Budget Transfers and Reports

Budget & Management Services Department

August 21, 2019

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT



Presentation Overview

 Budget Planning & Implementation
* Completing a Budget Revision
 Completing a GL Drilldown Budget Report

* Budget Do’s and Don’ts

* Additional Reference Materials
* Contacts

* Questions

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT



Budget Planning and Implementation
Keys to Success

Download and review your budget on a
monthly basis




Budget Adjustment Revisions
Definition and Considerations

e A Budget Adjustment Revision (BAR) is used to move funding from
one account to another within the limits of PGCPS regulations

e The Debits must equal the Credits on all BARs
e Provide a detailed justification for moving funds

e Example: To realign funds from Office Supplies to Classroom
Teaching to support additional art supplies for the classroom

e If realigning Grant Funds, verify that the transfer is allowable within
the grant rules and that the transfer has been approved by the
granting agency
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Budget Adjustment Revisions

Account String Format

An account string is comprised of 31 digits in nine segments.

Each segment gives important information about the funding source that is being used.

COST
CENTER

FUNDING
SOURCE PROGRAM

' FUND | FUNCTION

(COUNTY-
APPROVED

SUB- FISCAL
OBJECT YEAR

CATEGORY)
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Budget Adjustment
Revisions (BAR)
Step-by-Step Guide




Budget Adjustment Revisions
Step-by-Step Guide

Login to Oracle

Step
#1

In the Navigator section, click on the Responsibility ending with “... PS Budget User”

Under Budget Revisions, click on “Define”

Budget Revisions
2

assaunt and Posit

Notifications
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Budget Adjustment Revisions
Step-by-Step Guide

Step
#2

Click on “Create Request”
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Budget Adjustment Revisions
Step-by-Step Guide

Step Complete the Top Section of the Form
#3 Including a Detailed Justification
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Budget Adjustment Revisions
Step-by-Step Guide

Step

14 Click on the white box under “Account”

Budget Group B Source Type Revision Number
GL Budget Set GL BUDGET SET Transaction Type Balance Type YTD

HR Budget PGCPS HR PC Budget | Requestor MASS WASHINGTON Currency
Justification > Revise by Position

i1

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT

10



Budget Adjustment Revisions
Step-by-Step Guide

Step A new window will appear

#5 Enter the entire Account String

Budget Group P_LAMONT Source Type Regular
GL Budget Set GL BUDGET SET

Account Description

Total Debit Total Credit
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Budget Adjustment Revisions
Step-by-Step Guide

Step Complete the fields for Period,
H6 Increase/Decrease and Amount

5584.0000.557

Account Description SCHOOL OPERATING RESOURCE DEFAULT.TEXTBOOKS AND INSTRUCTION.OTHER GENERAL INSTRUC

Total Debit 500.00 500.00 Funds Check
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Budget Adjustment Revisions
Step-by-Step Guide

Step Add additional lines as Remember: Total Debits
H7 needed and Credits Must Match

Budget Group P_LAMONT Source Type Regular Revision Number 140221
GL Budget Set GL BUDGET SET Transaction Type Revision Balance Type YTD
t Currency

Revise by Position

Mass Entries  Summary Entries

Onginal Current Increase/
Period Budget Budget Decrease

ERATING RESOURCE DEFAULT.TEXTBOOKS AND INSTRUCTION.OTHER GENERAL INSTRUC

500.00 Total Credit 500.00 Revise Projections Funds Check
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Budget Adjustment Revisions
Step-by-Step Guide

Step Click “Submit”
H8 The click “Start Process”
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Budget Adjustment Revisions
Step-by-Step Guide

Step Click “OK”

#9 The revision request is complete
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General Ledger (GL)
Drilldown
Step-by-Step Guide




GL Drilldown Report

Step-by-Step Guide

Login to Oracle

Step
#1

In the Navigator section, click on the Responsibility containing “...Fin Apps...”

Then click on “GL Funds Inquiry”

Personalize
Full List
Sent

Personalize

PGCPS Lamont ES Fin Apps CC Mgr

S.Summary

Copyright (c) 2006, Oracle. All rights reserved. (¥4
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GL Drilldown Report

Step-by-Step Guide

Login to Oracle

In the Navigator section, click on the Responsibility containing “...Fin Apps...”

Then click on “GL Funds Inquiry”

Amount Type Year To Date Extended
Encumbrance Type ALL
Account Level Al

Low
FUND
FUNDING SOURCE
FUNCTION
PROGRAM
PROJECT
SUB-OBJECT
COST CENTER
FISCAL YEAR

oK Cancel Clear Help
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GL Drilldown Report
Step-by-Step Guide

Step Select the Flashlight Icon near the top left
#2 corner of the screen
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GL Drilldown Report

Step-by-Step Guide

Enter the criteria that you would like to base At a minimum, include “Cost Center” and

Ste p your search on “Fiscal Year”

#3 Click “OK”

Amount Type Year To Date Extended

Encumbrance Type ALL
Account Level Al
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GL Drilldown Report

Step-by-Step Guide

Step From the main menu, select “File” then
H4 “Export”

oider Tools Window Help
At Ier- 210 ?
Criteria
Amount Type Year To Date Extended
Encumbrance Type ALL
Account Level All

Funds
Erint Budget Encumbrance Actual Available

Close Form 622.0000.51 5000.00 0.00 3160.76 1839.24"
Egkt Oracle / o 5622.0000.52 107332.00 0.00 83084.10 24237.90

0200.0.202.1511.5622.0000.54 0.00 0.00 16.20 -16.20
0200.0.202.1511.5622.0000.55¢ 12932.00 190.17 12572.25 169.58

0200.0.202.1511.5622.0000.55" 1000.00 0.00 993.80 6.20
0200.0.202.1511.5622.0000.56 0.00 0.00 0.00 0.00
0200.0.203.2051.5631.0000.51 0.00 0.00 352.50 -352.50
0200.0.203.2051.5631.0000.51° 0.00 0.00 2392.92 -2392.82.
Encumbrance Amounts
Commitment Obligation Other
0.00 0.00 0.00
Account Description
SCHOOL OPERATING RESOURCE_DEFAULT.MID-LEVEL ADMINISTRATION.OFFICE OF THE PRINCIPAL.OFFICE OF

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT



GL Drilldown Report
Step-by-Step Guide

Step Select “Open”

#5 If prompted to select an application, choose Microsoft Excel

Selection Criteria
Ledger PRINCE GEORGE'S PL Amount Type Year To Date Extended
Budget PGCPS BUDGET Encumbrance Type ALL
Period JUN-19 Account Level All
v Downloads - Internet
Summary
Account
0200.0.202.1511.5622.0000.51:
0200.0.202.1511.5622.0000.52
0200.0.202.1511.5622.0000.541
0200.0.202.1511.5622.0000.55¢
0200.0.202.1511.5622.0000.55"
0200.0.202.1511.5622.0000.56
0200.0.203.2051.5631.0000.51
0200.0.203.2051.5631.0000.51°
Encumbrance Amounts
Commitment
0.00

View and track your do

fnd_gfm_z 1025110xis Do you want to open or
chana - save this file?

Account Description
SCHOOCL OPERATING RESOURCE.DEFAUL
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GL Drilldown Report

Step-by-Step Guide

Step On the “View” menu in Excel, click on “Macros”
H6 then “View Macros”

H - B = fnd_gfm_21163109 fversion 1) [Autosaved] - Excel

File Home nsert Page Layout Formulas Data Revies l 7 Tell me what you want to do

= (1) View Side by Side
v Formula Bar

v Headings

Funds Avi Funds Avé Funds Avz Funds Avi Funds Available ( USD ): Funds Available
CIOJ.O. ) 301327 0 0 301327
B 0100.0.201 104469 0 104459
§ 0100.0.201 32000 0 32000
b 10100.0.201 950 ) 852.3
b 10100.0.201 500 ) 500
0100.0.201 289 289
B 0100. 250
P 0100.0.201 -220
0100.0.201

o

ol
]

760

50
0100.0.202 500000
0100.0.212
0100.0.212
0100.0.212
0100.0.212
0100.0.212

0
0
0
0
0
0
0
0
0
0
0
0
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GL Drilldown Report
Step-by-Step Guide

Step

47 Select the macro that you would like to run

File Home nsert Page Layout Formulas Data Revew Vie Add-ins Q Tell me what you want to do Signin £ Share

8 C D
ds Avz Funds Avz Funds Avz Funds Available ( USD ): Funds Available
5000 0 316076 1839.24
107332 0 830941 242379 Macro
0 0 16.2 -16.2
12932 190.17 12572.25 169.58
0 993.8
0 0
0 352.5
0 239292 -
0 72405.32
0 1665
0 360.85
0 728.28
0 250919.7 -
0
0
0
0
0
0
06

oW

Macro name

N o W

©

): 34 - Macros i All Open Workbooks
0200.0.20:

0200.0.20:
0200.0.20:
0200.0.20:
0200.0.20:

e _na0o o so-

8895 - Descniption
324
2016
16425.8
1181024

NN kW

o w0 ™

1245 2

fnd_gfm_210251

+
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GL Drilldown Report

Step-by-Step Guide

Select “OK”

Step
#8

Page Layout Formulas Data Review

Prog Description
1511 OFFICE OF THE PRINCIPAL
1511 OFF) PRINCIPAL
1511 OFF) PRINCIPAL
1511 OFF PRINCIPAL
PRINCIDAL
OF THE B M ft
2051 READING
203 2051 READING
203 2051 READING
203 2072 KINDERGARTEN
203 2072 KINDERGARTEN
203 2072 KINDERGARTEN
203 2072 KINDERGARTEN
203 2073 FIRST THRU TWELFTH
203 2073 HRU TWELFTH
203 2073 FIRST THRU TWELFTH
203 2073 FIRST THRU TWELFTH
203 2073 FIRST THRU TWELFTH
203 2073 FIRST THRU TWELFTH

AT AATY FERET TR TS T

fnd_gfm 21025106 +

O S
- NN
LS~ S S~ 1

[
=]
@

F G
Pr ~ Proj Description v
5622 OFFICE OF THE PRINCIPAL
5622 OFFICE OF THE PRINCIPAL
THE PRINCIPAL
5622 OFFICE OF THE PRINCIPAL
S822 OEFICE OF THE PRINCIDAL

« If you want the first row of the selection or list used as labels and not as data, click OK
« If you selected a subset of cells in emror, select a single cell, and try the command again.
«To create column labels, click Cancel, and enter a text label at the top of each column of data
« For information about creating labels that are easy to detect, dick Help.

5584 GENERAL INSTRUCTION
5584 GENERAL INSTRUCTION
5584 GENERAL INSTRUCTION
5584 GENERAL INSTRUCTION
5584 GENERAL INSTRUCTION
5584 GENERAL INSTRUCTION

EEQA COMEDAL IMCTDLACTION

H I
RE ~ RFU Descriptis ~
0000 DE
0000
0000
0000 DEFAULT
0000 DEFALUT

Microsoft Excel cannot determine which row in your list or selection contains column labels, which are required for this command.

0000 DEFAULT

0000 DEFAULT
0000 DEFAULT

DONO. DT ALRT
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Sign in

J K
Sq~ Subobject Description
5129 2ND ASSIGNMENT - SUPPORT
5214 SECRETARIES AND CLERKS
5483 PRINTING IN-HOUSE
5561 OFFICE SUPPLIES
S573 DOSTAGE AND DELIVERY
TRAVEL - PER MILE BASIS
I/RECESS MONITOR
CURRICULAR ADVISORS
| TEAC
|/RECESS MONITOR
[TUTE TEACHER
CURRICULAR ADVISORS
e ROOM TEACHER
5115 HOURLY INSTRUCTIONAL
LUNCH/RECESS MONITOR
SUBSTITUTE TEACHER
7 PGCEA SENIOR TEACHER DIFF
EXTRACURRICULAR ADVISORS
CLASSROOM TEACHER

OTUCH TEACUCD

9. Share
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GL Drilldown Report
Step-by-Step Guide

e The report is complete

=] = fnd_gfm_21025106.xls - Excel ® - 0O %

File Home nsert Page Layout Formulas Data Review View Add-ins @ Tell me what you want to do Signin ] Share

Formula Bar

Page Br -
age Break Gnidlines Headings

Preview

E F G H I J K
Prog Description *|Piv Proj Description * | RE ~ | RFU Descriptis ~ Sc ~ Subobject Description
3 ) )

1511 OFFICE OF THE PRINCIPAL 5622 OFFICE OF THE PRINCIPAL 0000 DEFAULT 5129 2ND ASSIGNMENT - SUPPORT
1511 OFFICE OF THE PRINCIPAL 5622 OFFICE OF THE PRINCIPAL 5214 SECRETARIES AND CLERKS
1511 OFFICE OF THE PRINCIPAL 5622 OFFICE OF THE PRINCIPAL 0000 DEFAULT 5483 PRINTING IN-HOUSE
1511 OFFICE OF THE PRINCIPAL 5622 OFFICE OF THE PRINCIPAL 0000 DEFAULT 5561 OFFICE SUPPLIES
202 1511 OFFICE OF THE PRINCIPAL 5622 OFFICE OF THE PRINCIPAL 0000 DEFAULT 5573 POSTAGE AND DELIVERY
202 1511 OFFICE OF THE PRINCIPAL 5622 OFFICE OF THE PRINCIPAL 0000 DEFAULT 5611 LOCAL TRAVEL - PER MILE BASIS
202 Total
203 2051 READING 5631 READING/ENGLISH/LANGUAGE ARTS 0000 DEFAULT 5116 LUNCH/RECESS MONITOR
203 2051 READING 5631 READING/ENGLISH/LANGUAGE ARTS 0000 AULT 5172 EXTRACURRICULAR ADVISORS
203 2051 READING 5631 READING/ENGLISH/LANGUAGE ARTS 0000 DEFAULT 5234 OTHER TEACHER
203 2072 KINDERGARTEN 5595 KINDERGARTEN 0000 DEFAULT 5116 LUNCH/RECESS MONITOR
203 2072 KINDERGARTEN 5595 KINDERGARTEN 5135 SUBSTITUTE TEACHER
203 2072 KINDERGARTEN 5595 KINDERGARTEN 5172 EXTRACURRICULAR ADVISORS
203 2072 KINDERGARTEN 5595 KINDERGARTEN L 5233 CLASSROOM TEACHER
203 2073 FIRST THRU TWELFTH 5584 GENERAL INSTRUCTION 5115 HOURLY INSTRUCTIONAL
203 2073 FIRST THRU TWELFTH 5584 GENERAL INSTRUCTION L 5116 LUNCH/RECESS MONITOR
203 2073 FIRST THRU TWELFTH 5584 GENERAL INSTRUCTION L 5135 SUBSTITUTE TEACHER
203 2073 FIRST THRU TWELFTH 5584 GENERAL INSTRUCTION 5147 PGCEA SENIOR TEACHER DIFFERENTIA

A AAY AATY FINET TUNLLTWACLETIL EEOA COMEDAL IMETOLACTIOAM £1T0 CMTDACLINOLCLLAD ADALACODE

fnd_gfm_21025106 +

Oo0oo0oO0O0O0000O0OO0O
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Keys to Success

Do’s & Don'ts

Do...

When developing your budget plan, do plan for the
entire year and link the expenditures to the execution
of the master plan goals.

Do prepare budget revisions for the few unplanned
expenditures or unanticipated spending with a
detailed justification in Oracle to realign funds from
one account to another

Do use whole dollars on all revisions

Do uncheck the permanent box on a budget revisions
before saving and use whole dollars only

Do check the balances on a bi-weekly/monthly basis
by completing a “download” of your accounts in
Oracle

Do spend appropriations timely and appropriately on
the goals and objectives for the current school year.

Don't...

Don’t charge items to an account just because you
have money there. BAR funds to the correct account
string

(If the correct account string does not exist in your
budget, contact your Budget Analyst)

Don’t submit a requisition or disbursement authority
if you do not have money in the account

Don’t submit budget revisions frequently and never
submit ones that cross functions

Don’t wait until the end of the school year to spend
funds allocated to you. Appropriations are to benefit
children in the current school year, not the future

Don’t use SBB Funds for Cash or Equivalent Awards



Reference Materials and Contact Information

Reference Materials

* Budget Sources (Including Budget Books): www.pgcps.org/budget

* |T Sources (Oracle-Related Items): https:

Contacts for Additional Information

Darlene Houze Dana Estep
Budget Analyst — Elementary, Middle, K-8, ECC & Reg. Ctrs. Supervising Budget Analyst
darlene.houze@pgcps.org dana.estep@pgcps.org
Eugene Overton Ifeoma Smith
Budget Analyst — High Schools Supervising Budget Analyst
eugene.overton@pgcps.org ifeoma.smith@pgcps.org
Danyelle Washington Michael Herbstman
Budget Analyst — Charter Schools Chief Financial Officer
dany.washington@pgcps.org Michael.Herbstman@pgcps.org
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http://www.pgcps.org/budget/
https://sites.google.com/a/pgcps.org/oracle/?pli=1

Questions and Answers

PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS ¢ FINANCIAL PROFESSIONAL DEVELOPMENT

29



