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DOCUMENT WORKFLOW

Document Stages

Program Budget - Budget Off.
g?fe,. Office Ef 5 t;:gg Edit Proposed
Review P Proposed

“Snapshots'; capture a point
in time (e.g. Requested)

Document Types

Budget Budget
Adj:stgn‘:ent Office Proposed
Review

Promote

e Using different document types allows us to track dollar and position
changes throughout the budget process.

e To edit narrative or performance measures, go to the Program
Offer Document, which must be in the stage: Dept. Edit Proposed.

0 Department Business Managers will inform the Budget Office of
which program offer documents need to be in Dept. Edit Proposed.

e To change/add dollars or positions, use a Budget Adjustment
Document, which will begin in the stage: Dept. Sandbox.

0 When a Budget Adjustment document has been promoted to Dept.
Submit, you can run reports that will show you the dollars/positions
for a program offer as modified by the budget adjustment.
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VIEW THE CURRENT STAGE OF ALL DOCUMENTS

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

File Tools Bookmar|

Home

Report Center

Documents

2. The window will change to the Documents Screen.

Documents

General

Report Center
L

3. To pull up all documents (e.g. program offers and budget adjustments)
for your department, click “Search” without typing anything.

4. In the resulting grid, the Document Stage column shows the current
stage for the documents.

Document Name (PO Na... |Document Type

2015 1050 - Commission on Children, 110500-15 Trainer's Demo Program Offer |Program Offer [Programner] cudget Office Review
2015 1050 - Cormmission on Children, 110501-15 Second Trainer Offer - Advanc|Program Offer [Program Offer] Budget Office Review
2015 1050 - Commission on Children, 110502-15 Third Trainer Offer Program Offer [Program Offer] Budget Office Review
2015 1050 - Commission on Children, 110503-15 Yet Another Advanced Trainin Program Offer [Program Offer] Budget Office Review
2015 1050 - Commission on Children, 110504-15 Advanced Training Program Of Program Offer [Program Offer] Budget Office Review
2015 1050 - Commission on Children, 110505-15 One Last Offer Program Offer [Program Offer] Budget Office Review
2015 1050 - Commission on Children, | BudAdj-1050-01-15 Add $ to 10500 Budget Adjustment [Budget Adjustment] Department Sandbox
2015 1050 - Commission on Children, 1BudAdj-1050-02-15 Second Budget Adjustment  Budget Adjustment [Budget Adjustment] Department Sandbox
2015 1050 - Commission on Children, 1BudAdj-1050-03-15 Third Budget Adjustment Budget Adjustment [Budget Adjustment] Department Sandbox

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

Advanced Document Search

Spedify detailed criteria for your search

Results that meet criteria.

|Budget Year

v | |Euua\5

v| 2015 v |

| Document Stage

v | |Equa\5

v | ‘ [Program Offer] Dept Edit Proposed v |

G:\BUDGET\Team Budget\Training Curriculum and Materials\Handouts\Chair's Proposed Handout - Version 1.1.docx



Multnomah
County

TeamBudget — Chair’s Proposed Budget
EDIT NARRATIVE OR PERFORMANCE MEASURES

1. Open the program offer.
2. Make edits.
3. Save and close.

For a reminder of how to find/open a program offer, see the TeamBudget
Basics handout; and for how to make edits, see the TeamBudget Narrative &
Performance Measures handout.

Tip: If you cannot edit the words, check the Program Offer
document stage. It must be in “Dept. Edit Proposed.” If it is not in
that stage, contact your Business Manager.

Fle Document Budget Reports Took Help

2015 10500-15 - Trainer's Demo Program Offer (2015) - Main Document Stage: Dept Edit Proposed
General
Documents Program General

Within a Program Offer document, you can see — but not change —
dollars/positions. (Note how all rows are greyed out in example below.)

Fle Document Budget Reports Took Help e

2015 10501-15 - Second Trainer Offer - Advanced (2015) - Main Document Stage: Budget Office Review

General

Documents Annual Budget

Motes

Display Options  Took ~

L Fund D... | Cost Object Cost Element Position T Vendo: .. ‘Dmr.riplion 2015

= Cost Element Type: Revenues

= Position: (none)
General [ E 29991 - Tri TRNGWBS2 - Training\WBS | 50180 - I6-OP-Direct St 223,536
 E 1000 - Gen' 190002 - Training Cost Can 50220 - Licenses & Fees 75,000

< Hide
208,536
= Cost Element Type: Expenses

= Position: (none)

29991 - T TRNGWBSZ - TrainingWBS_ 60170 - Professional Svcs 90130 - TrOnline data access 12,000

Program Offer Details

Program Offer Performance

29991 - Tri TRNGWBS2 - Training\WBS 60170 - Professional Svcs 90222 - Hy Management consultng 5,000
29991 - Tr TRNGWBS2 - TrainingWBS_ 60170 - Professional Sves TBD Regional conference 1,250
29991 - T TRMGWBS2 - TrainingWBS_| 60350 - Central Indirect 5,588
29991 - Tri TRNGWBS2 - TrainingWBS_| 60355 - Dept Indirect 11,177
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OPEN A BUDGET ADJUSTMENT DOCUMENT

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

File Tools Bookmarl

Home
Report Center
¢ In the resulting screen, use the Search function to pull up your Budget
Adjustment documents.
® |Budget ...| Department Document Number Document Name (PO Na... |Document Type Document Stage
I 2015 1050 - Commission on Children, FBudAdj-1050-01-15 Add $ to 10500 Budget Adjustment [Budget Adjustment] Department Sandbox
I 2015 1050 - Commission on Children, fBudAdj-1050-02-15 Second Budget Adjustment  Budget Adjustment [Budget Adjustment] Department Sandbox
I 2015 1050 - Commission on Chidren, fBudAdj-1050-03-15 Third Budget Adjustment Budget Adjustment [Budaget Adjustment] Department Sandbox

e Double-click on the row of the Budget Adjustment document that you want
to edit.

Tip: the Budget Office will create Budget Adjustment documents
for departments, but it is up to the departments to determine
which Budget Adjustment document to use for which program
offer(s).

o Talk to your business manager if you do not see your Budget Adjustment.
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BUDGET ADJUSTMENT — LEFT MENU

File Document Budget Re|

Document

General

Documents
MNotes
Budget Office Adjustment

General
QOperating Changes
Position Changes

General — only the Document Name is editable by Department

Document
General

2015 BudAdj-1050-01-15 - Add $ to 10500 (2V15) - Main Document Stage: Department Sandbox

Documents Document Information

Notes

Document Name (PO Name, Amend Name, etc.) |.-\dd £ to 10500 |
Budget Office Adjustment

Document Number [BudAdi-1050-01-15 |
Budget Department

General

| 1050 - Cornmission on Children, Families, & Community A |

Opersting Changes Document Type | Budget Adjustment v |

Documents — optional tool for internal use only (attach materials such
as spreadsheets, contracts, memos)

Document 2015 BudAdj-1050-01-15 - Add $ to 10500 (2015) - Main Document Stage: Department Sandbo:

General

Documents (1) Document Documents

HNotes
File Choose File |No file chosen

Budget Office Adjustment L
Description || ‘

Budget Add

G |

enera Took =
Operating Changes T File N

Position Changes

Here is a description of my doc Demo Document to Attach to Budget Adjustment.doc

Notes — optional tool for internal use only

Document

2015 BudAdj-1050-01-15 - Add $ to 10500 (2015) - Main Document Stage: Department Sandbox

Documents Document Notes

Notes (1)

Budget Office Adjustment

Budget Please dlick here to add new row...

2014-02-19 01:36 PM teambudget3 Here is how you add 2 note Public

General

Budget Office Adjustment — click in the box called “Budget Office
Adjustment Description” and enter a narrative summary of the changes.

2015 BudAdj-1050-01-15 - Add $ to 10500
General (2015) - Main

Budget Office Adjustment

Document Stage: Department Sandbox

Documents

Notes

Budget Office Adjustment Budget Office Adjustment Description

Enter your summary narrative here ‘
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BUDGET ADJUSTMENT — OPERATING CHANGES GRID

Enter expenditures and revenues in the same way that you did
for a Program Offer document. (For a reminder of how to enter such
data, please see the TeamBudget Expenditures & Revenues handout.)

BEFORE YOU START: Make sure you see a column for “Program Offer
Number.” (See p. 8 of the TeamBudget Expenditures & Revenuest\andout
for details on how to add a column.)

Fle Document Budget Reports Took Help -

2015 BudAdj-1050-01-15 - Add % to 10500 (2015) - Main Document Ltage: Department Sandbox
General
Doty Annual Budget
Notes

v Options Tooks ~
Budget Office Adjustment

Vendo... | Description | Program Offer Number| 1015

——

.F'Iease dick here to add new row...

General

Operating Changes

Examples:
e Change a cost object from TRNGWBS1 to TRNGWBS2

Original Program Offer line:

2015 10500-15 - Trainer's Demo Program Offer (2015) - Main Document Stage: Dept Edit Propose

Annual Budget

Display Options Took
] Fund ...|Cost Object it Vend... | Description Program Offer Nu... (2015

& Cost Element Type: Revenues
. 29991 - "TRMGWEBSL - TrainingWE 50190 - IG-0P-Fed Thru 10500-15 - Trainer's De 338,375
338,375

New Budget Adjustment lines:

2015 BudAdj-1050-01-15 - Add % to 10500 (2015) - Main Document Stage: Department Sandbox

Annual Budget

Display Options Took -
] Fund ...| Cost Object Cost Element Position T Vend... | Description Program Offer Nu... | 2015

& Cost Element Type: Revenues

Remove $ from old cost object [

O™ TRHNGWBS1 - TrainingV 50190 - IG-OP-Fed Thru 10500-15 - Trainer's D (338,373)

TRMGWBS2 - TrainingW 50190 - IG-OP-Fed Thru 10500-15 - Trainer's D 338,375

Add $ to new cost object

TIP: You must enter the Program Offer Number for every row.
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e Change a cost element from 50190 to 50195

Original Program Offer line:

2015 10500-15 - Trainer's Demo Program Offer (2015) - Main Document Stage: Dept Edit Propose

Annual Budget

Display Options  Tools

L Fund ...| Cost Object Cost Element Position Vend... | Description Program Offer Nu... (2015
= Cost Element Type: Revenues
.'_' 29991 - T TRMGWBS1 - TrainingWE 50190 - IG-OP-Fed Thru 10500-15 - Trainer's De 338,375
338,375

New Budget Adjustment lines:

2015 BudAdj-1050-01-15 - Add $ to 10500 (2015) - Main Document Stage: Department Sandbq

Annual Budget

Display Options  Tools
Fund ... | Cost Object Cost Element Position T Vend... | Description Program Offer Nu...| 2015
.Please click here to add new row...

& Cost Element Type: Revenues

Remove $ from old cost element [

LGB ainingy 50190 - 1G-OP-Fed Thr 10500-15 - Trainers D (338,375)

29391 - 1 TRNGVWES] - Trainingy! 50195 - 1G-0P-Fed Thru 10500-15 - Trainer's 0 338,373

Add $ to new cost element

¢ Add Revenues & Expenditures (note: contact your Business
Manager if you are adding an entirely new program offer):

Enter new items via a Budget Adjustment:

Annual Budget

Display Options Took ~
] Fund ... | Cost Object it Vend... | Description Program Offer Nu... | 2015
.PIease click here to add new row...

& Cost Element Type: Revenues
.'_' 25993 - "9TRAINING.111 - Traini 50170 - IG-OP-Direct Fe 10500-15 - Trainer's O~ 500,000

500,000
& Cost Element Type: Expenses

. g 29993 - "9TRAINING.111 - Trainit 60180 - Printing 10500-15 - Trainer's v~ 500,000
(500,000)

Met: [ [ [ [ [
| Loaded 2 of 2 | & BR

Note: Budget Adjustments must be balanced (i.e. the Net should
be blank), unless otherwise directed by the Budget Office.
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e Add General Fund Expenditures and Reduce General Fund
Contingency:

NEW PROCESS! — Departments will include the reduction in
General Fund Contingency in their Budget Adjustments.

Enter new items via a Budget Adjustment:

2015 BudAdj-1050-01-15 - Add $ to 10500 (2015) - Main Document Stage: Department Sandbo

Annual Budget

Display Options  Tools
Fund Descri... ¢ |Cost Object ...| Description | Program Offer Number 2015
.PIease click here to add new row...
= Cost Element Type: Expenses

& Fund Description: 1000 - General Fund
.'_' 1000 - General Fung 190004 - Tm Cost Ce_nter4 60180 - Print_ing IDSDD-E - Trainer's De_mo Program Offar
.'_' 1000 - General Furf 9500001000 - General Fund Rev&FLA 60470 - Contingency 85000-15 - Fund Level Transactions

500,000
(500,000)

e Add Indirect & Internal Service Rates:

Enter new items via a Budget Adjustment:
2015 BudAdj-CCFC-03-15 - Third Budget Adjustment (2015) - Main Document Stage: Department Sand

Annual Budget

Desplry Options  Tooks ~
Cost Hement | Description Program Offer Numbser 5

Please click here to add new row.

= Cost Blament Type: Revenues

E Postion: {none)

20091 - Traa TRNGWBS2 - TranngWWB5 2 50170 - IG-OP-Drect Fed 10500-15 - Tranar's Demd Prngram Offar 100,000
1000 - Geng 9500001000 - Ganeral Fund 50310 - Intl Svc Rermburse 95001-15 - Genarl Fund Revenuas 2.500'
1000 - Gene 190007 - TT9NNg oM Centt BOST0 - Dept Iarect Rev TUD0E-15 - Vet ANOTNEr Agvances Traning Orer LT

3503 - Info 700500 . DCA [T AP Js 0310 . Josl Sue Barphyrea ZB034.15 - hared Opamting Fxgenes L.500
3501 - Flee§ 904150 - DCA MotorPool 50310 - Intl Swc Rembursa 7803915 - Motor Pool 500
111,500
111,500

29991 - Traa TRNGWBS2 - Tranng\WB5_2 60240 - Supphes 10500-15 - Tranar's Derma Program Offer

29991 - Tr TRNGWEBS2 - TrRnng\WBS_2 60350 - Central Indirect 10500-15 - Tramer's Dema Program Offer 2,500
1000 - Geng 9500001000 - General Fund 80470 - Contngency Q500015 - Fund Level Transactians 2,500
29991 - Tras TRNGWEBS2 - Traning\WB5_2 60355 - Dapt Indiract 10500-15 - Trainar's Dema Program D#er 5,000
1000 -~ Gene 190003 - Trining Cost Cente 60100 - Tempomry 10503-15 - Yet Another Advanced Traning Offer 5,000
20091 - Traa TRNGWES2 - TraningWBS_2 60380 - Intl Svc Data Proc 10500-15 - Trainer's Dema Program Offer 3,500

3503 - Info 709599 - DCA IT APP MA 60240 - Supnbac 7B034-15 - IT Shared Operating Expensas 35000
25991 - Tra§ TRNGWBS2 - Trainng\WB5_2 60410 - Intl Swc Motor Pool 10500-15 - Trainer's Demo Program Offer 500
3501 - Flecd 004150 - DCA MotorPool 60240 - Supplies 78030-15 - Motor Pool 500
{111,500}
(111,500)
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BUDGET ADJUSTMENT — POSITION CHANGES GRID

Enter position allocations in the same way that you did for a Program Offer

document. (For a reminder of how to enter such data, please see the
TeamBudget Positions handout.)

BEFORE YOU START: Make sure you see a column for “Program Offer
Number.”

Fle Document Budget Reports Took Help

Document 2015 BudAdj-1050-02-15 - Second Budget Adjustment (2015) - Main Document Stage: Department Sandbox
General

Position Allocation changes

Documents
Motes
Budget Office Adjustment

Position Allocation | Program Offer Number |AY scated FTE

Budget Please click here to add new row...

General

Operating Changes

Position Changes

Examples:
e Change a cost object from 9TRAINING.222 to TRNGWBS3

Original Program Offer line:

2015 10505-15 - One Last Offer (2015) - Main Document Stage: Budget Office Review

Position Allocation changes

OTRAINING.222 - TrainingWB5_8 |1050 - 6001-Office Assistant 2 (790004 ): CCFCEmployee Name7 (29007) 1001

New Budget Adjustment lines:

2015 BudAdj-1050-02-15 - Second Budget Adjustment (2015) - Main Document Stage: Department Sandbqg

Position Allocation changes

Remove position from
old cost object

Allocate position to
new cost object
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e Add a Position:

Allocate new position via a Budget Adjustment:

2015 BudAdj-1050-02-15 - Second Budget Adjustment (2015) - Main Document Stage: Department Sandbox

Position Allocation changes

9TRAINING.222 - TrainingWB5_8 1050 - 9615-Program Manager 1 (790025) 100 10505-15 - One Last Offer 1

Remember: Each budgeted position must have a total allocation
of 100%, even if it is split among cost objects or program offers.

NEW PROCESS! — Departments will include the insurance
revenue and offsetting expenditure for the Risk Fund in their
Budget Adjustments.

2015 BudAdj-1050-02-15 - Second Budget Adjustment (2015) - Main Document Stage: Department Sandbox

Annual Budget

Display Options  Took ~
Program Offer Num... | 2015

= Cost Element Type: Revenues
B Pocition: (nonal
3500 - Risl 705210 - DCM InsMdDnt 50316 - Svc Rmb Med/Der 72020-15 - Central HR Er 18,399
TOO0T - 1 O RANIING. 222 - Tranng s0L/0 - 16-OP-Drect rea TOSU5-15 - ONe Lot Ot T, 557

119,956

119,956

= Cost Element Type: Expenses
& Positinn: fnnnal
3500 - Risl 705210 - DCM InsMdDnt 60330 - Claims Paid 72020-15 - Central HR Er 18,399
(18,399)

= Position: 1050 - 9615-Program Manager 1 (790025)

oono oo T oo oo o
9] 29993 - T 9TRAINING.222 - Training! 60140 - Insurance Benefits 1050 - 9615-Program Manz 10505-15 - One Last Offe 18,399 I
29993 - T/9TRAINING.222 - Training!60130 - Salery Related Exp 1050 - 9615-Program Manz 10505-15 - One Last Orr 20,236

(119 956)

Net:

/
Note: Budget Adjustments must be balanced (i.e. the Net should
be blank), unless otherwise directed by the Budget Office.
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¢ Remove a Position:

Original Program Offer looks like this:

Position Allocation changes

OTRAINING.222 - TrainingWBS5_8 |1050 - 6001-Office Assistant 2 (700004): CCFCEmployee Name? (29007) 100 1

Remove position 790004 via a Budget Adjustment:

Position Allocation changes

9TRAINING.222 - TrainingWBS_8 1050 - 6001-Office Assistant 2 (790004): CCFCE -100 10505-15- One L =i

Remember: When removing a position, you must have a total
allocation of -100%, even if the position is split among cost
objects or program offers.

e Reclassify a Position from JCN 6001 to 6002:

Program Offer Document looks like this:

Position Allocation changes

OTRAINING.222 - TrainingWBS_8 |1050 - 6001-Office Assistant 2 (790004): CCFCEmployee Mame?7 (22007) 100 1

Request change via online form found at multco.us/budget/teambudget.
Budget Office will let you know the old and new position number (the
position number will automatically update in the original program offer).

Unallocate position R1-790004 (with the old JCN) and allocate position
790004 (with the new JCN) via a Budget Adjustment:

2015 BudAdj-1050-02-15 - Second Budget Adjustment (2015) - Main Document Stage: Department Sandbo:

Position Allocation changes

9TRAIMING.222 - TrainingV 1050 - 6001-0ffice Assistant 2 (R1-790004): CCFCEmployee MName7 (29007) -100 10505-15-On -1
9TRAINING.222 - TrainingV 1050 - 6002-0ffice Assistant/Sr (790004 ): CCFCEmployee Name7 (29007-2) 100 10505-15-On 1

Remember: If you are changing a position that had manual
adjustments tied to it, you may need to work in the Operating
Changes grid to make appropriate changes.
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IF YOU DO NOT SEE POSITION CHANGES GRID

Depending on a user’s individual permissions within TeamBudget, there
may come a point after a Budget Adjustment has been promoted when a
glitch in TeamBudget results in the “Position Changes” option disappearing
from the document’s Left Menu.

Budget

General

Operating Changes What you see in early stage(s)
Position Changes

Budget
General What you see in later stage(s)
Operating Changes

This is a known bug that will be fixed with the next application upgrade.
For now, here is a simple workaround to view the Position Changes grid:

1. Click on Operating Changes in the left toolbar. You are now at
the Operating Changes grid.

E— = e = .

M .
[] TeamBudget x 1.7 [ BudAdj-1050-02-15 - Chz/ x

L o C' | [ httpsy//www4.multco.us/TeamBudget/changeRequest_budget.aspx?ID=3998&ScenariolD=3383 =

Fle Document Budget Reports Took Help *~

Document 2015 BudAdj-1050-02-15 - Changes to 10505 (2015) - Main Document Stage: Department Submit

General

Annual Budget

Documents

HNotes
Budget Office Adjustment

Display Options Tools ~

Budget

General

&= Cost Element Type: Revenues

= Position: {(none)
Operating Changes (3} . 3500 - F705210 - DCM InsMd[ 50316 - Svc Rmb Med 72020-15 - Central H 18,399

. 29993 -9TRAINING.222 - Trai 50170 - 1G-OP-Direct 10505-15 - One Last 101,557

110,956

< Hide

2. Go to the url at the top of the page and replace “budget”

with “positions” :
P Delete this
{}
%~ C [3 httpsy//wwwa.multco.us/TeamBudget/change Re‘.—a;\:est_m.aspx.“ID =3998&ScenariolD=3383

Type this instead

Cr C' [ https//wwwi.multco.us/TeamBudget -'c'-wa':geReq;;est_m.asm ?2ID=3998&ScenariolD=3383
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CHEAT SHEET FOR INTERNAL SERVICES, GENERAL FUND
CONTINGENCY, RISK FUND, ETC.

FM Elida PEMCD Elde
Cost
(=) =" FY¥ 2015 Elsmenit/
Fund  Fend  Fumctional | Progres | Intemal WBE | Cormenimant
Ciandir  Cods Al O Ordar  Coaf Candir  Elinvsdin Hsm Miodet
Fund Conbl
15 1000 oo BEIO0 SEN0OCD00 BOETO Reduce avaisbie Genersl Fund Contingency
indirsat
Cufitrad
EE-EN KOO e E030 Indirect Expenditure
15 1000 oo BBI01 SEN0OCD00 s3I0 Indirect rEimburse ment revenie In General Fund
13 1000 oo2o B0 SSD000000 EO4TD COF Contngency expendiurs
Do artmenral
ey WO o e EO3ES Indirert Department Expendtre
NE-XF 1000 AN WY soIm Indirect Dept reimbursement revense in Genersl Fund
KE-XK 1000 AN WX i g O seting Dept expendbure in General Fund
Woblls Correnunloations Managemen
it n g NEHEE EI37T0 Deparimental mobil communications manapement axpendiures
TE-T0 303 TEI2S TO9E:8 SO0 Budgeis receipt of reimibursement
Te-Ta 3503 TEI2S a5 BIZ00 Budgeis pifsatting evpendiues
Tedegomimunleationg
NE-EN NXENE o iz pyn] Deparimenial edacommunication expendiune
TB-T0 3503 oo2a TEI22 TOeE2S EO310 Budgeis receipt of reimibursement
TB-T0 3503 oo2a TEI22 TOeE2S 50200 Budgeis offseiting expendiues
(Data Procescing
EN-EN OO W E03E0 Cepartmentsi data processing axpendhures
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PROMOTING/DEMOTING A BUDGET ADJUSTMENT

e Promote a Budget Adjustment

1. Open the Budget Adjustment. Note the current stage.

Fle Document Budget Reports Took Help

e
Document 2015 BudAdj-1050-02-15 - Second Budget Adjustment (2015) - Main Document St. ne: Department Sandbox

General

2. Click Document/Promote in the Budget Adjustment Top Menu.

File  Document " Budget  Réport

Delete

Lock,

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

Promote Document Stage

Promote Document Stage from one Document Stage to another.

Current Document Stage Department Sandbox

Promote to: Department Submit

Comments:

E

4. The document is now in the Department Submit stage. Note that the
Budget Adjustment now shows the updated stage.

Fle Document Budget Reporis Tools Help

A
Document 2015 BudAdj-1050-02-15 - Second Budget Adjustment (2015) - Main Document S.age: Department Submit ’

General

[ S S -

Note: Users who were able to make changes in the Department
Sandbox Stage of a Budget Adjustment document will also be
able to make changes in the Department Submit stage.
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e Demote a Budget Adjustment (generally available to the same users

who were able to promote the Budget Adjustment)

1. Open the Budget Adjustment. Note the current stage.

Fle Document Budget Reports Tools Help

Document
General

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 Submit

Demote to: Department Sandbox

Comments:

e

4. The document is now in the Department Sandbox stage.

Budget Adjustment now shows the updated stage.

File Document Budget Reports Tools Help

2015 BudAdj-1050-02-15 - Second Budget Adjustment (2015) - Main
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SUBMITTING BUDGET ADJUSTMENTS TO THE BUDGET
OFFICE

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

1. Open the Budget Adjustment. Note the current stage.

Fle Document Budget Reports Took Help

2015 BudAdj-1050-02-15 - Second Budget Adjustment (2015) - Main Document § age: Department Submit [

N e W £ _mr_

2. Click Document/Promote in the Budget Adjustment Top Menu.

File " Document "Budget  Report:
Delete

Lock,
e

Demate. ..

Doy

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 Submit

Promote to: ‘ Budget Office Review

Comments:

4. The Budget Adjustment is now submitted. Note the updated stage.

‘ 2015 10599-15 - Training Program Offer (2015) - Main Document Stag +- Budget Office Review

NOTE: If a department decides not to include a Budget
Adjustment in the Proposed Budget, there is no need to delete
the document — just don’t promote it to Budget Office Review.
Ideally, you should demote it to Department Sandbox before
you run your final balancing checks via reports.
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REPORTS — from within a Budget Adjustment

e Budget Adjustment Detail Report

1. Open the relevant Budget Adjustment document.

2. Click on “Reports” in the top toolbar of the Budget Adjustment.

File Document Budget FReports

3. Select “Budget Adjustment Detail Report” from the dropdown.

File Doament Budget Reports Tools Help

Budget Adjustment Detai Report

UL T

4. The resulting report will have separate page(s) for the Budget
Adjustment description, Operating Grid changes, and Position Grid
changes.

Note: you can also run this report from the Report Center.
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REPORTS — from within a Program Offer

Note: You can see the Program Offer reports with Budget Adjustment
figures included. The reports will only have data when you open them from
within a program offer document; they will not work if you run them from
within other documents.

e Program Offer Report Contextual
o Make sure Budget Adjustment is in the “Department Submit” stage.
1. Open the relevant program offer.

2. Click on “Reports” in the top toolbar.

File Document Budget Reports

3. Select “Program Offer Report Contextual” from dropdown.

Fle Document Budget Reports Took \elp
Budget Adjustmegt Detail Report

Program Offer Report Contextual

webtool Program Offer Detal - Current State

Include Department Submit? Trug' False

5. Select “True” or “False” for “Include Department Submit?”

a. If you want to see how the program offer looks before your Budget
Adjustment is applied, select “False.”

b. If you want to see the program offer as modified by your Budget
Adjustment, select “True.”.

Show In/Out of Target: |Yes v

Include Department Submit? '® True False View Report
6. Click “View Report.”  >

7. Click on the floppy disc icon ([=-) and select “PDF” to see the program offer
as it would appear online or in the printed budget book.
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e Webtool — Program Offer Detail — Current State
o0 Make sure Budget Adjustment is in the “Department Submit” stage.

1. Open the relevant program offer.

2. Click on “Reports” in the top toolbar of the program offer.

File Docurnent  Budget Reports

|

3. Select “Webtool — Program Offer Detail — Current State” from the
dropdown.

Fle Document Budget Reports Took Help
Budget Adjustment Detaid Report

Program Offer Report Contextual

General :
Webtool Program Offer Detai - Current State

P s e

4. Select “Yes” or “No” for “Include Department Submit?”

a. If you want to see how the program offer details look before your
Budget Adjustment is applied, select “No.”

b. If you want to see the details as modified by your Budget
Adjustment, select “Yes.”

Include Department Submit | Yes v | iew Report

c. Click “View Report.” /
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REPORTS — from the Report Center

e Budget Adjustment List
Summary list of all Budget Adjustments for a department by document
stage.

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 Budget
Adjustment Stage parameter.

Busdoat Toar 2018 v Businet Adpustmant SCe ¥ -

Deparimentis 050 - Corremes yepmn o Clakdog ».

w1 i ol =

3. Click “View Report.”

FY 2015 Departmental Budget Adjustments 2 multco.us
Multnomah County, Dregan
Prog. # Program Name Dept(s) GF Change Other Total FTE Adjustment # Adjustment Description
Funds Change Change
Change
|Adjustments
10500 Trainer's Demo Program Offer, Yet Another DCA 7.500 43,438 50,838 {1.00){BudAdj-1050-03 [This is where you type your descriplion. Il should be a summary of the Department
10503 Advaneed Training OMer, IT Shared Operaing  [MOND 15 changes that are being made in the budge! adustment, and may vary in | Submil
78034 Expenses, Molor Pool, Fund Level Transactions  |OVER length depending on whal you're deing in ihe document.
7B038
25000
10501 [Secand Traiver Offer - Advanced HOND 1,000,000 1,000,000 BudAdj-1050-01 |This is & déma budgel aduslment 50 | can show you whal happens ¥ you |Depastianl
-15 ackd $1,000,000 bo an existing program offer. I'd type my scintilating Subemit
iplion of the: adj here.
10500 Trainer's Demo Program Offer HOND 5,000,000 5,000,000 BudAdj-1050-02 |Enter your lexl here. Department
-15 Submil
Grand Total: 7,500 6,043,438 6,050,338 (1.00}|
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e Other Reports — these are reports with which you are already familiar

0 Webtool — Summary of Program Offers — Current State (see
p. 13 of TeamBudget Basics handout)

o0 Webtool — Fund Totals by Cost Element Grid — Current
State (see p. 8 of TeamBudget Balancing & Submitting Program
Offers handout)

0 Exp/Rev Detail for Excel — Current State (see p. 11 of

TeamBudget Balancing & Submitting Program Offers handout)

Position List (see p. 2 of TeamBudget Validating Positions handout)

o Position Allocations by Program Offer — Current State (see p.
14 of TeamBudget Basics handout)

o Position Allocations by Program Offer for Excel (see p. 4 of
TeamBudget Validating Positions handout)

o Position Under/Over Allocation (see p. 3 of TeamBudget
Validating Positions handout)

@)

Remember: 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 above with “Position” in their name.

For all reports listed above — pay attention to report parameters:

Program Offer Stage — your program offers will likely be in several
different stages, so you may need to run a report more than once,
selecting the appropriate stage each time.

Budget Year 2015 T Program Offer Stage Dept Edit Proposed v
Department Sandbox
Department 1050 - Commission on Childre| s Include Department Submit | Department Requested

udet Office Re iaw

Program Offer 10500-15 - Trainer's Demo Pr|» InfOut of Target

Eudget Office Edlt Proposed
Proposed

Include Department Submit — If you want to see the details as
modified by your Budget Adjustment(s), make sure the Budget
Adjustment has been promoted to “Department Submit” and select
“Yes” or “True.”

Program Offer L Edit Proposed v
Inthude Department Submet | Yes v
In/Out of Target Mot Specified, In Target, Out ¢ OR @N‘-I‘I’EH Submit? ® TrueE
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o Contracted Services (see p. 12 of TeamBudget Expenditures &

Revenues handout)

Note: This report shows every row in a document (i.e. program offer
or budget adjustment) that uses a relevant cost element. Don’t forget
to fill out the “Vendor Number — Name” and “Description” column in

your Budget Adjustment.

Frogram Offer| Cost Objeet | Cost Element | Five Digit Fund | Vender Mumber « Name Deseriptian Tetal
10500-1% 190001 &0170 1000 - General Fund |TBD Graphic design 2,000
Trairer's Deme Professicnal
Program Offer Swid
10500-15 - TRNGWESY 60160 - Pass- [ 23991 - Training 5,000,000
Trainar's Dame Trru & Ppm Exampls 1 4
Program Offer Supt
10500-15 - TRNGWEEL - 91 - Teaining F0L2D - Fakg Vendar Mamne | Tradnes comiulting 1010000
Trairers Deme Professionsl  |Example b
Program Offar swes
TRNGIWES] 25391 - Training 50155 - Another Fake Vendor |Employee Testing 20,060
Example 1 Name
TRNGWESL 25991 - Training TED Interpreter servic o 15,000
Example 1
1050 - Comminsion on Childeen, Families, & 5,037,060
Comenunity Total:
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