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DOCUMENT WORKFLOW — DEPT. REQUESTED PHASE

Requested

Budget

Program Dept. Dept.
Offer Sandbox Requested
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e Promote a Program Offer
1. Open the program offer. Note the current stage.

File Document Budget Reports Tools Help

m 2015 10500-15 - Trainer's Demo Program Offer (2015) - Main

2. Click Document/Promote in the Program Offer Top Menu.

File Document ~Budget  Report

Delete

Lock,

-III-

3. The “Promote Document Stage” screen will appear with the next stage
pre-selected (i.e. Department Requested). Click “OK.”

Promote Document Stage
Promote Document Stage from one Document Stage to another.

Current Document Stage Department Sandbox
Promote to: Department Requested E“
Comments:

p

4. The document is now in the Department Requested stage. Note that
the program offer now shows the updated stage.

File Document Budget Reports Tools Help

E 2015 10500-15 - Trainer's Demo Program Offer (2015) - Main

Note: Program Offers will be locked to most users in the

Department Requested stage (i.e. users can view, but not
change, the program offer; all data and text will appear grey).
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e Demote a Program Offer (generally only available to Business
Managers)

1. Open the program offer. Note the current stage.

2015 10500-15 - Trainer's Demo Program Offer (2015) - Main Document Stac e: Department Requested )

File Dooment Budget Feports
Delete
Lock

e
D te..,
Do

No Promote...

3. The “Demote Document Stage” screen will appear with the previous
stage pre-selected (i.e. Department Sandbox). Click “OK.”

Demote Document Stage

Demote Document Stage from one Document Stage to another.

Current Document Stage Department Requested

Demote to: Department Sandbox E"
Comments:
)

4. The document is now in the Department Sandbox stage. Note that the
program offer now shows the updated stage.

File Document Budget Reports Tools Help

Document ‘ 2015 10500-15 - Trainer's Demo Program Offer (2015) - Main Document Stage . Department Sandbox

General

G:\BUDGET\Team Budget\Training Curriculum and Materials\Handouts\Balancing & Submitting Program Offers-Version 1.1.docx 4



AMultnumah
s County

TeamBudget
Balancing & Submitting Program Offers

e View the Current Stage of All Program Offers

1. From the Home Screen, click on “Documents” in the left menu.

File Tools Bookmar
Home
Report Center

2. The window will change to the Documents Screen.

File  Tools Bookmarks Administration  Help

General Documents

Home

Report Center

3. To pull up all program offers for your department, click “Search” without
typing anything.

4. In the resulting grid, the Document Stage column shows the current
stage for all Program Offers.

H |Budget... Department Document Number |Document Name (PO N...| Document Type Document Stage

[ 2015 1050 - Commizsion on Children 10500-15 Trainer's Demo Program Offe Program Offer [Program Cffer] Department Requested
[ 2015 1050 - Commission on Children 10501-15 Second Trainer Offer - Advar Program Offer [Program Offer] Department Requested
[ 2015 1050 - Commission on Children| 10502-15 Third Trainer Offer Program Offer [Program Offer] Department Requested
[ 2015 1050 - Commission on Children 10503-15 Yet Another Advanced Trainil Program Offer [Program Offer] Department Sandbox
[[1 2015 1050 - Commission on Children 10504-15 Advanced Training Program ¢ Program Offer [Program Cffer] Department Sandbox
[0 2015 1050 - Commission on Children 10505-15 One Last Training Offer Program Offer [Program Offer] Department Sandbox

Reminder: You could also conduct an Advanced Search to look
Jor documents in a particular stage.

Advanced Document Search

Specify detailed criteria for your search.

Results that meet criteria.
|Budget fear E“ |Equals E“ | 2015 E“
|D0cument Stage E“ |Equals E“ | [Program Offer] Department Requested E“
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e Lock a Program Offer

Select users have the ability to lock (and unlock) program offers. This
ability depends on the user’s role in TeamBudget and the document
stage.

1. Open the program offer.

2. Click Document/Lock in the Program Offer Top Menu.

3. Confirm the program offer is locked (i.e. users can view, but not
change, the program offer). Note that a padlock icon appears in the
Top Menu of a locked Program Offer.

Note: a program offer cannot be promoted/demoted if it is
locked.

e Unlock a Program Offer
1. Open the program offer.

2. Click Document/Unlock in the Program Offer Top Menu.

3. Confirm the program offer is unlocked (i.e. users can change the
program offer). Note that there is no longer a padlock icon in the Top
Menu.

File Document Budget Reports Tools Help
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REPORTS
GENERAL REMINDERS:
See the TeamBudget Basics handout for details on how to open a report.

During the Department Requested phase, select “No” for the report
parameter “Include Department Submit.”

e Webtool — Summary of Program Offers — Current State
Shows General and Other Fund expense and FTE totals by program offer.

1. From the Report Center, click “Run Report.” This will open a new screen or
tab with parameters to select and may run the report for a default set of
parameters.

2. Adjust the parameters if desired, including the relevant Program Offer
Stage parameter. For example, if all Program Offers you plan to submit have
been promoted to the Department Requested phase, choose that parameter.

Budget Year 2015 |z| Program Offer Stage Department Requested |Z|

EPETLITIETTL S il T —
artment R ted

gt O 2oy
Dept Edit Proposed
Budaet Office Edit Probosed

Department 1050 - Commission on Children, /s Include Department Submit

Program Offer |10500-15 - Trainer's Demo Progr| s | In/Out of Target "Ivl

3. Click “View Report.”

4. The first page will summarize your chosen parameters.

4 4 1 of22 b P ] Find | Next B« %

Webtool - Summary Of Program Offers - Current State
Budget Year: 2015
Department(s): 1050 - Commission on Children, Families, & Community
Program Offer(s): All
Program Offer Stage: Department Requested
InfOut of Target: All
Include Department Submit: No
Printed: 11/12/2013 5:21:58 PM

5. Click the “next page” arrow to see the list of program offers.

4 42 of2 b bl @ Find | Next b~ %
ﬁm},’lclos,sy%',gcs" Webtool - Summary Of Program Offers - Current State Budget Year: 2015
Department: 1050 - Commission on Children, Families, & Community Program Offer Stage: Department Requested
(Totals for Selected Program Offers) In/Out of Target: All
Include Department Submit: No
Program Offer Number Program Name Program Type General Fund | Other Funds FTE
10500-15 Trainer's Demo Program Offer Existing Operating Program $287,633 $333,000 5.05
10501-15 Second Trainer Offer - Advanced Existing Operating Program $75,000 $225,000 3.00
10502-15 Third Trainer Offer Administration 0 $350,000 3.00
10504-15 |Advanced Training Program Offer Innovative/New Program $146,621 S0 2.00
Department Total $509,254 $908,000 13.05
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e Webtool — Fund Totals by Cost Element Grid — Current State
Shows fund totals by cost element in a grid format.

1. From the Report Center, click “Run Report.” This will open a new screen or
tab with parameters to select and may run the report for a default set of

parameters.

2. Adjust the parameters if desired and click “View Report.”

Budget Year 2015 [=]
Department 1050 - Commission on Childrenrjvj
Five Digit Fund [1000 - General Fund, 10010 - F(|w|

Program Offer |10505-15 - Sample Frogram Off:v:

Program Offer Stage

In/Out of Target

Include Department Submit

Department Requested [~]

Mot Specified, In Target, Out of v

MNa E|

3. The first page will summarize your chosen parameters.

M 4 [ ofz? b Bl @ Find | Next i~
22 mijltco.us Webtool Fund Totals by Cost Element Grid - Current State

Multnomah Younty, Oregon

Budget Year: 2015
Department(s): All
Five Digit Fund(s): All

In/Out of Target: All

Include Department Submit: No
Printed: 11/13/2013 5:59:25 PM

Program Offer(s): 10505-15 - Sample Program Offer
Program Offer Stage: Department Requested

4. Click the “next page” arrow to see a grid with details by cost element and
fund, including total revenue, total expense, and their difference.

4 42 of2 P Pl ]

22 multco.us

Multnomah County, Oregon

Find | Next b e (%

Webtool Fund Totals by Cost Element Grid - Current State
(Totals for Selected Funds and Program Offers)

Department: 1050 - Commission on Children, Families, & Community

Budget Year: 2015

Program Offer Stage: Department Requested
In/Out of Target: All

Include Department Submit: No

Cost Element 1519 - Video {29991 - 29993 - All Funds
Lottery Fund |Training Training
Example 1 Example 3
50170 - IG-OP-Direct Fed $53,000 $53,000
50180 - 1G-OP-Direct St $73,645 $73,645
50195 - IG-OP-Fed Thru Other $65,000 $65,000
50200 - 1G-OP-Other $8,000 $8,000
Revenue Cost Elements Total $73,645 $53,000 $73,000 $199,645
60170 - Professional Svcs $60,000 $60,000
60180 - Printing $5,000 $20,000 $25,000
60200 - Communications $3,000 $3,000 $3,000 $9,000
60230 - Postage $1,000 $1,000
60240 - Supplies $1,000 $50,000 $50,000 $101,000
60260 - Travel & Training $3,645 $3,645
Expenditure Cost Elements Total $73,645 $53,000 $73,000 $199,645
Revenue Lass Expense S0 30 30 S0
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Note: You can use Webtool — Fund Totals by Cost Element Grid —
Current State to see if your budget fits your General Fund target:

1. Choose the Program Offer Stage that contains all offers you plan to submit.

2. For the “In/Out of Target” parameter, choose only “In Target.”

3. In the resulting report, look at the “Expenditure Cost Elements Total” row
for the “1000 — General Fund” column and compare the total to the target
amount provided by the Budget Office. (Certain departments will also need
to look at columns for funds 1519, 10010, and/or 10020.)

Euwdget Yzar 2015 I: Program Off=r Stags De=partmant Reguested |;|
De=parimant 1050 - Commission on Childre] s InfOut =f Targstl In Targst w

Five Digit Funa 1000 - Gereral Fund, 10010 - [ Inciude Dapactmact Submit | Ne [l

Program Offer  |L0500-15 - Trainer's Demo Frow

4 4z of 2 bl » Find | Next [+ %

£ multco.us Webtool Fund Totals by Cost Element Grid - Current State

lultnamah Caunty, Dregon

(Totals for Selected Funds and Program Offers)
Department: 1050 - Commission on Children, Families, & Community
Budget Year: 2015
Program Offer Stage: Department Requested
In/Out of Target: In Target
Include Department Submit: No

Cost Element 1000 - 25551 - 29552 - All Funds
General Fund |Training Training
EBExample 1 EBxample 2
50180 - 15-0P-Direct 5t 225,000 225,000
50190 - 1G-0P-Fed Thru 5t 5333,000
50200 - 1G-0P-Cther 520,000
G0220-Licenzes & Fees $125,000
50280 -Fines & Forfeitures 9 000
Rewenue Cost Elements Total $134,000 5558,000 520,000

&0000 - Permanent 5183,253 5164,685 5327,348
80130 -5=alary Related Expns 555,801 556,709 5112,510
£0140-Inzurance Benefits S4g,808 575,212 $122,020
80170 - Frofezzional Sves 54,000 553,310 557,310
80180 - Printing 5624 5824
60200 - Communications 33,734 55,910 513,704
0220 - Repairs and Maint 51,187 51,187
80230 -Postage 518,500 518,500
50240 -Zupplies 5502,350 57,376 909,72
80260 -Travel & Training 57,200 514,333 521,533
50270 - Local Travel/Mileaze 51,350 52,100 53,450
50340 - Dues & Subscriptions 53,004 52,640 55,644
60350 - Central Indirect 513,850 5500 514,480
60355 - Dept Indirect 527,800 51,000 528,300
80370 - Intl Swc Telephone 55,123 59,123
€0320- Intl Svc Data Proc 535,084 535,064
60410 - Intl Svc Motor Poo 5233 52358
50430 - Intl Svc Bldg Mgmt 515,556 518,556
£0480 - Intl Svc Dist/Postge 59,280 59,280

Expenditure Cost Elements Total|  §1,262,633 5428,135 520,000 51,710,768

Revenue Less Expense| (51,128,633} 129,865 50 [5998,768)
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e Webtool — Program Offer Detail — Current State

Shows fund totals by cost object and cost element for one selected
program offer.

1. From the Report Center, click “Run Report.” This will open up a
dialogue box to use to select the desired program offer.

2. Search for the relevant program offer and click its row to highlight it.

Select Document
Please choose an item for which to run the Report

oo | s -

Budget...  Department Document Number | Document Name (PO ... | Document Type

1050 - Commission on Childr{ 10500-15 Trainer's Demo Program Off Program Offer [Program Offer] Department Req
1050 - Commission on Childr{ 10501-15 Second Trainer Offer - Adva Program Offer [Program Offer] Department Req
1050 - Commission on Childr{ 10502-15 Third Trainer Offer Program Offer [Program Offer] Department Req
1050 - Commission on Chidr| LO503-15 Yet Another Advanced Trair Program Offer [Program Offer] Department Req
1050 - Commission on Chidr 10504-15 Advanced Training Program Program Offer [Program Offer] Department Req
1050 - Commission on Ch\\dr Sample Program Offer Program Offer [Program Offer] Department Red

| Loaded 6 of 6 | & B

— =3 B2

3. Click on “Choose.” This will open a new window or tab with the
parameter “Include Department Submit” and may run the report.

4. Click “View Report.”

Include Department Submit | No [+]
4 4 [ of1 b B @ Find | next B+ %)
A multco.us

Multnomah County, Oregon Webtool - Program Offer Detail - Current State
Budget Year: 2015
Department: 1050 - Commission on Children, Families, & Community
Program: 10505-15 - Sample Program Offer
Program Offer Stage: Department Requested

Include Department Submit: No

Five Digit Fund: 15619 29991 29993 Total
Cost Object: 190005 TRNGWBS3 | 9TRAINING.111 | 9TRAINING.222

60170 Professional Sves $60,000 $0 $0 $0 $60,000
60180 Printing $5.000 $0 $0 $20,000 $25 000
60200 Communications $3,000 $3,000 $3,000 $0 $9,000
60230  |Postage $1,000 $0 $0 $0 $1,000
60240 Supplies $1,000 $50,000 $50,000 $0 $101,000
60260 Travel & Training $3,645 $0 $0 $0 $3,645
Total Expense $73,645 $53,000 $53,000 $20,000 $199,645

50170 IG-OP-Direct Fed $0 $53,000 $0 $0 $53,000
50180 IG-OP-Direct St $73,645 $0 $0 $0 $73,645
50195 IG-OP-Fed Thru Other $0 $0 $45,000 $20,000 $65,000
50200 IG-OP-Other 30 $0 $8,000 $0 $8,000
Total Revenue $73,645 $53,000 $53,000 $20,000 $199,645

Revenue Less Expense $0 $0 $0 $0 $0
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e Exp/Rev Detail for Excel — Current State
Raw data report to allow departments to conduct ad hoc queries.

1. From the Report Center, click “Run Report.” This will open a new screen
or tab with parameters to select and may run the report for a default set of

parameters.
Budget Year 2015 [=] Department 1000 - Nondepartmental - All Ot[V]
Program Offer Stage | Department Sandbox El Include Department Submit | No El
Four Digit Fund 1000 - General Fund, 1500 - Sta[v] In/Out of Target Mot Specified, In Target, Cut of'[v]

2. Adjust the parameters if desired and click “View Report.”

3. Click on the floppy disc icon (=-) and select “Excel” to export the data.

Budget Year 2015 El Department 1050 - Cc
Program Offer Stage | Department Requested E| Include Depargment Submit | No
Four Digit Fund 1000 - General Fund, 1500 - Sta|v| In/Out of Targkt Not Speci
4 4 [ of22 b Bl & Find | Next |, -| (%)
Ex XML ¥ile with report data re
CSW {comma delimited)
Budget Year: 201 e
Department(s): 1 MHTMY (web archive) I
Program Offer St| Excel
Include Departm TIFF file
. . Waord
Four Digit Fund( -

T

4. In the exported Excel file, the “Cover_Sheet” provides summary
information about the report.

A B C

2 Exp/Rev Detail by Program Offer for Excel - Current State
4 Budget Year: 2015

6 Department(s): 1050 - Commission on Children, Families, & Community

B Program Offer Stage: Department Requested

9 Include Department Submit: No

10 Four Digit Fund(s): All

12 In/Out of Target: All

14 11/12/2013 6:11:40 PM

15

16

17

18

19

4 4 » M| cover Sheet Detail ¥J e T—
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5. Click on “Detail” to see the data.

& B D E F G H 1 J K L [
[Cepertmant Joepartmest Offer Program Offer injOut of Ome Time Only Meassra S Bsccill Documest  Documest  Docoment  Domumest  Cost Object
|usmer uams Mame Targst Nombar Mama Type Stage

1
\Cormemiission on | 10000 Traimers Damo In Target 10800-1% Trairers Demo | Program Ofer | Departemert L
Chiilldren, Promram Offier Progran Offier Rqueched
Families, &
z Cormemnity
Koo Commission an | 10800-13 Trairer's Damao In Target 1080018 Trainer's Damo Program Offer | Department  9S0001
Criildren, Prograsmn Offer Program Offier Rsqueshed
Families, &
k] Cormemnity
Koo Commission on | 10300-13 Trairers Damo In Tanget 1030013 Trainers Damo Program Ofer | Department  NS0001
Criildren, Pnoran omer Program omer Rsqueshed
Famiilies, &
q ORIty
Koo Commission on | 10300-13 Trairers Damo In Tanget 1030013 Trainers Damo Program Ofer | Department  NS0001
Crilkdren, Promram Ofer Progran Ofer Rsqueshed
Famities, &
5 ORIty
Koo Commission on | 10300-13 Trairers Damo In Tanget 1030013 Trainers Damo Program Ofer | Department  NS0001
Crilkdren, Promram Ofer Progran Ofer Rsqueshed
Famities, &
B Commenunity L
M 4 » M| Cover_Sheet | Detail -~ %J o m
L3 L3 L
Tip: use a pivot table to see if your Funds balance.
A B c E iP'rvotTabIe Field List -
1 Drop Page Fields Here
Z Choose fields to add to report: [Iﬁ B
3 |Sum of Total Five Digit Fund | =] —
4 |Revenue/Expense | = [1000 29991 29992 Grand Taotal [¥| Five Digit Fund i
5 [Expense 362633 558,000 350,000 1,270,633 [ |Five Digit Fund Name
6 Revenue 75,000 558,000 350,000 983,000 [¥|Revenue/Expense
7 Grand Total | 437,633 1,116,000 700,000 2,253,633 []Cost Element Category
3 [|Cost Element
9 ] Cost Element Name i

10 []vender Number - Mame

1 || Description £

::g [ Allocated FTE B

14 =| | Total -

15

16 Drag fields between areas below:

17 ¥ Report Filter # Column Labels

18 Five Digit Fund =

19

20

21

22

23 1 RowLabels % Values

24 Revenug/Exp... * Sum of Total =

25

26

27

28

29

7] pefer Layout Update
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SUBMITTING PROGRAM OFFERS TO THE BUDGET OFFICE

Perform the following steps for each program offer to be submitted to the
Budget Office. (Only select users have the ability to do this.)

WARNING: once a program offer has been submitted, it cannot
be demoted. Any further changes must be made during the next
budget phase.

1. Open the program offer. Note the current stage.

‘ 2015 10599-15 - Training Program Offer (2015) - Main Document Stag « Department Requested »

2. Click Document/Promote in the Program Offer Top Menu.

File ' Docurnent Budget  Reporb
Delete
Lok,

Ge
Demate. ..

[lu]

3. The “Promote Document Stage” screen will appear with the next stage
pre-selected (i.e. Budget Office Review). Click “OK.”

Promote Document Stage

Promote Document Stage from one Document Stage to another.

Current Document Stage Department Requested

Promote to: Budget Office Review \ E“
Comments: \
|
v

4. The Program Offer is now submitted and no further changes can be
made during this budget phase. Note the updated stage.

Fle Document Budget Reports Tools Help W
‘ 2015 10599-15 - Training Program Offer (2015} - Main Document Stag « Budget Office Review

NOTE: If a department decides not to include a program offer in
its requested budget, there is no need to delete the document —
just don’t promote it to Budget Office Review.
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