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This Guide covers the steps to add a budget to a new non-grant project. A non-grant project is one in
which the project and activities are funded by the agency and not by a sponsor. All you need to do with
the project is perform cost collection. No billing mechanism for reimbursement exists because there is no

sponsor. In most cases, you will need to add a project budget to the new project.

Steps to add a project budget

e Create a new Budget Plan
e Add Budget Details for each activity

e Finalize new budget

Create a New Budget Plan

Navigation: Project Costing, Budgeting, Budget Plan

Financial Management System

Favgrites | Main Menu > Project Costing > Budgeting > Budget Plan

Budget Plan
Find an Existing Value [

Business Unit: 41201 @,

Project: [H122220108

Add

Find an Existing Value | Add a New Value

The project budget begins with a budget plan, which establishes the high-level settings for the budget.
After creating the budget plan, you enter the details of the budget by activity. Later, you return to the
Budget Plan page to finalize the project budget.
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Click the “Add a New Value” tab to create a new budget plan. Enter your Project ID and click the Add

button.

Note: You can also use this page to search for and edit existing budget plans.

Financial Management Systi

Favgrites | Main Menu > Project Costing > Budgeting > Budget Plan

Home | Print | Workist | MultiChannel Console | Add to Favorites | Sign out

{7 New Window (Z)Help [ Customize Fage [ hitp

Budget Plan

Project:
Processing Status:

H122220108
Active

Description:  HOP SPSR SLP

Pracess Monitar

Customize | Fing | view 4 | E

Calendar Commitment Control Finalize

i o Total Distributed ; = ;

: Plan 1D Description A tatus Bu ‘Currency Budget Type ‘Analysis Type .

1 ||SLP Project Active v 0.00 |USD @, || CostBudget > |EIUD @ Fé, 2} ESIE)
Save as Template

B

Mify

Complete the budget plan general information tab:

&% Refresh |E4 Add | 7] Update/Display

[ ]
in this example. The other fields should be left as they default.
e Click the Save button (B).
e Click the Budget Details icon (C) to enter detailed budget information by activity.

Financial Management Syst

Favgites © Main Menu » Project Costing > Budgeting > Budget Plan

print | Workiist | MultiChannel Console | Addto Favorites |  Sign out

0 New Window (2 Help  [& Customize Page [ hitp

Budget Detail

Project: H122220108 Description: HOP SPSR SLP

Plan ID: 1 Description: SLP Project

Currency Code: usD Charging Level Detail

Calendar ID: AL Humber of Periods: 1

Analysis Type: BUD

+ Budget eligible for finalization

& Budget not eligible for finalization

~ Distribute Budget  pistributed Budget: [Add TorsubtractFrom v Expand: [ All Subtasks v Filter Budget Item: [ & seamen

Project Budget Details X

TSR Project Detail || General Ledger Detail | Commitment Control Detail
- Budget . Budget Distributed Und]
Status  WBSID  Activity NHame/Budget ltem Sl Spread Option Percent et Budget Target Budget Adi
L4 B sip Project Selem Spread v o000 0.00 000
0.00 0.00 0.00

Speech, Lang, Path

Distribute Budget Copy From Another Plan
Go To: Budget Plan Budoet Items Budaetvs. Actual Proiect Activities Process Wonitor

Return to Budget Plan

e

«» Refresh ]

|Z] save | |Gt ReturntoSearch | =] Notify |

2|Page-Quick Reference Guide

Enter the Description (A). This can be the same as the project description, or different, as shown



SWIFTHS

Statewide Integrated Financial Tools

The budget detail page shows the overall budget for the project, broken out by activity. This project only
has one activity, so the activity budget is the overall budget. At this point, there is no budget detail
because you haven't added any yet.

Click the Adjust Budget Items icon to enter the detailed amounts for the activity.

Home | Print | Worklist | MuttiChannel Console | Add to Faj

Favqites : Main Menu » Project Costing » Budgeting > Budget Plan

7 New Window Q) Help JCLlstamiz

Project Budget Items

Adjust Budget Items

Activity: 3205 Description: Speech, Lang, Path
Budget Adjustment 0.00 Currency Code: uso

Distributed Budget 0.00

Target Budget 0.00

Undistributed Adjustment 0.00

Distribute Budget

Spread Option: Adjust by Amaount | Distributed Budget Add To/Subtract From

First 5 40f1 L Last

R Project Detail General Ledger Detail

——————————————— "
e Commitment Control Deail F=H

2 3 : Undistributed

Project Budget ltem eq# Perfntage Budget Adjustment tributed Budget  Target Budget Adjustment

e —_—

[aLL @, 1 [ 250000 0.00 0.00 #
B

Distribute Budget

OK | Cancel | @

e Select a Spread Option using the drop-down list (A). You will generally use “Adjust by Amount.”
This allows you to enter specific amounts for each budget item you select for this activity. The
Budget Adjustment field is locked until you select a spread option.

e Enter the Project Budget Item (B). Each agency may have a different set of options for this field.
Some agencies simply enter the entire amount using the budget item “ALL,” as shown in this
example. Other agencies may split the budgeted amounts between salary and non-salary
activities. In other cases, agencies may budget to an even greater detail, using specific budget
items within each activity.

e Enter the budget adjustment (C), i.e. the amount budgeted for that item.

e If you are not using “ALL” as the budget item and need to enter more rows, click the “Add Row”
icon and enter the additional budget amounts (D).

e Next, click the General Ledger Detail tab (E).
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Financial Management System

Favgyites | Main Menu > Project Costing > Budgeting > Budget Plan

Home | Print | Workist | MutiChannel Console | Add to Favorites
& New Window @He\p [,/Cusmmv.ePag

Project Budget Items

Adjust Budget Items

Activity: 3805 Description: Speech, Lang, Path
Budget Adjustment 0.00 Currency Code: uso
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Distribute Budget Spread Option: Distributed Budget Add To/Subtract From
ST ——

Customize | Find | B st B8 4 or 1 3 Lost
e

Budget flems || Project Detal | @eliT

GL Sub
Fund Financial Statewide Agency Cost1  Agency Cost2
Project Budget Item seq# |Business  Account Code DepartmentID | Cost (Prog] Account (cF1) (cF2)
Unit (Class)
ALL @, a|[mMnoo1 @ 43000 @, [3000 |@ [H1234000 @ @, @ @, @,
< ] >

| Distribute Budget |

oK Cancsl |

Use the General Ledger Detail tab to record the ChartField values (A) for the specific budget item. Use
values consistent with grants budgets. In some cases, your agency may not require ChartField values to
be entered. Check to confirm. For the example used in this Guide, the values shown are representative,

and may not match the values used for your project.

Click the OK button (B). You will see the warning message shown below because you are technically
adjusting a budget of $0 and increasing by the amount you entered. The message is to confirm the
budget adjustment is correct.

kew Budget Adjustment of 250000 does not match the original Budget
Adjustment of 0.

Yes ' Ma

Click the Yes button. You will return to the budget detail page.
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Financial Management Syst

Favgites - Main Menu > Project Costing > Budgeting » Budget Plan

| Workist | MuliChannel Console | AddtoFavorites |  Sign out

& New Window (Z)Help [& Customize Page T hitp

Budget Detail

Project: H122220108B Description: HOP SPSR SLP
Plan ID: 1 Description: SLP Project
Currency Code: usD Charging Level Detail
Calendar ID: AL Number of Periods: 1

Analysis Type: BUD

+ Budaet eligible for finalization
& Budget not eligible for finalization

Distribute Budget | pistributed Budget: |Add TofSubtract From V‘ Expand: ‘AH Subtasks v ‘ Filter Budget ltem: @, Search
Project Budget Details
Project Detail || General Ledger Detail || Commitment Control Detail
4 . Budget Budget Distributed und
Status BSID Activity NameiBudget item eme  SPread option Percent  ctment Budget Target Budget Adi

iy = sLP Project Select Spread v 250,000.00 0.00 250,000.00
1 [ speech, Lang, Path 250,000.00 0.00 250,000.00

M All Costs 250,000.00 0.00 250,000.00

Distribute Budget | ‘Copy From Another Plan

Go To: Budget Plan Budaet ltems Budaetvs Actual Eroject Activities Process Monitor

Return to Budget Plan

|E] save | |[2h ReturntoSearch | =] wotify | [ Refresh |

In the Status column (A), the yellow triangles indicate the budget, as it is currently saved, is not eligible

for finalization. Click the horizontal scrollbar (B) to scroll the screen to the right.

Financial Management Systi

Favwltes? Main Menu > Project Costing > Budgeting > Budget Plan
ENewWindow (Z)Help [ Customize Page [E http

| Print | Workist | MuliChannel Console | Add to Favorites

HOP SPSR SLP
SLP Project
Detail

1

]Expand: All Subtasks | Filter Budget item: @, | Search

Budget Distributed Undistributed
Adjustment Budget e B Adjustment

Spread v 250,000.00 0.00 250,000.00 250,000.00 a ®
Spread v 250,000.00 0.00 250,000.00 250,000.00
250,000.00 000 250,000.00 250,000 u

Option Percent Even Spread Other ALL

Project Activities Process Monitor

& Include History

Click the Even Spread button to fully distribute the budget amount. The budget amount should move
from the “Undistributed Adjustment” column to “Distributed Budget,” as shown in the next screenshot.
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Financial Management Sys

Favgrites . Main Menu > Project Costing > Budgeting » Budget Pln
@Neww’mduw @Help I:,-)Cuslumlze Page

tiChannel Console

HOP SPSR SLP
SLP Project
Detail

4

| ¥ Expand: | AllSubtasks || Filter Budget Item:

Customize | Fing | 3 1 K0 g 3673 13 [ast

2 )
Budget Distributed Undistributed
Option Percent |, iictment = Target Budget P Even Spread Other ALL

Spread - 0.00 250,000.00 250,000.00 0.00 a ®
D]

Spread w 0.00 250,000.00 250,000.00 0.00 a
= : B

000 250,000.00 250,000.00 0.00 Other @ 250,000.00

Project Adtivities Process Monitor

Include Histary |

Click to scroll back to the left.

Financial Management Syst e

Favgrites = Main Menu > Project Costing > Budgeting > Budget Pln
d NewWindow (Z)Help [ Customize Page 3 hitp

Budget Detail

Project: H122220108 Description: HOP SPSR SLP
Plan ID: 1 Description: SLP Project
Currency Code: UsD Charging Level Detail

Calendar ID: AL Number of Periods: 1

Analysis Type: BUD

+ Budget eligible for finalization
M Budget not eligible for finalization

Distribute Budget }Dislnmned Budget: Add ToiSubtract From | Expand: |All Subtasks + | Filter Budget Item: Q Bearch

Project Budget Details

Project Detail || General Ledger Detail || Commitment Control Detail |
v Budget B Distributed Une
Status BSID Activity Name/Budget ltem teme  SPread Option Percent @ tment = Target Budget e

Hsip Project Select Spread v 0.00 250,000.00 250,000.00
1 B Speech, Lang, Path Select Spread v 0.00 250,000.00 250,000.00

0.00 250,000.00 250,000.00

All Costs

Distribute Budget L. B Copy From Another Plan

Go To: Budaget Plan Budaget ltems Budaetvs. Actual Project Activities Process Monitor

Return to Budaet Plan

5] save | '§‘Return|DSearch. =] Notify | [£3 Refresh

¢ Notice that the “Status” now shows green check marks (A), indicating the budget is eligible for

finalization.
e Click the Save button (B).
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e Click the “Return to Budget Plan” link or the “Go To: Budget Plan” link; they both go to the same
place (C).

Financial Management Syste

Favguites | Main Menu > Project Costing > Budgeting > Budget Plan

Home | Print | Workist | MultiChannel Console | Add to Favorites |

1 New Window  (Z)Help  [& Customize Page |

Budget Plan
Project: H122220108 Descrption:  HOP SPSR SLP
Processing Status: Active Process Monitor
Bt e ® i -
Calendar | Commitment Contrdl | Finalize (A}
: Total Distributed
|Plan 1D Description Status Budget | urrency Budget Type Analysis Type
1 iSLP Project Active 5 250,000.00 YsD |Cost Budget BUD B L3 (=

Save as Template

Return to Budaget Detail

|I5] save | |5t Returnto Search | [Z] Motify | |3 Refresh [Eead| | Undsiznizp

On the Budget Plan page, General Information tab, the “Total Distributed Budget” column (A) now reflects
the amount you entered. The last step is to finalize the budget. Click the “Finalize” tab (B).

Financial Management Syste

Favgrites . Main Menu > Project Costing > Budgeting > Budget Plan

Home | Print | Workist | MultiChannel Conzole | Add to Favorites |

f

EMew Window (2 Help  [& Customize Page f

Budget Plan
Project: H122220108 Description:  HOP SPSR SLP

Processing Status: Active Process Monitor

B E "'e}‘ m ]‘J— BWP“" -L

| General Calendar Commitment Control
Total Distributed

|Plan 1D Description *Status Finalized Amount Last Finalized
Budget

1||SLP Project Active bee 250,000.00 0.00 Finalize | | [=

Save as Template

Return to Budaet Detail

|[F] save | [h ReturntoSearch | |7 Motify |&3 Refresh Eepdd | Bl Lndetebizg

Click the Finalize button. This initiates the budget finalization process, which creates a commitment
control budget based on the project budget details you entered. You can follow the budget finalization
process by clicking the “Process Monitor” link to access the Process monitor page. The steps to follow the

budget finalization process are not shown in this Guide.
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Financial Management Syster

Favgrites | Main Menu » Project Costing > Budg_eting » Budget Piém

Home | Print | Workist | MuttiChannel Console |  Addto Favorites |

I New Window (Z)Help & Customize Page |

Budget Plan
Project: H122220108 Description: HOP SPSR SLP

Processing Status: Active Process M

General || Calendar || Commitment Control

PlaniD  Description *Status o R st Randnimat T st F waaiised
Budget
i : : I T — =
1/{SLP Project Active VI 250,000.00 250,000.00 05/3112 2:59PM Einalize; ﬂ .:‘
Save as Template
|[5] save | [Gh RetmntoSearch | *- revois e o) Mextinlist| =] Motify | &% Refresh. Eladd| [ lindeicines

After the budget finalization process has completed successfully, return to the Budget Plan page, Finalize
tab to confirm. Notice that the “Finalized Amount” now equals the “Budgeted Amount,” the “Last Finalized”
field shows the date and time the process was run, and the Finalize button is disabled because there is
no budget amount remaining to be finalized. Future budget updates will require you to run the budget

finalization process again.
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