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LOGIN/ ACCESS RIGHTS

Users will access the Budget & Salary Planning application through the Finance and Operations
(FO) Web Applications Portal Self Service using their Hawk ID and password. If a user’s Hawk
ID is unknown, contact the ITS help desk at 335-6363.
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@ https://login.uiowa.edu/uip/login.page?service=https://hris.uiowa.edu/portal/

P~ & B & X| Buniversity Budget |... |  Employee Self S...

X Google ~|*WSearch - & Share | More »

=3 FMB WEB USER Page & Budgetst Accounting Code Manual The University of Iowa 2| Employee Self Service - Fin... .| Calories in Cottage Cheese,... a Citrix XenApp - L

g T fm Employee Self Service

vy

] Welcome to the Finance and Operations (FO) Web Applications Portal

HawkID Login

HawkID :

This is your single point of access for FO Web Applications including Self Service, Workflow, PCard, GL
DSS, and the HR Data Access Applications. Please sign in using:

1. Your HawkID, and

Password:
2. Your HawkID Password

Links to Common Questions

* Don't know your hawkid?
* Forgot your password?
+ More hawkid information...

IMPORTANT INFORMATION

« Employees using shared computers are advised to click sign out and then exit the browser after
completing their session.

« This is a secure site. Your ID and password are encrypted as they are sent for authorization.

+ Per Session Cookies must not be disabhled on vour browser We store temnorarv data in svstem memorv

Once in Self-Service, the application is found under Administration — Systems.

L-@BOX fodl
Signin A -
>

I https://hris.uiowa.edu/portal/ss06/driver.php?sectionld=3 B\ University Budget |... | I'il Employee Self S...

Google ~ *BSearch -| i Share  More »

FMB WEB USER Page & Budgetst B| Accounting Code Manual | The University of Towa &1 Employee Self Service - Fin... | Calories in Cottage Cheese,... @ Citrix XenApp - Logon

ADMINISTRATION

Data Access L:f
ePersonnel File (Direct Reports
Electronic Financial Reports
AP-PO PeopleSoft
GL Cumulative Compensation DSS
GL Financial Systems Tools
GL General Ledger DSS

HR Inquiry CUSTOMIZING

Appointment History

Current List of Available Categories/Reports
Family Medical Leave Act

Job Classification Review

Online Absence Request Admin

Standard Report Frequency

HR Online Update
Drivers License Maintenance

Accounting Change of Status
BEP Risk Status

Emergency Contact Info

Recommendations Grant DSS Employee Degree Info
Total f:omp.ensatlon Admin HR Queries Employee Immigration Info
Vacation/Sick Report HR Reports Employee Licenses and Certs

Preliminary Vacation/Sick Report Admin HR Transaction Reports

PMO (Property Management)

;- Employee Name/Addr/Phone Info
Employee Time Reporting
Flexible Work Arrangements
Grad Asst Reappointments
Health Care Compliance

System Tools
Z- Administer System Access Systems

Secondary Security

TALX Access Manager

# Budget & Salary Planning
Budget Management (Web Budget;
Capital Project Approvals

Z Performance Appraisals
Sexual Harassment Training Updates
Overpayment Case Management

Budget Officers can request access to the budget application for individual users. The degree of
access can be controlled to the departmental level. Once access is granted, the individual is
considered an active user. At any time a Budget Officer may request an individual be changed to
inactive status. A Budget Officer may also request a change in access level or that an individual
be removed altogether.

Once in the application, a user will only be able to change records within the org and
department(s) to which he/she has access.



MAIN MENU

L
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+ Salary Planning
o Filled Positions
o Unfilled Positions
o General Expense & Revenue
o Working Budget

+ Miscellaneous
o Filters
o Reports
o Export data
o Balance

« Change Password
+ Logout

You have access to the following org/depts: [11/~]

Budget Year: FY - 2014

Budget & Salary Planning

Budget App Home | Filled Positions | Filters | Reports | Logout

Filter: (Mo filter selected) -

The filter selected above (if any) will automatically be applied to any record list or report
that you view. Click here to create a new filter.

Budget News & Messages
Important Links!

e 2013-2014 Salary Guidelines

e 2013-2014 Human Resource Guidelines
e 2013-2014 Fringe Calculator

« Budget App Documentation

This year you can review last year's budget data. Any records fram previous years are
available as read-only.

Budget Year: FY-2014 v | SetYear

Questions about the data or budget process should go to cathv-hagen@uiowa.edu or angela-memullin@uiowa.edu.

Please report any technical problems to AIS Budget & Salary Planning Support.

SALARY PLANNING

This Salary Planning section includes forms to update budget and salary information by:

e Filled Positions
e Unfilled Positions
e General Expense/Revenue

e Working Budget
These will be discussed in detail later

MISCELLANEOUS

The options under miscellaneous include:

Filters
Reports
Export data

Balance
These will be discussed in detail later

CHANGE PASSWORD

This gives users the option of changing their Hawk ID.

LOGOUT



FILLED POSITIONS

ENTERING SALARY DATA

= Budget - Microsoft Internet Explorer = LI

File Edit Wiew Favorites Tools  Help | ,'J.'
0 Back - \_) - d |EL| _|\I | /-‘: Search ";\'/ Favorites @Media 6’-‘; | == ﬁ ﬁ ‘::“

Address Iﬁj http:ffweb-farm3.its.uiowa. edujbudget filed-positions.page ﬂ Ga |Links 24
@ﬂl vlfprﬁ.\‘mw/m j OSearchWeb | é‘.! | E{‘Hadio .r‘: Music <& Games "Sports \Z\}News @Movies 4 HotStuff - $e TY/Celebs

L =
; THE UNIVERSITY Budget & Salary Planning
QF [OWA Budget App Home | Filled Positions | Filters | Reperts | Logout
Record: <<|:“ 1 £|_>| == | of 4 (filtered) ...Adhoc Filter 'I Change
Mame S3M EmplD Cwyner  PCht Cur Epl§  New Epl § % Inc
| | | | 14-2500 & | 57516 | o) [-100.00
Posn Mir Posn Descrigtion Job Cd Pay G Job Desc Grp Hrs CurPoz§ MNewPoz§ % Inc
[ooo4sade] [Professor [Frit | rrof [ 8l [ 2 [ 7950 | o] [-100.00
Working 4 \FK SD“t/ 5 \nt Budget | Salary History | Other Amounts
Mevy Position Salary % Inc: FInc

Reclass/Promo and Other arnounts

| | | Distribute | Set Posn Sal | Click here to distribute

FND» OR DEPT SDEPT GRAMTPG TAC OAC DPACT FN CCTR  Cur Sal Cur Bud New Sal New Bud % Inc  Cd

I~ 050 [14 [z500 [10000 [ooo0o00a [So0z [150 [anooo [ao [a710 [ 7,256 [ 7,056 of o o001 =]

Totals: | 7,856 7,956 [l ol o.00
Add MFK I Delete MFKs | Reload Recordi{s) |5h0w increases/user fields Save Record I

There are multiple ways to enter new salary amounts. Actual salary dollars can be entered in
multiple places or increases can be entered and the new salary will be calculated. Below are
instructions on how to use these various methods.

1. New Position Salary: Salary can be entered here and then allocated to MFKs by
selecting the “Distribute” button. Also, salary can be input here and the “Set the Position
Salary” button selected (see 5.). The Set Position Salary option is used commonly when a
position is owned by one area, but funded across many org-depts.

2. % Inc: Enter the percent of increase (2% enter 2) and select “Distribute”. The increase
will be added to the Current Salary.

3. $Inc: Enter the dollar amount of the increase and select “Distribute”. The increase will
be added to the Current Salary.

4. Distribute: Distributes the dollars in New Position Salary, % Inc, $ Inc, Promo/Reclass,
or Other based on the ratio of the Current Salary (per MFK) to the sum of Current Salary.
It will only distribute across those MFKs to which the user has access.

5. Set Posn Sal (Set Position Salary): This is a two-step process. The use of this button is
optional but highly recommended with a shared position. It sets the New Position Salary
in the top section of the screen before any distribution takes place. This will help
determine what dollar amount each org is responsible for funding. The user must re-enter
the salary again and then select the “Distribute” button. This button is not visible for
General Service staff or for positions that a user does not own.



MASTER FILE KEY (MFK) INFORMATION

a Budget - Microsoft Internet Explorer . = LI
File Edit Wiew Favorites Tools Help | ;','
O Back v () - d |§| ;\I | /.7 ) Search "j‘:.:’ Favarites @Media 6’-‘: | =N ﬁ é% ‘i“
Address I@j hittp: fiweb-Farm3 its.uiowa, eduf/budget filed-positions page?action=ShowFields j Go | Links **
@ﬂl vl T sasnshy ons j oﬁearch Web | é‘: | y_“:‘_Hadln .’g Music <&’ Games uSpnrts Q@News “’3 Movies - HolStuff &e TV/Celebs
L -
; THE UNIVERSITY Budget & Salary Planning
OF lowA Budget App Home | Filled Pasitions | Filters | Reports | Logout
Record: <_“ 1 £|_>| =>| of 4 (filtered) adhoc Filker 'I Change
Mame S5M Emp\IQ wwner  PCrit CurEpl s Mew Epl § % Inc
[ | | [14-2500) & [ s7.516] | o] [-100.00
Posn Mhr Posn Description Job Cd Pay G Joh Desc Grp Hrs CurPos§ Mew Pos § % Inc
|oooasads | [Professor [Frox I rrofl [ 8 [ 2 [ 758 | o) [-100.00
Working Budget MFK Splits | Current Budget | Salary History | ©ther Amounts

Mewy Position Salary % Inc

§Inc - g ere to dispP
| | | Distribute ¢ o
1)1 I [ [ |

FND OR DEPT SDEPT GRANTPG IAC OAC DPACT FN CCTR Cur Sal Cur Bud Mew Sal New Bud % Inc Cd
I [050 [14/[2500 [10000 [00000000 [S002 [160 [oo000 [4a [a710 [ 7,956 [ 7,956 il o oonf1 =]

% Inc Promo Code Other Code {edit splits) DED

[ — S o — | ]
User Fields: | [ [ |
Totals: [ 7,556 7,956 [l of o.oo
Add MFK I Delete MFKs Reload Record(s) |hide increases/user fields Save Record I

1. Current Salary (Cur Sal): At the time of the initial data load, this represents salary
amounts assigned to MFKs according to Human Resource records. It could also include
known 7/1 HR transactions such as standard hour changes. It is recommended that users
do not alter this information; however, the system does not prevent it.

2. Current Budget (Cur Bud): This field is populated with the budget amount assigned in
the New Budget field in the prior year or changed in Budget Management during the year.
It is recommended users do not alter this information; however, the system does not
prevent it.

3. New Salary (New Sal): This is the salary amount the user wants charged to the assigned
MFK and will be supplied to Human Resources at the end of the budget process. This
can be updated by the distribution button or by clicking inside individual cells and
entering information.

4. New Budget (New Bud): This is the dollar amount the user wants loaded to the General
Ledger for the Budget amount. It will automatically default to equal the new salary. The
user may change the amount to reflect an over/under-funded position by clicking in the
cell itself. This field will be used to balance the budget. This amount will also feed to the
Position Management Application (Budget Management) and will be brought back to the
Current Budget field for the next year’s budget process.

5. Budg Stat CD: When users first open the application there will be an “I” in this box
indicating this is the initial load from HR. “F” stands for final. It is recommended that
users put an “F” in the box when they are done working this MFK, especially if positions
are shared. Other definitions are: A for addition, C for change, D for delete, and N for
new.



INCREASES AND USER FIELDS

To see Promotion and Other amounts and their codes, click on “show increases/user fields”
underneath the MFK information. Although these fields are not required, they provide useful
information to Human Resources at the end of the budget process. The application will only
display MFKs to which the user has access rights. These amounts are updated directly in the cell.

1. Promo: Enter the dollar amount of the promotion. This is typically done after the New
Position Salary, % Inc, or $ Inc has already been entered. A code should be assigned to

all promotion amounts.

FND OR DEPT SDEPT GRANTPG [AC OAC DPACT FN CCTR Cur Sal Cur Bud New Sal New Bud % Inc Cd

050 [11 [1230 [0o000 [oooooooo [s002 [ooa [ooooo [10 [oooo [ 80,300 80,300 84,100 84,100 I -

& Inc Fromo Code Other Code (edit splite) DEO

[ 1,300 [ 2,500 D - Faculty - Assistant to Associate Professor, $2500 ||| 0 * N -

|
- Assistant to Associate Professor, $2500 | | Professor |
E - Faculty - Associate to Full Professor, $3500
Totals: | 80,300 80,300 84,100 84,100 4.73

[ Add MFK ] [ Delete MFKs ] [ Reload Record(s) ] hide increases/user fields

2. Other: Enter the amount of other changes to salary. This is typically done after the New
Position Salary, % Inc, or $ Inc has already been entered. A code should be assigned to
all amounts in the “Other” category. If no salary increment was given, users should use
this drop-down menu to add the appropriate reason code.

FND OR DEPT SDEPT GRANTPG IAC OAC DPACT FN CCTR Cur Sal Cur Bud New Sal New Bud % Inc cd
[050[12 [2100 [00000 00000000 [5002 000 [ooooo [10 [oooo [185,000] 0 [195,000 [195,000 | I -
% Inc Fromo Code Other Code (edit splits) DEO
[ 7000 0 ~ [ 3 DUD 4 - SEIU/Faculty - market adjst || N ~

User Fields: | * - Multiple selection
3 - SEIU.:"Fac:uIt - retention
4 - SEIUfFacu - market a
Totals: 185,000 C - Chg in Faculty Admin DLItIES
L - Lv of absence w/o =al

M - Mew employee
[ Add MFK ] [ Delete MFKs ] [ Reload Record(s) ] hide increaszes/user fields R - Phased retirement cord

T - Term. next fizcal yr
U - Term. this fiscal yr
W - Lv of absence with sal
Z - Disciplinary action

nactinne/ennnastinne

3. User Fields: User code fields are optional and can be used at the user’s own discretion.
User 1 will hold up to 50 characters, User 2 & 3 will each hold 10, and User 4 is a
numeric field. User codes will not be given to HR or loaded to the General Ledger, but

will be saved.

FND OR DEFT SDEPT GRANTPG IAC OAC DPACT FN CCTR Cur Sal Cur Bud New Sal New Bud % Inc cd
050 [11 [oooo [ooooo [oooooooo [sooz [ooo [ooooo [10 [oooo [100,000 [100,000 [110,000 [110,000] I
% Inc Promo Code Other Code (edit splits) DEO
3,000 0 - 7,000 3 - SEIU/Faculty - retention -
—— User Fields: | Retention agreement | | Professor |

4. DEO: Indicates if an individual is a Department Executive Officer. O is an Officer and
N is not an officer.



OTHER INFORMATION

Merit (General Services) Positions: Merit salaries have been updated by Human Resources.
Users cannot change the “New Pos $” salary. Users may change, add, or delete MFKs by
entering directly into the MFK line.

cord: <<| <'|| 1 QOI '>| >>| of 1 (filtered) | ...adhoc Filker x| change |
Mame 55N Etmpll> avnier Pt curEplE Mew Epl § % Inc
| | | [15-zza0] [ 1] [ s5.872 [ seree [ 247
Po=n Mbr Paozn Description Job Cd Pay G Job Desc Grp Hrs CurPoz §  Mew Pos § % Inc
|ooooszes| [CLERK III [BEE [ os | cein| [ 1 [ a0 [ ss5872 [ ss,r2z [ 2.7
Working Budget Current Budaget | Salary History | Other Arounts

MNote: You can't distribute funds to this position because:

e This is a Merit position, funds have already been distributed.
You can update individual MFKs, but the Mew Position Salary should not change,

FMD OR DEPT SDEPT GRANTPG IAC OACDPACT FN CCTR Cur Sal Cur Bud Mew Sal Mew Bud % Inc  Cd

I™ [z40 [13 [2z60 [oos00 [ooooooon [s40z [ooo [ooooo [1o [ooon [ 55,672 [ 35,872 s6,722| ae,722| 2271 =]

Totals: | 35,872 35,872 36,722 | 3e,722| =237
Add MFK I Delete MFks Ishgw increases/user fields Save Record |

There may be rounding errors with the New Position salary and the New Salary in the MFK field
when the data is initially loaded from HR. Please adjust the MFK salary to equal the New
Position salary or this position will not balance. (if you believe the new position salary to be
wrong, please contact HR on this)

Pay Basis 9: Information for these individuals are no longer in the application but can be found
on the main screen under the heading “Important Links!” A link has been provided to the HR
report “Complimentary Appointment Report”. Budget Officers may request that users review
this report; however, it is not a requirement of the Budget Office.

Current Budget: These are non-updateable fields and for reference use only. It displays current
MFK’s and salary distribution. If you change the current budget on the Working Budget, you
will always be able to come back to this screen to see the current budget you started with.

Working Budget MFE. Splits | Current Budget | Salary History | Other Amounts

FND OR DEPT SDEPT GRANTPG IAC OAC DPACT FN CCTR Current Sal Current Bud
050 05 0305 11000 50501800 5202 000 00000 50 0000 75,000 75,000

Total 75,000 75,000

Salary History
Salary history comes from previous years’ budget applications and reflects salary as of July 1 of
that fiscal year.

Working Budgst MEE Splits | Current Budaet | Salary History | Other Amounts
Year Sal Amount % Increase
2013 49,959 2.40 %
2012 48,788 2.95 %
2011 47,3590 2.00 %
2010 45,461 0.00 %
2009 45,461 10.70 %



EXAMPLES

ONE POSITION / ONE OWNER / MUTIPLE FUNDING SOURCES

3 Budget - Microsoft Internet Explorer

==
File Edit Wiew Favorites Toaols Help | :f'
@Back - J b \ﬂ @ (_b | /'__) Search \_T::( Favarites eMedia €3| [_:- L__\F B _J ﬁ é% ﬁ
Address I@ it ffweh-Farm3.its. iowa. edufbudget [Flled-positions. pageraction=HideFislds

@ﬂf vl Fupa sasech fove

j Go |L|nks »

j OSearchWeb | 52 | m'ilF!adio ."2 Music <& Games OSports Q}News @Movies 4 HotStuff & TY/Celebs

- =
THE UINIVERSITY .
OF lowA Budget & Salary Planning

Budaet App Horme | Filled Positions | Filters | Reports | Logout
Record: <<| - I 1 qo '>| == | of 1 (filtered) .Adhoc Filter 'I Change

Pame 53N EmplD Cwyner PRt CurEpl§  New Epl § % Inc
| | [ Jos-ozos [ 1] | 57088 | 0| [-100.00
Poszn Mbr Po=n Description Job Cd Pay G Job Desc Grp Hrs Cur Pos § New Pos § % Inc

[o001ae7z2] [administrative Associate [Fazz] [0 [ administral [ 1 [@0 [ 57,085 | o [oo.0o

Working Budget

MFK Splits | Current Budget | Salary History | Other Amounts

Mewy Posttion Salary % Inc 5 I

i . Click here to distribute
I I | Bl | i Faam Sel | Reclass/Promo and Other amounts

FNMD OR DEPT SDEPT GRAMTPG IAC OACDPACT FM CCTR  Cur Sal Cur Bud Mew Sal Mew Bud % Inc Cd

I~ 050 [05 [0305 [a0000 50501800 [5202 [000 [00000 [6a [ooon [ 28,534 [ 28,534 o o oot =]
I~ [450 [05 [0307 [a0733 [o0oo0000 [5z0z [ooo [ooooo [oa [ooon| [ 28,534 [ 28,054 o o oot =]

Totals: [ 57,065 [ 56,565 [l of o.oo

|show increases/user fields Save Record I

Add MFK I Delete MFKs | Reload Record(s)

Salary increases are distributed over the multiple MFK lines based upon the same ratio of
the Current Salary (per MFK) to the sum of Current Salary.



SHARED POSITION - USER OWNS

L Bl
i THE UNIVERSITY Budget & Salary Planning
QF [OWA Budget App Home | Filled Positions | Filters | Reperts | Logout
Record: <<|:“ 1 £|_>| == | of 2 (filtered) .Adhoc Filter 'I Change
Mame S3M EmplD Cwyner  PCht Cur Epl§  New Epl § % Inc
I [ | [75ze0 [ 1 [=0,000 | 0 [Fzoc.oo
Poszn Mbr Po=n Description Job Cd Pay G Job Desc Grp Hrs Cur Pos § New Pos § % Inc

[o0015435] [rssociate Professoriclinical; | otz [ | [ ascrrcn [ 1[40 [1eo,000 | o [oo.0o

Working Budget MFK Splits | Current Budget | Salary History | Cther Armounts

Mewy Posttion Salary % Inc FInc

I I | Distribute | Set Posn Sal | Click here to distribute

Reclass/Promo and Other amounts

FND OR DEPT SDEPT GRAMTPG IAC OACDPACT FM CCTR  Cur Sal Cur Bud Mew Sal MWew Bud % Inc  Cd

I~ [050 [17 [3250 [aa000 [oooo0000 [s004 [ooo [ooooo [1a [ee9s [ 10,000 [ 10,000 il o oonf1 =]
I~ [180 [50 [a400 [aoooo [onaooooo [soo4 [o0a [ooo00 [51 [gsse [ 27,600 a a o oot =]
I [s50[17 [3220 [onooo [s4002200 [s015 [ooo [ooooo [oa [esss [Loz,400 [1oz,400] of o o001 =]

Totals:  [140,000 112,400 | [l ol o.00

Add MFK I Delete MFKs | Reload Record(s) |show increases/user fields Sawe Record |

All MFK distributions on this position will be viewable. Only the MFKs users have
access rights to will be updateable. Distributions will continue to maintain the same ratio
to total as the current salary but distribution will only occur to the users MFKs.

It is highly recommended that the Set Posn Sal button be used on all shared positions.
The application will not allow balancing if the New Position Salary does not equal the
sum of the New Salary on each MFK.

The Increases/Users Fields tab will only show MFKs which the user can update.

SHARED POSITION — USER DOES NOT OWN

L =
THE UNIVERSITY Budget & Salary Planning
QF I_OWA Budaet App Home | Filled Positions | Filters | Reports | Logout
Record: #+% Ii“ 1 EI:I:I of 1 (filtered) ..adhoc Filker 'l Change
Mame SSM EmpllD Crwyner PRt Cur Epl §  New Epl § % Inc
; [ | [Tzawo [ 1 [7a000 | o [-zoo.o
Posn Nir Posn Descrigtion Job Cd Pay G Job Desc Grp Hrs CurPos §  MNewPos § % Inc

[nn16577] [Health Sves Admin 1T [Frna] [12] [ mitn svez) [ 1] [20) [ 7a000] | o] [-ina.00

Working Budget MFK Splits | Current Budget | Salary History | ©ther Amounts

Mewy Postion Salar % Inc §inc : P
L) B sl Click here to distribute
| | | Reclass/Promo and Other arnounts

FND» OR DEPT SDEPT GRAMTPG TAC OAC DPACT FN CCTR  Cur Sal Cur Bud New Sal New Bud % Inc  Cd

I~ [170/[70/[7220 [ez 100 [oocoooon [sz0z [ooo [ooooo [51 [aooa [ 14,816 [ 14,516 of o o001 =]
I [993[13 [z410 [en1z0 [ooeoooon [sz02 [oo [ooooo [oa [aooa [ zs,592 [ 24,275 of o o001 =]
I 292 [13 [2410 [oo150 [oooonooa [sz0z [ooo [ooooo [oo [onon [“29,502 [ 24,276 | of o vooft =

Totals: | 74,000 63,367 | il 0| o.o0

Add MFK I Delete MFKs | Reload Recordis) |shnw increases/user fields Save Record I

This is exactly like the “Shared Position-User Owns” except the Set Posn Sal button will
not be visible. Only the owner has the right to update New Position Salary using this
button.



MULTIPLE POSITIONS

43 Budget - Microsoft Internet Explorer

=18]x]|
Eile Edit Yiew Favorites Tools Help | :.'
Q= - () - [¥] [B] (D] O saen rraones @reds € (2- 2 H L E A B
Address |ej http:/fweb-Farm3.its. uiowa. edu/budget/filed-pasitions . page j Go | Links **
@eal - | iy saanth o ~| @seachweb | ¢ | mpRadin () Music <f Games g Spots S Mews 4 Movies b HolSuif Sw Tv/Celehs
=

L
THE UINIVERSITY

OF lOWwA Budget & Salary Planning

Budaet App Home | Filled Positions | Filters | Reports | Logout

record: =5 | ==|[T1 | lao] -2 =] of 2 triltered) [-adhoc Filter =] _change

Name =SM EmpliD Cwner  PCrt CurEpl  Mew Epl$ % Inc
[ [ [17-z000 2 [ 21000 | o [-1o0.00
Po=n Mor Po=n Description Job Cd Pay G Job Desc Grp Hrs Cur Pos § Mew Pos § % InC

[oot0aesa] [Graduste Research assistan] [ FRiZ [ Gradral [ o[ [ sz | o [-1o0.00

working Budget MFK Splits | Current Budnet | Salary History | Other Amounts

Mewy Position Sakary % Inc: FInc:

Click here to distribute
DEE0E | S (R Sai I Beclass/Promo and Other armounts

FNMD OR DEPT SDEFT GRANTPG IAC OAC DPACT FN CCTR Cur Sal Cur Bud Mew Sal New Bud % Inc  Cd

I~ [o50/[17 [3000 [+1000 [7z002800 [5045 [000 [ooooo [10 [oooo| [ 1,082 of of of o1 =]

Totals: [ 1,032 of of o 0.0

add MFi || Delste MFks | Reload Record(s) | show incressesfuser fislds Save Record |

Budget - Microsoft Internet Explorer

—|=] x|
File Edit view Favorites Tools Help ‘ :f
., = e e e
aBack - -d - \ﬂ @ La ‘ /_)Sean:h . Favorites eMedla '&3| [ = _J ﬂ & ﬁ
sddress [&] htp: {[web-farma.ts. uiowa. edufbudget filed-postions. page =l Go |Lir|ks R
Teal 'prp\&.\‘mﬂﬂm j @ Search web | e | wiRadio 43 Music <% Games kg Sports G MNews 43 Movies (- HolStuf Sw TY/Celsbs

L =
The UNIVERSITY

OF lOWA Budget & Salary Planning

Budget App Home | Filled Positions | Filters | Reports | Logout

record: <= | ==|["2 | ao] -=| ==|of 2 fiterad) ~Adnoc Filter ] _ change

Mame S5M EmpllD Ot PCRt Cur Epl§ Mew Epl § % Inc
[ | I [27-3000) [ [ 21,000 | o/ [-1o0.00
Posn Mar Posn Description Job Cd Pay G Job Desc Grp Hrs CurPoz§  MNew Poz § % Inc

[onssoonz| [scholar/Traines [Fms2 [schol Tran| [ ¥ Jouod [ 15,563 | o/ [-1o0.00

Working Budget

MFK Splits | Current Budaget | Salary History | ©ther Amounts

Mew Position Salary W Inc: % Inc L i istril
T — | Zet Posn Sal | Click here to distribute
| | Reclass/Promo and Other amounts

FND OR DEPT SDEPT GRAWTPG IAC OAC DPACT FM CCTR  Cur Sal Cur Bud Mew Sal New Bud % Inc  Cd

I [o50/[17/[3000 [41000 [7ressa0u [se1o [ooo [ooooo [eo [oooo| [ 19,568 | o o o oo =]

Totals: | 19,968 of of of ©0.00

|shuw increases/user fields Save Record I

Add MFE | Delete MFKs I Reload Record(s)

If an employee has multiple positions, the user will see all of the positions if that user is
responsible for any part of the salary. This will allow the user to see all positions

comprising the New Employee Salary. Remember the user will only be able to update the
position that they own.
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UNFILLED POSITIONS

3 Budget - Microsoft Internet Explorer

=lslx]
| &

File Edit Wiew Favorites Tools  Help

QBack - d ™ d |EL| |\I | /-\: Search ";E’ Favorites @Media Q“?| T ﬁ ﬁ ‘i“
Address Iﬁj http: ffweb-farm3.its. uiowa. edujbudget funfiled-positions. page
@ﬂ-' vl T sasnshy ons

L
|

B e |Links »

| ©seachiwen | A4 | wxRadin ¢ Music <fGames i@Sports S MNews 4 Movies 4 HolShuff e Tv/Celehs

=l
THE UNIVERSITY .
OF lOWA Budget & Salary Planning

Budaet App Home | Filled Positions | Filters | Reports | Logout

.Adhoc Filker 'I Change

record: [22] ==|[T1 | a0] -3 == | af 2 fitterec)

Posn Mior Posn Descrigtion Job Cd Pay G Job Desc Hrs rvner SubDept
[oooooes?| [accountant [Fexe] [oel | accountant| [ 40/ [ 05-0305 [ soooo

FND OR DEPT SDEPT GRANTRG IAC OAC DPACT FN CCTR Cur Budg MWew Budg Cd

1 [ fos ozns fsoooo [ [sana [ [~ [ IS E—

I o 0
Add MFK I Delete MFKs I Reload Record(s) I Save Record
Click here to e-mail your questions/sugaestions, chagen
Budget Developrnent is a department in the Finance and University Services organization 10:22 AM 05/03/2004
Copyright @ 2003 - The University of Towa. All rights reserved.

Budget Office | FUS Portal

The application allows the user to assign an MFK and budget amount to an unfilled position.
The MFK and the budget amount will go only to the general ledger. The position number, MFK,
and budget amount will be fed to the Budget Management Application. None of this information
will be sent to Human Resources. If a user wants to change ownership of the position, proper

paperwork must be submitted to the Human Resource Department through the Position
Management application.

The lacct is defaulted to the budget iacct based upon the job code.
HR has provided the Org, Dept, and Sub-Dept from their files.
The user may add an unfilled position to the working budget without a position number.

Assigning an MFK and budget amount is strictly for General Ledger and Budget Management
purposes. Again, Human Resources will not collect any information on these positions.
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GENERAL EXPENSE & REVENUE

; Budget - Microsoft Internet Explorer : ;lglil
File Edit ew Favorites Tools Help ﬁ
Back - = - (2 2 | Qsearch [GFavorites Ehmeda (B | B S = &

Address I@ http: fiweb-Farm3.its, viowa. edu/budgetfgeneral-expense.page j @GD | Lirks ¥

~The U i
l OF IOWA Budget Office | Budget App Hore | Filled Positions | Filters | Reports
Click here to export this data as a cormma-delimited file or Excel spreadsheet I(ND filter selected) ;l Change |
Click on the MFK to view, edit or delete that record. Click here to create a new record

Current New —
MFEK Name/fDesc Budget Budget
05017 3000 00000 00000000 6070 999 00000 40 0000 SEMERAL EXPENSE 145,134 145,134
0S50 17 3000 20000 00000000 6070 999 00000 21 0000 SENERAL ExXP 52,180 52,180
05017 3005 00000 00000000 6070 999 00000 10 0000 SEMERAL EXPENSE 49,267 49,267
0S50 17 3005 00000 53390100 6070 999 00000 10 0000 PHONE REVERSION 227,011 227,011
05017 3005 00000 53390100 6270 999 00000 10 0000 COLLEGE OF MEDICINE-YWOICE REVERSICON -227,102 -227,102
0S50 17 3010 00000 00000000 6070 999 00000 10 0000 SENERAL EXPEMSE 3,556 3,556
22017 3015 00000 53415000 6235 500 00000 10 0000 vEAR ENMD ADJ 5,038 5,038
220 17 3015 00000 53415000 6235 300 02900 10 0000 BROADLAWNS 250,000 250,000

All General Expense and Revenue amounts are listed with Current Budget equal to New Budget.
The user has the option to change the New Budget.

All MFKs are unique with one description. If the user would like to add a new general expense
or revenue amount with a unique description, the new MFK must also be unique.

The user can click anywhere on the MFK to change it. Another popup screen will appear to enter
changes.
/2 Budget - Microsoft Internet Explorer _|ol x|

File Edit ew Favorites Tools Help ﬁ

Back » = - at | @ search  [GlFavorites 0Media 4 | By S = 2

Address I@ http:ffweb-Farm3.its, viowa, edufbudgetfgeneral-expense. page?action=edit&id=1571 164 j ('{)Go | Links **

=

L
THEIUNIVEBSITY Budget & Salary Planning

l OF OWA Budget Office | Budget App Horne | Filled Positions | Filters | Reports

Record:il:“ 1 EI_}IiI of 57 I(ND filter selected) Ll Change |

wmrk: [o50 | [17  [2000 [ooooo [oooooood [eozo 999 [ooooo [40 [oooo
MName/Desc: [GENERAL EXPENSE

Cur Budget: |148134
MNew Budget: |148134

Save Changes I Reload Record Click here to return to the General Expense list Delete Record |

12



GENERAL EXPENSE & REVENUE (continued)

Users must click on General Expense & Revenue on the home page in order to add new general
expense or revenue lines. They cannot be added from the “Working Budget” link.

To create a new General Expense or Revenue line click “Click here to create new record” located

in the top right-hand corner of the screen and this popup box will appear:
/2 Budget - Microsoft Internet Explorer _|ol x|

File Edit Mew Faworites Tools  Help
Back » = - at | @ search  [GlFavorites 0Media 4 | By S = 2

Address I@ http:fiweb-Farm3.its, viowa, edujbudget/general-expense . pageraction=create j Pen | Links >

=

L
THE UNIVERSITY Budget & Salary Planning

OF IOWA Budget Office | Budget App Horne | Filled Positions | Filters | Reports

record: << | =-|[ 58 go] =] [=2] of 55 [(Na fiiter selected) =] | Change |

MFK: | [ | | | | | (I

Mame/Desc: IUNTITLED GEMERAL EXPEMSE

Cur Budget: ID
MNew Budget: ID

Save Mew Record I Cancel |

When in the General Expense & Revenue screen, users may export data as a comma-delimited
file or Excel spreadsheet. Select “Click here to export this data....” and additional instructions
will be provided (see below).

IChd
i

£ - B & X || B University Budget |.. | © Budget ﬁ?ﬂ

x  Google ~*3Search -| @i Share | More> Signln A -
»

@ http://apps.its.uiowa.edu/budget/export.page

7= PIFMB WEB USER Page &7 Budgetst B| Accounting Code Manual B The University of Iowa &1 Employee Self Service - Fin... | Calories in Cottage Cheese,... @) Citrix XenApp - Logon

L
- £= THE UNIVERSITY Budget & Salary Planning
| OF lowa Budget Year: FY - 2013 Budget App Home | Filled Positions | Filters | Reports | Logout
Export Budget Files ...Adhoc Filter -

Click on one of the links below to download budget data in either comma-delimited format (suitable for Access), or as an Excel spreadsheet. Select a filter from your list above to
reduce the data exported.

Windows 7 Users: ONLY use the "comma-delimited" export option! The "Excel" export option is not compatible with Windows 7.

Filled Position Records (comma-delimited or Excel)
Unfilled Position Records (comma-delimited or Excel)

General Revenue & Expense Records (comma-delimited or Excel)
Working Budget Records (comma-delimited or Excel)

Users also have the option to download other items such as Filled Position Records, Unfilled
Position Records, and Working Budget Records from the above screen.
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http://apps.its.uiowa.edu/budget/general-expense.page

WORKING BUDGET

/2 Budget - Microsoft Internet Explorer i ] 5
File Edit ew Favorites Tools Help ﬁ
Back - = - (2 2 | Qsearch [GFavorites Ehmeda (B | B S = &

Address I@j http: fiweb-Farm3.its, viowa. edu/budget fworking-budget . page j @GD | Lirks ¥

—_Tre U N
l OF IOWA Budget Cffice | Budget App Harne | Filled Positions | Filters | Reports | Logout =
Click here to export this data as a comma-delimited file or Excel spreadsheet I(ND filter selectad)
Click here to apply a percentage across updateable filled position records.
Click on the MFE to view, edit or delete that record. Click here to create
TC MFK MamejfDesc Cur Bud Cur 5al New Bud
UP 050 33 4300 00010 00000000 5000 000 00000 40 0000 JULY 1 BUDGET u] 1] 1]
FP 050 33 4300 00010 00000000 5002 005 00000 40 0000 Mame 151,424 151,424 154,452
FP 050 3534300 00010 00000000 5055 526 00000 40 0000 Mame 15,780 15,780 15,780
FP 050 334300 00010 00000000 5035 528 00000 40 0000 Mame u] 15,780 15,780
FP 050 33 4300 00010 00000000 5035 528 00000 40 0000 Mame 15,780 15,780 15,780
FP 050 33 4300 00010 00000000 5035 528 00000 40 0000 Mame 15,780 15,780 15,780
FP 050 3534300 00010 00000000 5055 526 00000 40 0000 Mame 15,780 15,780 15,780
UP 050 334300 00010 00000000 5035 000 00000 40 0gog JULY 1 BUDGET 265 0 0
FP 050 33 4300 00010 00000000 5045 635 00000 40 0000 Mame u] 15,780 15,780
FP 240 33 4300 00075 00000000 5045 419 00000 40 0000 Mame u] 3424 3424
FP 520 3534300 00000 86003200 5045 335 00000 40 0000 Mame u] 15,780 15,780
FP S20 33 4300 00000 S6003200 5045 333 00000 40 0000 Mame u] 15,780 15,780
FP 050 33 4300 00010 00000000 5045 635 00000 40 0000 Mame 17,215 15,780 15,780
FP 050 33 4300 00010 00000000 5045 528 00000 40 0oon Mame u] 15,780 15,780 -
[&] |4 mkernet v

The Working Budget displays all budget entries (Filled, Unfilled, and GE/Revenue) in a format
similar to a table. Users may “Click here to apply....” at the top of the page to apply a percentage
increase to all the current salaries in the filtered group. This will not work for GE/Revenue,
Merit, or Unfilled Position entries. General Expense must be entered in the New Budget field
only.

Users may add salary dollars to the General Ledger without a position number within the
Working Budget display by selecting “Click here to create a new record” at the top of the page.
This record will appear with an UP (unfilled position) as the position type code. The UP dollar
amount must be placed in the New Budget field. If the description is left blank, it will default to
“Unallocated F, P, G or GA/RA” depending on the i1acct when the budget is downloaded into the
general ledger (F is Faculty, P is Professional & Scientific, etc.).

14



WORKING BUDGET (continued)

Users may also download the Working Budget as a comma-delimited or Excel file. See the excel
file example below:

E4 Microsoft Excel - working-budget[1] =12l x|
J@ File Edit WYiew Inserk Format Tools Data Window Help ;Iilil
DEEESRY % o - S| - 2w - | BU|/=E==EH $%, B8 -2
A1 | =| BUDG_WRKG_DTL_ID

A B | ¢ | b | E [ F | e | H [ v | g4 T kK | L o
1 [BUDG WHBUDG CUBUDG TY BUDG YRGL FUND GL ORG GL DEPT GL SUB [GL GRAMGL INST .GL ORG .GL DEF
| 2 | 1868506 2716228 UP 2004 m Q00 Qooan 5200
| 3 | 1B73BO7 2721419 UP 2004 050 01 00s0 00000 00000000 (5200 000 00000
| 4 | 1861570, 2709392 FP 2004 050 01 00s0 00000 00000000 (5202 000 00000
| 5§ | 1857552 2705274 FP 2004 050 m Q0s0 Q00an Q0000000 o202 Qoo Q00an
| B | 1866318 2714040 FP 2004 2E0 m 0s0 ooan Q0000000 5202 oo ooan
| 7 | 186B324) 2714045 FP 2004 050 01 00s0 00000 00000000 (5202 000 00000
| & | 1860842 2708564 FP 2004 050 01 00s0 00000 00000000 (5202 000 00000
| 9 | 1862546 2710268 FP 2004 050 m Q0s0 Q00an Q0000000 o202 Qoo Q00an
|10 | 1862547 27102689 FP 2004 2E0 m 0s0 ooan Q0000000 5202 oo ooan
| 11| 1862759 2710481 FP 2004 260 01 00s0 00000 00000000 (5202 000 00000
|12 | 1853945 2701667 FP 2004 050 m Q0s0 Q00an Q0000000 o202 Qoo Q00an
|13 | 1873898 2721420 UP 2004 150 m 0s0 ooan Q0000000 5202 oo ooan
| 14 | 1847317 2695039 FP 2004 050 01 00s0 00000 00000000 (5202 000 00000
|15 | 1868505 2716227 UP 2004 01 00s0 00000 5400
|16 | 1873699 2721421 UP 2004 050 m Q0s0 Q00an 00000000 5400 Qoo Q00an
|17 | 1869534 2717286 GE 2004 150 m 0s0 ooan Q0000000 BO70 oo ooan
|18 | 1869535 2717257 GE 2004 050 01 00s0 00000 00000000 (6270 000 00000
19
20
|21 |
| 22 |
23
24 JJ
14 [ 4[» [#1] working-budget 14l |

This is an example of a comma-delimited file:

Fd Microsoft Excel - working-budget[1] = |
J File Edit Miew Insert Format Tools Data Window Help ;[ilil
DR ERY| > -« | =|@wo - 2o - |Bu|===E% %, %% -2
Al | =| BUDG_WRKG_DTL_ID
A | 8 | ¢ | o | E | F | & | H [ 1 | a2 | K | L o

1 [BUDG wil BUDG_CL BUDG_Tv BUDG_YF GL_FUNC GL_ORG_ GL_DEPT GL_SUB_ GL_GRARM GL_INST_ GL_ORG_ GL_DEF |
| 2 | 1863506 2716228 "UP" "2004" “rull” "01" "00s0" "oooaot - ol "520a” “rull” “rull”
| 3| 1873857 2721419 "UP" "2004" 050t "01" "00s0" "00oao*  “0o0aooac s2oat "ooa” "0ooao*
| 4 | 1861670 2709392 "FP" "2004" "0a0" ‘01" "00E0" "00000" | "0000000C0 "e202t “ooo” 00000
| 5§ | 1857552 2705274 “"FP" "2004" 050" "01" "00E0" "00000" | "00000000 "s202" “ooo” 00000
| B | 1866318 2714040 "FP" "2004" 260" 01" "00E0" "00000" | "00000000 "s202" "0oo” 00000
| 7 | 1866324 2714046 "FP" "2004" 050" "01" "00s0" "000ao*  "000000ac “ala2t "oog” "0ooao™
| 8 | 1860842 2708564 "FP" "2004" 050t "01" "00s0" "000ao*  "000a0oac “ala2t "ooa” "0ooao*
| 9 | 1862546 2710268 "FP" "2004" "0a0" ‘01" "00E0" "00000" | "0000000C0 "e202t “ooo” 00000
|10 | 1862547 2710269 "FP" "2004" 260" 01" "00E0" "00000" | "00000000 "s202" "0oo” 00000
|11 1862755 2710481 "FP" "2004" "260" "01" "00s0" "000ao*  "000000ac “ala2t "oog” "0ooao™
| 12| 1853545 2701667 "FP" "2004" 050t "01" "00s0" "000ao*  "000a0oac “ala2t "ooa” "0ooao*
| 13| 1873698 2721420 "UP" "2004" "0a0" ‘01" "00E0" "00000" | "0000000C0 "e202t “ooo” 00000
|14 | 1847317 2695039 "FP" "2004" "0s0" 01" "00E0" "00000" | "00000000 "s202" "0oo” 00000
| 15| 1863505 2716227 "UP" "2004" “rull” "01" "00s0" "oooaot - ol 5400 “rull” “rull”
| 16| 1873855 2721421 "UP" "2004" 050t "01" "00s0" "00oao*  "000a0oac “sao0t "ooa” "0ooao*
|17 | 1869534 2717256 "GE" "2004" "0a0" ‘01" "00E0" "00000" | "00000000 "s0yo” “ooo” 00000
|18 | 1889535 2717257 "GE" "2004" "0s0" 01" "00E0" "00000" | "00000000 "B270” "0oo” 00000
19
El
21
22
23

24

4 4 » | M5 .cs¥]working-budget[1] / |4
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CATEGORY AND DEPARTMENTAL SHIFTS

In the past the Budget Office would do any category shift (change budget dollars from one
classification to another) or departmental shift (moving dollars from one department to another)
for you. An application has been created, at the bottom of your control sheet, the ability to move
your own funds.

Reallocate Displayed 050 Funds

Enter an amount in only one of the rows. The second amount will be computed.

FROM Org: | Choose Y| Dept: Sal Inst Acct: Sal Amount:
TO Org: Dept: Sal Inst Acct: Sal Amount:

Comment:

Reallocate Funds

You will only be able to move funds you are responsible for. If you are doing a category shift, it
will calculate the fringe dollars in the background and do the math for you to give you the correct
salary amount. Fill in the known dollar you are trying to achieve with the correct lacct.

If it is determined you did an entry in error, you will need to contact the Budget Office or the
receiving Org/Department and they will reverse the entry for you.

A new report “Reallocated Funds” will help you keep track of any money movement you have
done and to whom.
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FILTERS

In this application there are two kinds of filters, a quick filter and an advanced filter.

Quick Filter
The quick filter will allow filtering on a limited number of fields that are commonly used. Users

may name and save the filter to use at another time, or just apply the filter for a one-time use.

<} Budget - Microsoft Internet Explorer o] x|

File Edit WYew Favarites Tools Help ﬁ

Back ~ = - () i | Q) Search  [GelFavorites 0 Media ¢4 | Eh- S v 2

Address I@ http: fiweb-Farm3.its, viowa. edu/budget filker page ﬂ @Go | Links **
L } =
THE UNIVERSITY Budget & Salary Planning
OF IOWA Budget Office | Budget App Harne | Filled Positions | Filters | Eeports | Logout

Mode: Quick | Advanced

Filter Name: | Save Filter | Delete Filter |

Unsaved Filters
(Mo filters available) FMD ©OR DEPT SDEPT GRANTPG IAC OAC DPACT FN CCTR

Saved Filters MFK: - rrr—
..{Na filters availahle) Ovener: I_ I—

System Filters .
...System Test Filter Pay Group: |
Job Code: I
Status Code: |

Clear Filter I Clear Fields | Apply Filter |

Select |
&l [ [ [ e mternet

A

Once finished with the filter, go to the drop down menu at the top of the page and select “(No
filter selected)” to go back to the original view.

g Budget - Microsoft Intemet Explorer E -,:: - = |I:IIEI
File Edt View Favorites Took  Hel -
wback » = - Q) [2] 0} Dsewch [SjFavoites @meda 08| e S - H B
Address | ] hitp:jmeb-Farm ibe Licws. edujbudget funfiled-positicns. page R

L =]
THE UNIVERSITY Budget & Salary Planning
OF IOWA Budask Office | Budget Aop Hama | Filled Doritions | Fittars | Reports | Logout
Record: ;I i ﬂl_:*l *= | af L (Mo filker selected) =|  Change
Fosn e Posn Descrpion Jok Gl Pay e P
[pooizrar [sEcRETARY I = Kl Secretary 1 pdlee Filber
Saved Filters
FHD OF DEFT SOEPT GRANTFG IAC OAC DPACT FN CCTR A1 filters available)
r [0t [ooos [ooooo | B! | Syetem Filkers

.Swstem Test Filker
e =

Add MR | Delate mRcs | Save Record
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Advanced Filter

/2 Budget - Microsoft Internet Explorer i ]
File Edit Mew Faworites Tools  Help
Back » = - at | @ search  [GlFavorites 0Media 4 | By S - 2
Address I@ http:ffweb-Farm3.its, viowa, edufbudget filter-advanced. pagetredirect=/home.page j ('{)Go |Links ke

L ) =l
i THE, UNIVERSITY Budget & Salary Planning
OF OWA Budget Office | Budget App Harne | Filled Positions | Filters | Reports | Logout
Mode: Quick | Advanced Name: | Save Filter | Delete Filer |
Unsaved Filters
dhoe Fiter Filter Rules: |y | | = |
caved Filt (add colurmn)
aved Filters
WMo filters available) | LI | LI I
System Filters I ﬂ | ﬂ I
..Systemn Test Filter I Ll I Ll I
" Filtered records must match all rules (aND)
" Filtered records can match any rules (OR)
Sort by: ) )
(audd cglumn) | x| © ascending © Descending
| x| © ascending © Descending
Clear Filter | Clear Fields | Apply Filter |
||
i€l [ [ [ |4 mtemet 4
MFK: FND |
MFE: DR
MFE: DERPT ~ Equals
MFE: GRANTPG Contains
MFE: TAC Starte With
MFE: DAC Ends With
MFE: DPACT Greater Than
MFE: FI Less Than
MFK: CCTR ~lLike

The advanced filter allows filtering with many different criteria. The screen shows only four, but
more may be added by clicking (add column). Again, these filters may be named and saved for

future use or just used one time.

Remember the filled position screen data is loaded by owner of the position first, then org-dept.
This can be resorted using the filter screen. At the bottom of the filter screen, use the “Sort by”

to change the settings.

18



BALANCE

If the user is responsible for more than one budget group, a screen to select a Budget Group will
be displayed. After the selection is made, click OK.

L =
; THE UNIVERSITY Budget & Salary Planning
OF IOWA Budget Office | Budget App Horme | Filled Positions | Filters | Reports | Logout
Budget Sroup: hd | Change |
ACCOUNTS PAYABLE AMD TRAVEL =
Faculty |ADMIN CREDITS Exp Revenue Total
. . ADMISSIONS
Frlngn.a Budget: u] Z.QFFIRM.&TI\.-"E ACTION i 0 45,369,423
Waorking Budget: [UN: | | ] SERVICES 1 1] 0 132,307,068
Total: o YART MUSEUM i 0 150,676,491
BIOSCIENCES
BROADCASTING SERVICES
BUSINESS ADMINISTRATION
BUSINESS OFFICE
CAMPUS PROGRAMS-STDT ACTIWVITY 7
MNote: The balance process can take a while for large budget groups.

General Fund Groups:

General Fund groups must run the “IACCT Control Sheet Balance” report to confirm that
category shifts were done correctly with the appropriate fringe percentage before you begin your
balancing.

For General Fund groups, the “Balance Budget for Group” button will compare the Working
Budget to the new fiscal year Base budget and plug any errors to the “Control Account” line.
Users must verify that the Control Account line is all zeros. If it is not, they must go back to the
working budget and adjust. Often excess dollars are put in an unfilled line. Once adjustments
are made, recheck your “IACCT Control Sheet Balance” and return to the balance screen and
rebalance.

This button will also run the report “New Position Salary!= Sum of MFKSs (with owner)”. This
verifies that the sum of the MFKs for filled positions equal the total new position salary. This is
necessary in order for HR to receive the new salary information. Once this report is free from
errors, return to the balance screen and rebalance.

L =
i THE, UNIVERSITY Budget & Salary Planning
OF OWA Budget Office | Budget App Horne | Filled Positions | Filters | Reporks | Logout
Budget GrDurJ:I Mame of Group x| Change |

Balance Error: Some position total salaries do not equal the sum of the detail salaries.
Click here to view the report,

Faculty P&S Students Merit Gen Exp Revenue Total
Base Budget: 1] 312,448 1] 952,596 276,546 u] 1,541,590
Working Budget: 0 0 0 564,344 276,546 0 1,180,590
Difference: 1] 312,448 1] 65,252 u] u] 380,700
Control Account: a a a i} i} i} i}
Balance: i} 312 445 i} 658,252 1] 1] 380,700

Balance Budget for Group | P
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Non-General Fund Groups that will load to the General Ledger

These funds must also run the report “New Position Salary!= Sum of MFKs (with owner)” in
order to verify that the sum of the MFKs for filled positions equal the total new position salary.
This is necessary in order for HR to receive the new salary information.

Since these funds will be loaded to the General Ledger, they must balance to zero in the total
column. The revenues and expenditures must zero out.

q L . l
5 THE UNIVERSITY Budget & Salary Planning
OF lOWA Budget Year: FY - 2014 Budaet App Home | Filled Positions | Filkers | Reports | Logout
Budget Group: 230 - Org 17 Primary Care hd
This balance group has been balanced by the budget office. Click here to mark it as incomplete.
Faculty Faculty Non- Merit Merit General
Clincal Clinical e Students Regular Exempt Expense Revenue Total
Fringe Budget: 34,669 o 51,113 0 10,567 0 0 0 96,349
Working Budget: 162,005 o 148,151 0 20,719 0 221,706 648,930 -96,349

Total: 196,674 o 199,264 0 31,286 1] 221,706 648,930 o

Balance Budget for Group

Funds not loaded to the General Ledger

These funds must also run the report “New Position Salary!= Sum of MFKSs (with owner)” in
order to verify that the sum of the MFKSs for filled positions equal the total new position salary.
This is necessary in order for HR to receive the new salary information.
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REPORTS

There are numerous reports provided to help users with budget and salary planning. As
mentioned in the Balance section, users must run the “New Position Salary '= Sum of MFKs”
report for all funds. In addition, General Fund groups must run the “IACCT Control Sheet
Balance” report to confirm that category shifts were done correctly with the appropriate fringe
percentage.

Budget Reports

Waork Copy
Control Sheet

MEK Salary = 0

Mew Position Salary 1= Sum of MFKs (with owner) +—
Department Summary

MFK Budget | = MFK Salary

Unfilled Positions

Unfilled Positions Updated

GE Entries

GE Entries Updated

Compensation Category

Department Budget Analysis (old CI0004)
HE Changes

P&S Payvarade Minimum

P&S Paygrade Maximum

SEIU Paygrade Maximum

P&S Percentage Increase Summary
Faculty Percentage Increase Summary
Salary Increase Qut of Range

Large Salary

[ACCT Control Sheet Balance <4——
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