TeamBudget

www.multco.us/budget/teambudget

Validating Positions
Training Handout
Version 1.1

Multnomah County Budget Office ¢503.988.3312 ewww.multco.us/budget/teambudget A"’é‘gﬁg‘fg’ah




Amultnomah

s County

TeamBudget — Validating Positions

TRAINING HANDOUT

Position Under/Over AllOCation ...........eeeeveeeeeeeieiiieiieeeieeeeeeeeeeeeeeeeeeeeeeeeeen.

Position Allocations by Program Offer for Excel — Current State ............

G:\BUDGET\Team Budget\Training Curriculum and Materials\Handouts\Validating Positions-Version 1.1.docx



A Multnomah
s County

TeamBudget — Validating Positions

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.”

Position Reports only show costs that are generated by TeamBudget. If
you have manually added costs for a position, you will not see the costs in
the reports below (instead, use Exp/Rev Detail for Excel — Current State).

Position List — Use this report to verify that position information is correct
and all positions to be included in the budget have been allocated.

Shows every position that is in TeamBudget for the selected parameters, with
information about whether — and where — the position is allocated in the
department’s budget.

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.”

Suaget Year: | 2013 1 Fogitian Type: [EXisTing, Sxisting - Changs FTE, 20d w T

Department: (1050 - Commissian an Criidran, Far v

1 4 [L afl i 3 mnd | b=t - %

£ multco.us ition Li

Multnomah County, Oregan Position List

1050 - Commission on Children, Families, & Budget Year: 2015

Community

Position Status | Position StartDate |End Date | Position FTE|JCH JCN Description Employee Position Allocations E0000| 60130 60140

Existing CCFCEmMployes Hame 3,685 24,42 3
CCFCEmployee 33,237 11,01§ &

FCEmploy: 274 3 16,110

CCFCEmployee Name 39,674 13,153
CCFCEmployee 33,237 11,590 &

Tip: Export the list to Excel and filter by the Position Allocations
column to see just the non-allocated positions. Remember that any
position not allocated is considered eliminated.

B E F G H 1 ]Jd K L 1] N [s] P Q R s

D
£2 multco.us
Multnomah County, Oregon

Position List
Budget Year: 2015

@ |l ||

T 1050 - Commission on Children, Families, &
8 Community

11 |Position Stat * |Position —|Start Dat ~ |End Dat ~ |Position | * [JCN ¥ [ICN Description ~ |Employee ~ ||Position Allocations |~} 600 * 601~ 601~
12 Existing 790001 7/1/2014 1.00 6063 Project Manager CCFCEmployee Namelb [29016) |Not Allocated 73,686 24,427 19,310
15 750004 7/1/2014 1.00 6001 Office Assistant 2 CCFCEmployee Name7 (25007) Not Allocated 38,676 13,153 16,929
20 790009 7/1/2014 1.00 6063 Project Manager CCFCEmployee Namel4 (29014)  |Not Allocated 70,485 23,366 19,086
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e Position Under/Over Allocation — Use this report to verify that all
positions to be included in the budget are 100% allocated (no partial or extra
allocations are allowed).

Shows all positions allocated to program offers, and highlights positions with
allocation over or under 100%.

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.”

Postions Displayed  All Posticns L] Program Offer Stage Departmer: Requested L View Report
Budget Year >!1 Include Department Submit  No 7-:'
Department 1050 - Commussion cn Children Iw
i 44 of1 b bl > od | Next e (3
£ multco.us ; ofOver Allocst]
Multnomah County, Oregon Position Under/Over Allocation Budget Year: 2015
Department: Commission on Children, Program Offer Stage: Department Requested

Families, & Community

Inchude Department Submit: No

Position KN Position  |Program Offer Document CostObject | Allocation %| Allocated FTE
Number FTE Number Number

790003 6000-Office Assistant 1 1.00 Position Total: 100 % 1.00
@ 790007 9336-Finance Manager 0.80 Position Total: 100 % 0.80)
& 750008 6001-Office Assistant 2 1.00 Position Total: 100 % 1.001
@0012 6029-Finance Specialist 1 1.00f Position Total: 200 % 2.00
@7900T~._ |6260-Cook 1.00 Position Total| 100 % 100

FRZNOES \w"muom 1.00| Position Total: 50 % 0.50)
Coon or

3. Click on the plus sign in rows highlighted in grey to see details regarding
under- or over-allocation of positions. In the example below, the expanded
details indicate that position 790012 was allocated 100% in program offer
10500 and 100% in program offer 10505.

E790012 6029-Finance Specialist 1 1.00|10500-15 10500-15 190001 100 % 1.00|
10505-15 10505-15 STRAINING.222 100 % 1.00|
Position Total: 200 % 2.00|

Note: you can also run this report with the parameter
“Under/Over Allocated Positions Only.”

Positions Displayed | Under/Owver Allocated Positions Only | =
Under/Over Allocated Positions O
Budget Year All Positions Include Department Submit  No =]

=

Program Offer Stage Department Requested ‘j

Department 1050 - Commussion on Children, ii w
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e Position Allocations by Program Offer for Excel — Current State —

Use this report to conduct ad hoc queries related to positions.

Shows positions by cost object, cost element, and fund for each 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.
Budget Year 2015 E' Program Offer Stage Department Requested E'
Department 1050 - Commission on Children,.v. In/Cut of Target Mot Specified, In Target, Out of ™M
Four Digit Fund 1000 - General Fund, 1500 - Sta:v: Include Department Submit | Mo El

Program Offer |10500-15 - Trainer's Demo Prog:V:
2. Adjust the parameters if desired and click “View Report.”

3. Click on the floppy disc icon (2-) and select “Excel” to export the data

N E R
Fi #ML file with report data
F CEW {comma delimited)
E: POF
MHTML (web archive)
5 Excel

4. In the exported Excel file, the first sheet provides summary information

about the report.

A B

—_ 1

2 Position Allocations by Program Offer for Excel - Current State
4 Budget Year: 2015

6 Department(s): All

8 Four Digit Fund(s): All

10 Program Offer(s): All

1 Program Offer Stage: Department Requested

12 In/Out of Target: All

14 Include Department Submit: No

16 11/13/2013 8:40:46 PM

17
K 4 » »| Sheetl Sheet? gl [ m 0 |

5. Click om sheet to see the data. Notice that the row associated
with a position’s base wage cost element will include the allocated FTE.

M N 0 P Q R s T u v w X Y

VWI'F!TI

Position JcN JCN Description Position FTE Employee Four Digit Fund Four Digit Fund Five Digit Fund Five Digit Fund Cost Object Cost Object Cost Element  Cost Element  Total llocated FTE
1 | Number Mame Mame Name
'75‘DDDB 'EDDD Office 1.00 CCFCEmployee '1505 Fed/State '29991 Training TRNGWBS1 Tra'ming'.\< 50000 Permanent 527,974 1.00
Assistant 1l Name0 Fund Example 1 1
(29000)
2
790003 000 Office CCFCEmployee 1505 Fed/State 29991 Training TRNGWBS1  TrainingWBs_ 50130 salary
Assistant 1 Name0 Fund Example 1 1 Related Expns
(29000)
3
F750003 "5000 Office CCFCEmployee 1505 Fed/State 29991 Training TRNGWBS1  TrainingWBs_ 50140 Insurance 516,110
Assistant 1l Name0 Fund Example 1 1 Benefits
(29000}
4 L L L L L L v
W 4 » ¥| Sheetl | Sheet2 %J o m |0
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