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Learning Objectives

« Background information on Budgets in
PeopleSoft 8.8

» How to create a budget journal

» How to delete a budget journal

» How to view an existing budget journal
» How to edit a saved budget journal

This course will cover budget journals and the navigation for Project Budgets.

The topics covered are how to create, delete, view, and edit budget journals.
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Parent Budget

» Parent Budget — Previously known as the
spending authority or overall project
amount.

— These budgets are contained in the budget
ledger named PA CNTL.

— Will be established by central accounting.

— Controlled budgets will be established based
on the calculated endowment budget or
annual scholarship commitment letter.

— Track budgets will be established at
$10,000,000.

Parent Budget — Previously known as the spending authority or overall project

amount.

These budgets are contained in the budget ledger named PA CNTL.

These budgets will be established by central accounting during the annual
University and Foundation budget load process prior to the start of each fiscal
year or as new projects are established.

Parent budgets for projects that have “controlled” budgets (fund 21, 22, 57, 58,
and 70) will be established for the calculated endowment budget or the annual
scholarship commitment letter. A controlled budget will not allow expenditures to

exceed the Parent budget.
Parent budgets for all projects with “track” budgets (funds 23, 50, 55, 80, and 81)

will be established at $10,000,000. A track budget will allow expenditures to

exceed the Parent budget.
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Child Budget

« Each parent budget can have one or more
Child budgets.

— These budgets are posted to the budget
ledger named CH CNTL.

— The relationship between the parent budget
and child budget is like the relationship of
APPROP to ORG in funds 10-17.

— Departments will establish.

Each Parent budget can have one or more Child budgets.

These budgets are posted to the budget ledger named CH CNTL.

The relationship between the Parent budget and Child budget is like the
relationship of APPROP TO ORG in funds 10-17.

Departments will establish all Child budgets as part of the annual budget

process. Additional budget lines for existing projects or budget lines for new

projects can be added by departments at any time.
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Parent-Child Relationship 1

Fund: 22

Program: ALL
Account: ALLEXP
PA CNTL Dept: ALL

(Parent Budget) Class: 275
Project: 2280013

Amount: $15,000

Fund: 22 Fund: 22 In this

Program: INSTR Program: INSTR example, both
CH CNTL Account:.UCLASS Accounti FRINGE child budgets
Dept: 1303 Dept: 1303 total the parent
(Child Budgets) Class: 275 Class: 275 budget.
Project: 2280013 Project: 2280013
Amount: $11,718 Amount: $3,282

Example 1 shows a Parent budget and 2 Child budgets. Both Child budgets total

the Parent budget.
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Amou

Fund: 23
Program: ALL
Account: ALLEXP

Dept: ALL

Class: 270
Project: 2300895

nt: $10,000,000

I

1

Fund: 23
Program: INSSP
Account: OTHER

Dept: 5604
Class: 270
Project: 2300895
Amount: $50,000

Fund: 23
Program: INSSP
Account: TRAVEL
Dept: 5604
Class: 270
Project: 2300895
Amount: $15,000

Example 2 shows a Parent budget with
Parent budget.
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Budget Amendments

« Child Budget Amendments are allowed
during the year for any project.

 Total of all Child budgets cannot exceed
the parent budget.
* To request an increase in the Parent

budget, contact Lou Ferguson at
lou@clemson.edu.

Users are permitted to make Child budget amendments during the year. The
total of all Child budgets cannot exceed the Parent budget. If you wish to spend
unspent budget funds from prior years, you will need to request an increase in
the Parent budget from Lou Ferguson at lou@clemson.edu.
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Temporary “Controlled” Budget

» Contact Cheryl Dean at
bayhi@clemson.edu if a track budget
project needs to be controlled for a period
of time or permanently.

If a track budget project needs to be controlled for a period of time or

permanently, contact Cheryl Dean at bayhi@clemson.edu.
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Budiet
Journals
Create and
upcate bucget

journals.

= Journals
E Create neswy
journal entries
ar retrieve
exizting journal
entries.

Get into Budget Journals

Deposits

E Enter deposit
information in an
abbrevisted format.

= Purchase Orders

E Acded or modify PO
header, line,
schedule, and
diztribution
information.

This section will cover how to create a budget journal.

click on Budget Journals.
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Add a Budget Journal

Enter Budget Journals

—
| Eind an Existing Value ( Add & New Value )
——  —

Business Unit: cy Q
the Journal ID. Leave

JournallD:  NEXT
this field as NEXT or
Journal Date:  gy28/2006 W leave it blank.

Find an Existing Value | Add a Mew Value

System will assign

Be sure that you are on the Add a New Value tab.
The system will assign the Journal ID when the Journal is saved. Leave the

Journal ID field blank or if “Next” defaults in, leave Next as the Journal ID. The

journal ID will begin with your origin. Click Add.
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Minimize the Menu

= Budget Journals -
— Enter Budget Journals
t Br

(e
Detete Bud

Joumals
i Review Budget Activities
b Close Budget
i Budget Repors
[ Third Party Transactions
i Review Budget Check
Exceplions
U Archiving Tables

Enter Budget Journals

" Eindan Exsling Value | Add a New Value

Business Unit: cL Q
Jowrnal ID:  [NEXT
Journal Date: [n32e2006 5

Add

Click on the minimize button in the Menu window to minimize the Menu. This will

allow for you to view more of the budget journal screen.
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Enter a Ledger Group

Budget Header | Budgetlines | Budgel:

Unit: cu Journal ID: NEXT Date: 03/28/2006

‘Ledger Group: Q Fiscal Year: Period:

Control ChartField: ‘Currency: usD @

Budget Header Status: None Rate Type: [ Q

User ID EEARL Exchange Rate: 1.00000000
Cur Effa: 032812008 B

Budget Amendment Reference:
Budget Type:

Long Description:

B save)  ([EdNotity

Budget Header | Budaet Lines | Budaet Amend Print | Budaet Errors

Click on the magnify glass icon to select a Ledger Group.

Revised March 29, 2006
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Ledger Group Descriptions

Look Up Ledger Group
Cancel

Search Results ORG Funds 10-17

Ledger | Description

SPONCHILD | Sponsored

Research
PLANTFUND  Plant Fund
SPONCHILD  Sponsored Activity Child Budy FUndS 19’ 20’
SPONPARENT Activity Parent 82, 83
APPROP Buduet | edaer !
ORG Otganization Budaet Ledger CH CNTL All other
ven et Ledger|
funds

The Ledger Groups for budget journals are shown on your screen. Your CUBS

access determines which ledger groups will be displayed.

If you are creating a budget journal for funds 10 — 17, select ORG as the ledger

group.

If you are creating a budget journal for sponsored research funds 19, 20, 82, or
83, select SPONCHILD as the ledger group.

If you are creating a budget journal for all other funds than the ones listed above

select CH CNTL as the ledger group.

Click on the appropriate Ledger Group.
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Reference and Description

Budget Header | BudgetLines | Bud

Unit: cu Journal ID:  NEXT Date: 03/28/2006

‘Ledger Group: CH_CNTL @ FiscalYear: 2006 Period: g

Control ChartField: Fund Code ‘Currency: UsD Q

Budget Header Status:  None Rate Type: CRRNT

User ID EEARL Exchange Rate: 100000000 B
Cur Effdt: 037282006 [

Budget Amendment Reference:
Budget Type: Expense
Long Description:

Add additional funds for new position at ICAR)|

B save) [Ednoity |

Budget Header | Budaet Lines | Budaet Amend Print | Budget Errars

Enter a budget amendment reference and description. If you do not enter a

budget amendment reference, the first 20 characters of the long description will
default into that field.
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Budget Lines Tab

Budget Header

‘Ledger Group: CH CNTL |Q

Control ChartField: Fund Code

‘Currency:
Budget Header Status:  None Rate Type:
User ID. EEARL Exchange Rate:
Cur Effdt:
Budget Amendment Reference:
Budget Type:

Long Description:
Add additional funds for new position at ICAR

Do) )

Budget Header | Budaet Lines | Budaet Amend Print | Budget Errars

Unit: cu Journal ID: NEXT Date: 03/28/2006

FiscalYear: 2006 Period: 9

usD Q

CRRNTQ,
1.00000000

03/28/2006 [

Expense

Click on the Budget Lines Tab.

Revised March 29, 2006
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m ‘Budget Amend Pilnt | Butgel Emors

Budgel Headet

[ iz cu downmai it NEXT Date:

'Lme!

Budget Line Information

Header Information

s o
Process

Budget Line Information

I Chartiicids and Amounts i ise Ciitency Delais lE

Budaet Header | Budge! Lines | Budget Amend Print | Budael Erors.

O 1 CH_CNTL_BD Q sgeedTvoe | a a Q
Linestoadd | 1 B [E @ JoumalLing CopyDown | From Line: To: Generate Budget Period Lines|
Total Lines: Total Debits: Total Credits:

1 0.00 0.00
Bsavel  Elaity

Header information, such as the Business Unit, Journal ID, and Date, is located

under the tabs at the top of the screen.

Enter the budget line information in the Lines section.

Revised March 29, 2006
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Enter Chartfields
)

Budget Header

Unit: cu JournallD:  NEXT Date: 03/28/2006  Budget Header Status:  None

Process: |PostJoumal v Process

Linestoadd | 1 (¥ [5]  #  Joumalline CopyDown | FromLine: To: (Generate Budget Period Lines)
Total Lines: Total Debits: Total Credits:
1 0.00 0.00
Do) Bl

Budqet Header | Budget Lines | Budaet Amend Print | Budaet Errors

Scroll to the right to see more fields.

Enter the appropriate budget line information for each chartfield. Scroll to the
right to see more fields. The fields that must be entered are: Budget Period,
Account, Fund, Department, Program, Class, Project, and Amount. The
Reference field is optional.
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Roll Up Levels

Account

UCLASS, TRAVEL, OTHER, etc.

Program

INSTR, RES, ACDEM, INSSP, etc.

Dept

5306, 1301, 0921, etc.

Class

130, 270, 275, etc.

Budgets are at the same roll up levels as in previous versions of CUBS.

Account: UCLASS, TRAVEL, OTHER, etc.
Program: INSTR, RES, ACDEM, INSSP, etc.

Dept: 5306, 1301, 0921, etc.
Class: 130, 270, 275, etc.

Revised March 29, 2006
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Insert Rows

Customize | Find | View Al | B8 First (4] 1001 [F] Last

Set Options | (USD QU [15,000.00 [ )=1

Linestoadd | 1 [# | [E] @ JoumalLine CopyDown

BEradd] 5]

Scroll to the right.

Click on the “+” sign to insert more rows.

The added row will appear.

Or, you can enter the number of lines to add and click on the “+” sign. The initial

line will copy down which you then can edit.

If you need to delete a row, click in the checkbox for that row, then click on the “-”

sign.

Multiple accounts, departments, projects, etc. for the same business unit can be
entered on the same budget journal.

Project Budget journals can have increases to budgets (credits) or decreases to

budgets (debits) and do not have to balance.
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Process

Unit: cu Journal ID: ZD00400008 Date: 03/28/2006 Budget Header Status: - e
Process: v Process

- Lines

[ chartrieids and Amounts T Base Clsrency etals )

Delete  |Line  |Error Ledger Budget Period  Speed Type |*Account |Fund ‘Dept

“j 1 CH_CNTL_BD [2006YR O Spead Type 'CLASS Qllzz @ [s804 Q [iNssP
Lines o add 18 = @, Joumsal Line CopyDown | From Line: To: Generate Budget Perlod Lines)
Total Lines: Tatal Debits: Total Credits:
1 0.00 15,000.00
@ QuRatuan to Search | ENcrity |
Buguet Headar | Budget Lines | Budget Amend Print | Butget Erors

Are you sure that you want 1o postthis journal? (5010 45) l

o

Note under the totals section the total number of lines, debits and credits appear

The budget is now ready to save.

Click Save.

If you are authorized to post a budget journal, click Process to post. A message

will appear asking you if you are sure that you want to post this journal. Click

Yes.

Revised March 29, 2006
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Budget Header Status

Budget Lines | Budget Amend Print | Budget Errors |

Journal 1D: Z000400008  Date: 0312812006 I Budget Header Status: Posted I

Process:  PostJournal

Budget Period |Speed Type |Account Fund Dept Erogram |Class  |Project
ATL_BD 2006YR Speed Type  CLASS 23 5604 INSSP 270 2300895

The Budget Header Status will then change from None to Posted.

If you are not authorized to post, a message will pop up notifying you that you are

not authorized to post budgets and that you must contact an authorized person to

post the budget.

Revised March 29, 2006
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Delete an Unposted Budget Journal

Errars

Process

Unit: cu JownalID: 7000400005  Date: 03/27/2006 Budget Header Status:

Process: | [SEICERRIIETE v

To delete an Unposted Budget Journal, Click on the Budget Lines tab.

Click on the down arrow for Process. Select Delete Journal.

Click Process and Select Yes to Delete the Journal.
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View an Existing Budget Journal

Enter Budget Journals
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value |
Business Unit: = |& cu Q
Journal ID: beging with +
Journal Date: = v 037282006 [
UnPast Se 3 = w
Budget Header Status:| = v v
Description: begins with ¥

[Icase Sensitive

Clear i Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

To view an existing Budget Journal, click on the Find an Existing Value tab.

Enter as much information as you know, then click on Search.
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Business Unit:
Journal ID:

Journal Date:

UnPost Sequence:
Budget Header Status:
Description:

[case Sensitive

Select the Budget Journal

Enter Budget Journals
Enter any information you have and click Search, Leave fields blank for a list of all values.

Find an Existing Value | Adda NewValus |

= v fcu Q

begins with v i

= v 03282006 &

= v

= 7v: Posted -

| beginswith

[ Search | [ Clear | Basic Search [ Save Search Criteria

Search Results
View Al

Click on the appropriate Journal ID.

Revised March 29, 2006
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View the Journal

T i T T
N~ —

Unit: cu Journal ID: 7000400008  Date: 03/28/2006
Ledger Group: CH_CNTL Fiscal Year: 2006 Period: 9
Control ChartField:  Fund Code Currency: uso
Budget Header Status: Posted Rate Type: CRRNT
User ID EEARL Exchange Rate: 1.00000000
Cur Effdu: 03/28/2006
Budget Amendment Reference:
lget Type:
Add additional funds for new p Budget Type: Expense
Long Description:
Add addilional funds for new position alICAR
Q) Return to Search | | 42 NextinList | [+ [E ity

The budget header screen should appear.

Click on the appropriate tab to view the different pages of the amendment.

Revised March 29, 2006
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Edit an Error on an Existing Budget
Journal

Enter Budget Journals
Enjs eweslianyou have and click Search. Leave fields hlank for a list of all values

Find an Existing Value

Business Unit: = v cu Q
Journal ID: begins with

Journal Date: = v 5

unPost Sequence: | = ~

Budget Header Status: | = - -
Description: heging with

[Ccase sensitive

Clem_| Basic Search 5] Save Search Criteris

Find an Existing Value | Add a New Value

To edit an error on a saved but Unposted Journal, Click on the Find an Existing
Value Tab.

Enter as much information as you know.

In the Budget Header Status field, select = to Errors.

Click on Search.
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Enter Budget Journals

Select the Budget Journal

Enter any information you have and click Search. Leave fields hlank for a list of all values.

[case Sensitive

Search Results
g ]

o]

BUDS306001 10425/20056 ORG
GO00379485 10/14/2005 ORG

2RE]

Z000378521 10/25/2005 ORG

Z000378507 10420/2006 SPONCHILD

Business Unit: Zl Y

Journal ID: beging with v |

Journal Date: = v | [

UnPost Sequence: = v |

Budget Header Status: = v| [Emors v
Description: begins with ||

Search Clear | Basic Search [ Save Search Criteria

First [4] 15 =

[Business Unit [ Journal D [Journal Date [Leduer Groun [Budget Header Status [Description
u

Enors (blank)
Enorg (hlank)
Emors TEST spon
Enors test

Click on the appropriate Journal ID.

Revised March 29, 2006
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BudgetHeader | Budgstlines | BudgelAmeand Piint

View the Error

{ Budget Errors )
S

Journal ID: 000400005 Date:

03(27/2006  Budget Header Status:  Errors

~ Line Errors
GoToline |Linc# [Field Hame set Msq  Meassge Text

18021 831

Posting this budget would dec) e it below it's own children

1 LEDGER

@savel (Qratun to search ) Ewouiry

Budqet Header | Budaet Lines | Budaet Amend Print | Budget Erors

Bhas) 2

Click on the Budget Errors tab to view the error message.
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Correct the Error

| BudgetHeadsr | Budgel Lines | BudpeiAmend Print | BudgetErors |
N~———

Unit: cu Journal ID: Z000400005  Date: 0372772008 Budget Header Status:

2
Process: |PostJoumal v Process

- Lines
[ chartiields ang Amounts T Base Currency tetais =)
Delete  |Line Error |Ledger Budget Period  |Speed Type |'Account

Progr
O 1 APPROP_BD |2006YR Q, SpeedTypa ALLEXP Q 15 Q' [CAMP Q ALL
= e | From Line: To: [Generate Budnet Perlod Lina:
Linestoadd | 1 1 = % JoumalLine CogyDown | FiomLines To: & o
Total Lines: Total Debits: Total Credits:
10,000.00 0.00

(ﬁ E'v-) QRatun to Search | Enatity |

Click on the Budget Lines tab to view the chartfields and amount.

Make appropriate corrections and click Save.

If you are authorized to post a budget journal, then click on Process to post the

amendment.

If you are not authorized to post, a message will pop up notifying you that you are
not authorized to post budgets and that you must contact an authorized person to
post the budget.
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