 MMOO1 0001709487 | 2014-07-01 M 2000 G1027100  G100011 PAYRLL 201

7. Close the window to return to the Activity Log page.

8. From the Activity Log page, click on the OK button to return to the Parent & Children Budgets page.
9. Click on the OK button to return to the Appropriation Overview page.

Having completed this topic, you should now be able to:

e View the Appropriation Overview page
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Viewing Budget Details Inquiry

Topic Overview

In this topic, you will learn how to view the Budget Details Inquiry. The Budget Details page displays information
for one expense or revenue budget line which is referenced in the header of the page. Information displayed on
the page depends on budget selected. If an expense budget is selected, the Ledger Amounts section displays

budgeted, expended, encumbered, and pre-encumbered amounts. If a revenue budget is selected,

the Ledger Amounts section displays Revenue Estimate, Recognized Revenue, and Collected Revenue
amounts. A chart can be displayed to view a graphical presentation of the data. Options to drill-down to more

detail are also available.

Favny'rtes Main_l\-'lenu b Comm'rtme'nt Control » Review Budgethcti\r'rties » Budget Details

Commitment Control Budget Details

Business Unit Ledger Group Budget Period Fund Fin DeptiD ApproplD

MNO0T KK_EXP_BUD 2015 1000 G1037000

Fund: General
Account: Prof-Tech Serv-Outside Vend

Fin DeptlD: Enterprise Human Resources

Activity as a Percentage of (Budget + Associated Revenue)
120

Account

G100007 41130

ApproplD: Enterprise Human Resources

E Hide Chart | Li ]
Ledger Amounts
. 100
Budget: 20,000.00USD o4 <A Max Rows:
Attributes
Expense: 29,294.00USD & < Parent/ Children
Associated Budgets
Encumbrance: 46,000.00USD @ < g
Pre-Encumbrance: 0.00USD & “—b’j
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: 4706.008 usD Percent: (5.88%) 3 Forecasts
With Tolerance: 4,706.00 8 UsD Percent: (5.88%).2
Budget Exceptions
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
Chart

00—

20 —

60 —

B0 New W]

W Available Balance
Pre-Encumbrance

Percentage

20 —

[T

Available Balance

Budget + Revenue Activity

|& Retumto Search | [+2 PreviousinList | +E] Nextin List | =] Notify |

Expense
W Budget

After completing this topic, you should be able to:

e View the Budget Details Inquiry
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Process Steps
View the Budget Details Inquiry

This topic covers viewing the Budget Details Inquiry.

Steps to complete:
e Step 1: Enter the Budget Detail Inquiry Criteria
e Step 2: View the Budget Details page
e Step 3: Drill Down to Ledger, Budget Journal and Journal Entry pages

e Step 4: Drill Down to Activity Log, Journal Line Drill Down, Journal Entry pages and Commitment
Control Activity Log

Step 1. Enter Budget Detail Inquiry Criteria
Begin by navigating to the Budget Details search page.

1. Navigation Links: Commitment Control, Review Budget Activities, Budget Details.

2. Onthe Budget Details page, enter search criteria to locate the budget you want to view.

Favorites | Main Menu > Commitment Control : Review Budget Activities » Budget Details

bl

Business Unit: = - MNOO01 Q,
Ledger Group: B KK_REVEMNUE &}
Account: begins with - &}
Financial Department ID: begins with - a
Fund Code: begins with &}
Sub Account {Class): begins with - &}
Statewide Cost (Prog):  begins with - &}
Affiliate: begins with - a
Fund Affiliate: begins with Q,
Agency Cost 1 (CF1): begins with - &}
Agency Cost 2 (CF2): begins with - &}
Appropriation 1D (CF3):  begins with - |G100011 a
PC Business Unit: begins with - &}
Project: begins with - &}
Activity: begins with - &}
Source Type: begins with - a
Budget Period: begins with - (2015 Q,
Statistics Code: begins with - Q,

Search Clear | Basic Search [ Save Search Criteria
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Field Name Field Description

*Business Unit Accept or select Business Unit “MNOO1". This is the only Business Unit
used for budgets.

*Ledger Group Select the related ledger group. Most commonly used options are:
-- KK_EXP_BUD (expense budgets)
-- KK_REVENUE (revenue budgets)

Financial Department | Enter a Financial Department ID to narrow your search.

ID
Appropriation ID Enter an Appropriation ID to narrow your search.
Budget Period Enter a Budget Period to narrow your search.

Note. Additional fields are available to narrow your search. In this example, we are looking up revenue
budgets for an appropriation.

Favorites | Main Menu > Commitment Control : Review Budget Activities » Budget Details

bl

Business Unit: = - MMNOO1 Q,
Ledger Group: = - KK_REVEMUE &}
Account: begins with - a
Financial Department ID: begins with - &}
Fund Code: begins with - &}
Sub Account (Class): begins with - a
Statewide Cost (Prog):  beqgins with - Q,
Affiliate: begins with Q,
Fund Affiliate: begins with &}
Agency Cost1 (CF1): begins with - a
Agency Cost 2 (CF2): begins with - &}
Appropriation ID (CF3):  begins with - |G100011 &}
PC Business Unit: begins with - a
Project: begins with Q,
Activity: begins with &}
Source Type: begins with - &}
Budget Period: begins with - |2015 a
Statistics Code: begins with - &}

Search Clear |Basic Search Save Search Criteria

3. Click on the Search button.

4. If multiple entries display in the Search Results section, click on the entry that you want to view.

Search Results

View All First [§] 1-20f2 [p] Last
BUBINGES |, ;e Group A:cnuntment Eund Eﬂunt Statewide |, riiinpe EURD ﬁ%‘i ﬁ%‘i Appropriation %siness Project Activity Source Budget | Statistics
Unit m Code (Class) Cost (Prog Affiliate (CF) LIT 1D (CF3) ULN— Iype Period (Code
MMNO0E KK REVENUE 512606 (G1037110 |2000 |(blank) |(blank) (blank) |(blank) |(blank) |(blank) |G100011 (blank) (blank) (blank) (blank) 2015 |(blank)
MNOO1 KK REVENUE|622321 G1037100 2000 |(blank) |(blank)  |(blank) (blank) |(blank) |(blank) |G100011 (blank)  (blank)|(blank) (blank) (2015  |(blank)
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Step 2: View the Budget Details page

The Commitment Control Budget Details page displays showing the budget ChartField information in the header,
Ledger Amounts, Available Budget, and any Budget Exceptions. Information displayed on the page depends on
budget selected. If an expense budget is selected, the Ledger Amounts section displays budgeted, expended,
encumbered, and pre-encumbered amounts. If a revenue budget is selected, the Ledger Amounts section
displays Revenue Estimate, Recognized Revenue, and Collected Revenue amounts.

Favorites | Main Menu > Commitment Control > Review Budget Activities > Budget Detais

Commitment Control Budget Details

Business Unit Ledger Group Budget Period Fund Fin DeptiD

MMO01 KK_REVEMUE 2015 2000 G1037110

Fund: Restrict Misc Special Revenue
Account: All Other Reimb - Internal
Display Chart |

Fin DeptlD: Combined Charities Donations

Revenue Estimate: 60,000.00USD

Recognized Revenue: 56,139.15USD

Collected Revenue: 56,139.15USD

Uncollected Revenue (Rec-Coll):

0.00

3860858
3,860.85 2

Without Tolerance: usD

With Tolerance: usD

Exception Errors: i) Exception Warnings: i)

44 Return to Search | |45 Previous in List | (+E NetinList | [Z] Notify

ApproplD

G100011

ApproplD: Combined Charities Admin

Ledger Amounts

. 100
& i Ma?( Rows:
Aftributes
& < Parent / Children
& *—»’j Associated Budgets

usD

Available Budget

Percent:

Percent:

Budget Exceptions

LElNewWinduw ?Help E,)F'ersonalizeF'age E

Account

512606

(6.43%) &
(6.43%) 2

Forecasts

Budget Exceptions
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1. You can click on the Display Chart button to view a graphic illustration at the bottom of the page that
compares the Revenue Estimate, Activity (Collected Revenue), and available balance. Click on
the Hide Chart button to remove the chart.

Commitment Control Budget Details

Business Unit Ledger Group Budget Period Fund Fin DeptlD ApproplD Account
MNOO1 KK_REVEMUE 2015 2000 G1037110 G100011 512606
Fund: Restrict Misc Special Revenue Fin DeptlD: Combined Charities Donations ApproplD: Combined Charities Admin
Account: Al Other Reimb - Internal
[ Hide Chart | Li ]
Ledger Amounts
. 100
Revenue Estimate: £0,000.00 USD @ <4 Max Rows:
Aftributes
Recognized Revenue: 56,139.15USD =3 <5 Parent / Children
Associated Budgets
Collected Revenue: 56,139.15USD @& <5
Uncollected Revenue (Rec-Coll): 0.00 usb
Available Budget
Without Tolerance: 3860858 usD Percent: (6.43%)% Forecasts
With Tolerance: 38608558  UsD Percent: (6.43%) 2

Budget Exceptions

Exception Errors: 0 Exception Warnings: 0 Budget Exceptions

Chart

Activity as a Percentage of Revenue Estimate
120

80—

Awvailable

Balance

Un-Callected
W Revenue

60 Collected

Percentage

Revenue
Revenue
u Estimate

20 —

Revenue Estimate Activity Available Balance

2. If you click on the Associated Budgets link in the Ledger Amounts section, the Associated Expense
Budget page displays. This page shows appropriation budgets associated with the budget you are
reviewing. The Fund, Financial Department ID, Appropriation ID, and Budget Period display. The link will
not be available if there are no associated budgets.

Favorites : Main Menu > Commitment Control > Review Budget Activities > Budget Details

Associated Expense Budget

Associated Expense Budget Personalize | B
|Assac. Exp. BD Fund Code Financial Department ID Appropriation 1D {CF3} Budget Period |
KK_APPROP 2000 G1010000 G100011 2015
—va—)

3. Click the OK button to return to the Commitment Control Budget Details page.
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4. |If you click on the Forecasts link in the Available Budget section, the Budget Forecasts Amounts page
displays listing the fields described below.

Budget Forecasts Amounts

Forecasts

Projected Budget: EEI.EIEIEI.EIEIE UsD

Projected Actual: 67,626.375E USD

Projected Variance: 762637E USD Percent: [—12.?1%}.@

Field Name Field Description

Projected Budget Projected Budget field forecasts budgeted amount plus associated revenue,
assuming that associated revenue continues at current rate.

Projected Actual Projected Actual field forecasts amount of spending over the course of the
budget, assuming commitments and spending continue at current rate.

Projected Variance Projected Variance field is the difference between the Projected Budget and
the Projected Actual amount.

5. Click on the OK button to return to the Commitment Control Budget Details page.

Step 3: Drill Down to Ledger, Budget Journal and Journal Entry pages

1. If you click on the Drill To Ledger icon (‘@) for a ledger amount, the Ledger page displays showing the
related ChartFields for the amount.

Favorites © Main Menu > Commitment Control > Review Budget Activities > Budget Details
- - - £

1 New Wi
Ledger
Business Unit: MNODA Ledger: KK_REV_BUD
1 Details <t K0 1 or g LI
Fund FinDeptiD ApproplD Account il il B jin=activn Currency Last Update DateTime Process Instance
Period Amount Currency Amount
@ 2000 G1037110 G100014 512606 2015 G0000.00USD 60000.00USD 06/03/2014 10:41:30AM 10576387

0K

2. You can click on the Drill Down icon (®‘) to display the Budget Journal page which provides information
about the journal, including Journal ID, Status, Date, and ChartFields.
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Budget Journal

Business Unit: MNO01 Ledger: KK_REV_BUD
Budget Details

Sl Budget Monetary Lite Deser
Period Amount

Journal Journal ID Date Status Year Period Line# Fund Fin DeptlD ApproplD Account
Detail

| B 0001677381 070112014 Posted 2015 1 22000 G1037110 G100011 512606 2015 60,000.00 Qriginal

oK

=N
3. You can click on the Show Journal Detail (L_I|§I ) to view the Budget Journal Entry pages in a new

window. Close the New Window to return to the Ledger page.

4. From the Ledger page, click the OK button to return to the Commitment Control Budget Details page.

Favorites Main Menu > Commitment Control > Review BudgetActi\r'rties > Budget Details

Commitment Control Budget Details

| &4 Returnto Search | [+E] Frevious Lzt | (4B NextinList | [ Notify |

#New Window  ? Help E./PersonalizeF'age 1

Business Unit Ledger Group Budget Period Fund Fin DeptiD ApproplD Account
MNO01 KK_REVENUE 2015 2000 G1037110 G100011 512606
Fund: Restrict Misc Special Revenue Fin DeptlD: Combined Charities Donations ApproplD: Combined Charities Admin
Account: All Other Reimb - Internal
| Display Chart ]
Ledger Amounts
Revenue Estimate: 60,000.00USD @& ‘——»'j Ma?( Rows:
Aftributes
Recognized Revenue: 56,139.15U5D & t»'j Parent/ Children
Associated Budgets
Collected Revenue: 56,139.15USD L= <l
Uncollected Revenue (Rec-Coll): 0.00 usb
Available Budget
Without Tolerance: 3860855  UsD Percent: (643%)F Forecasts
With Tolerance: 3860855  USD Percent: (6.42%) 2
Budget Exceptions
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
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Step 4: Drill Down to Activity Log, Journal Line Drill Down, Journal Entry pages and Commitment Control
Activity Log

1. If you click on the Drill to Activity icon (i_‘Lj ) for a ledger amount, the Activity Log page displays more
detail for the amount, including Journal ID, ChartFields, and Transaction ID.

| Favorites | Main Menu > Commitment Control > Review Budget Activities > Budget Details
| - : - e *

0 New
| Activity Log

Ledger: KK_REV_BUD

Personalize | Find | view o | B8 [ B mrat S g arq O oss
Auto
Tran Document _ Budget . Monetary Budget
el Label DocumentID Fund Fin DeptiD Account ApproplD Period Year Period At Ent o Type Generated
| | | | Parent Ln |
& ‘fo 2 Journal ID: 0001677381 2000  G1037110 512606 G100011 12015 2015 1 60,000.00 Original M il

1 |

2. You can click on the Drill Down icon (@‘) for a transaction to view the Line Drill Down page which
displays information for the journal, such as the journal line number and Journal ID. The page that you
view will depend on the type of amount selected on the Budget Details page.

Favorites : Main Menu > Commitment Control > Review Budget Activities > Budget Details

Budget Journal Line Drill Down

Transaction Line ldentifiers

Business Unit: MMO01 Journal 1D: 00016773815  Date: 0710142014
Line: 2

Additional Source Information

Date Posted: 06/03/2014
Budget Header Status: Posted
Journal Line Description: Original

Transaction Line Details

Fund Code Financial Department ID Appropriation ID (CF3) Account
2000 G1037110 G100011 512606
Line Status: Valid
Budget Date: 0710172014
Line Amount: 60,000.00 UsD

OK
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3. Click on the View Related Links icon next to the Journal ID (E) to view the Budget Journal Entry pages
in a new window. Close the New Window to return to the Budget Journal Line Drill Down page.

Favc‘rl"rtes Mainf‘lenu b Cumm'rtmgrnt Control > Review Budgethct‘w'rties > Budget Details > Enter Budget Journals
Budget Lines Budget Errors Approve
Unit: MHO01 Journal ID: 0001677381 Date: a7i01/2014
Ledger Group: KK_REVEMNUE Fiscal Year: 2015 Period: 1
Source: G10
Control ChartField: Appropriation 1D (CF3) Currency: usD
Budget Header Status: Posted Rate Type: CRRNT
Budget Entry Type: Criginal Exchange Rate: 1.00000000 LEI%
Cur Effat: 0710112014
Generate Parent Budget(s) Budget Type: Revenue
Use Default Entry Event
Parent Budget Entry Type: Aftachments (0)
Approvals
| novn Dioo e rinding:

4. From the Budget Journal Line Drill Down page, click on the OK button to return to the Activity Log page.

Favorites - Main Menu > Commitment Control > Review Budget Activities > Budget Details

I New Window 7

| Activity Log

Ledger: KK_REV_BUD

Auto

Tran Document 2 Budget 2 Monetary Budget
Line Label Document ID  Fund Fin DeptiD Account ApproplD Period Year Period Nemiount Bty Type s:::nrtalt;d
2 Journal ID: 0001677381 2000 G1037110 512606 G100011 2015 2015 1 60,000.00 Original M N
1| i | L

Ok

5. Click on the OK button to return to the Commitment Control Budget Details page.

Having completed this topic, you should now be able to:

e View the Budgets Detail page
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Viewing Budget Overview Inquiry

Topic Overview

In this topic, you will learn how to create and view a Budget Overview Inquiry. The Budget Overview Inquiry is
often used to view summary expense or revenue budget information and to drill down to view underlying
transaction details.

Available amounts may be inflated if Payroll budgets are included in the inquiry results. The Manager’s Financial
Report and the Allotment within Appropriation Report are programed to display payroll reserved amounts as
encumbered: Payroll Budget — Payroll Expended = Encumbered Amount. Online inquiries and queries within
SWIFT do not show payroll reserved amounts as encumbered.

Fa\'uvntes MEIHvMEﬂu > CU!’]‘ImItITIEvﬂtCUI'IUm > Review Budget Activities > Budgets Overview

Inquiry Results

Business Unit: MMOO01

Ledger Group: KK_EXP_BUD Expense Budget
Type of Calendar: Detail Budget Period

Amounts in Base Currency: uso

Revenue Associated:

Return to Criteria Max Rows: 100 Display Options T Searcn
Net Transfers:
Budget: 3,500,901.61 0.00
Expense: 2,773,62458
Encumbrance: 101,319.01
Pre-Encumbrance: 000
Budget Balance: 625,958.02
Associate Revenue: 0.00
Available Budget: 625,958.02
il g L
Ledger Group Account Fund Fin DeptiD ApproplD g:Sigo? Budget Expense Encumbrance Pre-Encumbrance Percen
1B IE;C‘)\ KK_EXP_BUD 41000 1000 G1037000 G100007 2015 3.103.000.000 2.445960.040 0.000 0.000 =
2 % Edl KK_EXP_BUD 41030 1000 G1037000 G100007 2015 136.000.000 217.170.060 0.000 0.000
IR IE;C‘)\ KK_EXP_BUD 41050 1000 G1037000 G100007 2015 1.500.000 1.016.190 0.000 0.000
4R E‘l KK_EXP_BUD 41070 1000 G1027000 G100007 2015 20.000.000 20.636.240 0.000 0.000
5 % IEEC‘). KK_EXP_BUD 41100 1000 G1037000 G100007 2015 0.000 315.000 1.380.000 0.000
il =) EC‘L KK_EXP_BUD 41110 1000 G1037000 G100007 2015 1.000.000 129140 0.000 0.000
TR E{ KK_EXP_BUD 41130 1000 G1037000 G100007 2015 £0.000.000 29,204,000 46.000.000 0.000 L
8 |_§E'| |E;C‘>\ KK_EXP_BUD 41150 1000 G1037000 G100007 2015 25,000.000 3.605.000 4,686 500 0.000 1

After completing this topic, you should be able to:

e View the Budget Overview Inquiry
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Process Steps

View the Budget Overview Inquiry
This topic covers setting up and viewing the Budget Overview Inquiry.
Steps to complete:

e Step 1: Create a Budget Overview Inquiry

e Step 2: Enter the Budget Overview Inquiry Criteria

e Step 3: View the Inquiry Results page

e Step 4: Drill Down to View Budget Details and Budget Transaction Type pages
e Step 5: Select an Amount to View Activity Logs and More Detail

e Step 6: Use the Amount Criteria page

Step 1: Create a Budget Overview Inquiry
Begin by navigating to the Budgets Overview page.

1. Navigation Links: Commitment Control, Review Budget Activities, Budgets Overview.
2. Selectthe Add a New Value tab.

3. Enter a query name in the Inquiry Name field; for example “EXPENSE” or “REVENUE” (10 characters).
Note: In the future, you can reuse the inquiry by selecting the Find an Existing Value tab and searching
for this inquiry name.

4. Click the Add button. The Budget Inquiry Criteria page displays.

Favorites : Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

D New Window 7

Budget Inquiry Criteria
Budget Overview

Inquiry:  EXPENSEZ Description: [Expense Budget Overview i}

Amount Criteria Search Clear Reset

Budget Type

*Business Unit: MN00T QL | edger GroupiSet: Ledger Group A Ledger Group: Q
[[] view Stat Code Budgets

[ Display chart @

TimeSpan

“Type of Calendar:  Detail Budget Period -

am
Personalize | Find | View AIH | EiE Flrs.tn 10f1 ] Last
Include Adjustment

Select Ledger Group Calendar ID From Budget Period To Budget Period Period(s) Include Closing Adjustments
| Q | aQ s
ChartField Criteria Budget Status
ChartField Sgﬁl’f‘e‘d AT ChartField To Info  ChartField Value Set  Update/Add Open
% Q (% Qa @ @ Updateicd Closed
Hold
B save | | Notify | | Refresh B Add UpdateiDisplay
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Step 2: Enter the Budget Overview Inquiry Criteria

Next, you will enter the Budget Overview criteria to search for the budget(s) you would like to view. When you
save the inquiry, you can reuse the criteria you have entered each time you access the inquiry but you can
overwrite it.

1. Enter a Description for the inquiry in the Description field; for example “Expense Budget Overview” (the
field length is 40 characters).

2. Complete the Budget Type section described below.

Field Name Field Description

*Business Unit Select the Business Unit “MN001”, if necessary. This is the
only Business Unit used for budgets.

*Ledger Group Set Accept the default “Ledger Group”. (Users can create Ledger sets but
Ledger Group is more commonly used.)

*Ledger Group Select the Ledger Group related to the inquiry you are setting up. Options
include: Allotment, Appropriation, Expense Budget, and Revenue Budget.
(Project Ledger is not typically used but can be used with inquiry ledger
sets created by the user.)

Display Chart Click this option to display a graphic chart with the results.

Note: the View Stat Code Budgets option is not used in Minnesota.

Budget Inquiry Criteria
Budget Overview
Inquiry:  EXPENSE2 Description: ~ [Expense Budget Overview [}
Amount Criteria Search Clear Reset
“Business Unit: MN001 Q. edger Group/set: Ledger Group M LedgerGroup:  [KK_EXP_BUD Q
View Stat Code Budgets MM Exp Budget Ledger Group
Display Chart €
*Type of Calendar;  Detail Budget Period hd
By 2 Al 14
Select Ledger Group Calendar ID From Budget Period To Budget Period |I'1C|L.Idpee;:§];jl.::zt]ﬂ1eﬂt Include Closing Adjustments
v KK_EXP_BUD BY 2015 Q2015 Q, v

3. Select the Type of Calendar for your inquiry.

Field Name Field Description

Detail Budget Period | This is the recommended and default option. With this option selected, the
Budget Criteria section allows you to select a Budget Period range for your
inquiry.
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Field Name Field Description

Detail Accounting When the “Detail Accounting Period” is selected, the Budget Criteria

Period section allows you to select Accounting Fiscal Years and Accounting Period
ranges for your inquiry.

Note: the Summary Accounting Period and Budget Period options are not used in Minnesota.

4. Complete the Budget Criteria section which displays different parameters based on
the Type of Calendar selected above.

Calendar

Detail Budget Period | If the Detail Budget Period calendar is selected, enter
the From Budget Period and To Budget Period range.

Detail Accounting If the Detail Accounting Period is selected, enter the From Year and From
Period Period, and the To Year and To Period range.

Include Adjustment Accept the default “Include Adjustment Period(s) option.

Period(s)

Include Closing Leave the “Include Closing Adjustments” option unchecked.

Adjustments

Budget Overview

Inquiry: EXPENSE2 Description: |Expense Budget Overview Ef

Amount Criteria Search | Clear = | Reset

Budget Type

*Business Unit: MN00T Q. | edger Groupiset: Ledger Group v Ledger Group: KK_EXP_BUD (@
[C] view stat Code Budgets MM Exp Budget Ledger Group

[ Display Chart €

TimeSpan

*Type of Calendar:  Detail Budget Period -

Budget Criteria Personalize | Find | View A1 B | B8 First B o7 4 O (ast

Select Ledger Group Calendar ID From Budget Period To Budget Period Inclm:)::igj;;zt}m i Include Clozing Adjustments
KK_EXP_BUD BY [2015 Q |[2015 Q ]

ChartField ggﬁgﬁe"’ AT ChartField To Info ChartField Value Set  Update/Add Open

Account % a [ Q @ [ |a updatelAdd Closed

Fin DeptiD [% Q [® Q @ Q  Undatelrdd Hold

Fund [% Q [% Q @ [ |a updatendd

ApproplD [c100007 @, [c100007 Q @& | @ updaeAdd

5. Next, you will enter the ChartFields for the Inquiry you want to view. The ChartFields displayed will be
different, depending on the Ledger Group you have selected. Complete the ChartField Criteria section
described below.
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e Use the % (percent sign) wildcard to represent one or more characters of a field. For example,
you can enter 4% in the account field to include all account codes that begin with 4.

Field Name Field Description

Account Enter Account criteria to limit your search.

Fin DeptID Enter Financial Department ID criteria to limit your search.
Fund Enter Fund criteria to limit your search.

ApproplD Enter Appropriation ID criteria to limit your search.

6. Accept the defaults in Budget Status section to include budgets that are open, closed and on hold.

7. Click on the Save button.

Budget Overview

Inquiry:  EXPENSE2 Description: |E¥Den898udget0vewiew i}

Amount Criteria | Search Clear Reset

Budget Type

*Business Unit: MN00T Q. | edger GroupiSet:  Ledger Group A Ledger Group: KK_EXP_BUD Q
[[Iview Stat Code Budgets MM Exp Budget Ledger Group

[ Display Chart @

Time Span

*Type of Calendar: Detail Budget Period -

Personalize | Find | View 411 BV 3 First B g or 1 I Last
Include Adjustment

Select Ledger Group Calendar 1D From Budget Period To Budget Period Period(s) Include Closing Adjustments
KK_EXP_BUD BY [2015 Q [2015 Q ]
ChartField sgﬁ:ﬁe'd S ChartField To Info  ChartField Value Set  Update/Add Open
Account [ Q [ Q @ [ ]Q Update/dd Closed
Fin DeptiD [% aQ [ Q @ [ & Updatelrdd Hold
Fund [% Q s Q @ [ |a Update/rdd
ApproplD [G100007 Q [c100007 Q @ [ @ Updateidd

8. Click on the Search button located in the header of the page. The Inquiry Results page displays showing
the results of your inquiry. Proceed to Step 2.

Note: Additional options available in the header of the Budget Overview page may be used to clear, reset
or delete your inquiry:

Other Options Description

Clear Button Click the Clear button to clear all entries on the page, except for the
default selections.

Reset Button Click the Reset button to clear entries in the ChartField Criteria
section and on the Amount Criteria page.

Wastebasket Icon Click this Wastebasket icon to delete the saved inquiry.
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Step 3: View the Inquiry Results page

After you click on the Search button, the Inquiry Results page displays.

Favuvntes MEIHvMEﬂu > CommltmevntCUHtroI > Review BudgetActmt\es » Budgets Overview

Inquiry Results

Business Unit: MMOO01

Ledger Group: KK_EXP_BUD Expense Budget
Type of Calendar: Detail Budget Period

Amounts in Base Currency: usb

Revenue Associated:

Return to Criteria Max Rows: [100) Display Options | Search
Net Transfers:
Budget: 3,500,901.61 0.00
Expense: 2,773,62458
Encumbrance: 101,319.01
Pre-Encumbrance: 0.00
Budget Balance: 625,958.02
Associate Revenue: 000
Available Budget: 625,958 02

Personalize | Find | Vvizw &1 | B

Ledger Group  Account  Fund  FinDeptld  ApproplD 2:5’? Budget Expense  Encumbrance Pre-Encumbrance Percen
1 % IEEC‘X KK_EXP_BUD 41000 1000 G1037000 3100007 2015 3.103.000.000 2.445960.040 0.000 0.000 =
2 Fé Fél KK_EXP_BUD 41030 1000 G1037000 G100007 2015 136.000.000 217.170.060 0.000 0.000
3 % E‘Cl KK_EXP_BUD 41050 1000 G1037000 3100007 2015 1.500.000 1.016.190 0.000 0.000
4 % IE;C‘I KK_EXP_BUD 41070 1000 G1037000 G100007 2015 30.000.000 20.636.840 0.000 0.000
5 Fé Fél KK_EXP_BUD 41100 1000 G1037000 G100007 2015 0.000 315.000| 1.390.000 0.000
] % E‘Q KK_EXP_BUD 41110 1000 G1037000 3100007 2015 1.000.000 129140 0.000 0.000
7 % If;d KK_EXP_BUD 41130 1000 G1037000 G100007 2015 80.000.000 29.294 000 46,000.000 0.000 1
g % El KK_EXP_BUD 41150 1000 G1037000 3100007 2018 25.000.000 3.605.000 4,686.500 0.000 1

e View the header section of the Inquiry Results page which displays basic information regarding your
inquiry including the Business Unit and Ledger Group selected on the Budget Criteria page.

Favorites : Main Menu > Commitment Control > Review Budget Activities > Budgets Overview
- : - - -

170 Mew Win

Inquiry Results

Business Unit: MNOOA1

Ledger Group: KK_EXP_BUD Expense Budget
Type of Calendar: Detail Budget Period

Amounts in Base Currency: usD

Revenue Associated:

Return to Criteria Max Rows: 100 Dispiay Optiong ~ Search
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e View the Ledger Totals section which indicates the number of rows in your results and displays
summary totals for your inquiry results. The amounts shown will depend upon the ledger selected.
For example, expense inquiries will show totals for Budget, Expense, Encumbrance, Pre-
Encumbrance, Budget Balance, Associate Revenue and Available Budget. Revenue inquiries will
display amounts for Revenue Estimate, Recognized Revenue, Available Budget, Collected Revenue
and Uncollected Revenue.

Net Transfers:
Budget: 3,500,901.61 0.00
Expense: 277362458
Encumbrance: 101,319.01
Pre-Encumbrance: 0.00
Budget Balance: 625,858.02
Associate Revenue: 0.00
Available Budget: 625,858.02

e View the Budget Overview Results section which displays rows of data resulting from your inquiry.
ChartFields display, along with amounts based on the ledger selected.

Personalize | Find | View A1 1B | 2§ First KN 1.16 of 16 I Last

Ledger Group  Account  Fund Fin DeptiD ApproplD E:?i?)edt Budget Expense Encumbrance Pre-Encumbrance Percen

1| B KK EXP_BUD 41000 1000 G1037000 |G100007 2015 3.103.000.000| 2.445.960.040 0.000 0000
2B B KK EXP_BUD 41030 1000 G1037000 |G100007 2015 136.000.000 217.170.060 0.000 0.000
3 I_E% If?d KK_EXP_BUD 41050 1000 G1037000 G100007 2015 1.500.000 1.016.190 0.000 0.000
4B B KK EXP_BUD 41070 1000 G1037000 |G100007 2015 30000000  20.636.840 0.000 0.000
5 If?ﬂi KK_EXP_BUD  |41100 1000 G1037000 G100007 2015 0.000 315.000 1.290.000 0.000
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Step 4: Drill Down to View Budget Details and Budget Transaction Type pages (Optional)

The Budget Overview Results section displays icons for each line which can be used to view additional detail.

Personalize | Find | View A1 BV | B First BT 4246 o7 16 T Last

Ledger Group Account Fund Fin DeptlD ApproplD E:Si?)edt Budget Expense Encumbrance Pre-Encumbrance Percen

1 F% |-EC‘J. KK_EXP_BUD 41000 1000 G1037000 G100007 2015 3.103.000.000| 2.445950.040 0.000 0.000 =
2B |-;C|J. KK_EXP_BUD 41030 1000 G1037000 G100007 2015 136.000.000 217.170.060 0.000 0.000
) Fﬁl KK_EXP_BUD 41050 1000 G1037000 G100007 2015 1.500.000 1.016.190 0.000 0.000
4B |-;C|J. KK_EXP_BUD 41070 1000 G1037000 G100007 2015 30.000.000 20.636.840 0.000 0.000
5 B L?d KK_EXP_BUD 41100 1000 G1037000 G100007 2015 0.000 315.000 1.390.000 0.000

1. When you click on the Show Budget Details icon (%) the Budget Details page displays. Refer to
the Viewing Budget Detail Inquiry for more information. Click on the OK button to return to
the Inquiry Results page.

Favovm:es Mavaenu > Commrtmgnt Control > ReviewBudgetActrvmas » Budgets Overview

& New Window 7 Help
Budget Details

Business Unit Ledger Group Budget Period Fund Fin DeptiD ApproplD Account
MNOO1 KK_EXP_BUD 2015 1000 G1037000 G100007 41000
Fund: General Fin DeptiD: Enterprise Human Resources ApproplD: Enterprise Human Resources
Account: Full Time - Salary
Display Chart i

Ledger Amounts
£ Max Rows: 100
)

Budget: 3,103,000.00USD @
Aftributes
Expense: 2,445 960.04USD @& %’i Parent/ Children
Associated Budgets
Encumbrance: 0.00USD L <A .
Pre-Encumbrance: 0.00USD @ L]
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: 657,03996F  USD Percent: @117%)&  Forecasts
With Tolerance: 657,030.965%  USD Percent: (21.173%6) 2
‘Budget Exceptions
Exception Errors: V] Exception Warnings: 0
0OK

2. You can click on the Show Budget Transaction Types icon (E:]‘) to view a breakdown of the transaction
types and amounts included in the summarized row. Types include Original, Adjustment, Transfer
Correction, Transfer, System Closing, and System Roll forward.
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Favorites Main Menu > Commitment Control > Review Budget Activities > Budgets Overview
Budget Transaction Types
Ledger Group Fund Code Financial Department ID  Appropriation ID (CF3) Account Budget Period
KK_EXP_BUD 1000 G1037000 G100007 41000 2015
Budget Transaction Type Budget Amount Base Currency
Original 2,798,000.000
Adjustment 305,000.000
Transfer Correction 0.000
Transfer 0.000
System Closing 0.000
System Rollforward 0.000
Total Budgeted Amount: 3,103,000.00 USD
Return

3. Click on the Return button to return to the Inquiry Results page.

Main Menu > Commitment Control > Review Budget Activities > Budgets Overview
1 Mew Window
Inquiry Results

Business Unit: MNDO1
Ledger Group: KK_EXP_BUD Expense Budget
Type of Calendar: Detail Budget Period
Amounts in Base Currency: usD
Revenue Associated:
Retum to Criteria Max Rows: 100 Display Options Search
Ledger Totals {16 Rows)
Net Transfers:
Budget: 3,500,901.61 0.00
Expense: 2,773,624.58
Encumbrance: 101,319.01
Pre-Encumbrance: 0.00
Budget Balance: 625,958.02
Associate Revenue: 0.00
Available Budget: 625,958.02
Budget Overview Results Personalize | Find | View 41| B First K1 1.16 or 16 Y [ ast
Ledger Group Account~ Fund Fin DeptiD ApproplD IB'-'::?.Z‘- Budget Expense Encumbrance Pre-Encumbrance Percen
1 % LEC‘J. KK_EXP_BUD 41000 1000 G1037000 G100007 2015 3.103.000.000| 2.445.960.040 0.000 0.000 =
2 % 50, KK_EXP_BUD 41030 1000 G1037000 G100007 2015 136.000.000 217.170.060 0.000 0.000
3 % 50, KK_EXP_BUD 41050 1000 G1037000 G100007 2015 1.500.000 1.016.190 0.000 0.000
4 F% FC‘J. KK_EXP_BUD 41070 1000 G1037000 G100007 2015 30.000.000 20,636.840 0.000 0.000
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Step 5: Select an Amount to View Activity Logs and More Detail

When you click on an amount displayed in the Budget Overview Results section, you can view the Activity Log
page and drill down to view more detail about the journal.

1. Click on the link for any amount displayed in the Budget Overview Results section to view
the Activity Log page. A listing of transactions that make up the amount is displayed, including Journal ID,

ChartFields, Amount, Budget Entry Type, Transaction ID and Date.

Favorites
-

Ledger:

2P B |8
0‘"

-~

OK

Main Menu > Commitment Control > Review Budget Activities » Budgets Overview

Activity Log

KK_EXP_BUD

Tran
Line

Document
Label

1 Journal 1D

1 Journal 1D:

1 Journal 1D:

7 Journal 1D:

Document ID

0002154119

0002270312

0001656235

0001819276

Ref

Bdgt?

M

M

M

M

I,

Fund

1000

1000

1000

1000

Fin DeptiD

G1037000

G1037000

G1037000

1037000

Account

41000

41000

41000

41000

ApproplD

100007

100007

G100007

100007

Budget
Period«

2015

2015

2015

2015

Year

2015

2015

2015

2015

1 New i

B 4 O

Period Monetary Amount [T Einy
Type

9 -50,000.00 Adjustment
12 -65,000.00 Adjustment
1 2,798,000.00 Original

2 420,000.00 Adjustment

3

2. You can click on the Drill Down icon (Q) for a transaction to view the Line Drill Down page which
displays information for the journal, such as the journal line number and Journal ID. The Line Drill Down
page that you view will depend on the type of budget that you are viewing and which amount you selected
on the Inquiry page. For example:

If you selected a Budget amount, you will drill down to the Budget Journal Line Drill Down page.

If you selected an Expended amount, you may see the General Ledger, Payables Voucher

or Procurement Card Line Drill Down pages.

If you selected an Encumbrance amount, you will drill down to the Purchase Order Line Drill Down

page.
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Favaorites Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

Budget Journal Line Drill Down

Transaction Line ldentifiers

Business Unit: MMOO01 Journal 1D: 0001656235 %  Date: 07/01/2014
Line: 1

Additional Source Information

Date Posted: 05/21/2014
Budget Header Status: Posted

Journal Line Description: Original
Transaction Line Details
Fund Code Financial Department ID Appropriation 1D (CF3) Account

1000 G1037000 G100007 41000

Line Status: Valid
Budget Date: 07012014
Line Amount: 2,798,000.00 UsD

R

3. You can click on the View Related Links icon ("E) next to the Journal ID to view the journal entry pages
in a new window.

Fa\ro_rrtes Ma\n'Menu > Commrtme'nt Control » Review Budgethctmtles » Budgets Overview » Enter Budget Journals

GG EEL AN Budget Lines || Budget Errors || Approve |

Unit: MNO01 Journal 1D: 0001656235 Date: 070112014
Ledger Group: KK_EXP_BUD Fiscal Year: 2015 Period: 1
Source: G10
Control ChartField: Appropriation 1D (CF3) Currency: usD
Budget Header Status: Posted Rate Type: CRRNT
Budget Entry Type: Criginal Exchange Rate: 1.00000000 Fl%
Cur Effdt: 0710112014
[V Generate Parent Budget{s) Budget Type: Expense
[/ Use Default Entry Event
Parent Budget Entry Type: Criginal atachments (0)

Long Description:
FY15EB [E

Alternate Description

2 53'“" & RemrntoSeafm:\ |1 wotify | |2 Refvesh = Aﬂdl & UFdﬂTEiE\E;\ﬁ}':

Budget Header | Budaet Lines | Budget Errors | Approve
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e Depending on the type of amount selected, when you click on the View Related Links icon (*E ), you
may see a submenu that allows you to go to the Source Entry pages for the transaction or to
the Source Inquiry pages for the transaction.

4. Close the new window to return to the (Budget Journal) Line Drill Down page.

Favg"rtes Main _Menu > Comm'rtmevnt Control > Review Budget Activities > Budgets Qverview
Budget Journal Line Drill Dewn
Transaction Line ldentifiers
Business Unit: MMODA Journal ID: 00016562358  Date: 0710172014
Line: 1
Additional Source Information
Date Posted: 05/21/2014
Budget Header Status: Posted
Journal Line Description: Original
Transaction Line Details
Fund Code Financial Department ID Appropriation ID (CF3) Account
1000 G1037000 G100007 41000
Line Status: Valid
Budget Date: 07/01/2014
Line Amount: 2,798,000.00 UsD
OK

5. Click on the OK button to return to the Activity Log page.

Activity Log
Ledger: KK_EXP_BUD
Personaiize | Find | View Al | B | %8 First Kl 1.4 of 4 I Last

Iir:: Iia'?cb:r]em Document 1D ?I:fgt? Fund Fin DeptlD Account ApproplD 2::?}:1 Year Period Monetary Amount _?:gget ety
& ‘fo 1Journal ID: 0002154119 N 1000 G1037000 41000 G100007 2015 2015 9 -50,000.00 Adjustment
& ‘fo 1Journal ID: 0002270312 N 1000 G1037000 41000 G100007 2015 2015 12 -G5,000.00 Adjustment
& ‘fo 1Journal ID: 0001656235 N 1000 G1037000 41000 G100007 2015 2015 1 2,798,000.00 Original
& ‘fo 7Journal ID: 0001819276 N 1000 G1037000 41000 G100007 2015 2015 2 420,000.00 Adjustment
< i | b

OK
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2
6. You can click on the Drill to Activity Log Inquiry icon ( ") and the Commitment Control Activity Log
page for the transaction opens in a new window.

Activity Log Inquiry Criteria
Inquiry:

*Transaction Type:
Application Business Unit:
Journal ID From:

Journal Date From:

Tran ID:

Process Status:

Commitment Control Activity Log

PS_AUTO_DR
GL_BD_JRNL |Q
Q
0001656235 Q

=
0023880557 @

Favorites = Main Menu > Commitment Control > Review Budget Activities > Budgets Overview > Activity Log

@New‘.’\'mduw ? Help E./Persunallze Page

Description: |

Ledger Group:

Journal ID To:

Journal Date To:

Tran Date:

L a

0001656235 Q
05/21/2014 E]
Q.

nizs NP

Process Instance:

100

Maximum Rows:

Search

‘Commitment Control Activity Log Lines

Delete

Budget Transaction Transaction Referenced

Line Ledger Group Ledger App BU GL Bu Journal ID Journal Date Fund  Fin DeptlD  ApproplD Account Period Year Period Amount Currency Budg
1 @ [ cTL KK EB  CTL_EB_BUD MMO01 MNOO1 0001656235  2014-07-01 1000 |G1037000 G100007 PAYRLL 2015 2015 1 2,793,000.00 USD N
1 & | KK_ALLOT KK_ALL_BUD MM0O01 MNOO1 0001656235  2014-07-01 1000 |G1027000 G100007 PAYRLL 2015 2018 1 2,798,000.00 USD N
1 @ | KK_EXP_BUD KK_EXP_BUD MNDO1 MNOD1 0001656235  2014-07-01 1000 |G1037000 G100007 41000 2015 2015 1 2,798,000.00 USD N

e The Activity Log Inquiry Criteria section displays the criteria automatically supplied by SWIFT
which has brought in activity lines related to the amount selected.

e The Commitment Control Activity Log section displays the journal lines. You can click on icons to

access the Journal Line Drill Down (&l) for the related ledger and Budget Detail Inquiry page (%) for
each line.

7. Close the new window(s) to return to the Activity Log page.

Favorites = Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

0 New V
Activity Log
Ledger: KK_EXP_BUD

First K 14 of 4 I Last

Ii':: E:;::‘nent Document ID g:fgt,, Fund Fin DeptiD Account ApproplD E:?i?)edi Year Period Monetary Amount _Br:;egel i
@ 'f- 1JournalID: 0002154119 N 1000 G1037000 41000 G100007 2015 2015 9 -50,000.00 Adjustment
& 'fl 1JournalID: 0002270312 N 1000 G1037000 41000 G100007 2015 2015 12 -65,000.00 Adjustment
=8 ':' 1Journal ID: 0001656235 N 1000 G1037000 41000 G100007 2015 2015 1 2,798,000.00 Original
@, '?l 7JournalID: 0001819276 N 1000 G1037000 41000 G100007 2015 2015 2 420,000.00 Adjustment
q m ] b
OK

8. Click on the OK button to return to the Inquiry Results page.
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Favorites = Main Menu > Commitment Control > Review Budget Activities > Budgets Overview
- - - -
& Mew Window

Inquiry Results
Business Unit: MNOO1
Ledger Group: KK_EXP_BUD Expense Budget
Type of Calendar: Detail Budget Period
Amounts in Base Currency: usD
Revenue Associated: | |

Return to Criteria Max Rows: 100 Displav Options  search |
Ledger Totals (16 Rows)

Net Transfers:
Budget: 3,500,901.61 0.00
Expense: 277362458
Encumbrance: 101,319.01
Pre-Encumbrance: 0.00
Budget Balance: 625,958.02
Associate Revenue: 0.00
Available Budget: 625,958.02
Budget Overview Results Personalize | Find | First KX 116 of 16 I Last
Ledger Group  Accounta Fund  FinDeptlD  ApproplD ::‘r’z: Budget Expense  Ei Pre- Perce:
1B Fél KK_EXF_BUD 41000 1000 G1037000  G100007 2015 3.103,000.000 2.445960.040 0.000 0.000 =
EL KK_EXP_BUD 41030 1000 G1037000 G100007 2015 136.000.000 217.170.060 0.000 0.000
El KK_EXP_BUD 41050 1000 G1037000 G100007 12015 1.500.000 1.016.190 0.000 0.000

9. To return to the Budget Overview page, click on the Return to Criteria link located in the header or bottom
of the page.

Favq’rtes Main'Menu ¥ Comm'rtmgnt Control > Review Eudgethct’rvties »  Budgets Overview

Budget Inquiry Criteria
Budget Overview

Inquiry:  EXPENSE2 Descripion:  [Expense Budget Ovenview f

Amount Criteria | search |  Clear | Reset

Budget Type

*Business Unit: MN001 2L | edger Group/Set: L&dger Group - Ledger Group:  |KK_EXP_BUD &
[] view Stat Code Budgets MK Exp Budget Ledger Group

Display Chart @

“Type of Calendar:  Detail BudgetPeriod  +

Budget Criteria Personalize | Find | First K1 1 071 I L ast
Select Ledger Group Calendar ID From Budget Period To Budget Period '““'"‘f;‘;gz":;“e“t Include Closing Adjustments
KK_EXP_BUD BY [2015 Q [2015 Q
ChartField Criteria Budget Status
ChartField 3:::“""’ L ChartField To Info  ChartField Value Set  Update/Add Open
Account [% Q [mw Q @ [ @ Uodatedd Closed
Fin DeptiD [ Q% o @ | = |& ubdateadd Hold
Fund % Q [% Q @ [ @ Uodateladd
ApproplD [G100007 Q, [c100007 a @& [ & updatemsdd
B Save | £\ ReturntoSearch | [+Z] PreviousinList | [VE NextinList | |7 Notify | @ Refresh (Exadd) [ Updaicini
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You can use the Amount Criteria option to specify criteria for the amounts that SWIFT will use when it selects
ledger rows.

1. Optionally, click on the Amount Criteria link in the header (top-left of the page) to open the Inquiry Amount
page where you can specify amount criteria to use when SWIFT selects ledger rows. In the example
below, the inquiry results will only include revenue budgets where the Collected Amount is less than 50%
of the Recognized Amount.

Warning: You will need to use the Reset button on the Budget Overview page to remove
the Amount Criteria selections you have made.

Fam_r'rtes Mainiv'lenu ¥ Cnmmitm?;nt Control > Review Budget Activities > Budgets Overview

Inquiry Amount Criteria

Operator Amount Type *Qperator Multiplier Operator Amount Type
Collected Revenue - = a, 0.60* Recognized Rever =1
OK Cancel Refresh

Having completed this topic, you should now be able to:
¢ View the Budget Overview Inquiry

Lesson Summary

After completing this lesson, you should now be able to:

e View the Appropriation Overview page
e View the Budget Details Inquiry

e View the Budget Overview Inquiry
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Lesson Overview

In this lesson, you will learn how to run the following SWIFT budget reports:

e Manager’s Financial Report (MFR)
e Allotment within Appropriation Report
e Appropriation Transfer Details Report

After completing this lesson, you should be able to:

e Use SWIFT Reports to View Budget Data
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Running Manager’s Financial Report (MFR)

Topic Overview

In this topic, you will learn how to run the Manager's Financial Report (MFR). This report provides real time
budget information to assist managers, budget coordinators, and other interested staff. A print screen and
description of the report is provided below.

Run DateTime: 5/4/2015 4:17 PM
MANAGER'S FINANCIAL REPORT Source Report # KK002
As of Date: 05/04/2013
Selection Criteria: Budget Period - 2015, Fund - 0 to Z, DeptID - G100 to G10Z, ApproplD - G100011 to G100011
Break On: Budget Period, Fund
Budget Period: 2015 Fund: 2000 DeptID: RANGE AppropID:  RANGE
Restrict Misc Special Revenue G100 to G10Z G100011 to G100011
Remaining Payroll Projection Full-Time (41000):  $0.00 Part-Time (41030):  $0.00 Total: $0.00
Current Pre- Encumbered/
Account Class and Description Budget Encumbered Commirted Expended Unobligated Unexpended
41000 Full Time - Salary 1.500.00 0.00 1.500.00 0.00 0.00 1.500.00
41110 Printing And Advertising 900.00 0.00 0.00 0.00 900.00 900.00
41130 Prof-Tech Serv-Outside Vend 2.000.00 0.00 0.00 2.000.00 2.000.00
41150 Computer and System Services 475.00 0.00 0.00 475.00 475.00
41155 Communications 0.00 0.00 0.00 -330.18 -330.18
41300 Supplies 150.00 0.00 0.00 -350.00 -350.00
42010 Statewide Indirect Costs 400.00 0.00 282.67 -117.00 165.67
43000 Other Operating Costs 66.103.03 0.00 250.00 8.405.93 8.655.93
Total 71,528.05 0.00 2,032.67 10,974.75 13,007.42
Report Total 71,528.05 0.00 2,032.67 58,520.63 10,074.75 13,007.42
Report Sections Description

Header

The header of the report displays the report parameters (Selection
Criteria) that were used to generate the report.

Remaining Payroll
Projections

Salary Projection information from SEMAA4 displays for full and part
time positions. This information can be compared to the encumbered
amounts. Salary Projections are highly dependent upon Intend to Fill
and Position End Date fields being completed with the correct
information in SEMA4.

Detail Lines by Account
Class and Description

The status of expense budgets display, showing the Current Budget,
Pre-encumbered, Encumbered/Committed, Expended, Unobligated
(available to encumber), and Unexpended amounts by account
class. (Expense Budgets are established using the 5-digit account
class.)

After completing this topic, you should be able to:

e Run the Manager’s Financial Report
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Process Steps

Run Manager’s Financial Report

This topic covers running the Manager’s Financial Report.
Steps to complete:

e Step 1: Enter your Manager’s Financial Report Criteria
e Step 2: View the Report

Step 1: Enter your Manager’s Financial Report Criteria
Begin by navigating to the Manager’s Financial Report page.

1. Navigation Links: Commitment Control, Budget Reports, Manager’s Financial Report.

2. Search for an existing Run Control ID or click on the Add a New Value tab to create a new Run Control
ID.

Favorites | Main Menu > Commitment Control > Budget Reports > Manager's Financial Report

Manager's Financial Report
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

Search by: Run Control ID begins with |Training
[[Icase Sensitive

Search | Advanced Search

Search Results

View All First [q] 1ef1 [] Last
Run Control ID Language Code
Training English
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3. Onthe Manager’s Financial Report page, enter the parameters for your report as described below.

Manager's Financial Report

Favorites | Main Menu > Commitment Control > Budget Reports > Manager's Financial Report

Run Control 1D: Training Report Manager Process Monitor ki
* Break:
*Budget Period: 2015 a
*Fund From: 0 Q *Fund To: z &}
*DeptlD From: 100 i *DeptlD To: G102 Q.
*ApproplD From: 100011 &} *ApproplD To: 5100011 QL

[El save 2\ Returnto Search  +[E Previous in List = +[E Mextin List =[] Notify E Add

Note: In this example, we are running a report that will include all Fin DeptID’s for one appropriation.
Using the generic Fund and DeptID ranges makes it easy to reuse this Run Control ID to report on any

appropriation.

Field(s)

Field Description

*Budget Period

Enter the Budget Period or click on the Lookup icon and select
a Budget Period.

*Fund From and Fund To

Enter the range of funds to include in the report in the Fund From
and Fund To fields.

TIP: To include any fund, enter “0” in the From field and “Z” in
the To field.

*DeptID From and DeptID To

Enter the range of Fin DeptID’s to include in the report in
the DeptID From and DeptID To fields.

TIP: To include all Fin DeptID’s in an appropriation, enter your
Business Unit + “0” (G100) in the From field and your Business Unit
+“Z" in the To field (G102).

*ApproplID From and To

Enter the range of appropriations to include in the report in
the ApproplID From field and the AppropID To field.

TIP: To include all Appropriations for your agency, enter “0” in
the AppropID From field and “Z” in the AppropID To field.
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4. Place a checkmark in the Break column if you want the page breaks between Fin DeptlD pages and/or
ApproplD pages.

5. Click on the Run button. The Process Scheduler Request page displays.

Favorites © Main Menu > Commitment Control > Budget Reports > Manager's Financial Report
Process Scheduler Request
UserlID: 00637298 Run Control ID: Training
Server Name: Run Date: |04/30/2015 Eﬂ
Recurrence: - Run Time: |4:07:06PM Resetto Current DateiTime
Time Zone: (&}
Select Description Process Name Process Type *Type *Format Distribution
Manager's Financial Report M_KK002 Application Engine  Web - PDF Distribution
OK Cancel

6. Accept the default process selected “Manager’s Financial Report (M_KK002)” and click on the OK
button to return to the Manager’s Financial Report page.

Note: the Process Instance number now appears below the Run button. This number is useful
information to provide to the SWIFT Helpdesk, if you experience difficulty and need to assistance.

7. Click on the Process Monitor link and monitor the progress of the job with the Process Name
“M_KKO002" for the report that you ran. You can click on the Refresh button to refresh the process
information. The job is successful when the Run Status = “Success” and the Distribution Status =
“Posted”.

Favorites Main Menu > Commitment Control > Budget Reports > Manager's Financial Report > Process Monitor

UserlD’WQ Type - Last - ’7‘1 Days - /
Server + Name|  q Instance to]
Run Status o Distribution Status A Save On Refresh

Personalize | Find | View A1 | BV | 88 First B g o5 4 I aat

Process . Distribution .
=elect Instance =2E0. Frocess [ype Run Date/Time Run status Letaills
Select Instance Seq. Process Type o User Run Date/Time Run Status Status Details

13827341 Application Engine M_KK002 00637298 04/30/2015 4:07.06PM CDT Success FPosted Details

Go back to Manager's Financial Report

B save | [ Notty

Process List | Server List
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Step 2: View the Report

After the report has run successfully, you can view and print the report. There are a couple of ways to do this.

Option 1: Navigate to the View Log/Trace page.

1. From the Process List page, click on the Details link for the process that you ran. The Process Detail

page displays.
2. Click on the View Log/Trace link.

Process Detail

Process

Instance 13927341 Type Application Engine
Hame M_KK002 Description Manager's Financial Report
Run Status Syccess Distribution Status Pgsted
e —
Run Control ID Training Hold Request
Location Sepver ‘Queue Request
Server PSNT Cancel Req"es\‘
Recurrence Restart Request
e ——————
Request Created On 04/30/2015 4:18:09PM CDT Parameters Transfer
Run Anytime After 04/30/2015 4:07:06PM CDT I Log View Locks
Beagan Process At 04/30/2015 4:18:29PM CDT Batch Timings
Ended Process At 04/30/2015 4:18:43PM CDT View Log/Trace
0K Cancel

Favorites Main Menu > Commitment Control > BudgetReports > Manager's Finandal Report > Process Monitor

3. Click on the M_KKO002.pdf link. The PDF of the file displays in a new window.

View Log/Trace

Report 1Dz 12658443 Process Instance: 13927341 i'dessage Log"
Name: M_KK002 Process Type: Application Engine

Run Status: Success

Managers Financial Report
Distribution Details
Distribution Node: fms91nd Expiration Date:

File Size (bytes) Datetime Created

AE M KK002 13927341 stdout 300 04/30/2015 4:18:43.896570PM CDT
AE M KK00Z2 13927341 trc 2,309 04/30/2015 4:18:43.896570PM CDT
M _KK002 pdf 54,375 04/30/2015 4:18:43.896570PM CDT
M KK002 13927341.xml 5,032 04/30/2015 4:18:43.896570PM CDT
Distribution ID Type Distribution ID
User 00637298

Return

Favorites Main Menu : Commitment Control > Budget Reports : Manager's Financial Report » Process Monitor
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4. View and print the report as you would normally. Close the window when you are finished. A description
of the report is provided in the Overview section of this topic.

Break On: Budget Period, Fund

MANAGER'S FINANCIAL REPORT

Selection Criteria: Budget Period - 2015, Fund - 0 to Z, DeptID - G100 to G10Z, AppropID - G100011 to G100011

Run DateTime: 5/4/2015 4:17 PM
Source Report # KK002
As of Date: 05/04/2015

Budget Period: 2015 Fund: 2000 DeptID: RANGE AppropID: RANGE
Restrict Misc Special Revenue G100 to G10Z G100011 to G100011
Remaining Payroll Projection Full-Time (41000):  $0.00 Part-Time (41030):  $0.00 Total:  $0.00
Current Pre- Encumbered/
Account Class and Description Budget Encumbered Committed Expended Unobligared Unexpended
41000 Full Time - Salary 1.500.00 0.00 1.500.00 0.00 0.00 1.500.00
41110 Printing And Advertising 900.00 0.00 0.00 0.00 900.00 900.00
41130 Prof-Tech Serv-Outside Vend 2.000.00 0.00 0.00 0.00 2.000.00 2.000.00
41150 Computer and System Services 475.00 0.00 0.00 0.00 475.00 475.00
41135 Communications 0.00 0.00 0.00 330.18 -330.18 -330.18
41300 Supplies 150.00 0.00 0.00 500.00 -350.00 -350.00
42010 Statewide Indirect Costs 400.00 0.00 282.67 23433 -117.00 165.67
43000 Other Operating Costs 66.103.05 0.00 250.00 57.447.12 8.405.93 8.655.93
Toral 71,528.05 0.00 2,032.67 58,520.63 10,074.75 13,007.42
Report Total 71,518.05 0.00 1.032.67 58,510.63 10,974.75 13,007.42

Option 2: Navigate to the Administration tab of the Report Manager.

1. From the Process List page, click on the Go Back to Manager’s Financial Report link at the bottom of

the page.

2. Atthe Manager’s Financial Report page, click on the Report Manager link at the top of the page.

3. Click on the Administration tab.

List Explorer | b Archives

Status: ~ Folder:
Select Regort Pres Description

1D Instance

12720032 13994782 Managers Financial Report

User ID: Type: NN - | Lot

~ Instance:

Request
Date/Time
05/04/2015
2:00:23PM

-

to:

H

Favorites | Main Menu > Commitment Control > Budget Reports > Manager's Financial Report > Report Manager

1 Days - Refresh

&l L

Format Status Details

Acrobat

Posted Details

(*.pdf)

4. Click on the Manager’s Financial Report link listed in the Description column for the report that you ran.

The PDF of the report displays in a new window.
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5. View and print the report as you would normally. Close the window when you are finished. A description
of the report is provided in the Overview section of this topic.

Run DateTime: 5/4/2015 4:17 PM
MANAGER'S FINANCIAL REPORT Source Report # KK002
As of Date: 05/04/2015

Selection Criteria: Budget Period - 2015, Fund - 0 to Z, DeptID - G100 to G10Z, AppropID - G100011 to G100011

Break On: Budget Period, Fund

Budget Period: 2015 Fund: 2000 DeptID: RANGE AppropID: RANGE
Restrict Misc Special Revenue G100 to G10Z G100011 to G100011
Remaining Payroll Projection Full-Time (41000):  $0.00 Part-Time (41030):  $0.00 Total:  $0.00
Current Pre- Encumbered/

Account Class and Description Budget Encumbered Committed Expended Unobligared Unexpended
41000 Full Time - Salary 1.500.00 0.00 1.500.00 0.00 0.00 1.500.00
41110 Printing And Advertising 900.00 0.00 0.00 0.00 900.00 900.00
41130 Prof-Tech Serv-Outside Vend 2.000.00 0.00 0.00 0.00 2.000.00 2.000.00
41150 Computer and System Services 475.00 0.00 0.00 0.00 475.00 475.00
41135 Communications 0.00 0.00 0.00 330.18 -330.18 -330.18
41300 Supplies 150.00 0.00 0.00 500.00 -350.00 -350.00
42010 Statewide Indirect Costs 400.00 0.00 282.67 23433 -117.00 165.67
43000 Other Operating Costs 66.103.05 0.00 250.00 57.447.12 8.405.93 8.655.93

Toral 71,528.05 0.00 2,032.67 58,520.63 10,074.75 13,007.42

in

10,974.75 13.007.42

Report Total 71.528.05 0.00 2.032.67

You should now be able to:

¢ Run the Manager’s Financial Report
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Running Allotments within Appropriation Report

Topic Overview

In this topic, you will learn how to run the Allotments within Appropriation Report. This report provides real time
budget summary information by allotments within an appropriation. A print screen and description of the report is

provided below.

Run DateTime: 5/4/2015 2:48 PM
ALLOTMENTS WITHIN APPROPRIATION REPORT Source Report #: KK001
As of Date: 05/04/2015
Selection Criteria: Budget Period - 2015, Fund - 1000 to 9999, Agency - G10. AppropID - G100011 to G100011
AGENCY: G10 Mn Management & Budget
Budget Period: 2015 2000 DeptID:  GI1010000 AppropID:  G100011
Restrict Misc Special Revenue Minnesota Management & Budget Combined Charities Admin
AppropID Short Deser Approp Type Bud Auth Opt Legal Citation Bud Program Bud Activity Budget Status
CC Adm 04 E MS43A502 G100l G100107
Appropriations Receipts Roll Forward Transfers
Original 0 Original Estimate 64.100 Roll Forward In 7428 Anticipated In 0
Current 0 Current Estimate 64,100 Roll Forward Out 0 Actual In 0
Cancel 0 Collected 60,039 Anficipated Out 0
Reduction 0 Variance Est-Col 4,061 Actual Out 0
Other Classes 0 Dedicated Cap 0
Allotment-Free 0 Budgeted Remaining
Uncommitted 10,975 Budget/Encumbrance Authority 71.528 12.475
Unexpended 8047 Spending Authority 67467 8.047
Transfer Authority 67.467 8.047
ALLOTMENT BALANCES
Account Pre- Encumbered/
Allotment DeptID and Descr Group Budget Encumbered Committed Expended Unobligated Unexpended
G1027100-Combined Charities Admin PAYRLL 1,500 0 1.500 0 0 1.500
G1027100-Combined Charities Admin NONPAY 10,028 0 533 1.074 8,422 8055
(G1027110-Combined Charities Donations NONPAY 60.000 0 0 57.447 2,553 2,553
71,528 0 2033 58,521 10.975 13.007
Totals by Account Group
Payroll Allotments PAYRLL 1.500 0 1.500 0 0 1.500
Non-Payroll Allotments NONPAY 70,028 0 533 58,521 10,975 11.507
Report Sections Description

Header

The header of the report displays the report parameters (Selection Criteria) that
was used to generate the report. It also displays information available from

the Appropriation Overview page, including Appropriation Attributes, the
Original and Current Appropriation amount, Estimated and Collected Receipts
amounts, Roll Forwards, Transfers, and Balance amounts, and the remaining
Budget/Encumbrance, Spending, and Transfer Authority.

Allotment
Balances

Allotment balances display by Account Group (Payroll/Non Payroll) listing
Budgeted, Pre-Encumbered, Encumbered/Committed, Expended, Unobligated
(available), and Unexpended amounts.

Total by Account
Group

Payroll and Non-Payroll allotment totals display showing Budget, Pre-
Encumbered, Encumbered/Committed, Expended, Unobligated (available), and
Unexpended.

After completing this topic, you should be able to:

e Run Allotments within Appropriation Report
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Process Steps

Run Allotments within Appropriations Report

This topic covers running the Allotments within Appropriations Report.
Steps to complete:

e Step 1: Enter your Allotments w/in Approp Report Criteria
e Step 2: View the Report
Step 1. Enter your Allotments w/in Approp Report Criteria

Begin by navigating to the Allotments w/in Approp Report page.

1. Navigation Links: Commitment Control, Budget Reports, Allotments w/in Approp Report.

2. Search for an existing Run Control ID or click on the Add a New Value tab to create a new Run Control

ID.

Allotments wlin Approp Report
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

Search by: Run Control ID begins with [Training
[[]case Sensitive

Search |Advanced Search

Search Results

View All  First 4] 1071 [] Last
Run Control ID |Language Code
Training English

Find an Existing Value | Add a Mew Value

Favorites © Main Menu : Commitment Control > Budget Reports >  Allotments w/in Approp Report
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3. On the Allotments within Appropriation Report page, enter the parameters for your report as described

below.

Favorites | Main Menu > Commitment Control

Allotments within Appropriation Report

Run Control ID: Training Report Manager Process Monitor i
*Budget Period: 2015 o}
*Fund From: 0 aQ, *Fund To: z o'}
*Agency: G10 a
*ApproplD From: G100011 *ApproplD To: 100011 o'}

Bl save . Returnto Search | tE] Previousin List | +E MextinList | [Z] Notify Er Add

Budget Reports > Allotments w/in Approp Report

Note: In this example, we are running a report that will include all Fin DeptID’s for one appropriation.
Using the generic Fund and DeptID ranges makes it easy to reuse this Run Control ID to report on any

appropriation.

Field(s)

Field Description

*Budget Period

Enter the Budget Period or click on the Lookup icon and select
a Budget Period.

*Fund From and Fund To

Enter the range of funds to include in the report in the Fund From
and Fund To fields.

TIP: To include any fund, enter “0” in the From field and “Z” in
the To field.

*Agency

Enter the three-digit Agency Code or click on the Lookup icon and
select the Agency Code.

*ApproplID From and To

Enter the range of appropriations to include in the report in
the AppropID From field and the ApproplID To field.

4. Click on the Run button. The Process Scheduler Request page displays.
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Favorites | Main Menu > Commitment Control > Budget Reports > Allotments w/in Approp Report

Process Scheduler Request

UserlD: 00637298 Run Control ID: Training
Server Name: Run Date: |05/04/2015 [z]
Recurrence: A Run Time: |2:45.36PM Resetto Current Date/Time

Time Zone: Q

Select Description Process Hame Process Type *Type *Format Distribution
Allotments wiin Approp Report M_KKO01 Application Engine  Web * PDF Diistribution
OK Cancel

5. Accept the default process selected “Allotments w/in Approp Report (M_KKO001)” and click on the OK
button to return to the Allotments w/in Approp Report page.

Note: the Process Instance number now appears below the Run button. This number is useful
information to provide to the SWIFT Helpdesk if you experience difficulty and need to assistance.

6. Click on the Process Monitor link and monitor the progress of the job with the Process Name
“M_KKO0O01" for the report that you ran. You can click on the Refresh button to refresh the process
information. The job is successful when the Run Status = “Success” and the Distribution Status =
“Posted”.

Favorites Main Menu > Commitment Control > Budget Reports > Allotments wyin Approp Report > Process Monitor

View Process Request For

UserID|00B37298 Q.  Type v Last - [ 1 Days -  Refresh
Server ~  Hame (o Instance| 13994798  to|
Run Status h Distribution Status A Save On Refresh
Personalize | Find | View &0 | B | 3 Frat B g or g T Lgat
Process . Distribution .
Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details
13994798 Application Engine M_KK001 00637298 05/04/2015 2:45:36PM CDT Success Posted Cietails

Go back to Allotments wiin Approp Report
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Step 2: View the Report

After the report has run successfully, you can view and print the report. There are a couple of ways to do this.

Option 1: Navigate to the View Log/Trace page

1. From the Process List page, click on the Details link for the process that you ran. The Process Detall

page displays.
Favovrrces Main vMenu b3 Commtmgﬂt Control » Budgetheports » Alotments wfin Approp Report > Process Monitor
Process Detail
Instance 13994798 Type Application Engine
Name M_KKOO1 Description Allotments wiin Approp Report
Run Status Success Distribution Status Posted
e ——
Run Control ID Training Hold Request
Location Server Queue Request
Server PSNT © Cancel Request
() Delete Request
Recurrence Restart Request
[ Actions |
Request Created On 05/04/2015 2:47:43PM CDT Parameters Transfer
Run Anytime After 05/04/2015 2:45:36PM CDT I Log View Locks
Began Process At 05/04/2015 2:48:07PM CDT Batch Timings
Ended Process At 05/04/2015 2:48:38PM CDT View L og/Trace
OK | Cancel

2. Click on the View Log/Trace link.

Favorites © Main Menu > Commitment Control > Budget Reports > Alotments w/in Approp Report > Process Monitor
- : - - -

View Log/Trace

ReportID: 12720048 Process Instance: 13994798 Message Log
Hame: M_KKDD Process Type: Application Engine

Run Status: Success

Allotments win Approp Report
Distribution Details
Distribution Node: fms91nd Expiration Date:

File Size (bytes) Datetime Created

AE M KKO01 13994798 stdout 300 05/04/2015 2:48:38.269149PM CDT
AE W KK0DO1 13994798.1rc 2,309 05/04/2015 2:48:38.269149PM CDT
M KKO001.pdf 53,695 05/04/2015 2:48:38.269149PM CDT
M KKO001 13994798 xml 4,191 05/04/2015 2:48:38 260140PM CDT
Distribution ID Type “Distribution ID
User 00637298

Return
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3. Click on the M_KKO001.pdf link. The PDF of the file displays in a new window. A description of the report
is provided in the Overview section of this topic.

Run DateTime: 5/4/2015 2:48 PM
ALLOTMENTS WITHIN APPROPRIATION REPORT Source Report # KK001
As of Date: 05/04/2015
Selection Criteria: Budget Period - 2015, Fund - 1000 to 9999, Agency - G10. AppropID - G100011 to G100011
AGENCY: G10 Mn Management & Budget
Budget Period: 2015 Fund: 2000 DeptID G1010000 AppropID:  G100011
Restrict Misc Special Revenue Minnesota Management & Budget Combined Charities Admin
AppropID Short Descr Approp Type Bud Auth Opt Legal Citation Bud Program Bud Acrivity Budget Status
CC Adm 04 E MS 434502 G1001 G100107 Open
Appropriations Receipis Roll Forward Transfers
Original 0 Original Estimate 64,100 Roll Forward In 7428 Anticipated In 0
Current 0 Current Estimate 64.100 Roll Forward Out 0 Actual In 0
Cancel 0 Collected 60,039 Anticipated Out 0
Reduction 0 WVariance Est-Col 4.061 Acmual Out 0
Other Classes 0 Dedicated Cap 0
Allotment-Free 0 Budgeted Remaining
Uncommitted 10,975 Budget/Encumbrance Authority 71528 12.475
Unexpended 8.947 Spending Authority 67467 8.947
Transfer Authority 67.467 8.947
ALLOTMENT BALANCES
Account Pre- Encumbered/
Allotment DeptID and Descr Group Budget Encumbered Committed Expended Unobligated Unexpended
G1027100-Combined Charities Admin PAYRLL 1.300 0 1.500 0 0 1.500
G1027100-Combined Charities Admin NONPAY 10,028 0 533 1.074 8.422 8.955
G1027110-Combined Charities Donations NONPAY 60.000 0 0 57.447 2.553 2.553
71,528 0 2,033 58.521 10,975 13.007
Totals by Account Group
Payroll Allotments PAYRLL 1.300 0 1,500 0 0 1.500
Non-Payroll Allotments NONPAY 70,028 0 533 58.521 10,975 11.507

4. View and print the report as you would normally. Close the window when you are finished.
Option 2: Navigate to the Administration tab of the Report Manager
1. From the Process List page, click on the Go Back to Allotments w/in Approp Report link at the bottom
of the page.

2. At the Allotments within Appropriation Report page, click on the Report Manager link at the top of the
page.
3. Click on the Administration tab.

Favorites | Main Menu > Commitrment Control :  Budget Reports > Allotments wiin Approp Report > Report Manager
List Explorer |} ) Archives
User ID: Type: » Last - 1 Days -
Status: - Folder: ~ Instance: 13994798 to: 13994798
By g 4] ]
Select Report Prcs D inti Request E t | Stat Detail
elec Q e EeSCriplion DatelTime orm4a atus etalls
) 05/04/2015  Acrobat .
A fin A
12720048 13984798 Allotments wiin Approp Report 2-47-43P (= pd) Posted Details
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4. Click on the Allotments w/in Approp Report link for the report that you ran. The PDF of the report
displays in a new window.

5. View and print the report as you would normally. Close the window when you are finished. A description
of the report is provided in the Overview section of this topic.

Run DateTime: 5/4/2015 2:48 PM
ATLOTMENTS WITHIN APPROPRIATION REPORT Source Report # KK001
As of Date: 03/04/2015
Selection Criteria: Budget Period - 2015, Fund - 1000 to 9999, Agency - G10. AppropID - G100011 to G100011
AGENCY: G10 Mn Management & Budget
Budget Period: 2015 Fund: 2000 DeptlD G1010000 AppropID:  G100011
Restrict Misc Special Revenue Minnesota Management & Budget Combined Charities Admin
AppropID Short Descr Approp Type Bud Auth Opt Legal Citation Bud Program Bud Activity Budget Status
CC Adm 04 E MS 434502 G1001 100107
Appropriations Receipts Roll Forward Transfers
Original 0 Original Estimate 64,100 Roll Forward In 7428 Anticipated In 0
Current 0 Current Estimate 64,100 Roll Forward Out 0 Actual In 0
Cancel 0 Collected 60,039 Anticipated Out 0
Reduction 0 Variance Est-Col 4.061 Actual Out 0
Other Classes 0 Dedicated Cap 0
Allorment-Free 0 Budgeted Remaining
Uncommitted 10,975 Budget/Encumbrance Authority 71528 12.475
Unexpended 8.047 Spending Authority 67.467 8.047
Transfer Authority 67.467 8.047
ATLLOTMENT BALANCES
Account Pre- Encumbered/
Allotment DeptID and Descr Group Budget Encumbered Committed Expended Unobligated Unexpended
(G1027100-Combined Charities Admin PAYRIL 1,500 0 1,500 0 0 1.500
G1027100-Combined Charities Admin NONPAY 10,028 0 533 1.074 8.422 8.955
G1027110-Combined Charities Donations NONPAY 60.000 0 0 57.447 2.553 2.553
71,528 0 2,033 58.521 10,975 13.007
Totals by Account Group
Payroll Allotments PAYRLL 1.500 0 1,500 0 0 1.500
Non-Payroll Allotments NONPAY 70.028 0 533 58.521 10,975 11.507

You should now be able to:

¢ Run the Allotments w/in Approp Report
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Running Appropriation Transfer Detail Report

Topic Overview

In this topic, you will learn how to run the Appropriation Transfer Detail Report. This report provides detailed
information regarding transfers in and out of appropriations. A print screen and description of the report is

provided below.

Run DateTime: 5/4/2015 4:01 PM
APPROPRIATION TRANSFER DETAIL REPORT Source Report #: KK003
As of Date: 05/04/2015
Selection Criteria: Budget Period - 2015, Fund - 0 to Z, DeptID - G100 to G10Z. ApproplID - 0 to Z. Posted Through - 5/4/2015
Appropriation Budget Budget Period: 2015  Fund: 1000 DeptID:  GL010000 AppropID: G100001 Accounting Services
Referenced Transfer Budget Budget Period: 2015  Fund: 1000 DeptID: G1010000 ApproplID: G100005
Transfer Journmal KK Journal
Tvpe Class D Posted Date Tran Type Ref# Anticipated In Actual In Anticipated Out Actual Out
In XIN 0001731840 07/07/2014 Original 1 0.00 500,000.00 0.00 0.00
In XIN 0001763533 07/22/2014 Original 2 0.00 444.232.00 0.00 0.00
Total Transfers With: 2015/ 1000 / G1010000 / G100005 0.00 044,232.00 0.00 0.00
Referenced Transfer Budget Budget Period: 2015 Fund: 1000 DeptID: G1010000 AppropID: G100009
Transfer Journal KK Journal
Type Class D Posted Date Tran Type Ref# Anticipated In Actual In Anficipated Out Actual Out
Out XIN 0001815426 08/17/2014 Original 1 0.00 0.00 0.00 12.174.89
In XIN 0001819264 08/21/2014 Original 1 0.00 530.000.00 0.00 0.00
Total Transfers With: 2015/ 1000 / G1010000 / G100009 0.00 530,000.00 0.00 12,174.89
Total Transfers Our and In For: 2015 /1000 / G1010000 / G100001 0.00 1.474.232.00 0.00 12,174.89

Report Sections

Description

Header

The header of the report displays the report parameters (Selection
Criteria) that was used to generate the report.

Appropriation Budget

The Appropriation Budget heading lists information for the
appropriation being reported on, including the Budget Period, Fund,
DeptID, and Approp ID.

Referenced Transfer
Budget

The Referenced Transfer Budget heading listed below the
Appropriation Budget lists the appropriation that has received a Transfer
Out or sent a Transfer In to the appropriation listed in the Appropriation
Budget heading.

Transaction Detail

The transfer transaction lines listed below the Referenced Transfer
Budget includes the following detail regarding the transfer(s):

Transfer Type (In/Out)
Journal Class: (XTN — Actual Transfer; XAT — Anticipated Transfer)

KK Journal ID, Posted Date, Tran Type (Original/Correction), Ref#, and
amounts for Anticipated In, Actual In, Anticipated Out and Actual Out.

Total Transfers Out and
In for: ####H

This line displays a total of the Transfers In and Out for the appropriation
listed in the Appropriation Budget heading.
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Run DateTime: 5/42015 4:01 PM
Source Report # KK003
As of Date: 05/04/2015

APPROPRIATION TRANSFER DETAIL REPORT

Selection Criteria: Budget Period - 2015, Fund - 0 to Z, DeptID - G100 to G10Z. AppropID - 0 to Z. Posted Through - 5/4/2015

| Appropriation Budget Budget Period: 2015  Fund: 1000 DeptID:  G1010000 AppropID:  G100001 Accounting Services

Referenced Transfer Budger Budget Period: 2015 Fund: 1000 DeptID: G1010000 AppropID: G100005

Transfer Journal KK Journal

Type Class ID Posted Date Tran Type Ref# Anticipated In Actual In Anticipated Out Actual Out
In XIN 0001731840 07/07/2014 Original 1 0.00 500.000.00 0.00 0.00
In MIN 0001763533 07/22/2014 Original 2 0.00 444.232.00 0.00 0.00
Total Transfers With: 2015/ 1000 / G1010000 / G100005 0.00 044.232.00 0.00 0.00

Referenced Transfer Budget Budget Period: 2015 Fund: 1000 DeptID: G1010000 AppropID: G100000

Transfer Journal KK Journal

Tvpe Class 1D Posted Date Tran Type Ref# Anticipated In Actual In Anticipated Out Actual Qut
Out XIN 0001815426 08/17/2014 Original 1 0.00 0.00 0.00 12.174.89
In XIN 0001819264 08/21/2014 Original 1 0.00 530.000.00 0.00 0.00
Tortal Transfers With: 2015/ 1000 / G1010000 / G100009 0.00 530,000.00 0.00 12,174.89
Total Transfers Out and In For: 2015 /1000 / G1010000 / G100001 0.00 1,474,232.00 0.00 12,174.89

In the Appropriation Transfer Detail Report shown above, the appropriation listed in the Appropriation Budget
heading is Approp ID “G101000". On the Appropriation Overview page for this appropriation shown below,

the Transfer In amount is $1,474,232 and a Transfer Out amount is $12,174.89. These amounts agree with the
amounts listed in the Total Transfers Out and In line of the report.

Favovr'rtes MainvMenu > Commitmgnt Control » Review Budget Activities » Appropriation Overview
Appropriation Overview
Busziness Unit Ledger Group Fund Code Fin DeptiD ApproplD Budget Period
MMOD KK_APPROP 1000 G1010000 G100001 2015
Fund General Fin DeptlD Minnesota Management & Budget ApproplD Accounting Services
Appropriation Type 05 Biennial ChartField Attributes
Budget Authority Option A Appropriation Only Associated Budgets
Legal Citation 13 14201013 000 Minnesota Management and Budget
Budget Program G1001 Statewide Senvices
Budget Activity G100101 Accounting Services Budget Status Open
edge 1 il LS
Budget Antic Trans In 0.00
Appropriation Transfer In 1474 23200
Original 3,944 105.00 Antic Trans Out 0.00
Current 3,844 105.00 Transfer Cut 12,174.89
Receipts Roll Forward In 12,496.78
Original Estimate 0.00 Roll Forward Qut 0.00
Current Estimate 0.00 Cancel 0.00
Collected 0.00 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
Budget/Encumbrance Authori
a : . ity 5,418 ,658.89 1,245 956.71 Drill to Activity Lo
Spending Authority 5,418 ,658.89 1,515,158.62
Transfer Authority 5,418 ,658.89 1,515,158.62
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e If you click on the Drill to Activity Log link in the Ledger Amounts section of
the Appropriation Overview page, you will see the individual transfer journals that are listed on the

report.
Fa\ro_rites Mavaenu > Commitme_nt Control > Review Budget Activities > Appropriation Overview
LENBWWWGOW 9 Help E/F’ersonalize Page hﬂD
Ledger
Ledger: KK_APP_BUD
e ———
Drill to
- Tran Journal Fund Budget Base Monetary BudgetEntry  Auto-Generated
Acrrr:‘ﬁrbbg Lin [Journal I Ref Bdgt? Class Code Fin DeptiD Appropil Period [Year Currency Amount Type Parent Budget(s) [Tran 10
'fo 2PAI1109214 N APP 1000 G1010000 G100001 2015 2014 1USD 3944105.00 Original M 0016712789
':0 20001731840 M KTM 1000 31010000 G100001 2015 2015 1UsD 500000.00 Transfer M 0024833986
':0 40001763533 N KTM 1000 G1010000 G100001 2015 2015 1UsD 44423200 Transfer M 0025141665
‘:0 10001814997 N RFW 1000 G1010000 G100001 2015 2015 2UsD 12174.89 Sys Close il 0025767181
':0 10001815426 M XTN 1000 G1010000 G100001 2015 2015 2UsD -12174.89 Transfer M 0025767606
“fo 20001819264 M KTM 1000 G1010000 G100001 2015 2015 2UsD 530000.00 Transfer M 0025841848
':0 10002084747 N RFW 1000 G1010000 G100001 12015 2015 8usD 321.89 Sys Close N 0029552615
oK
o If you click on the Drill to Activity Log Inquiry for one of the transfers (Journal Classes XAT, XTA,
XTN) you will see the appropriations involved in the transfer. In this example, appropriation
13 ” H H 13 ti H
G100005" transferred $500,000 to appropriation “G101000". This transfer was shown on the report
print screen shown on the previous page.
Favovntes Mavaenu b3 Commtmgnt Control > Review Budget Activities > Appropriation Overview > Activity Log

Tran ID:
Process Status:

Maximum Rows:

Search Delete

B Save| |=] Notify | @ Refresh |

Commitment Control Activity Log Lines

Commitment Control Activity Log

0024833986 Q

100

Tran Date:

Process Instance:

Eew Window 7 Help D-/Personalizepage

Activity Log Inquiry Criteria

Inquiry: PS_AUTO_DR Description: [

*Transaction Type: MQ Ledger Group: ’7Q

Application Business Unit: liQ

Journal ID From: |UUMT31840 Joumal 1D To: ‘0001731840 Q
Journal Date From: El Journal Date To: ’7@

07072014 |15
Q,

Line I;:E;r Ledger App BU GLBu Journal ID Journal Date gz;egre“ce" Fund Fin DeptlD ApproplD Account g::izt Year Period Tm'::[zﬂ::: ]
1 &, [ KK_APPROP KK_APP_BUD MNOO1 MMOD1 0001731840  2014-07-07 N 1000 G1010000 G100005 2015 2015 1 -500,000.00
2 @& F% KK_APPROP KK_APP_BUD MNOO1 MMWOO1 0001731840  2014-07-07 ] 1000 | G1010000 |G100001 2015 2015 1 500,000.00

After completing this topic, you should be able to:

e Run the Appropriation Transfer Detail Report
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Process Steps

Run the Appropriation Transfer Detail Report

This topic covers running the Appropriation Transfer Detail Report.

Steps to complete:

e Step 1: Enter your Appropriation Transfer Detail Report Criteria
e Step 2: View the Report
Step 1: Enter your Appropriation Transfer Detail Report Criteria

Begin by navigating to the Appropriation Transfer Detail Report page.

1. Navigation Links: Commitment Control, Budget Reports, Appropriation Transfer Detail Report.

2. Search for an existing Run Control ID or click on the Add a New Value tab to create a new Run Control

ID.

Approp Transfer Detail Report

) Add a New Value

b

[l case sensitive

Search | Advanced Search

Search Results

View Al First [q] 1of1 [3] Last
Run Control ID Language Code
Training English

Fa\.fovr'rtes MainvMenu > Comm'rtmt-:;ntControl > Budgetheports »  Approp Transfer Detail Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Search by: Run Control ID begins with [Training
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3. Onthe Appropriation Transfer Detail Report page, enter the parameters for your report as described

below.

Favorites | Main Menu > Commitmment Control :> Budget Reports >  Approp Transfer Detail Report

Appropriation Transfer Detail Report

Run Control ID; Training  Report Manager Process Monitor L..pun
Process Instance:13994812

*Budget Period: 2015 o)

*Fund From: 0 6} *Fund To: zZ Q,

*DeptlD From: G100 Q. *DeptiD To: G10Z o)

*ApproplD From: 0 Q, *ApproplD To: z o)

*Posted Date Through: |05/04/2015 [5]

El save | L Returnto Search | [Z] Motify Er Add

Note: In this example, we have used generic Fund and Approp ID parameters but have specified a
DeptID range from G100 to G10Z. These parameters will produce a report that includes all transfers for
the agency code “G10” (Minnesota Management & Budget) since Fin DeptlD’s always start with the

three-digit agency code.

Field(s) Field Description

a Budget Period.

*Budget Period Enter the Budget Period or click on the Lookup icon and select

and Fund To fields.

*Fund From and Fund To Enter the range of funds to include in the report in the Fund From

TIP: To include any fund, enter “0” in the From field and “Z” in the To

field.
*DeptID From and DeptID Enter the range of Fin DeptID’s to include in the report in
To the DeptID From field and the DeptID To field.
*ApproplID From and Enter the range of appropriations to include in the report in
ApproplID To the AppropID From and To fields.

“Z" in the To field.

TIP: To include all appropriations, enter a “0” in the From field and a

4. Click on the Run button. The Process Scheduler Request page displays.
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Favorites - Main Menu > Commitment Confrol > Budget Reports > Approp Transfer Detail Report

Process Scheduler Request

UserID: 00637298 Run Control ID; Training
Server Name: Run Date: b5!05:’2015 EI
Recurrence: - Run Time: | 3:50:19PM Resetto Current Date/Time

Time Zone: Q.

Select Description Process Name Process Type Type *Format Distribution
Approp Transfer Detail Report M_KK003 Application Engine  Web * PDF + Distribution
Ok Cancel

5. Accept the default process selected “Approp Transfer Detail Report (M_KKO003)” and click on the OK

button to return to the Appropriation Transfer Detail Report page.

Note: the Process Instance number now appears below the Run button. This number is useful
information to provide to the SWIFT Helpdesk if you experience difficulty and need to assistance.

6. Click on the Process Monitor link and monitor the progress of the job with the Process Name
“M_KKO003" for the report that you ran. You can click on the Refresh button to refresh the process
information. The job is successful when the Run Status = “Success” and the Distribution Status =
“Posted”.

Favorites Main Menu > Commitment Control > BudgetReports > Approp Transfer Detai Report > Process Monitor

View Process Request For

UseriD[00B37298 |G, Type + Last - | 1 Days - . Refresh
Server *  Name Q Instance| 13994812 to|
Run Status A Distribution Status - Save On Refresh

i

First K8 4 of 1 I3 et

Personalize | Find | View 0 | B |

Process Distribution

Select Instance 5eq. Process Type m User Run Date/Time Run Status W Details
13994812 Application Engine M_KKO03 00637298 05/04/2015 4:01:42PM CDT Success Posted Details

Go back to Approp Transfer Detail Report
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Step 2: View the Report
After the report has run successfully, you can view and print the report. There are a couple of ways to do this.
Option 1: Navigate to the View Log/Trace page.

1. From the Process List page, click on the Details link for the process that you ran. The Process Detail
page displays.

Favovrtes Mainvl‘v'lenu B3 Comm'rtmsint Control > Budgetheports » Approp Transfer Detal Report » Process Monitor

Process Detail

Process

Instance 13994812 Type Application Engine
Name M_KKO003 Description Approp Transfer Detail Report
Run Status Syccess Distribution Status Posted
i —
Run Control ID Training Hold Request
Location Server Queue Request
C | R t
Server PSNT ance Reques
Recurrence Restart Request
D ——
Request Created On 05/04/2015 4:01:44PM COT Parameters Transfer
Run Anytime After 05/04/2015 4:01:42PM COT Message Log View Locks
Began Process At 05/04/2015 4:01:55PM COT Batch Timings
Ended Process At 05/04/2015 4:02:10PM COT View Log/Trace
oK | Gancel

2. Click on the View Log/Trace link.

Favorites = Main Menu > Commitment Control > Budget Reports > Approp Transfer Detail Report > Process Monitor

View Log/Trace

ReportiD: 12720062 Process Instance: 13094812 Message Log
Name: M_KK0032 Process Type: Application Engine

Run Status: Success

Approp Transfer Detail Report

Distribution Details

Distribution Node: fms91nd Expiration Date: 0511 5
Hame File Size (bytes) Datetime Created
AE M KK003 13994812 stdout 300 05/04/2015 4:02:10.761743PM CDT
AE M KK003 13994812.trc 2,309 05/04/2015 4:02:10.761743PM COT
M_KK003.pdf 111,806 05/04/2015 4:02:10.761743PM CDT
M KK003 13994812 xml 104,865 05/04/2015 4:02:10.761743PM COT
Distribution ID Type *Distribution ID
User 00637298

Return
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3. Click on the M_KKO003.pdf link. The PDF of the file displays in a new window. A description of the report
is provided in the Overview section of this topic.

Run DateTime: 5/4/2015 4:01 PM
APPROPRIATION TRANSFER DETAIL REPORT Source Report #: KK003
As of Date: 05/04/2015

Selection Criteria: Budget Period - 2015, Fund - 0 to Z, DeptID - G100 to G10Z. AppropID - 0 to Z. Posted Through - 5/4/2015

Appropriation Budget Budget Period: 2015  Fund: 1000 DeptID:  G1010000 AppropID:  G100001 Accounting Services

Referenced Transfer Budger Budget Period: 2015 Fund: 1000 DeptID: G1010000 AppropID: G100005

Transfer Journal KK Journal

Type Class ID Posted Date Tran Type Ref# Anticipated In Actual In Anticipated Out Actual Out
In XIN 0001731840 07/07/2014 Original 1 0.00 500.000.00 0.00 0.00
In MIN 0001763533 07/22/2014 Original 2 0.00 444.232.00 0.00 0.00
Total Transfers With: 2015/ 1000 / G1010000 / G100005 0.00 044.232.00 0.00 0.00

Referenced Transfer Budget Budget Period: 2015 Fund: 1000 DeptID: G1010000 AppropID: G100000

Transfer Journal KK Journal

Tvpe Class 1D Posted Date Tran Type Ref# Anticipated In Actual In Anticipated Out Actual Qut
Out XIN 0001815426 08/17/2014 Original 1 0.00 0.00 0.00 12.174.89
In XIN 0001819264 08/21/2014 Original 1 0.00 530.000.00 0.00 0.00
Tortal Transfers With: 2015/ 1000 / G1010000 / G100009 0.00 530,000.00 0.00 12,174.89
Total Transfers Out and In For: 2015 /1000 / G1010000 / G100001 0.00 1,474,232.00 0.00 12,174.89

4. View and print the report as you would normally. Close the window when you are finished.

Option 2: Navigate to the Administration tab of the Report Manager.

1. From the Process List page, click on the Go Back to Approp Transfer Detail Report link at the bottom

of the page.
Fa\'ovrites Main vMenu B Comm'rtme'nt Control Budget'Reports = Approp Transfer Detail Report > Process Monitor
) Server List
User ID|00637298 &} Type + Last - 1 Days - Refresh
Server - Name Q Instance| 13994812 to
Run Status A Distribution Status b Save On Refresh
B Kl 13
Process _ Distribution .
=elect Instance =£0. Frocess lype Run Datellime Run status Details
Select Instance Seq. Process Type Name User Run DateiTime Run Status Status Details
139845812 Application Engine M_KKO003 00637298 05/04/2015 4:.01:42PM CDT Success Posted Details
Go back to Approp Transfer Detail Report

2. Atthe Appropriation Transfer Detail Report page, click on the Report Manager link at the top of the page.
3. Click on the Administration tab.
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List

Favorites :
= :

Main Menu > Cormitment Control > Budget Reports :  Manager's Financial Report  :  Report Manager

Administration

Explorer

Archives

View Reports For

User ID: Type: « Last - 2 Days - Refreshi
Status: ~ Folder: - Instance: | 13095130 to: | 13995130
Personalize | Find | Viev A1 | B
Report Prcs I Request :
Select n _Instance Description DateTime Format Status Details
: 05/06/2015  Acrobat )
12720319 13995130 Approp Transfer Detail Report 356-32PM (= pd) Posted |Details

4. Click on the Approp Transfer Detail Report link for the report that you ran. The PDF of the report
displays in a new window.

5. View and print the report as you would normally. Close the window when you are finished. A description
of the report is provided in the Overview section of this topic.

Run DateTime: 5/4/2015 2:48 PM
ATLLOTMENTS WITHIN APPROPRIATION REPORT Source Report # KK001
As of Date: 03/04/2015
Selection Criteria: Budget Period - 2015, Fund - 1000 to 9999, Agency - G10. AppropID - G100011 to G100011
AGENCY: G10 Mn Management & Budget
Budget Period: 2015 Fund: 2000 DeptID (1010000 AppropID:  G100011
Restrict Misc Special Revenue Minnesota Management & Budget Combined Charities Admin
AppropID Short Descr Approp Type Bud Auth Opt Legal Citation Bud Program Bud Activity Budget Status
CC Adm 04 E MS 434502 1001 100107 Open
Appropriations Receipts Roll Forward Transfers

Original 0 Original Estimate 64.100 Roll Forward In 7.428 Anticipated In 0

Current ] Current Estimate 64,100 Roll Forward Out 0 Actual In 0

Cancel 1] Collected 60,032 Anticipated Out 0

Reduction ] WVariance Est-Col 4061 Actual Out 0

Other Classes 1] Dedicated Cap 0

Allotment-Free 0 Budgeted Remaining

Uncommitted 10,975 Budget/Encumbrance Authority 71528 12.475

Unexpended 8.047 Spending Authority 67.467 8.047

Transfer Authority 67,467 8,047
ATLLOTMENT BALANCES
Account Pre- Encumbered/
Allotment DeptID and Descr Group Budget Encumbered Commitred Expended Unobligated Unexpended
(1027100-Combined Charities Admin PAYRIL 1,500 0 1,500 0 0 1.500
1027100-Combined Charities Admin NONPAY 10,028 1] 533 1.074 8.422 8.955
1027110-Combined Charifies Donations NONPAY 60.000 1] 0 57.447 2.553 2.553
71,528 0 2,033 58.521 10,975 13.007

Totals by Account Group
Payroll Allotments PAYRLL 1.500 0 1,500 0 0 1.500
Non-Payroll Allotments NONPAY 70.028 1] 533 58.521 10,975 11.507

You should now be able to:

¢ Run the Allotments w/in Approp Report
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Lesson Summary
After completing this lesson, you should now be able to:

e Use SWIFT Reports to View Budget Data

Course Summary

The Budget Inquiry User Guide has covered the following lessons:

e Viewing Budget Inquiries

e Running Budget Reports
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Key Budget Inquiry Terms

Term

Term Definition

Account

The Account ChartField classifies the nature of a transaction such as
"cash" and "supplies." The values in this field determine whether it is an
asset, liability, equity, revenue or expenditure. All transactions in
SWIFT will have an Account. See "ChartField."

Accounting Date

The accounting date is the date a transaction is recognized versus the
date the transaction actually occurred (although the two dates can be
the same). Accounting date determines the period in the General
Ledger to which the transaction is to be posted. A user can only select
an accounting date that falls within an open period in the ledger to
which s/he is posting.

Accounting Period

The fiscal accounting period is identified by one or two digits beginning
with 1 for July and ending with 12 for June. It is used to provide
reporting on an accrual basis.

Account Type

Account type is a name associated with the different kinds of accounts
used in the SWIFT General Ledger, such as Asset, Liability, Equity,
Revenue and Expense.

Appropriation

The appropriation ID is a 7-character alphanumeric identifier. It
indicates a single appropriation account that controls the total amount
of an agency's expenditures.

Budget Check

Budget checking is the process of validating the transaction against the
budget.

Budget Header Status

This is also referred to as Budget Checking Header Status. Budget-
checking results show if an error occurred, if the transaction failed, if
the budget wasn’t checked or the transaction passed budget checking.

Budget Import

Import Budget Journals for Zero and "State" budget Ledgers.

Budget Period

The Budget Period identifies the period that money is legally authorized
for spending by the legislature. Budget periods start on July 1st and
end on June 30th of each year. For example, Budget Period 2015
refers to the Budget Period from 7/1/2014 to 6/30/2015. Some money
may be available for spending after the Budget Period has ended.

Business Unit

A Business Unit generally represents a legal entity. For the State of
Minnesota, the Business Unit typically corresponds to an agency with
the exception of the General Ledger. The GL business unit is at a
statewide level (i.e., MNOO1).

Chart of Accounts

Chart of Accounts consist of eight Standard ChartFields and six
Project/Grant ChartFields. When combined the ChartFields define
specific transactions. End-users must be familiar with the ChartFields
and their definitions for use in procurement, budgeting, month-end
reporting and labor cost distribution. These ChartFields are required to
define the appropriate funding source.
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Term Term Definition

ChartField Combination Also called Combo Edit, this process of editing journal lines for valid
Edit ChartField combinations is based on user-defined rules.

Chart String Combining a series of ChartFields creates a Chart String. A Chart

String is used to define, identify, categorize and sort a transaction.

Child A child is a node on a tree linked to another, higher-level node (referred
to as the parent). A node can be a child and a parent at the same time
depending on its location within the tree. See “Tree.” This allows
SWIFT to create summary information from detailed data.

Drilldown The act of moving from general to specific data is to drill down. By
drilling down, users can examine the data underlying any summarized
form of information.

Fin Dept ID Fin Dept ID (financial department identifier) represents the
organizational function to which expenditures and other activities must
be applied. The department structure should represent the
organizational structure of an agency or department. Combined with
other ChartField values, Department IDs form the basis for department
budgets that track revenues and expenditures.

Fund Fund is an independent fiscal and accounting entity with a self-
balancing group of accounts, recording cash and/or other resources
together with all related liabilities, obligations, reserves and equities.
They are split out for the purpose of carrying on specific activities or
attaining certain objectives in accordance with special regulations,
restrictions or limitations. See "ChartField."

Ledger A ledger is a set of posted balances that represent a set of books for a
business unit. SWIFT’s General Ledger supports detail, multiple and
summary ledgers.

Ledger Group In SWIFT General Ledger, this is a group of ledgers consisting of one
primary ledger and any number of secondary ledgers.

Parent Parent is a tree node linked to lower-level nodes or details that roll up
into it. See “Tree.” This allows SWIFT to create summary information
from detailed data.

Run Control ID A process run control enables users to predefine parameters that are
later used to a given process request. Using the same run control ID
allows a user to pull in the values used to run the last instance and
apply them to a new instance.

Source Type Source Type is a Project Costing ChartField representing a category of
costs or revenue in the GM and PC modules.

SpeedChart SpeedChart keys can be defined with multiple accounting distributions
and are used during data entry instead of the individual ChartField
combinations.
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Term Term Definition

SpeedType A SpeedType is a key that represents a combination of ChartField
values. SpeedTypes simplify the entry of ChartFields and are available
on General Ledger entries and miscellaneous cash receipts when the
same set is commonly used together.

Tree A tree is the organizing structure within SWIFT systems that displays
the relationship between all accounting units (e.g. divisions, projects,
reporting groups, account numbers) and determines roll-up hierarchies.
This allows SWIFT to create summary information from detailed data.

Workflow Workflow refers to the way in which work flows through the multiple
steps of business processes. For example, when a vendor invoice is
entered into the system, the invoice will go through an approval and
payment process where someone else reviews and approves the
invoice, and another person submits payment to the vendor. This
workflow process includes notifying the different people involved via
email or worklist updates that they are required to take the next step in
a process.
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