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Chapter 1 - Introduction to the Budget Process

What is a Budget?

A budget is management's plan or blueprint, in structured form, which projects or anticipates
the desired outcome of financial activity for a specific set of resources, for a fixed period,
usually one year.

Why is a Budget Important?

The budget is the formal process that establishes the authority on how funds are to be
collected and spent. Management’s objective is to provide a logical, detailed and realistic
spending plan. Once the budget has been adopted, it acts as an effective management tool by
providing a means of identifying and allocating limited resources.

Budget reports provide management and departments with information on operations,
allowing the organization to monitor and control spending and revenue collection.

There are many benefits to budgeting, and here are a few:

1. You know what’s going on. Budgeting allows you to know how much money is available.
It is also an education tool that shows you how your funds are allocated, what your
plans are for them and how far along you are toward reaching your goals.

2. Control. A budget is the key in enabling you to take charge of your department. With a
budget, you have the tool to decide what is going to happen to the money and when.

3. Organization. A budget divides funds into categories of expenditures and revenues.
Budgets also provide records of all monetary transactions; it's a comparison and
historical tool.

4. Communication. A budget is a communication tool to discuss the priorities and goals for
where the money should be spent, as well as enabling all involved staff to be part of the
process.

5. Savings. A budget will almost certainly produce savings. It allows you to identify
unnecessary expenditures, which produce budget savings. These savings can work
positively for your department and the college.

6. Opportunities. Knowing the exact state of your budget allows you to take advantage of
opportunities that you might otherwise miss. Have you ever wondered if you could
purchase something? With an accurate budget, you will know.




How is the Budget Structured?
There are five main categories of a budget code:

1. Fund. The first two digits identify the fund, i.e. auxiliary, general, etc.

2. Location. The next two digits identify the location, which does not change and is always
‘00",

3. Function. The next two digits identify the division within the operations of the college,
i.e. Continuing Education, Student Services, etc.

4. Unit. The next five digits identify the department to which the budget is being spent, i.e.
Business Services, Facilities, etc.

5. Object. The next three digits identify the specific type of expenditure for a particular
department, i.e. Supplies, Group Meetings, etc.

6. Project (Optional). The last two digits can be used for a specific project within the same
object. This is typically only used with grants.

Therefore, the account number format is:

XX — 00 — XX — XXXXX — XXXXX

A N

Fund Location Function Unit Object Project

Who to Contact?

Any questions about the use of the Budget Management Module such as passwords, usernames, trouble
logging in, accessing a specific screen, etc. should be directed to Technology Services:

Lori Bascom, Programmer
Ibascom@kirkwood.edu or ext 7134

Questions regarding the actual budget numbers, accounts, process, etc. should be directed to Business
Services:

Susan Pregler, Director of Financial Performance & Processes
Budget Administrator
susan.pregler@kirkwood.edu or ext 7628
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Chapter 2 - The Budget Process

How does the Budget Process Begin?

The beginning of the budget process is typically ongoing as changes occur and needs arise;
however, the first step in the process is for each department and the Cabinet to review the
operations of the college. What is working well and what needs to be changed? What are the
goals and objectives for the coming budget year? How do those goals tie into the strategic
priorities? These conversations will need to occur before the actual budget proposal is
completed.

Budget Process Timeline

Below is the timeline for the FY 2009 Budget Process. There will be a pilot group of
departments to test the new process, with plans to roll out college wide by FY 2011. This pilot
group includes Business Services, Information Technology, Facilities, Business & Information
Technology Department and Institutional Effectiveness.

Date  lProcess | Person(s) Responsible

November 2007 Identify current budget officers;  Susan Pregler, Rick Anderson
make sure system setup and and Lori Bascom
login is in place.

Training for Budget Susan Pregler
Administrator on module.

Budget Officer training manual Susan Pregler
completed.

Week of January 28, 2008 Budget Officer training session Susan Pregler and Budget
held. Officers

After Budget Officer Training Budget officers notified to begin  Susan Pregler

completed entering their budgets into
Datatel.

January 28 - February 7, 2008 Periodic review and analysis of Susan Pregler
Budget Officers progress.

January 28 - February 7, 2008 Input of all other departmental Business Services Staff
budgets using a standard
allocation.

February 7, 2008 Budget ‘locked’ by Budget Susan Pregler
Administrator

February 8 — 14, 2008 Budget analyzed and reports Susan Pregler and Jim Choate

prepared and reviewed by

Budget Administrator and

VP/CFO

February 21, 2008 First presentation to Board of Jim Choate and Susan Pregler
Trustees




February 15 - 27, 2008 Budget revisions (as necessary) Susan Pregler, Jim Choate and
by Budget Officers as Budget Officers.

determined by BA and VP/CFO

February 28 — March 10, 2008 Budget analyzed and reports Susan Pregler and Jim Choate
prepared and reviewed for final

approval and implementation

March 13, 2008 Second presentation to, and Jim Choate and Susan Pregler
approval by, Board of Trustees

April 2008 (TBD) Budget presented to Cabinet Jim Choate and Susan Pregler

Budget Officer Responsibilities

All budget officers are:

e Entrusted with taxpayer and student funds to carry out the mission and strategic
priorities of the college.

e Responsible to operating their areas of responsibility in a fiscally efficient and effective
manner.

e Responsible to operating within their approved budget.

e Responsible for knowing and understanding Kirkwood Community College’s budget
process and system.

e Responsible for continuously monitoring their budget status during the year.




Chapter 3 - Using Datatel Budget Management
Kirkwood Community College uses the Datatel Budget Management Module.

The budget management module is a collection of files, screens, processes and reports that
allow budget managers to enter their budget requests on-line and send those requests to their
supervisor and the Budget Administrator for review. The budget manager also has access to
notes or justification screens, which allows free-form typing to add information related to the
specific budget request.

Once the budget requests have been reviewed and approved, the data will be locked and
transferred to the general ledger where it is used throughout the fiscal year.

The Budget Management Module is accessed through Datatel, which should be installed on
your PC. If you do not have Datatel installed on your PC, please contact Technology Services.

Any questions regarding the use of the Budget Management Module such as passwords, user
names, trouble logging in, accessing a specific screen, etc., should be directed to Technology
Services.

Questions regarding the actual budget numbers, accounts, justifications, expectations of the
budget, etc., should be directed to Susan Pregler — Budget Administrator, ext. 7628. If you
think you should see account numbers that do not appear, please contact the Budget
Administrator.

Logging into Datatel

The Budget Management Module is only available from a PC that has Datatel installed on it.
i |
e On your desktop, you should see the Datatel icon:  Petaelink |f hot, click on the Start
button — Programs — Datatel — Datatel.
e Double click on the Datatel icon or launch via the Start button.
e You will see the following login screen:




= "y

Datatel Login

Enter a Uzer ID, Pagzward and Database:

dzer (D |$preg|e

Pazsword: ||

D atabaze: |Kirkwu:u:u:|_F'ru:uduu:ti-:un_FHB ﬂ

Cancel

e You should have a username and password already assigned by Technology Services.

e Type in your username and password and verify that the Database box shows
Kirkwood_Production_R18 and then click OK.

e You are the only person authorized to use your Datatel account. Do not share your
password with anyone.

e After you click the OK button, this will start the login process and you will see the
following alert message:

Alert

Dizclozure of information protected by privacy laws iz prohibited.
|Inauthorized access and/or use of this system iz prohibited.

e Click OK and you will proceed to the main menu.




Header Bar — Explanation of Icons:

ﬂ Datatel - Kirkwood_Production_R18 - CF
File Edit Apps Favorites Options Help

Quick Access | @#Go AR XR A ® 2

- =

Menu Shortcut

Do not use
Save data on screen

Context sensitive

and exit out of current Exit out of screen help button
screen. Asks for without saving data
confirmation. changes. Asks for

confirmation

Save data on all screens and Exits out of all screens
exit out of all screens. Does without saving data
NOT ask for confirmation changes. Does NOT ask

for confirmation.

e To log out of Datatel, click the ‘x’" in the upper right hand corner of the screen, similar to
all other office applications.

e Note: you cannot log out of Datatel while in a data entry or report screen. You must be
at the main menu to log out.




Chapter 4 - Using Budget Management for one Department only

Note: If you are a Dean or a Department Head that has more than one budget area, please
skip to Chapter 5 (page 14).

e To see all of your Budget Management choices, click on the plus sign to the left of ‘BU —
Budget Management’:

ﬁl Datatel - Kirbfvood_Production_R10 - CF

File Edit #Apps /Favorites Options Help
Quick Access *| @hGn AR X8 A ® ?

-85 C [ AP -Accounts Payab
+ AP - Accounts Payable (3 BU -Budget Manage
+-(Z1 BU - Budget Management [C F*-Fised Assets

e You will then double click on ‘RWLI — Responsibility Worksheet Line’ — this is the primary
screen you will use to enter your requested budget amounts.

Entering your Budget Information

e Again, you will double click on RWLI, or enter the mnemonic RWLI in the menu shortcut
box described on page 8.

e At the ‘Budget ID Lookup’ prompt, enter in this year’s budget ID and click the OK button.
The budget ID will be the fiscal year of the budget being created. For the 2009 fiscal
year, the budget ID is ‘2009’.

e Following is what the screen of RWLI will look like:

10



R Datatel - R16_TEST - CF

File Edit Faworites Tools Help

Quick Access |BAAS | @hGo

AR X® &4 # ?

[0 CF R/LI-Responsibility Wark sheet Linel
H-C0 AP -Ace
—[11 BU-Bud
+-[] BGF
+-(1 BGE iy SPREGLE
+-[1 BCA
4.7 BGF Viewwith | BA -] s | .2 -]
. Sub-Select | Basic | 2008 | 2008
UGl GL Mumber / Description [ Aot | P08 Actual | FYO8 Budaet
+-3 16 _|71-00-09-85000-63200 "l | 2,089 "l | 2,048 "l | 1.518 "l -]
- W [ [ | [HUM&N RESOURCES : EDUC MATERIALS & SUPPLIES
%y, EBGI 17_|11-00-053-85000-63300 " [ 0 | 0l | 2145 "
oy OW [ | | |HUMAN RESOURCES : MINOR EQUIPMENT under $5000 ~
s 18 [11-00-03-85000-53400 | [ 0 | 0l | 1,083 Tl
N [ | | [HUM&N RESOURCES : PERIODICALS
%y, BLI 19 [17-00-05-55000-64500 | [ 276 "l | 271 [l | 7471 |
Ty OW [ [ [ [HOMAWRESOURCES : OTHER MATERIALS & SUPPLIES
2y Fw 20 |17-00-09-85000-64700 "l [ 4178 "l | 4,05 "l | B2l
@ BCF [ [ | |HUMAN RESOURCES : TRAYEL DUT-DF-STATE -
Global Changes
BN — GG [ §imea7s $372 506
BSF
BD1 Cartroller Ling Ibems Walue 16/63
B bos
B N1
e The account numbers you are allowed to see will display in the first column of the RWLI

screen. You can use the right scroll bar to see all of your available accounts.
The second column, labeled ‘BA’ Basic Amount, contains the fields where you will enter
your requested budget amount for the account number on the left. For each account
number, type in the amount and press the <enter> or <tab> key.
o Once you change a budget amount, a lower case ‘c’ will appear in the second box
from the left under the account number.
o There are also a variety of other ways to change the budget amounts — see the
‘Calculations for Budget Amounts Quick Reference Guide’ for examples.
The third and fourth columns, labeled C1 and C2, show comparable figures — you can
select the drop down box and change the figures in these columns to show any of the
options available.
You will need to enter justification for each budget request amount. To do this, click on
the ‘Drill Down’ icon to the right of the account number you are providing justification
for.
Select BJNS — Budget Justification Notes. Enter in free form text in the notes area.
Note: you are NOT limited to the 5 lines — the lines will expand to the amount of text you
enter. For new or large expenses, please enter a detailed description. For routine office
supplies, etc., you can just type ‘office supplies based on prior year expenses’.

11



|ﬁl Datatel - R18_TEST - CF

File Edit Favorites Tools Help

Ouick Access [BAAS | @Go AR X® A ® ?

-] CF RivdLI-Fespansibility ‘Wiorksheet Line  BJNS~Justification Notes/Scenarios
+-[0] AP -Aco
—-Z] BU-Bud
+-(Z] BGF
-1 BGC
+-[1 BC:
+-(1 BGF [11_00_09_A5000_63200 $2.089
+.(7 BS |HUMaN RESOURCES : EDUC MATERIALS & SUP
H-E UGH Justification Mates
+-[0 Bw _1 || Office Supplies based on prior year actual expensed J
% BGY | 2]
S
Riw'
S 5 -
& BLIC
& o Included in GL Number Scenario
& =Y Scenariofs] Title Amount Tatal
(@) BCF | | | I [-
| = | | |
=l | | | | | =
BSF
EDT Controller Justification Notes Mo'Walues
B bt

e To save your notes, click the ‘save’ icon at the top of the screen and then click the
update button.

e After you save your notes, you will be brought back to the original RWLI screen. You will
be able to tell if there are justification notes associated with a line item by a lowercase

“I” in a small box immediately below the GL account number.

Allocating Your Budget Amount by Month

e By default, when you enter a budget amount for a line item, it will be divided equally
over 12 months. However, if you know that a certain budget amount will likely be
expended in a certain month, or over a few months, we want you to indicate that as
well.

o Click on the drill down box to the right of either the account number or the
dollar amount.
o Select ‘BLID’ — Budget Line Item Definition — the following screen will appear:

12



i Datatel - R1B_TEST - CF
File Edit Faworites Tools Help

Quick Access [BADF ~| @#Go AR X® O $ ?

-3 CF FiwiLI-Fiesponsibility Worksheet Line  BLID-Budget Line Item Distribution
+- ] AP -Aco
Z}-[Z3 BU-Bud
Fy* 2003 Budget
+-@ BGF GL Account...: 11-00-05-30041-41600
+ -1 BGC Budget Default: EQILIA) Tatal Eudget:
+-[] BC&
+-Z3 BGF Table D ﬂiﬂ Distribution Amounts [
© 03 Bs | [ [ Peiod 1: | 35396 -
[ | Peiod 2 | 35,396
H-@ UGk Contingency &mount [ [E [ | Period 3 | 35,396
-0 B [ [ Peried 4 | 35,395
%y BG1 [ | Peiod & | 35,395
0y OW [ | Peiod & | 35,295
N [ [ Peiiod 7 | 35,395-
[ | Period & | 35,295
%, BLIC [ [ Fed & | 3%
Ty OW [ | Peiod10: | 35,395
2 RW F I Period 11: I 35,395
Period 12: 35,395 -
(i) BCF ’
BCh Undistributed smaunt [ @ TOTAL [ 4247as
BSF
BD1 -
= D Digtribution T able LookJp

o Put your cursor in the Table ID box (even if the box is blank) and press the Ctrl
key + the ‘D’ key. This will delete the data in the field. (Simply pressing delete
will not work).

o Now type the word ‘Dollar’ in the Table ID box and press enter. This will delete
all the amounts in the ‘Distribution Amounts’ column.

o This will bring your cursor into the ‘Period 1:” field. Now you can enter the
budget amounts appropriately across the months.

o You cannot put your cursor in the box you want to enter an amount in — you
need to start at the Period 1 box and tab through until you get to the correct
field.

o Remember that Period 1 is July, and so on.

o When finished, the undistributed amount should equal zero. If it doesn’t, you
will get an error message and the changes will be lost.

Additional Important Notes about Entering your Budget:

You will be notified of the time frame in which you must have all of your budget
information entered into Datatel. Any changes after the cut-off date will need to be
made directly to the Budget Administrator in Business Services.

You do not have to enter all of your budget amounts at one time. The amounts can be
entered as you determine them. You can make adjustments in the RWLI screen as many
times as necessary up until the cut-off date.

13



Chapter 5 - Using Budget Management for Division Deans or Department
Heads with more than one budget area.

Note: If you are a Division Dean or a Department Head that has more than one budget area, you
should read this chapter and become familiar with its contents. If not, skip to Chapter 6 which

covers running Budget Management reports out of the Datatel system.

e To see all of your Budget Management choices, click on the plus sign to the left of ‘BU —
Budget Management’

ﬁl Datatel - Rirkwood_Production_R18 - CF
File Edit #pps Favaorites Options Help

Muick Acce: ~| @hGo AR X®R i ® ?

| [ AP -Accounts Papab
+ AP - Accounts Payable [Z3 BU -Budget Manage
+-[C3 BU - Budget Management [ F=-Fised Assets

e You will then see an option of RWLI — Responsibility Worksheet Line. This is the primary
screen you will use to enter your requested budget amounts.

Entering your Budget Information

This section outlines entering budget information for accounts that you are directly responsible for. The
next section will show you how to review, change and submit budgets for budgets that roll up to you but

are not directly responsible for.

e RW.LI-To access the budget entry screen, either double-click on the mnemonic ‘RWLI’
or type RWLI in the quick access box at the top of the screen.

o Atthe budget ID lookup prompt, enter in this year’s Budget ID and click OK.
Typically the ID will be FY2009, etc. This will change each year and you will be
notified by the Budget Administrator.

o After you enter the Budget ID, you may see two groups of GL classifications:

= The budget you are directly responsible for and;
= Budgets that roll up to you but are not directly responsible for.

14



In the following example, we are viewing the CFO/VP Finance budget. Line #1 is the account
that this budget officer is directly responsible for. You will know this because there is a
number one (1) under the ‘Authorized’ column of line 1. The remaining line items are accounts
that are in his area, but someone else is directly responsible for:

|ﬁl Datatel - R18_TEST - CF

File Edit Faworites Tools Help

Quick Access [BAAS | @#hGo AR X® A ® ?

—-Z3 CF

+-[[ AP -dcor

=3 BU-Bud
BGF
BGC
BC&
BGF
BSa&
LIGF
Bwl

+

poporoooo

o ] 8 o e W

ra' a4
£ €8

#,, BLI
2y, OW
2y, Rw
(D BCF
BCM
BSF
BDT
EP Bas
P CNT
P B0T

RwLI-Fesponsibiliy \Worksheet Line  BIMS~Justification Notes/Scenarios

| Bi - Budget Pesponsibility Besolution

Jl Seqg: PBesponsibility Description Authorized - Date -

[ | 1: EUL_CFO Finance/Operations 1 az /08708 J
[ | 2z EUL_CFO_BUSNH Businesz Services az /08708

] %: EUD_CFO_HE Human Resources 0z /08,08

[ 4: EUD CFO_AUX buxiliary Services 0z /0808

)

)

N

N

)

)

B

)

N

N

N

| [/

Controller LookUp Resolution Page 171

Seq Mumber, (F)lag:

Al X|

We will look at budgets that are in your division or department in the next section, but for now,
we’ll look at entering data for the accounts that you are directly responsible for.

e C(Click on the box to the left of line #1. You will see a check-mark in the box.

e Click the disk icon either at the top of the screen or in the lower right hand corner of the

screen.

e After clicking the icon, you should see a screen similar to the screen shot on page 11.
e Follow the instructions from page 10 on to enter any budget information that you are

directly responsible for and for more details on entering your budget.

Until the date has passed for your reporting unit budget officers to have their budgets entered,
you can view their budget information by using either OWKS or RWKS.

15



Reviewing, Changing and Approving Budgets in your Division or Department

This section outlines the process to follow if you are a Dean or Department Head and are
responsible for approving budgets that report to you where someone else has entered a budget

amount.

e RWLI—to access the budget entry screen, either double-click on the mnemonic RWLI or
type RWLI in the quick access box at the top of the screen.
o At the budget ID lookup prompt, enter this year’s Budget ID and click the ‘OK’
button. Again, you will be notified by the Budget Administrator of the current
ID, but will typically coincide with the fiscal year, ex. 2009.
o After you enter the Budget ID, you will see the two groups of GL classifications:
= The budget you are directly responsible for and;
= Budgets that roll up to you, but you are not directly responsible for.
o In this example we are again logged into the CFO/VP Finance account:

R Datatel - R18_TEST - CF
Flle Edit Fawvorites Tools Help

Ouick Access |[BAAS | #Go AR X®R @ # 2

-3 CF FiwL|-Responsibiity Worksheet Line  BJNS-Justification Motes/S cenarios

+- ] AP -Acc | BA - Budget Besponsibility Resolution
2 3 BU-Bud, |

+ BGF J| Zeq: Desponsibility Description Authorized = Date -
BGC
BCA
BGF
BSa
LIGF

Bl

EUD_CFO Finance/Operations 1 0z/08/0%8 J

EUD_CFO_BUZN Business Zervices 0z/08/0%8

BUDL_CFO_HE Human PResources 0z/08/08
EUD_CFO_ATT duxiliary Services 0z/08/0%8

W W e

[ G T G

¥ 12 1
£28

%, BLI
%y, OW
%y AW
(D BCF
BCM
BSF
BOT

- Bas Controller LookUp Besolution Page 1/1
. CHT| |8eq Mumber, (F)lag: E x
E® E0T

o S Sl S i o B o Rl Bl Bl Bl
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o We can see that by the 1 listed under the Authorized column that this is the
budget that he is directly responsible for and the remaining budgets report to
him, but someone else is directly responsible for.

o Toreview an area in your department or division, click in the box to the left of
the responsibility name and click the save button.

o You will then see the list of account numbers for that area you selected:

fll Datatel - R18_TEST - CF

File Edit Fawaorites Tools Help

Quick Access |BADF - 050

AR X M@

® 2

.3 CF RwLI-F esponzibility ‘whork sheet Linel
+-[C] AP-Acc
—}-Z3 BU-Bud
+-[C1 BGF
+-(1 BGC y: SPREGLE
+-[Z] BCA
+-[] BGF View with | Ba -] | o =] L2 |-l
5GBS Sub-Select [ Basic [ 2008 [ 2008
GL Mumber # Description [ Amount | FYD8 Actual Fy08 Budget
+-[J UGk 121 [[71-00-05-50041 62300 " | 0 | 0 | 163 "l «|
-0 B [ | [ |BUSINESS DFFICE : POSTAGE EXPEDITE OTHER MATTER
®y, BGT 122 [11-00-05-50041 62400 " | 0 "l | 0 "l | 152 Tl
oy OW [ [ [ [BUSINESS OFFICE : GROUP MEETINGS & WORKSHOPS
= 123 [11-00-05-80041-62500 " | 0l | 0l | 0 "l
S [ " [ [BUSINESS OFFICE : D&TA PROCESSING SERVICES
%y BLI 124 [11.00-05-80041-62600 "l | 64116 | | 62467 | | 130,648 E4
Ty OW [ [ [ [BUSINESS DFFICE : OTHER CONTRACTED SERVICES
<y R 125 |11-00-05-80041-62690 " | 0l | 0l | 0 "l
@ ecr [ | [ [BUSINESS OFFICE : OTHER CONTRACTED SERVICES -~
Global Changes
BCh e I [ $47130852 | $4077 615 [ $1,004,423-
BSF
BD1
E® b
— R

o Budget Officers will have a deadline for entering their budget information. Until
that date has passed, the budget (basic) amount column will be view only for
you. Once the deadline has passed, this column will be available for any
modifications you may wish to make.

o You will want to double check that your reporting areas have entered
justifications for their budget requests. You can quickly scan down the left-most
column to see that there is a lower case ‘j’ in each box. This means that a
justification has been entered.

o To view the justification, simply click on the drill down arrow next to the account
number and select the BJNS option. You may modify or add any of your own
notes if you wish.

o You can also quickly scan down the second column to the left under the account
number — any that have a lower case ‘c’ indicate that they have been changed
from the initial budget amount.
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e RWAKS — Responsibility Worksheet Summary
o This screen will give you a grand total of the budget you are directly responsible
for and also a total of your reporting unit totals.
o If you click on the drill down button next to the reporting unit totals box, it will
bring you to the BCRU screen — Reporting Unit Budgets. From here you can drill
down to see the individual line items if you wish.

7l Datatel - R18_TEST - CF
File Edit Favorites Tools Help

Quick Access 0wl »| @G AR X® 0 # 29

| [I3 CF HWKS-HespansibilityWarksheetSuml

-Acc
- Bud
BGF
BIGL
BCe
BiGF

RS Owerall Limit %0

LGH todification Authority D ate

we Computing

By SPREGLE

popooep =x

z

Lirnit &mmount Budget Arnount

N [ Line Item Tatals | $0 | $503,191

& &
25

& BLIT H_ E Reparting Unitz Tatalz [ &0 | £1 603,038
& (Y =============
%y AW $2,106,223

(D) BCF

e OWKS — Officer Worksheet Summary. This is another option for you to view the
budgets that you are either directly or indirectly responsible for.

o After you enter the current budget ID, your area of responsibility will appear in
the ‘Areas of Responsibility’ Section.

o You can click on the drill down arrow and select RULI — Reporting Unit Line Items,
which is similar to RWLI, where we entered the individual line item budgets, or
you can select BCRU which will bring up each reporting unit separately. You can
then drill into each unit to view individual line items.

= The budgets you are indirectly responsible for will appear as a separate
reporting unit.

= The budgets you are directly responsible for will simply bring up each line
item in your budget.
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o Below is an example of the OWKS screen:

il Datatel - R18_TEST - CF
File Edit Favorites Tools Help
Quick Access [DwiLl -~ @#Go AR X i ® 2
(I3 CF DWKS-foicerWDIksheetSummar}ll
+-[] AP-Aco
—-[Z] BU-Bud n L Pregler
[ BGF '
+-(_] BGC
+-[C] BC&
+-(] BGF
+.07 Bst &reas of Responsibilty 0 e e
—_— 1 [Budaet Admiristratar | [ 1ez2Ead 74 | 0 -]
3 2] | |
=0 8wl 3 ] | [
& BG1T
& oW .
& o ”‘_j Met Budget Besponsibility 162,534,743-
& BLIL Available Scenarios
& [ Scenario Description Amnount Status Friy
& Aw | ﬂ [ [ | o -
2 | | I | [
(L) BCF — .
|| = | | | —
4 o | I | =
BSF
B0 Contraller Responzibility areaz Adding Yalue 2

Note: Asyou can see, there are several different ways to view the same information — it’s best
to try each option and see what works best for you and what you are the most comfortable
with.
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Chapter 6 - Budget Management Reports

This chapter outlines the process for producing a report from Datatel that will show you what
has been entered for your accounts. This report can be run at any time —you do not have to be
finished with your budgets to be able to run it.

Detail Worksheet Report

e From the Budget Management Menu (BU), click the plus sign next to BWR — Budget
Worksheet Reports, then click DWSR — Detail Worksheet Report.
e You can also simply type DWSR in the quick access box on the top of the screen.
e Enter the same Budget ID as you have been using when entering your budget and click
OK.
e Enter EQ into the box labeled ‘Report Connective’ if not already there.
p y
e Press tab or enter and you will see all the budgets you are either directly or indirectly
responsible for:
i Datatel - R1B_TEST - CF
File Edt Favorites Tools Help
Quick Access |[BADF ~| @Go AR X® i@ ® ?
(I3 CF DS R-Dietail YWork sheet Beport ]
H-1 AP -Aco
=03 BU-Bud
4[] EGF
41 EG
+-[] BC# Report Connective
+-(11 BGF
+-03 BSA Report which includes
1 JBUD | Budgst Administratar o
- UG 2 |BUD_TECH | Administrative Computing
-3 BwW 3 [BUD_TECH.IT [ Information Technolagy
4 |BUD_TECH_MEDIA | Media Productions
5 |BUD_TEEH_DF’EH |KTS;’EIDadcash"TeIecnm
= E_|BUD_TECH_COMHM | Telecommurnications
&l 7 _|BUD_CFO | Finance/Operations
g |BUD_EFD_BUSN |Business Services
%y EGT 3 |BUD_CFO_HR | Human Resources
& 0w 10 JBUD_CFO_ALE= |.f1‘-.u:<iliar_l,J Services j
R
& Indicate Changes |Yes Print Justification Mates |ves
S BLIL Frint Only Changes |M Print ductive Scenariolz] [No
2y 0w
e Make sure the bottom four boxes are markes as shown above.
e C(lick save and update.
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e Change the output device from ‘P’ to ‘H’. This tells the system to send the report to
your screen first:
R Datatel - R18_TEST - CF
File Edit Favorites Tools Help

Quick Access |BADF | @Go o] @ x ®R A ® ?

-] CF DW’SH-DetaiIkasheetHepolt]
+- ] AP-Aco
23 BU-Bud
-3 BGF
43 BGL
+-[1 BC# Output Device |H Hold/Browse File Dutout =]
+-[] BGF Printer |
Form Mame |
+ BSE
- Banner |
+-(J UGH Secuilty |FE Fubic =] |
—-E3 BW Copies |1
Defer Time
Other Options
1 [NFMT Tl -
2 |[NREAD P
3] "l |
2y BT
%y OW Page Width [132
3 F Page Length |GE
Top Margin ,D_
S}n BLIL Buattorn Margin ,D_
2y 0w
2y Fiw
(T BCF

e C(lick save and update

e Another screen will appear — don’t change anything, just click save and update again.

e The report will run based on the specifications we selected in the previous screens and
when the report is finished, it will either pop up on your screen, or you may have to click
the finish button to view the report.

e This is an example of what the report will look like:

01/23/08 Kirkwood Community College Page: 1
10:50AM Budget Detail Worksheet for FY2009
Version: Base

BUD - Budget Administrator Director of Financial Performance & Processes 99001 Susan L Pregler
2007-2008 2007-2008 2006-2007 BASE 2008-2009
s/j GL Account Description FY08 Actual FYO8 Budget  FYO7 Actual  Prior Versn Curr Version

11-00-00-00000-47100  : INTEREST INCOME
11-00-00-00000-59000  : HEALTH/LIFE/DISABILI
11-00-00-00000-59200  : FICA
11-00-00-00000-59210  :FICA
11-00-00-00000-59220  : FICA
11-00-00-00000-59300  : IPERS/TIAA-CREF

©Sooo®@o
oo0oo0ooo©o
© 9 oooo
oooooo

0

0

0
0
0
0
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Budget Comparison Report

Double click or enter in the quick access box BCMP.
‘EQ’ should be in the ‘Report Connective’ box — hit enter or tab.
The budgets you are responsible for will appear in the boxes below the column labeled
report responsibility.
On the right hand side of the screen, listed Comparison Columns - you must include at
least one comparative for the report to run. In the column labeled year, you can enter
whatever information you’d like to see — typically this will be the current budget we’re
working on, so you would enter 2009 for the year and then select AB — adjusted budget
for the source code.

o The adjusted budget is the sum of the original budget plus any additions or

subtractions. This selection just ensures you are selecting everything.

NOTE: Until the budget is posted to the general ledger, you need to select ‘Current
Version’ if you are looking for data for the budget we are currently entering.
You can add up to five comparatives, so if you want to compare the last five years
budgets, you can do so by selecting the appropriate years in each of the boxes.
Click the drill down arrow next to ‘GL account definition’, and click the drill down arrow
next to ‘Select/List’. (Or simply enter ‘SA’ in the box to select all departments that
report to you). Enter the following information into the screen as shown below for line
one. On line fourth line, unit, you should select your departments — in this example we
are looking at the Business Office.
Click the save button.

A Datatel - R18_TEST - CF

File Edit Favorites Tools Help

Ouick Access |BADF | @hGo AR X® A ® ?

.3 CF BCMP-Budget Comparizon Fiepc-rtl GLSFO0-GL Standard List/SSelect  JSBUDS-ENVISION Statementﬁenerator]
=3 BU-Bud
-0 BGF Inc/Exc Compaonent Y alues |BLISIMESS OFFICE
+-(1 BG [FUND.GROUP,FUND
+-@ ecy [T T N2 _1W _2 s 3] 4 T
+-(Z1 BGF |CTY,LDD’-\T|DN
1 03 BS i N 4 1] 21 3l 4 11
|FL|N|:T
LIGF
#0 S mE I mE L 2] 3] 4] 1
+-[] Bw [UNIT
%y BG1 7 8 _1 0041 21 3l 4 11
& oW |GL.EL."—\SS,SUBEL.*’-\SS,SUBDEJECT,DBJEET
S r |8 L 2] 3] 4] 1l
|
RN Bl el e W 2] 3 4 A4
%y OW [
2y FW, [ L el | il Al 11
|
BCF
Ol ol o 2] 3 4] 1
ELL 1 Prampt fior additional selection criteria? [ M)
E1 RsF
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e C(lick the drill down arrow next to the ‘Sort’ box. It's a good idea to put a ‘Y’ under the
break column of the ‘BWK.UNIT’ line — this will give you a total by each unit, or
department, as shown below:

|ﬁl Datatel - R18_TEST - CF

File Edit Fawaorites Tools Help

Quick Access |BADF - 050 o | @ x ®” B ® ?

-3 CF BChMP-Budget Comparizon Heport] GLSFOO-GL Standard List/S5elect  C5PS-Change Sart Specification
+- [0 AP-Aco Sort/Break Definition
—-[Z3 BU-Eud Budget Comparison Report
+-Z3 BGF
+-Z3 BGI
+-[Z3 BC# Criteria
+-C3 BGF Field Mame............cocooooiinnns Sequence.......... Break
e 1 |BwWEFUND By =1 I =]
2 [BwWK LOCATION BY =1
+- UGH 3wk FUNET By =i
+H-0 Bw 4 [EwWE.UNIT B | [¥es
%y BGI _5 |BwWE.OBJECT B =11
o owl| 2 | =1 |
o | | =1 |
& | =1
RS N | =] |
& 0wl | 0] | =1 [ ]
e Enter a ‘N’ in the Verify Criteria box and click update.
e C(Click update again.
e Change the output device to ‘H’ to print to your screen.
e Click save and update on this screen and again on the next screen.
e The report will run and will pop up on your screen, or you may need to click ‘finish’ on

the screen so the report will appear.
e You can then print the report from here or export to excel.
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Chapter 7 - Logging Out of Datatel

To log out of the Datatel system, click the ‘x’ in the upper right hand corner of the screen —
similar to any Microsoft applications.

Note — you cannot log out of Datatel while in a data entry or report screen. You must be back
at the main menu, and then you can log out.

Questions, Comments...

Your comments are always welcome and encouraged in order to continually improve the
budget process. Please notify Susan Pregler in Business Services of any difficulties you
encounter while using this manual. If there are items that you find would be helpful to cover
within the manual, please let Susan know. Our goal is to make the budget process as efficient
and effective as possible.

E-mail: susan.pregler@kirkwood.edu
Direct phone line: 398-7628

Thank you!
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