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Project Costing
Course Overview

This Guide covers how non-grant projects are created, maintained, and closed in the Project Costing module.
Non-grant projects are created when the project and activities are funded by the agency rather than a sponsor
and there is no need to bill. The project will be used to perform cost collection only.

Different modules in SWIFT are used to track non-grant projects, non-grant projects with billing, and incoming or
outgoing grants. The below table lists the correct modules and instructions to use, depending on the situation.

If you are unsure which module to use, contact the SWIFT Help Desk to discuss your usage and ensure that all
information is setup correctly (651-201-8100, option 2, or swifthelpdesk.mmb@state.mn.us).

SWIFT Module and related Reference Guides

Non-Grant Project with | Non-grant projects that will not be billed are tracked using the Project

no billing Costing Module. You will follow the instructions contained in this guide.
Refer to the Project Costing Reference Guide page for the most current
version.

Non-Grant Projects Non-grant projects that will be billed are tracked using the Grants,

with billing Customer Contract, and Commitment Control modules. You will follow

the instructions contained in the Grants (Incoming) User Guide which
can be found on the Grants (Incoming) Reference Guide page.

Incoming Grants Incoming grants (where the State is the grantee) are tracked using the
Grants, Customer Contract, and Commitment Control modules. You
will follow the instructions contained in the Grants (Incoming) User
Guide which can be found on the Grants (Incoming) Reference Guide

page.

Outgoing Grants Outgoing grants (where the State is the grantor) are handled in the
Supplier Contracts, Purchasing, and Accounts Payable modules. See
below guides for more information:

e Create and Execute Grant Contracts Quick Reference Guide: This
guide provides the steps to enter and execute grant contracts.

e Manage Grants for Grant Makers Quick Reference Guide: This
guide provides the steps to enter and manage grants in three
SWIFT Modules: Supplier Contracts, Purchase Orders and
Accounts Payable.

These guides are posted on the SWIFT General Purchasing page.
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Note: Minnesota does not use the detailed project tracking that can be accommodated by the Project
Costing module.

The Project Life Cycle chart shown below illustrates how projects are created, maintained, and closed in SWIFT.
A brief discussion of these processes is provided in this Course Overview.

Project Life Cycle

Create Project
Enter Project
Create Project Activities
Create the Budget Plan
Add Budget Details to Project Activities
Finalize Project Budget

¥

Maintain Project
Add or Reduce Time

Adjust Project Budget
Add or Inactivate Project Activities

IMonitor Project Budget
(Ensure Valid Expenditures / Budget Mot Exceeded)

¥

Close Project
Update Project Status to Close

You will begin creating a non-grant project by entering project header information, including the Project ID, Project
Description, Type, and Start and End Dates. Next, you'll need to enter at least one activity for the project. Activity
details include the Activity Name, Activity ID, and Activity Start and End Dates.

Most agencies require that a project budget be entered. Budgets are entered at the activity level and these entries
roll up to the total project budget. The level of budget detail entered differs, depending on the agency. For
example, some agencies enter a single budget for the entire project, while other agencies enter budget amounts
at the account class level, such as salary, equipment, and travel.

After you complete and finalize the project budget:

e Transactions will not pass budget check if they exceed the project budget.
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SWIFT assigns Control Dates that default to the Project Start and End Dates. The Control Dates act as
an edit against transactions, along with the Project Effective Date, Project Status, and Project Budget
Definition. A user with sufficient security can change the Project Control Dates. Refer to the
“Understanding Project Dates and Transaction Controls” topic in Lesson 1 to learn more about these
fields and how they provide control on the transactions that post to your project.

After the project is created, you may need to add or reduce the project time, adjust the project budget, or add
additional activities to the project. You'll also need to monitor the project to ensure that valid expenditures are
posted to the project and that the project budget is not exceeded. When it is time to close the project, you'll need
to verify that all transactions have been posted to the project and then change the Project status to “Closed”.

There are a few important points to remember when working with non-grants projects:

The way agencies track projects in SWIFT differs. Check with your agency to find out what Budget
Definition and level of detail your agency uses. Most agencies use the Standard Budget Definition and
“Track with Budget”. A few agencies use the Alternate Budget Definition “Track without Budget”. The level
of budget detail required also varies, depending on the agency. The Project Budget Definitions topic in
the Appendix of this guide may also be of assistance.

Project IDs must begin with the first three digits of your Business Unit (your “Agency Mask”). For example,
if your Business Unit is G1001, your agency mask is “G10".

Transactions must be coded with valid Project ChartFields. For most agency configurations, transactions
must have a valid ChartField combination of Project Costing Business Unit (PC Business Unit), Project
ID, Activity, and Source Type. There are exceptions. Check with your agency to find out how your agency
is set up or contact the SWIFT Help Desk.

Below is a summary of the lessons provided in this user guide:

Lesson Description

Lesson 1 Creating Non-Grant Projects. This lesson provides instructions for entering new
non-grant projects into SWIFT. You will learn how to enter a project, project
activities, and the project budget. This lesson also covers how to handle
commitment control errors and provides a detailed explanation of project dates
and transaction controls.

Lesson 2 Maintaining Non-Grant Projects. In this lesson you will learn how to update a
project to extend or reduce the time, adjust the project budget, or add or inactivate
project activities.

Lesson 3 Closing and Reopening Projects. After all of the costs have been processed, the
project should be closed (inactivated). This lesson covers how to change the
project status to “closed” and how to “reopen” it, if necessary.

Lesson 4 SWIFT Inquiries and Queries. This lesson covers inquires and queries available
in SWIFT for non-grant projects.

Appendix Appendix. SWIFT project budget definitions are discussed and a listing of agency
project budget definition requirements is provided.
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Lesson 1. Creating Non-Grant Projects

Lesson Overview

Lesson 1 covers how to enter non-grant projects, correct budget check errors, and understand project dates.

Topics include the following:

Topic

Entering Non-Grant Projects

This topic covers the steps to enter a new non-grant project,
project activities, and project budget.

Correcting Commitment Control
(Budget Check) Errors

When you finalize the project budget, you may encounter
Commitment Control errors on one or more budget lines.
This topic covers how to review the message log for this
process, determine the error, and fix it. You will then need to
run the Budget Finalize process again to make sure it is
correct.

Understanding Dates and
Transaction Controls

This topic describes how project dates work, and how these
dates, along with your agency’s Project Budget Definition
and Project Status, provide control on the transactions that
post to your non-grant project.

After completing this lesson, you should be able to:

e Enter New Non-Grant Projects

e Correct Commitment Control (Project Budget Check) Errors

e Understand Project Dates and Transaction Controls
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Entering Non-Grant Projects

Topic Overview

This topic covers creating a new, non-grant project, such as a capital bonding project. Non-grant projects are
created when the project and activities are funded by the agency rather than a sponsor and there is no need to
bill. The project will be used to perform cost collection only. You first enter project header information, including
the Project ID, Project Description, Type, and Project Start and End Dates. Next, you will add at least one activity
to the project. Activity details include the Activity Name, Activity ID, and Activity Start and End Dates.

Note: Project IDs must begin with the first three digits of your Business Unit (your “Agency Mask”). For
example, if your Business Unit is G1001, your agency mask is “G10".

Most agencies require that a project budget be entered. Budgets are entered at the activity level and these entries
roll up to the total project budget. The level of budget detail entered differs, depending on the agency. Check with

your agency to find out your agency requirements. You can also refer to the Project Budget Definitions topic in the
Appendix of this user guide.

Entering Non-Grant Projects

Enter Project Information

|
Enter Activities

r

Create New Budget Plan

F

Add Budget Details to
Project Activities

!

Finalize Project Budget |, Correct Any Commitment
Control Errors

L 4

Project Ready for
Transaction Processing

After completing this topic, you should be able to:

o Enter New Non-Grant Projects
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Process Steps

Enter New Projects (Non-Grant)

This topic covers the steps to create a non-grant project in SWIFT.
Steps to complete:

e Step 1: Enter Project General Information (Project Header)

Step 2: Add Project Activities

Step 3: Create a New Budget Plan

Step 4: Add Budget Details for each Activity

Step 5: Finalize the New Budget

Step 1: Enter Project General Information (Project Header)
Begin by navigating to the Project General Information page.

1. Navigation Links: Project Costing, Project Definitions, General Information.

2. Onthe General Information page, click on the Add a New Value tab and complete as described below.

Field Name Field Description
*Business Unit Accept the default Business Unit or select a different Business Unit.
*Project ID WARNING! You must overwrite the default system value “NEXT” with a

valid Project ID. The Project ID must begin with the first three digits of
your Business Unit (your Agency Mask). For example, if your Business
Unit is “G1001”, your agency mask is “G10". Check with your agency for
additional format requirements for the Project ID.

Project ID is a 15-character alphanumerical identifier.

*Create Accept the default “Blank Project”.
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Fav:yites MainvMenu > Project_Costing > Project IZ‘}reﬁnitions » General Information

General Information

( Eind an Existing Value ||l ERREVRIEIT

Business Unit:|G0201 Q

Project: GO2ZRC25GV0034

Create: |Ellank Project W
. Add

3. Click on the Add button and the Project General Information page displays.

Favorites : Main Menu > Project Costing > Project Definitions > General Information
- H - - -

70 New Windo
L EE RN EG S - WMn/DOT Attributes | Project Costing Definition |~ Manager | Location ' Phases | Approval | Justification ' User Fields

(Rates | @
Project: GD2RC25GV0034 | AddtoyProjests |
Processing Status: Active
*Description: | [ Program 9
Project Status: O 0
*Integration: Q . Q pen
*Project Type: Q
Percent Complete: 0.00 As OF:
Project Health: As of Date:
Project Schedule
*Start Date: 1210212016 |[5] *End Date:  |12/02/2016 [

Additional Dates

Find | View Al First Kl 1 of 1 ¥ Last
Date/Time Stamp: 1210216 8:46:17AM User ID: 00637298
Description:
(E
Long Description:
iEl

| Save.asdemplate | | GopyRroject

Return to Project Costing

| save| (% Refresn |

|E+ Add| |/ Updatemispiay| | Inciude History
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4. Complete the Project Header as described below.

Field Name Field Description

*Description Enter a description for the project. This brief description field is used to
identify your project in search results and reports. You can enter longer
descriptions at the bottom of the page, if desired. The longer descriptions
are not required.

The field length is 30 characters.

*Integration Click on the Lookup icon and select “STANDARD?”. This is the only valid
value.
*Project Type Enter the Project Type. Many different project types may be used at your

agency. Be sure to select the correct project type. This example uses a
generic code (CAPPR — Capital Project) for agency-directed projects.

Project Status The Project Status defaults to “Open.” As long as the project is open, the
Project ID and Activity IDs can be used as valid ChartField values, even if
the project has not yet started. If you want to prevent this, you can
change the status now to “Hold,” and then change it back to “Open” when
the project actually starts, or when you want to be able to use the Project
ID and Activity ID.

Percent Complete State of Minnesota does not use.

Project Health State of Minnesota does not use.

Program Checkbox State of Minnesota does not use.

Project:

*Description:

*Integration:
*Project Type:

Percent Complete:

Project Health:

Favorites | Main Menu > Project Costing > Project Definitions > General Information

) MniDOT Aftributes Project Costing Definition Manager Location Phases Approval Jdustification User Fields Rates ]

*Start Date: 121012016 3] “End Date: | [11/30/2020 [ sdditional Dates

B New Window

GOZ2RC25GV0034
Roof and Exterior Repair [JProgram Processing Status: Adtive

Project Status: 0 & Open
STANDARD |G Standard Integration Template P
CAPPR Q| capitol Projects

0000 asor

Ll Ll

Date/Time Stamp: 12/021M6 8:46:17AM User ID: 00637298

Description:

Long Description:

Return to Project Costing

[E Save | s Refresh E Add Update/Display = | /2] Include History
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5. Complete the Project Schedule section as described below:

Field Name

Field Description

*Start Date

Enter the project Start Date. After saving the project, the earlier of today’s
date or the start date becomes the effective date. Payroll transactions
cannot be processed prior to this date. If you use budgets, this will also
become the Control Start Date.

Note: If your project is funded by a continuing appropriation for capital
projects (Appropriation Type 02), the Start Date must be within the
budget fiscal year (budget period) of the capital appropriation.

*End Date

Enter the project End Date. If you use budgets, this will also become the
Control End Date.

Additional Dates
Link

State of Minnesota does not use.

Favorites | Main Menu > Project Costing > Project Definitions > General Information

) MniDOT Aftributes Project Costing Definition Manager Location Phases Approval Justification User Fields Rates ]

B New W

Project: GOZRC25GV0034
“Description: Roof and Exterior Repair [pragram ~Processing Status: Active
Project Status: 0 & Open
*Integration: STANDARD |Q Standard Integration Template P
*Project Type: CAPPR S| capitol Projects
Percent Complete: 0.00)  asor
Project Health: As of Date:
*Start Date: 120112016 [3i “End Date: | |11/30/2020 [ Additional Dates
Kl L
Date/Time Stamp: 12/02116 8:46:17AM User ID: 00637298
Description:

Long Description:

Return to Project Costing

[E Save | s Refresh

Er Add Update/Display | |/ Include History

6. Optionally, complete the Description section as described below.

Field Name

Field Description

Description

Optionally, enter a longer description to provide more details about your
project than would fit in the short description above. Click on the Modal
Window icon to view and enter the description in a larger window.

The field length is 254 characters.

Released April 12, 2017 (Version 4)
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Field Name Field Description

Long Description Optionally, enter a longer description if you need more than 254
characters. Click on the Modal Window icon to view and enter the
description in a larger window.

7. Ensure that you have entered a valid Project ID that begins with your agency mask. If you have not
entered a valid Project ID, leave the page without saving, and start over at step 1. If you have entered a
valid Project ID, click on the Save button.

8. Optionally, click on the User Fields tab and enter information in the fields as required by your agency.
These fields are available to use at your agency'’s discretion.

Fa\'ovrrces Maln'Menu ¥ PrOJect'CDstlng > Project D_eﬁnrcmns » General Information
ENew Window ? Hel

General Information Mn/DOT Attributes Project Costing Definition Manager Location Phases Approval Justification d Rates ]
Project: GOZRC25GV0034 Description: Roof and Exterior Repair
Field 1: User Currency: Q,
Field 2: Amount 1:
Field 3: Amount 2:
Field 4: Amount 3:
Field 5: Date 1: [

Date 2: )

Save as Template Copy Project

Go To: Wy Projects Project Valuation Project Team Project Activities More v
Return to Project Costing
[E Save 7 Refresh Es Add Update/Display = |/ Include History [E* Correct History

9. Optionally, click on the Attachments tab to add documents to your project. (If the tab is not visible click

on the Show Following tabs arrow at the top right of the page to view additional tabs.)
a. Click on the Paperclip icon.
b. Browse to the location of the file and select it.
c. Click on the Upload button.
Fa\fovr'rtes Mainflenu b ProjectvCDSting > Project [leﬁn'ﬂ:ions > General Information
@ Location | Phases | Approval | Justification = UserFields | Rates ([UECILEUEA Assetintegraion Rules ~ BudgetAlers | [V
Project: GO2RC25GV0034 Description: Roof and Exterior Repair
Requests Attached File
1 Attachment paf i} B
10. From the General Information tab, click on the Save button once again, if necessary. After you save a

project, several project-related links (Go To links) automatically display at the bottom of the page. We will
use the Project Activities link in the next step.
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Note: Many of the tabs available in the Project pages are not used or are seldom used:

Tab Name Field Description

Mn/DOT Attributes The Mn/DOT Attributes page is used only for Mn/DOT projects. It is not
meaningful for other agencies.

Project Costing Entries on the Project Costing Definition page should not be changed.
Definition

Manager State of Minnesota does not use this functionality.

Location Non-grant projects do not require a location to be assigned. Most

agencies do not use locations. Check with your agency to determine if
you should use the Location page to assign the physical location of the
project. If you choose to add location details, you have the option to
include multiple locations with different Effective Dates.

Note: The Effective Date of the location must be within the project Start
and End Dates you entered on the General Information page.

Phases State of Minnesota does not use.

Approval State of Minnesota does not use.

Justification State of Minnesota does not use.

Rates State of Minnesota does not use.

Asset Integration If you are interested in integrating project information to the Asset

Rules Management Module, contact SWIFT Module Support at:
AgencyAssistance.MMB@state.mn.us.

Budget Alerts State of Minnesota does not use.

New Project State of Minnesota does not use.

Approval

Released April 12, 2017 (Version 4)
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Step 2: Add Project Activities

Every project requires at least one activity.

1. Click on the Project Activities link displayed at the bottom of the page in the Go To section.

Favorites | Main Menu > Project Costing > Project Definitions > General Information

General Information Mn/DOT Attributes

Project Costing Definition

B New Window
Manager Location Phases Approval Justification User Fields Rates E)
Project: GOZRC25GYV0034 Add to My Projects
“Description: [Roof and Exterior Repair [lprogram ~ Processing Status: Active
Project Status: Open
*Integration: STANDARD |G Standard Integration Template <REn
*Project Type: CAPPR Q Capitol Projects
Percent Complete: 0.00 As OF
Project Health: As of Date:

Project Schedule
*5tart Date: 12/01/2016  |[H] *End Date: | 11/30/2020 [5]

Additional Dates

Find | View Al First K 1071 DY L ast
)
Date/Time Stamp: 12/02M6 8:46:17AM User ID: 00637298 =
Description:
]
Long Description:
]
Save as Template Copy Project
Go To: My Projects Project Valuation Project Team Mare
Return to Project Costing

B save | |@ Refresh |

[Ex Add| |5 UpdateiDisplay| JE] Include History | | [

The Project Activities tab displays with one activity row by default. In this example, the project has two
activities.

Favovr'rtes MainvMenu 5 Projectth}sting »  Project Qeﬁntions > General Information > Project Activities

Project Activities Gantt Chart

B New Window

Project: GO2RC25GV0024 Description: Roof and Exterior Repair Processing Status: Active
o @ 4 P X =) 2 Number Rows: 1 Expand:
Project Activities Personalize | Find | View A1l | 1 First K0 4 of 4 1 Last
Schedule More Dates Details User Fields
Select WBSID *Activity Name *Activity *Start Date *End Date HEZETE
O

Complete
|

nexT Q. [12012018 113012020 |

o0 By &

Save as Template

Return to General Information

B save | [ ReturntoSearch | [ Notify | | Refresn |
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2.

If you need to add more than one Activity to the Project, follow the steps below. If not, proceed to the next
step.

a. Enter the number of additional activity rows you need to add in the Number Rows field located in
the header of the page.

WARNING! This is the number of new rows that you need to add, not the total number of rows
you need. If you add rows you don't need, you cannot delete them.

If you add activity rows in error, you should exit the Project Activities page without saving (click on
the Return to General Information link and click “Cancel” to exit without saving). From the Project
General Information page, click on the Project Activities link and start over.

b. Click on the Select checkbox for the first row that was added by default. The new rows will be
added after the selected row.

Favorites
.o

Project Activities Gantt Chart

Project:

» @ 4 & X =] Number Rows: =
More Dates Details User Fields

Select

Return to General Information

Main Menu > Project Costing > Project Definitions > General Information > Project Activities
- - -

20 New Window

G02RC25GV0034 Description: Roof and Exterior Repair Processing Status: Active

Expand: |All Subtasks v

Personalize | Find | View Al | B

WBS 1D *Activity Name *Activity *Start Date *End Date ng_ﬁ:‘e“e
1 [NEXT Q [1201201eE 1130020205 | 000 B &

Save as Template

Q& Returnio Search  |[Z] Nofity | | Refresh |

c. Click on the Add ( &l ) icon to the left of the Number Rows field. The new rows are inserted
after the selected row.

Favorites Main Menu > Project Costing > Project Definitions > General Information > Project Activities

Project Activities Gantt Chart

Project:

@ 4 ¥ }{ % = Number Rows: 1

m More Dates Details User Fields

select
U

Return to General Information

70 New Window

GO2RC25GV0034 Description: Roof and Exterior Repair Processing Status: Active

+ Expand: |All Subtasks s

ok

Personalize | Find | View A1 | B | 28

WBS ID *Activity Name *Activity *Start Date *End Date gi:ﬁ?gte
1 [NEXT q [12m01/201€5 [1130020205 | .00 B d
2 NEXT1  Q [12001/201€ ] [11/2002020 5 | 0.00] B &
Save as Template

& Returnto Search | |[Z] Nofify | | Refresh
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3. Complete the Project Activities section detail as described below.

Field Name

Field Description

*Activity Name

Enter the Activity Name. The field length is 30 characters.

*Activity

Overwrite the default system value “NEXT” with the Activity ID. Follow
your agency'’s convention for completing this field. Some agencies use
very specific Activity IDs in order to track expenses at that level.
Others just use activity 1, 2, etc. This becomes the Activity ChartField
value. The field length is 15 characters.

*Start Date and End
Date

The Activity Start Date and End Date defaults to the Start Date and
End Date of the Project. If there is only one activity, the activity Start
and End Date must match the project Start and End Date. If your
project has multiple activities, you must have at least one activity that
starts on the project Start Date, and at least one that ends on the
project End Date and there must be no gaps between activities.

Percent Complete

State of Minnesota does not use.

Activity Definition

If you click on the Activity Definition icon (%) you are brought to the
Project Activities General Information pages where you can add
additional information about the Activity, if your agency requires. The
options available are similar to the Project General Information pages.
Click on the Return to Project Activities link to return to the Project
Activity pages.

Transfer to Resource

State of Minnesota does not use the Transfer to Resource ( &) option.

Project Transaction List

State of Minnesota does not use.

Favorites | Main Menu > Project Costing > Project Definitions > General Information > Project Activities
Z New Window
| Gantt Chart
Project: GO2RC25GV0034 Description: Roof and Exterior Repair Processing Status: Active
2 & 4 & X =) < Humber Rows: 1 & Expand: |All Subtasks hd
i [ ]
g More Dates Details User Fields
. A i = - - Percent
Select WBSID ‘Activity Name ‘Activity Start Date End Date e
1 Construction 2 [ (120012016 (1103002020 ooo B &
O 2 Study & . 1200120165 (1120120205 ooo B &
Save as Template
Return to General Information
[E Save |\ Returnto Search [S] Motify ¢} Refresh

Note: The User Fields tab provides fields that can be used at your agency’s discretion. Check with your
agency to determine if these fields are used. Minnesota does not use the detailed activity tracking that

can be accommodated by the More Dates and Details tabs in the Project Activities section or the Gantt
Chart tab at the top of the page.
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4. WARNING! Double-check your entries before saving, especially the Activity ID(s). After you save, you will
not be able to change the Activity ID field(s). Click on the Save button.

Favorites = Main Menu » Project Costing > Project Definitions » General Information » Project Activities

2 New Window
| Gantt Chart
Project: GO2RC25GV0024 Description: Roof and Exterior Repair Processing Status: Active
= @ 4 & X =) =l Number Rows: 1 E+  Expana: |All Subtasks h
|+ O
¥ More Dates Details User Fields
- = 5 - - . . Percent
Select WUBS ID ‘Activity Name Activity Start Date End Date B
1 Construction 2 120012016 ) [11/30/2020 3 oo0 B
O 2 Study 6 12/01/201€[3)  |11/30/2020[5) o0 B 6

Save as Template

Return to General Information

[§) Save [ L ReturntoSearch |[=] Notify | % Refresh

5. If your agency requires you to enter a project budget, proceed to the next step. Otherwise, expenses
associated with the project can now be collected and tracked.

Step 3: Create a New Budget Plan

In most cases, you will need to add a project budget to the new project. This approach is recommended by
Minnesota Management & Budget since it provides more control over your projects. Check with your agency to
determine your agency’s requirements. If you establish a project budget, transactions that exceed the budget will
not pass budget check and transactions with budget dates outside the budget Control Start and End Dates will
also fail. The project budget begins with a Budget Plan, which establishes the high-level settings for the budget.
After creating the Budget Plan, you will enter the details of the budget by activity. Later, you will return to the
Budget Plan page to finalize the project budget.

Begin by navigating to the Budget Plan page.

1. If you are continuing from the last step, click on the Return to General Information link and select the
“Project Budgeting” option from the navigation drop-down menu at the bottom right of the General
Information page. (Navigation Links: Project Costing, Budgeting, Budget Plan.)

2. Atthe Budget Plan search page, click the Add a New Value tab to create a new Budget Plan.

3. If necessary, enter your Project ID.
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Favorites | Main Menu > Project Costing » Budgeting > Budget Plan

Budget Plan

Find an Existing Value Add a Mew Value

Business Unit:|G0201 |
Project: |GEIERC25G‘-.-"EIEIS4 Q

Add

Find an Existing Value | Add a Mew Value

4. Click the Add button. The Budget Plan page displays.

Favorites | Main Menu > Project Costing > Budgeting > Budget Plan

2 New
Budget Plan
Project: GO2RC25GV0034 Description:  Roof and Exterior Repair
Processing Status: Active Process Monitor

Personalize | Find | View A1l | B |

Calendar Commitment Control Finalize

Total Distributed

*Plan ID Description *Status Budget *Currency *Budget Type *Analysis Type

| 1 | Active v 0.00(UsD Q_ [CostBudget | [BUD a B & =
Save as Template |

B save | [ notify | [ Refresn | E: Add | Update/D

5. Enter a Description for the Budget Plan and accept the default values for the remaining fields on the
General and Calendar tabs as described below.

Field Name Field Description

*Plan ID Accept the default “1”.

Description Enter the Description. This can be the same as or different than the
project description. The field length is 30 characters.

*Status Accept the default “Active”.

*Currency Accept the default “USD”.
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Field Name Field Description

*Budget Type Accept the default “Cost Budget”.

*Analysis Type Accept the default “BUD".

*Calendar Type Accept the default. This value will vary depending on your agency’s

Project Budget Definition. The correct value for your agency will default.

*Start Date Accept the default.

*Number of Periods Accept the default “1”.

Favorites | Main Menu > Project Costing > Budgeting > Budget Plan

2 New|
Budget Plan
Project: GO2RC2Z5GV0034 Description:  Roof and Exterior Repair
Processing Status: Active Process Monitor

Personalize | Find | View A1 | B | 88 Fist

Calendar Commitment Control Finalize

Total Distributed
Budget

| 1| [[Roof and Exterior Repair | [Active v 0.00(USD @ [CostBudget ‘| [BUD a B B FEE

Save as Template

*Plan ID Description *Status *Currency *Budget Type *Analysis Type

B save | =] notity | [ Refresh | Eb Add| |5 Updaten)

6. Click on the Save button.
Step 4: Add Budget Details for each Activity
Next, you will add Budget Iltems and Amounts for each activity. These entries will build the overall project budget.

1. Onthe General tab of the Budget Plan page, click on the Details icon to display the Budget Detail page.

Favorites © Main Menu > Project Costing > Budgeting > Budget Plan
- i - ¥ -

2 New
Budget Plan
Project: GOZ2RC25GV0034 Description:  Roof and Exterior Repair
Processing Status: Active Process Monitor

Personalize | Find | View A1 B8 | 85 Firet B 4 or 1 1 Laet

Calendar Commitment Control Finalize
—

Total Distributed
Budget

| 1| [Roof and Exterior Repair Active v 0.00[USD @ |CostBudget V| [BUD Q ] EHE

Save as Template

*Plan ID Description *Status *Currency *Budget Type *Analysis Type

B save | [ Motity | |4 Refresh [Er Add | |5 Updaten)

Released April 12, 2017 (Version 4)

Page 17



WI F STATEWIDE INTEGRATED
FINANCIALTOOLS PC1 — Project Costing

The Budget Detail page displays. In this example, the project only has two activities. If you have more than
one activity, you will perform the upcoming steps for each Activity. After entering Budget Items and Amounts
for each Activity, the Budget Detail page will show the overall budget for the project broken out by activity.

Favu'rrtes Mavaenu > Projectvcustmg > Budgvetlng » Budget Pn > Budget Detail
Enewwindow ? Help [& Personalize Page ,htlp

Budget Detail

Project: GOZRCI5GY0034 Description: Roof and Exterior Repair
Plan 1D: 1 Description: Roof and Exterior Repair
Currency Code: UsD Charging Level Detail

Calendar ID: AL Number of Periods: 1

Analysis Type: BUD

« Budget eligible for finalization
iy Budaet not eligible for finalization

Distribute Budgel  pistributed Budget: Add Torsutract From V| gypang: ANl Subtasks | Figter Budget ltem: Q| search

Project Budget Details Personaiize | Find | B | % First 1 43073 10

‘Budget Periods Project Detail ‘General Ledger Detail Commitment Control Detail

- Budget 5 Budget Distributed Undistributed
Status  WBSID Activity Name/Budget item fteme  SPread Option Percent i ctment Budget Target Budget |Adjustment ALL
"4 = Roof and Exterior Repair Select Spread W 0.00 0.00 0.00 000 & ®
1 Construction 0.00 0.00 0.00 000 @ ®
2 Sty 0.00 0.00 0.00 000 @ ®
I
[ Distribute Budget ‘Copy From Another Plan
Go To: Budget Plan Budget Items Budaetvs. Actual Project Activities Process Monitor
Return to Budget Plan
B Save |2\ RewmtoSearch | [[5] Notify | Refresh | [Eauipdate /7 Include Hist

2. Onthe Budget Detail page, click on the Budget Items icon for an Activity to enter the Budget Items and
Amounts.

Favovm:es Ma\nvMenu » Proje:tvCosting > Budgvating » Budget Pln > Budget Detail
ENew Window 2 Help E,/F’ersanahzeFage htlp

Budget Detail

Project: GO2RC25GV0034 Description: Roof and Exterior Repair
Plan ID: 1 Description: Roof and Exterior Repair
Currency Code: usD Charging Level Detail

Calendar ID: AL Number of Periods: 1

Analysis Type: BUD

+ Budget eligible for finalization
& Budget not eligible for finalization

Distribute Budget Distributed Budget: Add To/Subtract From “|Expand: |AllSubtasks | fijter Budget Item: Q Search

Project Budget Details Personalize | Find | B First K1 1.3 0f 3

Budget Periods Project Detail ‘General Ledger Detail Commitment Control Detail

Budget Budget Distributed Undistributed

Status  WBSID Activity Name/Budget tem ltome  SPread Option Percent  \ ustment Budget Target Budget Adjustment ALL
v El Roof and Exterior Repair Select Spread 0.00 0.00 0.00 0.00 A D]
1 Constuction 0.00 0.00 0.00 000 (@ ]
2 Study 0.00 0.00 0.00 .00 @ ®
Distribute Budget I Copy From Another Plan
Go To: Budaet Plan Budget ltems Budaet vs. Actual Project Activities Process Monitor
Return to Budget Plan
B Save | ..Q Return to Search | .El Motify ] ."b Refresh | Update; :ier,wa‘;-. .‘E] Include Hig
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The Adjust Budget Items page displays where you will select Project Budget Item(s) and enter Budget
Adjustment amounts. The Budget Adjustment field is locked until you select a spread option.

3. Select a Spread Option in the Adjust Budget Items header. This example uses the “Adjust by Amount”
option.

Field Name Field Description

Spread Option The Budget Adjustment field is locked until you select a spread option.
Select a Spread Option from the drop-down listing:
- Adjust by Amount: In most cases, you will select “Adjust by Amount”.
This allows you to enter specific amounts for each Budget Item you select
for this activity.
If you are interested in using any of the other spread options, contact the
SWIFT Helpdesk for assistance.

Fa\fuvr'rtes MainvMenu ¥ ProjectvCDSting b Budgveting > Budget Plan » Budget Detail

Project Budget Items

Adjust Budget Items

Activity: 2 Description: Construction
Budget Adjustment 0.00 Currency Code: UsD
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
DisinbuieBudoeh| o .4 Option: | [ Adjust by Amount v | Distributed Budget Add To/Subtract From
i et K }]
Project Detail General Ledger Detail Commitment Control Detail
Project Budget ltem Seq# Percentage Budget Adjustment Distributed Budget Target Budget Undistributed Adjustment
Q 1 0.00 0.00 0.00 =]

Distribute Budget

Cancel
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4. Complete the Budget Items tab in the Budget Item Distribution section.
WARNING! Only use the Tab key to navigate between fields; do not use the Enter Key. If the Enter Key
is used, you will be brought back to the Budget Detail page. It will look as though you have not entered
any Budget Detail data. You will need to Save, click the Return to Budget Plan link, and then click on the
Budget Detail icon. Your changes will now display on the Budget Detail page and you can continue
processing the budget.
Field Name Field Description
Project Budget Item Select the Project Budget Item from the drop-down listing. Each agency
will have a different set of options for this field. Some agencies enter the
entire amount using the Project Budget Item “ALL,” as shown in this
example. Other agencies may split the budgeted amounts between salary
and non-salary activities. In other cases, agencies may budget to an even
greater detail, using specific budget items within each activity.
Budget Adjustment Enter the amount budgeted for the Budget Item in the Budget Adjustment
field.
Fa\.fovrites Mainl\-'lenu b ProjectvCDSting j3 Budgveting » Budget Pan > Budget Detail

Project Budget ltems

Adjust Budget Items

Activity: 2 Description: Construction
Budget Adjustment 0.00 Currency Code: usD
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
BRSNS <, read Option: Adjust by Amount v] Distributed Budget Add To/Subtract Fram
= 4] ]
Project Detail General Ledger Detail Commitment Control Detail
Project Budget ltem Seq# Percentage Budget Adjustment Distributed Budget Target Budget Undistributed Adjustment

ALL

Q 1 100000 0.00 0.00 =]

OK

Distribute Budget

Cancel

5.

If you need to add additional Project Budget Items, click on the Add New Row (+) icon and enter the
fields as described above.
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6. Next, you'll need to enter the ChartFields for the Project Budget Item(s) on the Budget Item Distribution
section tabs. Check with your agency to make sure you are entering the required ChartFields. The
“Project Budget Definitions” topic in the Appendix of this guide may also be of assistance. In some cases,
your agency may not require ChartField values to be entered. The example used in this topic is
representative and may not match the values used for your project.

Tab Available ChartFields
General Ledger Account
Detail tab Fund

Financial Department ID
Appropriation ID
Statewide Cost (Proj)
Sub Account (Class)
Agency Cost 1

Agency Cost 2

Project Detail tab Source Type
Category
Subcategory

Commitment Control | The entries on the Commitment Control Detail tab should not be
Detail tab changed.

Favorites © Main Menu > Project Costing > Budgeting : BudgetPlan > Budget Detail

Project Budget ltems

Adjust Budget Items

Activity: 2 Description: Construction
Budget Adjustment 0.00 Currency Code: UsD
Distributed Budget 0.00

Target Budget 0.00

Undistributed Adjustment 0.00

DistbuieBudget| o 1 option: Adjust by Amount V| Distributed Budget Add TofSubtract From

NES L n

Budget tems Project Detail | " Commitment Control Detail
. e . Financial Statewide =L Agency Cost 1 Agency Cost 2 Ap|
Project Budget ltem Seq# Bu;lness Account Fund Code Department ID Cost (Prog) Account (CF1) (CF2) (CF
Unit [Class)
ALL Q, 1 (MNODT |Gy Q3600 | QL Q. Q. QL (&}
< 2

Distribute Budget

OK Cancel
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7. After entering all Project Budget Items and required ChartFields, click on the OK button.

8. You will receive a message indicating that the “New Budget Adjustment of $XXXXX does not match the

original Budget Adjustment of 0”. You receive this message because you are technically adjusting a
budget of $0 by the amount you entered.

Click the Yes button. You will return to the Budget Detail page
Mew Budget Adjustment of 100000 does not match the original Budget Adjustment of 0.

Mo

9. If you have more than one Activity, repeat the above steps to add Project Budget Items and Adjustment

Amounts so that the total equals the project budget that must be established.

10. When you are done, view the Budget Detail page to ensure that the amount listed on the first line for the
project equals the total budget amount needed for the project. If not, make the necessary changes before

proceeding to the next step.

11. The Yellow Triangle icons in the Status Column of the Budget Detail page indicate that the budget, as it
is currently saved, is not eligible for finalization. If necessary, use the scroll bar at the bottom of the page

to scroll to the right so the Even Spread button(s) display.

Favorites | Main Menu > Project Costing > Budgeting > BudgetPhn > Budget Detai
@New‘.’\'mdow ? Help [,/FersnnahzeF'ags ,hﬂp

Budget Detail

Project: GO2RC25GV0034 Description: Roof and Exterior Repair
Plan 1D: 1 Description: Roof and Exterior Repair
Currency Code: usD Charging Level Detail

Calendar ID: AL Humber of Periods: 1

Analysis Type: BUD

+ Budget eligible for finalization
& Budget not eligible for finalization

Distribute Budget Distributed Budget: | Add To/Subtract From V| Expand: | All Subtasks V| Filter Budget ltem: Q Search
Project Budget Details Per
Project Detail |” General Ledger Detal | Commitment Control Detail
. Budget N Budget Distributed Undistributed
Status  WBSID Activity Name/Budget Item o ‘Spread Option Percent Adjustment Budaet Target Budget Adjustment Even Spread
Fiiy ] Roof and Exterior Repair Select Spread hd 150,000.00 0.00 150,000.00 150,000.00
1 B construction Select Spread v 100,000.00 0.00 100,000.00 100,000.00
Fiiy All Budget ltems 100,000.00 0.00 100,000.00 100,000.00| Even Spread
2 E stugy Select Spread v 50,000.00 0.00 50,000.00 50,000.00
M All Budaget ltems 50,000.00 0.00 50,000.00 50,000.00 Even Spread
Distribute Budget Copy From Another Plan
Go To: Budget Plan Budget ltems Budgetvs. Actual Project Activities Process Monitor

Return to Budaget Plan

[&) save [\ ReturntoSearch | |[Z] Moty 7l Refresh
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12. Click on the Even Spread button for each activity to fully distribute the budget amount. The budget
amount should move from the “Undistributed Adjustment” column to “Distributed Budget,” as shown in the

next screenshot.

Favorites :

Budget Detail

Project: GO2RC25GY0034 Description:

Plan ID: 1 Description:
Currency Code: UsD Charging Level
Calendar ID: AL Humber of Periods:
Analysis Type: BUD

+ Budget eligible for finalization
& Budget not eligible for finalization

Main Menu > Project Costing » Budgeting » BudgetPln : Budget Detail

Roof and Exterior Repair
Roof and Exterior Repair
Detail

1

Distribute Budgel | pisiripyted Budget:

[ Add To/Subtract From

| Expand: | Al Subtasks

v‘ Filter Budget ltem:

Commitment Control Detail

Project Budget Details
Project Detall || General Ledger Detail
Status WBSID Activity Name/Budget ftem
piiy I Roof and Exterior Repair
1 = Construction
& All Budget items

2 [ study

Fiiy

All Budget Items

‘Copy From Another Plan

Distribute Budget

Go To: Budget ltems

g— oo Bt
100,000.00
50,000.00

Budgetvs. Actual

Project Activities Process Monitor

Budget Plan
Return to Budget Plan

B Eﬂ\m: L\ Return to Search E Notify :r:; Refresh:

|

Target Budget

D New Window 7 Help [ Personalize Page hhp

Search

Undistributed
Adjustment

150,000.00

100,000.00

100,000.00
50,000.00

50,000.00

Per:

Even Spread

EvenSpread

EvenSpread

13. Click on the Save button. The Status column now shows Green Checkmark icons indicating the budget

is eligible for finalization.

Favorites

Budget Detail

Main Menu > Project Costing > Budgeting » BudgetPln > Budget Detai

Roof and Exterior Repair
Roof and Exterior Repair
Detail

1

Project: Description:
Plan ID: 1 Description:
Currency Code: usD Charging Level
Calendar ID: AL Humber of Periods:
Analysis Type: BUD
+ Budget eligible for finalization
& Budget not eligible for finalization

Distribute Budget | pistributed Budget: | Add To/Subtract From

| Expand: [ Al Subtasks

™| Fitter Budget item:

Project Budget Details

‘General Ledger Detail

Commitment Control Detail

Status WBSID Activity Name/Budget ltem
L4 =) Roof and Exterior Repair
1 E construction
« All Budget tems
2 H sy
« All Budget ltems

Distribute Budget ‘Copy From Another Plan

Budaget ltems

B pens g peon S [onoes
000/ 150,000.00

000/ 100,000.00

0.00 100,000.00
0.00 50,000.00

0.00 50,000.00

Budgetvs. Actual

Project Activities Process Monitor

Go To: Budget Plan
e |

Return to Budget Plan

B save _Q Return to Search | _El Notify | f!; Refresh

al

@ New Window ? Help

Search

Target Budget
150,000.00

100,000.00

100,000.00

50,000.00

50,000.00

E,)Persunallze Page

Undistributed

Adjustment

0.00
0.00
0.00
0.00
0.00

Saved |

Even Spread

EveniSpread

Even&pread

14. Click on the Return to Budget Plan link or the Go To: Budget Plan link on the bottom of the page. (They
both go to the same place.) The Budget Plan page displays.
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Favorites : Main Menu > Project Costing > Budgeting > Budget Plan

7 New \
Budget Plan
Project: GO2RC25GV0034 Description:  Roof and Exterior Repair
Processing Status: Active

Persnrﬁzelml\ﬁew.d\rllﬂ-l t

Calendar Commitment Control Finalize
—

Total Distributed

Plan ID  Description *Status Budget Currency Budget Type Analysis Type
1 |R00fand Exterior Repair Active A | 150,UUU.UU|USD Cost Budget BUD F% LT‘O. E|

Save as Template

ﬁ S-ave ,Q ReturntnSearch: EI Nntlfy f:; Ftefresh: E'q. Adcl Update/T|

Step 5: Finalize the New Budget

The last step is to finalize the budget. After the budget has been finalized, you will not be able to change the
existing budget lines. Instead, you'll need to enter Budget Adjustments as described in the “Adjusting a Project

Budget” topic.

1. Verify that the Total Distributed Budget amount equals the amount of the project. (All other fields default
with the correct values.)

If you realize that you've made a mistake, you can re-enter the Budget Plan and Budget Detail by doing
the following:

a. Setthe Budget Plan Status to “Inactive”.
b. Click the Delete Row (-) icon
c. Click on the Save button.
d. Go back to Step 3: Enter a new Budget Plan.
2. After verifying that the budget information is correct, click on the Finalize tab.

3. Click on the Finalize button. This initiates the budget finalization process, which creates a Commitment
Control budget based on the project budget details you entered.

Favorites © Main Menu > Project Costing > Budgeting > Budget Plan

I New |
Budget Plan
Project: GO2RC25GV0034 Description:  Roof and Exterior Repair
Processing Status: Active Process Monitar

a
Persnrﬂzelml\fewﬁ\l‘llg-l EE FirstllI 10f1 }] Last

General Calendar Commitment Control fﬁm1

PlanID Description *Status Tniz D'Stg::t;; Finalized Amount  Last Finalized

1|Roof and Exterior Repair Active v 150,000.00 0.00 =

Save as Template

B save | | ReturntoSearch | [ Notify | | Refresh
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4. You will receive a message indicating that the Budget Plan Finalization has been processed and you can
click on the Process Monitor link to view the status of the process. Click on the OK button

Budget Plan Finalization has been processed. (13100,697)

Click an the Process Monitor hyperlink to view run status.

5. Click on the Process Monitor link.

6. Atthe Process List page, click on the Refresh button until the Run Status = Success and the Distribution
Status = Posted.

Favorites | Main Menu » Project Costing > Budgeting : BudgetPlan : Process Monitor
- i - - -

View Process Request For

UseriD[00637298 @ Type | ][ Last v | g [Days v T Refresh |
Senrer Name Q Instance| to|

Run Status Distribution Status Save On Refresh

Personalize | Find | View A1 B | 3 st B g5 073 T | os

Select Instance Seq. Process Type Process Name User Run DateTime Run Status W Details
19793151 Application Engine PC_WRAFPPER 00637298 12/02/2016 10:17:52AM CST Success Posted Details
19793075 Application Engine PC_WRAPPER 00637298 | 11/30/2016 1:55:44PM CST Success Posted Details
19793073 Application Engine PC_WRAPPER 00637298 11/30/2016 1:52:31PM CST Success Posted Details

Go backto Budaget Plan

B save [ Notity

7. You must view the Message Log to ensure that the process was successful. Click on the Details link. The
Process Detail page displays.

8. Click on the Message Log link.
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Favorites Main Menu > Project Costing > Budgeting > Budget Pn > Process Monitar
Process Detail
Process
Instance 19793151 Type Application Engine
HName PC_WRAPPER Description PC_INTFEDIT On-Line Wrapper
Run Status Syccess Distribution Status Pgsted
T —— 05
Run Control ID PC_IMTFEDIT1205936 ) Hold Reguest
Location Sepyer ' Queue Request
 Cancel R t
Server PSNT _ Lancelreques
Recurrence ) Restart Request
Request Created On 12/02/2016 10:17:52AM CST Parameters Transfer
Run Anytime After 12/02/2016 10:17:52AM CST Message L og View Locks
Began Process At 12/02/2016 10:18:11AM CST Batch Timings
Ended Process At 12/02/2016 10:19:29AM C5T View Log/Trace
. OK  Cancel
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9. Review the information displayed on the Message Log page.

e You should see messages indicating that rows have been successfully inserted into the “PC”
Project Costing and Commitment Control modules. Make sure the number of rows listed equal
the number of Budget Items you are processing.

e You will most likely see a number of warning messages which you can ignore.

e If errors exist, refer to the “Correcting Commitment Control (Project Budget Check) Errors” topic
for assistance.

Favarites Main Menu > Project Costing » Budgeting > Budget Plan > Process Monitor
Message Log
Instance: 19793151 Type: Application Engine
Name: PC_WRAFPER Description: PC_INTFEDIT On-Line Wrapper
Personalize | Find | View 100 | B | % First B 50 o7 103 I Last
Severity | Log Time Message Text Explain
10 10:18:12AM 2 Row(s) Processed ' Explain |
10-18-16AM WARNING: UNABLE TO PERFORM COMMIT - FORCING Explai
e 1RAl USE OF BASE TABLE FOR COMB_EXP_TAD e
10:18:16AM WARNING: UNABLE TO PERFORM COMMIT - FORCING Explai
e 1RAl USE OF BASE TABLE FOR COMB_PRJ_TAD e
10 10:18:20AM 2 rows started commitment contral budget creation. Explain
10 10182140 2 rows inserted into PC_KK_HDR. Explain
10 10:18:21AM 2 rows inserted into PC_KKE_LM. Explain
10 10:18:244M Commitment Control Budget Processing has begun. Explain
10 10-18:-26AM Eﬁmess LInit is not avalid General Ledger Business Explain
10 10:18:26AM Invalid combination edit template. Explain
10 10:18:97AM El;ﬁmess LInit is not avalid General Ledger Business Explain
10 10:18:27AM Invalid combination edit template. Explain
e Fequest Statistics. Documents Processed: 2, Errors: 0, )
10 10:18:31AM Warnings: 0 Explain
10 10:18:31AM Commitment Control Budget Processing Complete. Explain
e 2 rows successfully completed commitment control .
10 10:18:31AM budget creation. Explain

10. Click on the Return button to go back to the Process Detail page.
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11. Click on the OK button to return to the Process List page.
12. Click on the Go back to Budget Plan link to return to the Budget Plan search page.

13. On the Budget Plan page, use the Find An Existing Value tab to search for and select the project.

Favorites © Main Menu > Project Costing > Budgeting » Budaget Plan

Budget Plan

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

Find an Existing Value Add a Mew Value

* Search Criteria

Business Unit: = v |Go201 Q,
a

Project: begins with % |GDER025GV0034
Description: begins with % |

Processing 5tatus:| o V| | v|

[]case Sensitive

Search || Clear |Basic Search [F] Save Search Criteria

14. On the Budget Plan page, click on the Finalize tab to confirm that the “Finalized Amount” now equals the
“Budgeted Amount”. The “Last Finalized” field shows the date and time the process was run, and the
Finalize button is disabled because there is no budget amount remaining to be finalized. Future budget
updates will require you to run the budget finalization process again.

Favorites | Main Menu > Project Costing > Budgeting > Budget Pln
- i - £ -

L.EINQWW'iHCIOW ?Help I:,/F'ersonalizt

Budget Plan
Project: GO2RC25GV0034 Description:  Roof and Exterior Repair
Processing Status: Active

Process Monitor

A
Personalize | Find | View All| Lﬂ-| B First Kl 10f1 o Last
General Calendar Commitment Control Finalize

PlanID Description *Status BRI = s ey
Budaget|
1|Roof and Exterior Repair Active b4 150,000.00) 150,000,001 2/02M16 10:17AM Einalize: El

Save as Template

B save | |{£\ ReturntoSearch | [=] Notify | | Refresh |

:E‘q- Adcl Update/]]
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15. If you have the Budget Inquiry role, after the project budget has been finalized, you can navigate to the
Budget Overview page and search for and view the project budget. (Navigation: Commitment Control,
Review Budget Activities, Budget Overview). Refer to the “Viewing Budget Overview Inquiry” topic in this
guide for detailed instructions.

Favorites
-

Inquiry Results

Business Unit:
Ledger Group:
Type of Calendar:

MNODT

KK_PRJ_CHD
Detail Budget Period

Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

Project Child Budget

LEINQWW'\HCIOW ?Help I:.r/F'ersonaI\zeFage ,

Budget:

EXpense:
Encumbrance:
Pre-Encumbrance:
Budget Balance:
Associate Revenue:

Available Budget:

Ledger Group

1B B KK_PRJ_CHD
2B E& KK_PRJ_CHD
<

Return to Criteria

PC Bus

150,000.00
0.00
0.00
0.00
150,000.00
0.00

150,000.00

Net Transfers:

Account  Fund Fin DeptiD Unit Project Activity
3600 G0201 GOZRC25GV0034 6
3600 G0201 GOZRC25GV0034 2

*Notes

Source
Type

Amounts in Base Currency: usD
Revenue Associated:
Return to Criteria Max Rows: 100 Displav Options Search

Personalize | Find | View A1 B | 2

ApproplD

Budget  Expense
50.000.000 0.000
100.000.000 0.000
>

0.00

First K1 4.2 of 2 I Last

Having completed this topic, you should now be able to:

o Enter New Non-Grant Projects
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Correcting Commitment Control (Project Budget Check) Errors

Topic Overview

This topic covers how to review and correct project budget errors that occurred when the budget finalization
process tried to post the project budget to the Commitment Control module.

When you run the Budget Finalization process, you must review the Message Log to determine if an error
occurred. Next, you will need to navigate to the Review Commitment Control page to view more detailed
information about the type of error that occurred. Once you identify the error, you can make changes on this page.
The Review Commitment Control page also allows you to re-send the budget rows to post to Commitment
Control. You'll need to review the Message Log once again to ensure that there are no more errors.

After completing this topic, you should be able to:

e Correct Commitment Control Errors
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Process Steps

Correct Commitment Control (Project Budget Check) Error

This topic covers correcting Commitment Control errors that occur while finalizing the project budget. In this
example, a required ChartField was not entered.

Steps to complete:

e Step 1: View the Message Log for the Finalize Project Budgets Process
e Step 2: View the Commitment Control Errors page

e Step 3: Enter the Correct ChartFields and Finalize the Project Budget
Step 1: View the Message Log for the Finalize Project Budgets Process

You may encounter a commitment control (budget check) error when you finalize project budgets. The Message
Log for the process will indicate the number of rows that encountered an error.

Favorites | Main Menu > Project Costing > Budgeting > Budget Plan : Process Monitor

Message Log

Instance: 19358561 Type: Application Engine
Name: PC_WRAPPER Description: PC_INTFEDIT On-Line Wrapper
i 4] []
Severity Log Time Message Text Explain
10 3:02:07PM 1 Row(s) Processed
e WARMING: UNABLE TO PERFORM COMMIT - FORCING -
S0z10Pu USE OF BASE TABLE FOR COMB_EXP_TAD Explan
10 3.02:14PN 1 Rowi(s) Processed Explain
10 3:02:14PM 1 rows started commitment control budget creation. Explain
10 3:02:15PM 1 rows inserted into PC_KK_HDR. Explain
10 3:02:15PM 1 rows inserted into PC_KK_LMN. Explain
10 30217PM Commitment Control Budget Processing has begun. Explain
10 3:02-90PM Eﬁﬁmess Unit is not a valid General Ledger Business Expiain
10 302:20PM Invalid combination edit template. Explain
10 3:02-90PM Eﬁﬁmess Unit is not avalid General Ledger Business Expiain
10 302:20PM Invalid combination edit template. Explain
. Reqguest Statistics. Documents Processed: 1, Errors: 1, )
10 302:22PM Warnings: 0 Explain
10 302:22PM Commitment Control Budget Processing Complete. Explain
. 0 rows successfully completed commitment control -
10 302:23PM budget creation. Explain
10 3:02:23P 1 :.Tgf:fi?:f#nn:meu errors during commitment control —
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Step 2: View the Commitment Control Errors page
You can view more detail about the error on the Commitment Control Errors page.

1. Navigation Links: Project Costing, Budgeting, Review Commitment Control.

2. Onthe Review Commitment Control page, enter your search criteria:

Field Name Field Description
Business Unit Accept the default Business Unit or enter a Business Unit.
Project Enter the Project ID.

Favorites | Main Menu > Project Costing : Budgeting : Review Commitment Control

Review Commitment Control

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

Business Unit: | = W GO0201

Budget Plan ID;| =

Description: pegins with %

o}
Project: begins with % ||G0ZRC25GV0029 aQ
&}

[Icase Sensitive

Search Clear |Basic Search Save Search Criteria

3. Click on the Search button.

4. Select the Project Budget in the Search Results section if necessary.
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5. The Review Commitment Control page displays. View the line(s) that failed the budget creation process
in the Commitment Control Detail section. The Error column lists the type of error. In this example, the
error is “Budget Creation Error”.

6. To view more information about the error, click the Line Details icon in the Lines Details column for the
entry.

Favarites Main Menu > Project Costing > Budgeting > Review Cormmitment Control

7 New Windoy

Review Commitment Control

Business Unit: G0201 Project: GO2RC25GV0029 Budget Plan ID: 1 Analysis Type: BUD

Sendto Ce itment Control

Process Monitor

Personalize | Find | View A B | 28 st B 4 o7 4 1 Last

General Project Details General Ledger Detail Commitment Control Detail

- Sequence - Drill to Header - -
Activity Budget ltem Number Foreign Amount e Details Line Details Error
2 ALL 1 150000.00 B g | B |EludgetCreation Error

Send to Commitment Control Process Monitor Budget Plan

ﬁ Save | ,Q Return to Search | EI Nntify.

e The PC Line Exceptions page displays. The “Show All" button was selected in the below print screen
so all the ChartFields entered for the project budget display.

7. Click on the PC Budget Exceptions tab.

Favovrrtes Mainyenu B Prqiectch'stmg B Budgveting » Review Commitment Control

PC Budgel Exceptions _ PC Line Exceptions 1

& New Window  ? Help E./Persunalwze Page nnp

Journal ID: 0134987745 PC Business Unit: Go201
Project: GO2RC25GV0029 Activity: 2
*Line Status: Override Transaction i ] ﬂﬁ FC‘J.
Maximum Rows: 100 More Lines Exist
Line From: ’70\ Line Thru: ,70\
Search

GL Business Agey  Agey PC Bus Source
Budget Date = Fund  FinDeptid AppropiD Account SubAcct swCost 000, CE e Project Activity Type Transaction ID
@ 1018/2018 G0201  |GOZRC25GV0029 2 BUD 134987745

Return to Review Commitment Control

) save | L\ Retumto Search | [=] Notify

PC Budget Exceptions | PC Line Exceptions
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8. View the Exception (error) displayed in the Exception column for the entry. In this case, the Exception
field indicates that a “Key ChartField is Blank”. This is the error that will be resolved in this topic.

e You may encounter the “Exceeds Budget Tolerance” error. This error usually means that you are
attempting to reduce the budget below expenses or encumbrances posted to the project. You will
need to do some additional research to determine the underlying problem that caused the error
and the steps to resolve the error will differ, depending on the cause. Other errors can occur.

o If you need help resolving a project budget check error, please contact the SWIFT Helpdesk.

Fa'.fuvr'rtes MainvMenu > PrujectvCUsting b3 Budgveting » Review Commitment Control

| PC Line Exceptions

Journal ID: 0134505911 PC Business Unit: Go201
Project: GO2RC25GV0029 Activity: 2
*Exception Type: v Override Transaction i}
Maximum Rows: 100 More Budgets Exist
Search Advanced Budget Criteria
| Budget Chartfields
Details Business Unit Ledger Group Exception More Detail
1 MMOO1 KK_PRJ_CHD |Ke‘f Chartfield is Blank || More Detail

Return to Review Commitment Control

E save  S. Returnto Search | [=] Notify

PC Budget Exceptions | PC Line Exceptions

A

By T

Override

Budget Transfer

GoTo..H

=

9. Click the More Detail link to view more information.

10. View the information displayed. In this case, the page indicates that the Fund Code ChartField is blank.
These types of errors can occur based on the Project Budget Definitions that the agency has set up.

Favorites
-

Explain

Message:
Key Chartfield, FUND_CODE, is Blank

Description:
Key Chartfield, %1, is Blank

Return

Mainyenu ¥ Prnjectansting * Budg'eting » Review Commitment Control

11. Click on the Return button to return to the PC Budget Exceptions page.
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Favorites Main Menu > Project Costing > Budgeting > Review Commitment Control EI
iz
PC Budget Exceptions PC Line Exceptions
Journal ID: 0134505911 PC Business Unit: G0201
Project: (G02RC25GV0029 Activity: -
*Exception Type: Override Transaction e Eﬁ LT‘O.
Maximum Rows: 100 More Budgets Exist
' Search Advanced Budget Criteria
Budgets with Exceptions Personalize | Find | View A1 | B | 8 First B4 074 T Last
Budget Chartfisids
Details Business Unit Ledger Group Exception More Detail 0;::;;:16 Transfer
1 &, MNOD1 KK_PRJ_CHD Key Chartfield is Blank Maore Detail GoTo.. 5

| Return to Review Commitment Control

_ﬁ Save | _Q Return to Search | _El Notify |

PC Budget Exceptions | PC Line Exceptions

12. Click on Return to Review Commitment Control page.
Step 3: Enter the Correct ChartFields and Finalize the Project Budget
Next, you will enter the correct ChartFields.

1. On the Review Commitment Control page, click on the General Ledger Detail tab.

Fa\rc»vrfces Mainvl\-'lenu > Prc»jectvCosting > Budgveting » Review Commitment Control
& New Windo

Review Commitment Control

Business Unit: G0201 Project: GOZRC25GV0029 Budget Plan ID: 1 Analysis Type: BUD

Send to Commitment Control | Process Monitor

First K 4 op 4 O Lot

Commitment Control Detail Personalize | Find | View A1 | E | %8

Exceptions. General Project Details. r General Ledger Detail ] Commitment Control Detail
o ) sut
. Sequence . . . - . . Financial Statewide
Activity Budget ltem e Foreign Amount  *GL Unit Code Fund Code Departmentd  Cost (Prog) ﬁ:clz
2 ALL 1| 15000000  [MNOD1 Q | a | Q l3500 o | a | a [ |
£ >
EERAIGEARIIRESLERGEA) | Process Monitor Budget Plan

_ﬁ Save | _Q Return to Search | =] Notify

2. Enter the correct ChartField(s).

Note: Most ChartFields are on the General Ledger Detail tab. The Project Details tab includes Source
Type, Category, and Subcategory.

3. Click on the Save button.

4. Click on the Send to Commitment Control button.
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5. You will receive a message indicating the transactions have been sent to Commitment Control. Click on
the OK button.

Transactions have been sentto Commitment Control. (13100,712)

Ifthese transactions pass Commitment Control, they will also be posted to the Project Costing transactions table.

6. Click on the Process Monitor link.

Favorites © Main Menu > Project Costing > Budgvetrng > Review Commitment Control
] New Window|

Review Commitment Control

Business Unit: G0201 Project: GO2RC25GV0029 Budget Plan 1D 1 Analysis Type: BUD

Process Monitor

Commitment Control Detail |

Sendio CommitmentEontnol

Commitment Control Detail Personaize | Find | View &0 B | B prat B g or g 0 oar

| Exceptions | General || ProjectDetails

_ N N Suk
e Sequence e e % 5 e & b Financial Statewide
Activity Budget ltem Nimber Foreign *GL Unit Code Fund Code Department ID Cost (Prog} ;\Cc;
2 ALL 1] 15000000  [MNODO1 a | a | Q@ [3600 @ Q a [ |
£ >

Process Monitor Budget Plan

|B) save | & ReturntoSearch | [ Notity |

7. Atthe Process List page, click on the Refresh button until the Run Status = Success and the Distribution
Status = Posted.

Fa\rovr'rtes Mainvl'«'lenu > ProjectvCOSting 3 Budgveting > Review Commitrment Control > Process Monitor

View Process Request For
UserID[00637208 @ Type | | [ Last v| | 8 |Days v | Refresh

&

sever[ V] Mame Q  Instance| to]
Run Status Distribution Status Save On Refresh

Bersonalize | Eind | View All[ 4 First KN 13 of 3 DY Laat
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status w Details
19358566 Application Engine PC_WRAPPER 00637298 | 10M3/2016 3:37:52PM CDT Success Posted Details
19358561 Application Engine PC_WRAPFER 00637298 | 10M3/2016 3:01:50PM CDT Success Posted Details
19358550 Application Engine PC_WRAPPER 00637298 | 10M3/2016 2:07:52PM CDT Success Posted Details

Go back to Review Commitment Control

B save | 5 noury

Process List | Server List

8. Click on the Details link for the process you ran.
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Favorites : Main Menu > Project Costing > Budgeting > Review Commitment Control > Process Monitor

Process Detail

Instance 19358566 Type Application Engine
Name PC_WRAFPPER Description PC_INTFEDIT On-Line Wrapper
Run Status Syccess Distribution Status pgsted
L e ———————————
Run Control ID PC_INTFEDIT Hold Request
Location Server Queue Request
C I R
Server PSNT ancel neques!

Recurrence Restart Request

[actions
Request Created On 10/13/2016 3:37:51FM CDT Parameters Transfer
Run Anytime After 10/13/2016 3:37:52PM CDT Message Log View Locks
Began Process At 10/13/2016 3:38:14PM CDT Batch Timings
Ended Process At 10/13/2016 3:38:59PM CDT View Log/Trace
| oKk | cancal |

9. Click on the Message Log link and review the information. Confirm that the project budget was

successfully budget checked.

Favorites Main Menu > Project Costing > Budgeting > Review Commitment Control > |

Message Log

Instance; 19358566 Type: Application Engine
Hame: PC_WRAPPER Description: PC_INTFEDIT On-Line Wrapper

Personalize | Find | View Al | B | % Firet &1 450 o7 90 I Last

Severity Log Time Message Text
10 3.38:14FM 1 Row(s) Processed
338:16PM WARNING: UNABLE TO PERFORM COMMIT - FORCING
USE OF BASE TABLE FOR COMB_EXP_TAO
10 3.38:19PM 1 Row(s) Processed
10 3:38:19FPM 1 rows started commitment control budget creation.
10 338:19FPM 1 rows inserted into PC_KK_HDR.
10 338:19PM 1 rows inserted into PC_KK_LM.
10 338:22PM Commitment Control Budget Processing has begun.
10 298-97PM Evzﬁaliisgtsﬁéatlstlm. Documents Processed: 1, Emors: 0,
10 3:38:27PM Commitment Control Budget Processing Complete.
10 198-27PM 1 rows successfully completed commitment control

budaet creation.

10. Click on the Return button.
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11. Click on the OK button at the Process Detail page. The Process List page displays. You can double-
check that the error was resolved by searching for the error again.

12. Click on the Go Back to Review Commitment Control link.

13. At the Review Commitment Control search page, search for the Project ID. You should receive a
message that “No matching values were found.”

Favorites | Main Menu > Project Costing > Budgeting > Review Commitment Control
- - - -

Review Commitment Control

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

b

Business Unit: |= W G0201 &}
Project: begins with v||GOZRC25GV0029 a,
Budget Plan ID:| = s a,
Description: begins with

[Jcase Sensitive

Search Clear |Basic Search Save Search Criteria

|Mo matching values were found.|

14. You can verify that the project budget has been finalized on the Budget Plan page. Navigation: Project
Costing, Budgeting, Budget Plan.

15. Click the Find An Existing Value tab and search for and select the project.

Fa\.rovrites MainvMenu b ProjectvCDSting > Budgveting » Budget Plan

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

) Add a New Value

b

Business Unit: =W 50201 Q,
Project: begins with % GU2RCZSG"«'UU29| Q
Description: begins with %

Processing Status:| = V| | V|

[Jcase sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing WValue | Add a Mew Value

16. On the Budget Plan page, click on the Finalize tab to confirm that the “Finalized Amount” now equals the
“Budgeted Amount”. The “Last Finalized” field shows the date and time the process was run, and the
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Finalize button is disabled because there is no budget amount remaining to be finalized. Future budget
updates will require you to run the budget finalization process again.

Favorites | Main Menu > Project Costing > Budgeting > Budget Plan
) New Wind
Budget Plan
Project: GO2RC25EV0029 Description:  Roof and Exterior Repaif
Processing Status: Active Process Monitor

General Calendar Commitment Control

Personalize | Find | View A1 B | 28 First £ 4 op 4 [0 Last

PlaniD Description *Status e | e | B e
Budget
1|Construction Active W 150,000.00 150,000.0011013M16 3:01PM Einalize. El
Save as Template
:ﬁ Sa\ne .Q ReturntnSearch: EI Nntify: f:; Refresh: :E‘q- Adcl Uipdate]

e If you have the Budget Inquiry role, after the project budget has been finalized, you can navigate to
the Budget Overview page and search for and view the project budget. (Navigation: Commitment
Control, Review Budget Activities, Budget Overview). Refer to the “Viewing the Budget Overview
Inquiry” topic in this guide for detailed instructions.

Favorites | Main Menu > Commitment Control > Review Budget Activities » Budgets Overview

Inquiry Results

Business Unit: MNO01
Ledger Group: KK_PRJ_CHD Project Child Budget
Type of Calendar: Detail Budget Period
Amounts in Base Currency: usD
Revenue Associated:
Return to Criteria Max Rows: W Display Options

Budget: 150,000.00 0.00
Expense: 0.00
Encumbrance: 0.00
Pre-Encumbrance: 0.00
Budget Balance: 150,000.00
Associate Revenue: 0.00
Available Budget: 150,000.00

PC Bus Source Budget
Ledger Group Account Fund Fin DeptiD Unit Project Activity Type ApproplD Period Budget Expense
1| B KK_PRJ_CHD 3600 G0201 GO2RC25GV0029 2 ALL 150.000.000 0.000
< >

Return to Criteria *Notes

I New Window 7 He

Net Transfers:

personalize | Find | View A1 B | 58 First B g ora O Last

Having completed this topic, you should now be able to:

e Correct Commitment Control (Project Budget Check) Errors
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Understanding Project Dates and Transaction Controls

Topic Overview
When you enter a project, several dates are created.

e Project Start and End Dates

e Project Effective Date

e Project Control Start and End Dates
e Activity Dates

These dates, along with your agency’s Project Budget Definition and Project Status, provide control on the
transactions that post to your project.

Project Budget Definitions

Project Budget Definitions are used by the Commitment Control module to track project expenditures.
Transactions will not pass budget check if they exceed the project budget. The majority of agencies use the
Standard Budget Definition and the default ChartField requirement which includes Activity, PC Business Unit, and
Project ID. Some agencies also require Fund, and a few agencies require Account Class, Fin Dept ID, and
Approp ID. Refer to the “Project Budget Definitions” topic in the Appendix of this guide for additional information.

Control on Transactions

The Project Status, Project Control Dates, and the initial Project Effective Date are also used to validate
transactions as described below:

Control Control on Transactions

Project Status The Project Status (and Activity Status) is the ultimate control on
the project. Closing (inactivating) a project when it is finished is
the best option to halt further processing against a project. Refer
to the “Closing and Reopening a Project” topic for additional
information.

Project Effective Date | The initial Project Effective Date has implications on payroll
processing. Payroll transactions will not be allowed to post prior
to the first Project Effective Date.

The first Project Status record is created with an Effective Date
that is the earlier of the date when the project was created or the
project Start Date.

The project Effective Date cannot be changed.
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Control Control on Transactions
Project Control Start Project Control Start and End Dates conform to the budget
and End Dates period for the project and allow control on budget dates used on

accounting system transactions in the SWIFT Financial
Management System (FMS). As with any other transaction in
FMS, Budget Dates can be changed on transactions that include
projects.

Project Control Start and End dates initially default from the
Project Start and End Dates.

WARNING! If your project is funded by a continuing
appropriation for capital projects (Appropriation Type 02), the
Start Date must be within the budget fiscal year (budget period)
of the capital appropriation.

After completing this topic, you should be able to:

e Understand Project Dates and Controls
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Process Steps

Understand Project Dates and Transaction Controls

This topic covers reviewing project dates and transaction controls.
Steps to complete:

e Step 1: Review the Project Start and End Dates
e Step 2: Review Project Control Dates
e Step 3: Review the Project Effective Date

e Step 4: Review Activity Dates
Step 1: Review the Project Start and End Dates
Begin by navigating to the Project General Information page.

1. Navigation: Project Costing, Project Definitions, General Information.

2. Atthe General Information page, search for and select a Project to view.

Favnvrites MainvMenu ¥ Prujectansting ¥ Pruject[leﬁnitiuns » General Information

General Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Find an Existing Value  JJRENCUACIIE

~ Search Criteria

Business Unit: =W leozo1

a
Project: begins with |G02R025GV31 a
Description; begins with |

Program: | = V| | Detail Project v|
Processing Status:| = V| | v|

[include History [ | Correct History [ | Case Sensitive

Search Clear |Basic Search Save Search Criteria

Search Results

Wiew All First ﬂ 1of1 ﬂ Last
Business Unit Project Description Project Type Processing Status
G0201 GO2RC25GY31 Roof Construction and Repair CAPPR Active
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The Project General Information page appears, displaying the Project Start Date and End Date in the
Project Schedule section.

Favuvr'rtes Main vMenu b3 PrujectvCUsting > Project [leﬁnitiuns » General Information
0 New Window 7 Help l_,/ Persor
\ ' Wn/DOT Aftributes Project Costing Definition Manager | Location Phases Approval Justification User Fields Rates D]
Project: GOZRC25GY31 Add to My Projects
*Description: Roof Construction and Repair [ program Processing Status: Active
Project Status: Open
*Integration: STANDARD & Standard Integration Template
*Project Type: CAPPR Q Capitol Projects
Percent Complete: 0.00  psor
Project Health: As of Date:
*Start Date: 10/30/2016 Et]| Control Start Date: | 10/30/2016 Eﬂ *End Date:  |171/30/2020 EJ Control End Date: [11/30/2020 EJ Additional Dates
L4 a
Date/Time Stamp: 1113016 1:58:08PM User ID: 00637298 =E
Description:
|
Long Description:
Save as Template Copy Project
Go To: Iy Projects Project Valuation Project Team Project Activities |r.l-:|re v
5 save |\ Returnto Search | | Refresh ¥ Add A Include History Eq

Project Start and End Dates are set when a project is created. When you enter the project, the Start
Date defaults to the current date and the End Date is initially blank. You should enter the correct Start
and End Dates of the project. You can create a project with a Start Date prior to the current date. If
you are entering a project on March 15 for a project that started on March 1, enter the actual Start
Date.

WARNING Regarding Continuing Appropriations! If your project is funded by a continuing
appropriation for capital projects (Appropriation Type 02), the Start Date must be within the budget
fiscal year (budget period) of the capital appropriation.

The initial Project Status Effective Date is automatically created when you save the project. It is the
earlier of the project Start Date or the date the project was entered into SWIFT (the creation date).
Once the Project Status Effective Date is created, it cannot be changed. You will not be able to
process any payroll transactions earlier than the Effective Date.
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Step 2: Review the Project Control Dates

Project Control Start and End Dates also display on the Project General Information page after the project budget
has been finalized. If your agency does not enter and finalize budgets, these dates will not be created.

Fa\fuvrtes MainvMenu > ProjectvCusting > Project Dveﬁn'rtiuns > General Information
2 New Window 7 Help l_,/ Person|
) Mn/DOT Attributes Project Costing Definition Manager Location Phases Approval Justification User Fields Rates [
Project: GO2ZRC25GV31 Add to My Projects
*Description: Roof Construction and Repair O Program Processing Status: Active
Project Status: Open
*Integration: STANDARD | Standard Integration Template
*Project Type: CAPPR Q Capitol Projects
Percent Complete: 0.00 As OF
Project Health: As of Date:
*Start Date: 1003012016 | |C0nlr0l Start Date: |10/30/2016 Eﬂl *End Date: | 11/30/2020 |C0nlr0l End Date: | 11/30/2020 [ | Additional Dates
L4 12
)
Date/Time Stamp: 11/30M16 1:58:08PM User ID: 00637298 ==
Description:
Long Description:
Save as Template Copy Project
Go To: Wy Projects Project Valuation Project Team Project Adtivities [are [v]
B save L. ReturntoSearch L Refresh Ex Add Z Include History E4

The Control Dates initially default to the Project Start and End Dates but can be changed by a user
with sufficient authority. That user role is “M_FS_PC_KK_DATES".

Project Control Start and End Dates conform to the budget period for the project and allow control on
budget dates used on accounting system transactions in the SWIFT Financial Management System
(FMS). As with any other transaction in FMS, Budget Dates can be changed on transactions that
include projects.

Note: The Project Control Dates and the Project Status are the only controls an agency has on
projects within the SWIFT FMS accounting system. The initial Project Effective Date and Project
Status are the only controls in the SEMA4 payroll system to ensure that payroll is not processed prior
to the beginning of the project.

When a project budget exists, the SEMA4 Transaction Date on payroll transactions has to be
between the Control Start and End Dates.
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Step 3: Review the Project Effective Date

Next, we will navigate to the Project Status page to view the Project Effective Date.

1. From the Project General Information page, click on the Project Status link.

Favovrtes Main'Menu > Project'Costing > Project Qeﬁnt\ons > General Information

General Information Mn/DOT Attributes

Project Costing Definition Manager Location Phases Approval Justification User Fields Rates E)
Project: GO2ZRC2Z5GV31 Add to My Projects
“Description: [Roof Construction and Repair [ Program Processing Status: Active
Project Status: Open
*Integration: STANDARD | Q Standard Integration Template | e
*Project Type: CAPPR & Capitol Projects
Percent Complete: 0.00]  asof
Project Health: As of Date:

Project Schedule

*Start Date: 10/30/2016  [3)  Control Start Date: [10/30/2016 [ *End Date: |11/30/2020 [0 Control End Date: |11/30/2020 |[31 Additional Dates
Find | view Al First K 1 or1 I Last
+

Date/Time Stamp: 11130116 1:58:08PM User ID: 00637298 EI

Description:

‘

Long Description:

‘

Save as Template Copy Project

Go To: My Projects Project Valuation Project Team Project Activities [1ore

ﬁ Save ,Q Re‘tumtoSearch: f:; Refresh

B NewWindow 7 Help [ Persor

B Add Upcat=Dispiay | |2 Include History | | 2|

2. The Project Status page displays. The example below shows three status records because the Include

History button was selected.

Favorites : Main Menu > Project Costing > Project Definitions > General Information > Status
- : - - -

Status

Project: GOZRC25GY31 Description: Roof Construction and Repair

Project Status

Find | View Al First 2 4073 O Last

Effective Date: 11/30/2016 =]

L

Sequence:

*Status: o Open

Priority: 0

Interest Calculation Factor: 0.0

Comments:

Return to General Information

& save L\ RetumtoSearch [Z] Motify | Refresh

: Updataﬂ)isplay: El IncludeHistory
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If there has been a Status change on the project, only the current status will be shown, with the Effective
Date of the change to that status. If you need to see the original status, with the overall project Effective

Date, click the Include History button at the bottom of the page. In the example shown below, the third

record is displayed. You can use the Arrow keys or View All to view additional records.

The Project Effective Date is the earlier of the project Start Date or the date the project was entered into
SWIFT (the creation date). For example, if it is March 15 and the project Start Date is March 1, then the
Effective Date would be 03/01 (the Start Date). If it is March 15, and your project Start Date is April 1, the
Effective Date would be 03/15 (the creation date).

WARNING! SWIFT will let you change the Project Start Date to be earlier than the Effective Date;
however, you will not be able to process any payroll transactions earlier than the Effective Date,
regardless of the Project Start Date or the Project Control Start Date.

Favc‘urrites MainvMenu ¥ PrnjectvCDsting > Project IZ‘J'eﬁn'rtiDns : General Information > Status
(a
Status
Project: GO2ZRC25GY31 Description: Roof Construction and Repair
4 [
Effective Date: Sequence:;
*Status: Open
Priority:
Interest Calculation Factor:
Comments:
Return to General Information
B save SL Return to Search Notify =~ s Refresh Update/Display

3.

Released

Click on the Return to General Information link to return to the Project General Information page.
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Step 4: Review Activity Dates

Next, we’'ll navigate to the Activity pages to view the Activity Start and End Dates.
1. From the Project General Information page, click on the Project Activities link in the Go To section at the
bottom of the page.

Fa\rovr'rtes MainvMenu 3 E_[gjg__c_tﬁ(_:_g__st_in_q » Project Qeﬁntions » General Information

0 New Window  ?|

General Information Mn/DOT Aftributes Project Costing Definition llanager Location Phases Approval Justification User Fields Rates D]

Project: GO2RC25GV31 Add to My Projects
*Description: |R00fConstrudi0n and Repair [JProgram Processing Status: Active

’7 Project Status: Open

*Integration: STANDARD |Q Standard Integration Template =eEn
*Project Type: CAPPR Q Capitol Projects

Percent Complete: 0.00 As OF:
Project Health: As of Date:

Project Schedule

*Start Date: 10/30/2016 [l  Control Start Date:|10/30/2016 [ *End Date: |11/30/2020 [ Control End Date: [11/30/2020 [

Additional Dates

Find | View All First E 1071 I | agt

Date/Time Stamp: 1113016 2:37:34PM User ID: 00637298 FE
Description:
Long Description:
(B
Save as Template Copy Project
Go T Wy Projects Project Valuation Project Team Project Adtivities [More
[E) Save | |\ ReturntoSearch | | Refresh

[Er Add| | Updaieispiay | | inelude History | | B

2. View the Project Activities page which displays showing all of the Activities, along with their Activity Start
and End Dates.

Favorites | Main Menu > Project Costing > Project Definitions > General Information » Project Activities
- : - v -

2 New Windaw
Project Activities Gantt Chart
Project: G0ZRC25GV31  Description: Roof Construction and Repair Processing Status: Active
EECIE BV ¢ B =

Humber Rows:

Expand: |All Subtasks v

personalize | Fing | view A1 BV | 3 Fret B 4011 D Last
More Dates || Details || User Fields
et R " - Percent
Select WBSID Activity Name Activity Start Date End Date (B
O 1 Construction 2 [1020201€  [1130:202CH || 0.00 @

Save as Template

Return to General Information

B save |\ ReturntoSearch | [=] Notify | | Refresh |
£ 1 1 1 e )
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By default, all activities have the same Start and End Dates as the project. All projects must have at
least one activity but could have many more. You can change the activity dates; however, at least
one of the activities must have the project Start Date and at least one activity must have the project
End Date and there must be no gaps between activities. This is to avoid the case of an active project
with no valid active activity and is basic project management — a project always has at least one
activity at all times for the duration of a project.

If you change the project date, you must also change at least one activity date to match.

If you extend the project, usually by making the End Date later, SWIFT will not warn you that you
need to change the activity date. You have to remember to go in and do it. This is because SWIFT
doesn’t know if you want to extend one of the existing activities or add a new one to account for the
extended project date.

If you extend the activity date first, SWIFT will automatically extend the project date to match. You
can’t have an activity that is active outside of the project dates.

If you want to shorten the project by making the end date earlier, you have to shorten the activities
first.

The only control on project activities is setting them to active or inactive. If you no longer want
transactions to post to an activity, you’ll need to change the Activity’s Processing Status to “Inactive”.
Refer to the “Inactivating a Project Activity” topic for instructions. This also makes the Activity
ChartField unavailable.

3. You can also view Start and End Dates for individual Activities from the Project Activities General
Information page. You can access this page by clicking on the Activity Definition icon on the Schedule
tab or by navigating to Project Costing, Activity Definitions, Project Activities.

Favorites | Main Menu > Project Costing > Project Definitions > General Information > Project Activities
- - v -
2 New Windaw
| Gantt Chart
Project: G0ZRC25GV31  Description: Roof Construction and Repair Processing Status: Active
» & ¢ & X =] & Number Rows: 1 Fe Expand: |All Subtasks hd
@ D L Ll
) [ More Dates Details User Fields
i\ = ctivi £ i * 5 Percent
Select WBSID ‘Activity Name ‘Activity Start Date End Date Complete
[l 1 Construction 2 1030201E[H |11/3002020 [H) 0.00 'ﬁ
Save as Template
Return to General Information
B save S\ ReturntoSearch | [Z] Nefify % Refresh

Having completed this topic, you should now be able to:

Understand Project Dates and Transaction Controls

Released April 12, 2017 (Version 4)

Page 48



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

PC1 — Project Costing

Lesson Summary
Having completed this lesson, you should now be able to:

e Enter New Non-Grant Projects
e Correct Commitment Control Errors

e Understand Project Dates and Transaction Controls
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Lesson 2: Maintaining Non-Grant Projects

Lesson Overview

This lesson covers how to enter changes to your existing projects. Topics include the following:

Topic

Description

Add or Reduce Project Time

This topic covers how to add or reduce project time on the
project and activity pages.

Adjust a Project Budget

This topic covers how to adjust your project budget. You'll
need to adjust Project Activity Budget Items, distribute the
adjustments, and finalize the Project Budget

Adding Activities to a Project

This topic covers adding activities after the project has been
created. You'll need to follow the instructions in this topic to
add the activities and then refer to the Adjust Project Budget
topic to make changes to the project budget.

Inactivating Activities

This topic covers how to inactivate a project activity. You can
inactivate an activity if it was created in error or you no longer
want transactions to be charged to it. If you are closing the
Project, refer to the “Closing and Reopening Projects” topic for
instructions.

After completing this lesson, you should be able to:

e Add or Reduce Project Time
e Adjust a Project Budget
e Add Activities to a Project

e Inactivate Activities

Released April 12, 2017 (Version 4)

Page 50




SWI F STATEWIDE INTEGRATED
FINANCIALTOOLS PC1 — Project Costing

Adding or Reducing Project Time

Topic Overview

This topic covers how to extend or shorten the project time. You'll need to update the Project End Date and
Project Control End Date. You'll also need to update the Project Activity End Date.

After completing this topic, you should be able to:

e Add or Reduce Project Time
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Process Steps

Add or Reduce Project Time
This topic covers adding or reducing project time. In this example, we will be extending the time for the project.
WARNING! SWIFT will allow you to change the Project Start Date to an earlier date; however, you will not

be able to process any payroll transactions earlier than the initial Project Status Effective Date. Refer to
the “Understanding Project Dates and Transaction Controls” topic for more information.

Steps to complete:

e Step 1: Update the Project End Date and Control End Date
e Step 2: Update the Activity End Date

Step 1: Update the Project End Date and Control End Date
Begin by navigating to the Project General Information page.

1. Navigation: Project Costing, Project Definitions, General Information.

2. Onthe Find an Existing Value tab of the General Information page, search for and select the Project
that you want to update.

Favorites | Main Menu > Project Costing : Project Definitions » General Information
General Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
| Add a New Value

v
Business Unit: = W G0201 QL
Project: begins with ' ||GOZRC25GV0034 QL
Description: begins with W
Program: | = V| | Dietail Project V|
Processing Status:| = V| | V|
[Iinclude History [ | Correct History [ Case Sensitive

Search Clear |Basic Search Save Search Criteria
Search Results
Wiew All First ii 10f1 Li Last
Business Unit Project Description Project Type Processing Status
G0201 GOZ2RCZ25GV0034 Roof and Exterior Repair CAPPR Active

Released April 12, 2017 (Version 4)

Page 52



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

PC1 — Project Costing

The Project General Information page appears, displaying the Project End Date in the Project Schedule section.
The Project Control End Date also displays if this project has a finalized budget.

Fa\rovrfces Mainyenu > ProjectvCosting > Project Dveﬁntions > General Information

 new Window  ? Help  [E Person;

Mn/DOT Aftributes Project Costing Definition Manager Location Phases Approval Justification User Fields Rates D
= = =

Project: GDZRC25GV0034

Add to My Projects
“Description: [Roof and Exterior Repalr Clprogram  Processing Status: Active
Project Status: Open
*Integration: STANDARD | Q. gtandard Integration Template
*Project Type: CAPPR Q Capitol Projects
Percent Complete: 0.00 As Of:
Project Health: As of Date:

Project Schedule

*Start Date: 12/01/2016 5]  Control Start Date: | 12/01/2016 [5] | *End Date:  |11/30/2020 [5]  Control End Date: |11/30/2020 [ Additional Dates

Description

Find | view Al First Bl 1 of 1 L' ast

F
Date/Time Stamp: 1210216 3:42:59PM User ID: 00637298 =l

Description:

Long Description:

(D
Save as Template Copy Project
Go To: Iy Projects Project Valuation Project Team Project Activities |I'-41ure

E Save X Fte‘turntoSearch: f:; Refra;h: E'q. Mcl Update/Dizplay ﬂ] Include History @

3. Update the Project Date(s) to the new date as described below.

Field Description
Project End Date

Update the Project End Date to the new date.

Project Control End

Update the Project Control End Date. To change the Project
Date

Control End Date, you'll need the user role:
“M_FS_PC_KK_DATES".

Project Control Start and End Dates conform to the budget
period for the project and allow control on budget dates used on
accounting system transactions in the SWIFT Financial
Management System (FMS). As with any other transaction in

FMS, Budget Dates can be changed on transactions that include
projects.
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Favorites | Main Menu > Project Costing > Project Definitions > General Information
- : - - -

Mn/DOT Attributes

Project Costing Definition
=

& New Window  ? Help [

*Project Type:

CAPPR Q

Capitol Projects
Percent Complete: 0.00

As Of:

Project Health:

Manager Location Phases Approval Justification User Fields Rates D
= =
Project: GOZRC25GVI034 Add to My Projects
*Description: |R00fand Exterior Repair ] Program Processing Status: Active
Project Status: Open
*Integration: STANDARD |Q Standard Integration Template ShEn

Project Schedule

*End Date: [12/31/2025 5]  Control End Date: | 12/31/2025 @l Additional Dates

*Start Date: 120012016 [3) Control Start Date: [12/01/2016 [

Description

Date/Time Stamp: 120216 3:42:59PM UserID: 00637298
Description:

Find | View Al First BN 4 of 1 L | ast

FHE

Long Description:

Save as Template Caopy Project

Go To: Wy Projects Project Valuation Project Team

:ﬁ Save: ok ReturntnSearch: f:; Refresh:

Project Activities

| More

g E] Include History

4. Click on the Save button.

Step 2: Update the Activity Dates

If you change the project End Date, you must also change at least one activity date to match. At least one of the
activities must have the project Start Date and at least one activity must have the project End Date and there
must be no gaps between activities. This is to avoid the case of an active project with no valid activity.

If you extend the project by making the End Date later, SWIFT will not warn you that you need to
change the activity date. You have to remember to go in and do it. This is because SWIFT doesn’t

know if you want to extend one of the existing activities or add a new one to account for the extended
project date.

If you extend the activity date first, SWIFT will automatically extend the project date to match. You
can’t have an activity that is active outside of the project dates.

If you want to shorten the project by making the end date earlier, you have to shorten the activities
first.

1. Click on the Project Activities link in the Go To section of the General Information tab.

2. Update the Project Activity End Dates.
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Fa\rc;r'rtes : Ma\nvMenu 3 ProjectvCOSting > Project Qeﬁnkions > General Information > Project Activities

Project Activities Gantt Chart

E Newwindow 7 Help & Pe
Project: GO2RC25GV0034 Description: Roof and Exterior Repair Processing Status: Active
B @ & & X B B

Number Rows: 1 %

Expand: All Subtasks b

More Dates Details User Fields

Personalize | Find | View 21 | E |
Select WBSID *Activity Name

st K1 12072 Y Last

*Activity *Start Date *End Date EZ:TC:Z'I“;E
O 1 Construction 2 [12i01:201€ [ [1203 1202205 | | ooo B &
O 2 Study 6 [12/01/201€[5) [1213 1120285 | | ooo By &
Save as Template

Return to General Information

B save | |\ ReturntoSearch | [ Notify | | Refrash |

3. Click on the Save button.

4. Click on the Return to General Information link to return to the Project General Information page.
Having completed this topic, you should now be able to:

Add or Reduce Project Time
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Adjusting a Project Budget

Topic Overview

You may need to make changes to your project budget because of changes in scope or funding. This topic covers
how to change an existing project budget to increase or decrease funding amounts, or to reallocate budgets
among different Project Activities or Budget Items.

After completing this topic, you should be able to:

e Adjust a Project Budget
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Process Steps

Adjust a Project Budget

This topic covers how to make a budget adjustment after your Budget Plan has been finalized. You will locate the
Budget Plan, adjust the budget, and then finalize the budget.

Steps to complete:

e Step 1: Enter the Budget Adjustment
e Step 2: Finalize the New Budget
Step 1: Enter the Budget Adjustment

1. Navigation Links: Project Costing, Budgeting, Budget Plan.

2. Onthe Find an Existing Value tab of the Budget Plan search page, search for and select the Project that
you want to update.

Favorites | Main Menu > Project Costing > Budgeting > Budget Plan

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

Add a Mew Value

Business Unit: = v lz0201

&}
Project: begins with % ||G02ZRC25GV0029 Q
Description: begins with W

Processing Status:l = V| | v|

[ case Sensitive

Search Clear | Basic Search Save Search Criteria

Search Results

View All First il 10of1 LI Last
Business Unit Project Description Processing Status
50201 GO2RC25GV0029 Roof and Exterior Repaif Active

Find an Existing Value | Add a New Value
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3. Atthe Budget Plan page, click on the Budget Detail icon to display the Budget Detail page.

Fa\rovr'rtesgl\-'lainvl\'lenu 3 Projectth}sting b Budgveting » Budget Plan

Budget Plan
Project: GOZRC25GY0029 Description:  Roof and Exterior Repaif
Processing Status: Active

Project Budget Plans

Save as Template

2 save| & Returnto Searcn | |[Z] Notiy | |7 Refresn |

@ Calendar Commitment Control Finalize ¥
Plan ID Description *Status e Dis‘g::‘;;: Currency Budget Type Analysis Type
1 |Construc1ion Active W 150,000.00 USD Cost Budget BUD LT‘@. E|

2 New Window  ?

Process Monitor
First K1 4 o714 I Last

Personalize | Find |

E“" Aﬂl‘.l Update::iepla;.-:

In this example, the project only has one activity.

4. Click on the Budget Items icon for the project activity that you need to adjust.

Fa\rorrtesél\«'lain Menu » Project Costing > Budgeting > BudgetPlan > Budget Detail

™ New Window 7 Help

Budget Detail
Project: GO2RC25GV0029 Description: Roof and Exterior Repaif
Plan ID: 1 Description: Construction
Currency Code: usD Charging Level Detail
Calendar ID: AL Number of Periods: 1
Analysis Type: BUD
+ Budget eligible for finalization
iy Budget not eligible for finalization
Distribute Budget :Distributed Budget: Add To/Subtract From s Expand: All Subtasks

Search

Q|

™| Filter Budaet Item:

Project Budget Details

First K0 13073 D Last

Personalize | Find |

Distribute Budget Copy From Anather Plan
Go Tox Budget Plan Budget ltems Budgetvs. Actual Project Activities

Return to Budget Plan

% Refresh

B save| [\ Retum toSearch | =] Notify |

- Budget Periods | Project Detal | General Ledger Detail |~ Commitment Control Detail
. Budget N Budget Distributed
Status  WBSID Activity Name/Budget item e Spread Option Percent AT Budget Target Budget
¥ El construction [ Select Spread v 0.00 150,000.00 150,000.00
1 B construction [ Select Spread V| 000 150,000.00 150,000.00
+ All Budget tems 0.00 150,000.00 150,000.00

Process Monitor

B UpdsieDieslsy | [ include History |
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5. The Adjust Budget Items page displays showing the budget lines you entered when you first created the
budget for this project. You can adjust any or all of the lines and activities. In this example, only one
Project Budget Item was entered.

Favorites | Main Menu » Project Costing > Budgeting > Budget Plan » Budget Detail

Project Budget ltems

Adjust Budget Items

Activity: 2 Description: Construction

Budget Adjustment 0.00 Currency Code: UsD

Distributed Budget 150,000.00

Target Budget 150,000.00

Undistributed Adjustment 0.00

BishiinieoBudaeh| o4 Option: || Adjust by Amount V|| Distributed Budget Add To/Subiract From
i First K1 4 o4 I
i Project Detail General Ledger Detail Commitment Control Detail
Project Budget ltem Seq# Percentage Budget Adjustment Distributed Budget Target Budget Undistributed Adjustment
ALL 1 0.00 150,000.00 150,000.00

Distribute Budget

oK Cancel

6. Select a Spread Option in the Adjust Budget Items header.

Field Name Field Description

Spread Option The Budget Adjustment field is locked until you select a spread option.
Select a Spread Option from the drop-down listing:

- Adjust by Amount: In most cases, you will select “Adjust by Amount”.
This allows you to enter specific amounts for each Budget Item you select
for this activity.

If you are interested in using any of the other spread options, contact the
SWIFT Helpdesk for assistance.

7. Click on the Add New Row (+) icon. Because the budget has already been finalized, you cannot make
changes to the existing line. To adjust this budget, you must add a new line with the change in funding
amount.
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8. Complete the Budget Items tab in the Budget Item Distribution section. In the example below, we are
reducing the project budget by $10,000.

WARNING! Only use the Tab key to navigate between fields; do not use the Enter Key. If the Enter Key
is used, you will be brought back to the Budget Detail page. It will look as though you have not entered
any Budget Detail data. You will need to Save, click the Return to Budget Plan link, and then click on the
Budget Detail icon. Your changes will now display on the Budget Detail page and you can continue
processing the budget.

Field Name Field Description

Project Budget Item Select the Project Budget Item from the drop-down listing. Each agency
will have a different set of options for this field. Some agencies enter the
entire amount using the Project Budget Item “ALL,” as shown in this
example. Other agencies may split the budgeted amounts between salary
and non-salary activities. In other cases, agencies may budget to an even
greater detail, using specific budget items within each activity.

Budget Adjustment Enter the Budget Adjustment amount for the Budget Item.

Favorites | Main Menu > Project Costing > Budgeting > BudgetPlan : Budget Detall

Project Budget Items

Adjust Budget Iltems

Activity: 2 Description: Construction
Budget Adjustment 0.00 Currency Code: usD
Distributed Budget 150,000.00
Target Budget 150,000.00
Undistributed Adjustment 0.00
BisibwieBudach) . -ad Option: Adjust by Amount v| Distributed Budget Add TolSubtract From
i 4] ]
Project Detail General Ledger Detail Commitment Control Detail
Project Budget ltem Seq# Percentage Budget Adjustment Distributed Budget TargetBudget Undistributed Adjustment
ALL 1 0.00 150,000.00 150,000.00

ALL Q | z -10000 0.00 0.00 [=]

Distribute Budget

OK Cancel
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9. Next, you'll need to enter the ChartFields for the Project Budget Item(s) on the Budget Item Distribution
section tabs. Check with your agency to make sure you are entering the required ChartFields. The
“Project Budget Definitions” topic in the Appendix of this guide may also be of assistance. In some cases,
your agency may not require ChartField values to be entered. The example used in this topic is
representative and may not match the values used for your project.

Tab Available ChartFields
General Ledger Account
Detail tab Fund
Financial Department ID
Appropriation ID
Statewide Cost (Proj)
Sub Account (Class)
Agency Cost 1
Agency Cost 2
Project Detail tab Source Type
Category
Subcategory
Commitment Control | The entries on the Commitment Control Detail tab should not be
Detail tab changed.
Fa\.rovr'rtes Mainlﬂenu > PrnjectvCUSting > Budgveting » Budget Pn » Budget Detai

0K

Project Budget ltems

Adjust Budget ltems

Activity: 2 Description: Construction
Budget Adjustment -10,000.00 Currency Code: usD
Distributed Budget 150,000.00
Target Budget 140,000.00
Undistributed Adjustment -10,000.00
Bissitwiehndagh| o, .4 option: [ Adjust by Amount v Distributed Budget Add To/Subtract From

Budget kems Project Detail : Commitment Control Detail

Project Budget ltem Seq# GL Business Unit Account Fund Code Financial Department 1D Statewide Cost (Prog) Sub Account (Cla
ALL 1 MNOO1 3600
ALL o} 2|MMo01 (&} QL (3600 O (&} (o}

< >

Distripute Budget

N L4 L

Cancel

10.

If you need to make additional Project Budget adjustments, click on the Add New Row (+) icon and enter
the fields as described above.
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Fa\ror'rtesél\-'lain Menu > Project Costing > Budgeting > BudgetPlan » Budget Detail

Project Budget Items

Adjust Budget Items
Activity: 2 Description: Canstruction
Budget Adjustment 0.00 Currency Code: usD
Distributed Budget 150,000.00
Target Budget 150,000.00
Undistributed Adjustment 0.00
- Distribute Budget | Spread Option: Adjust by Amount Vl Distributed Budget

Budget Item Distribution

Project Detail | General Ledger Detail |/ Commitment Centrol Detail
Project Budget ltem Seq# Percentage Budget Adjustment Distributed Budget Target Budget
ALL 1 0.00 150,000.00 150,000.00
[l Q | 2 [ 10000 0.00 0.00
' Distribute Budget
OK Cancel

Personalize | Find | E 1 B

Undistributed Adjustment

Add To/Subtract From
First KN 12 of 2 I L ast

F =
[+ [=]

11. When you're finished, click on the OK button.

12. You will receive a message indicating that the “New Budget Adjustment of $XXXXXX does not match the
original Budget Adjustment of 0”. You receive this message because you are technically adjusting a
budget of $0 by the amount you entered. Click the Yes button. You will return to the Budget Detail page.

Mew Budget Adjustment of -10000 does not match the original Budget Adjustment of 0.

13. If you have to adjust more than one Activity, repeat the above steps until you have entered all of the

budget adjustments.
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14. When you are done, view the Budget Detail page to ensure that your entries are correct. If not, make the

necessary changes before proceeding to the next step.

15.

The Yellow Triangle icons in the Status column of the Budget Detail page indicate that the budget, as it

is currently saved, is not eligible for finalization. (The Budget Adjustment amount is displayed in the
Undistributed Adjustment column rather than the Distributed column.) If necessary, use the scroll bar to

scroll to the right so that the Even Spread button(s) display.

16.
Adjustment amount should now display in the Distributed Budget column.

Favorites  Man Menu > Project Costng . Budgeting > Budget Pen > Budget Detal
Enewwindow 7 Help [ Personaiize Page Bl no

Budget Detail

Project: GO2RC25GV0029 Description: Roof and Exterior Repaif
Plan ID: 1 Description: Construction

Currency Code:  USD Charging Level Detail

Calendar ID: AL Number of Periods: 1

Analysis Type: BUD

« Budget eligible for finalization
A Budgetnot eliginle for finalization

Distribute Budget | pistributed Budget: [AddToisuntiactFrom [ gypang:  [4llSubtasks ™| iger Budget tem: @ | Search

Project Budget Details

Budget Budget Distributed Undistributed
Status  WBSID  Activity Name/Budget ltem Mteme  Spread Option Percant o ment  Budget Target Budget it S Even Spread
A El construction Select Spread v -10,000.00  150,000.00  140,000.00 -10,000.00
1 El construction Select Spread v -10,000.00  150,000.00  140,000.00 -10,000.00
' All Budget ftems 000 15000000  150,000.00 0.00 EvenSpreadss |
All Budget tems -10,000.00 0.00 -10,000.00 -10,000.00 Even Spread

Distribute Budget Copy From Another Plan
GoTo:  BudgstPlan Budaet ftems Budastys. Actual Prolect Adtivities Process Monitor

Return to Budast Plan

[E) save [ ReturntoSearch [=] Notify 1}, Refresh

Click the Even Spread button for each activity to fully distribute the budget amount. The Budget

17. Click the Save button. The Status column now shows Green Checkmark icons indicating the budget is

eligible for finalization.

Favorites | Main Menu > Project Costing > Budgeting » Budaet Pan » Budget Detail
@ New Window 7 Help

Budget Detail

Project: GD2RC25GV0029 Description: Roof and Exterior Repaif
Plan ID: 1 Description: Construction

Currency Code: usD Charging Level Detail

Calendar ID: AL Number of Periods: 1

Analysis Type: BUD

+ Budget eligible for finalization
& Budget not eligible for finalization

Search

Distribute Budget Add To/Subiract From V‘ Expand: ‘ Level 3

- Budget Perinds

. Distributed Budget: ™| Filter Budget ltem:

Project Detail ‘General Ledger Detail Commitment Control Detail

N Budget N Budget Distributed
Status  WBSID Activity Name/Budget ltem e Spread Option Percent Adjustment Budget Target Budget
o = construction Select Spread W 0.00 140,000.00 140,000.00
1 El construction Select Spread hd 0.00 140,000.00 140,000.00

o All Budget tems 0.00 150,000.00 150,000.00

L4 All Budqet Items 0.00 -10,000.00 -10,000.00
f Distribute Budget ] Copy From Another Plan
Go To: Budaet Plan Budget items Budgetws Actual Project Activities Process Wonitor
Return to Budget Plan
B Save | QO RetuntoSearch| [ Nofity | Refresh (] UpdateDispay | ) include History |
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18. Click on the Return to Budget Plan link.
Step 2: Finalize the New Budget

The last step is to finalize the budget. After the budget has been finalized, you will not be able to change the
existing budget lines.

1. On the Budget Plan page, verify that the Total Distributed Budget amount equals the amount of the
project. (All other fields default with the correct values.)
If you realize that you've made a mistake, you can re-enter the Budget Detail by doing the following:
a. Click on the Budget Detail icon to return to the Budget Detail page.
b. Click on the Budget Items icon for the Activity you need to change.

c. Onthe Adjust Budget Items page, click on the Delete Row (minus sign) icon for the row(s) that
need adjusting and click OK at the message that appears verifying that you want to delete the
row.

d. Re-enter the budget detail as described in the proceeding step.
2. Onthe Budget Plan page, click on the Finalize tab.

3. Click on the Finalize button. This initiates the budget finalization process, which creates a Commitment
Control budget based on the project budget details you entered.

Favorites : Main Menu > Project Costing > Budgeting > Budget Plan
2 New Win
Budget Plan
Project: GO2RC25GV0029 Description:  Roof and Exterior Repaif
Processing Status: Active Process Monitor
# 4] ]
General Calendar Commitment Control :
PlanID  Description *Status T IS ST Finalized Amount Last Finalized
Budget
1|Construction Active hd 140,000.00 150,000.00 101316 3:01PM Finalize
Save as Template
[E save [\ Returnto Search = |[=] Notify = ls Refresh Es Add

4. You will receive a message indicating that the Budget Plan Finalization has been processed and you can
click on the Process Monitor link to view the status of the process. Click on the OK button.

Budget Plan Finalization has been processed. (13100,697)

Click on the Process Monitor hyperlink to view run status.

.......................

5. Click on the Process Monitor link.
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Fa\ror'rtesél\-'lain Menu > Project Costing > Budgeting » BudgetPlan : Process Monitor

View Process Request For

User ID|00B37298 @ Type | | [ Last v| | 8| [Days v i Refresh |

sever V] hame Q  Instance| tof
Runstatws[ ™| Distribution Status Save On Refresh

Process List Personaiize | Find | View A1 | B | 8 First T 1074 I Last

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
19358573 Application Engine PC_WRAPPER 00637298 10M3/2016 4:26:15PM CDT Success Posted Dretails
19358566 Application Engine PC_WRAPPER 00637298 10M3/2016 3:37:52PM CDT Success Posted Dretails
19358561 Application Engine PC_WRAPPER 00637298 |10/13/2016 3:01:50PM CDT Success Posted Details
19358550 Application Engine PC_WRAPPER 00637298 10M3/2016 2:07:52PM CDT Success Posted Dretails

Go back to Budget Plan
| save | [= notty |

Process List | Server List

6. Atthe Process List page, click on the Refresh button until the Run Status = Success and the Distribution
Status = Posted.

7. You must view the Message Log for the process to ensure that the process was successful. Click on the
Detalils link. The Process Detail page displays.

Favorites Main Menu > Project Costing > Budgeting > BudagetPlan » Process Monitor
Process Detail
Instance 19358573 Type Application Engine
Name PC_WRAPPER Description PC_INTFEDIT On-Line Wrapper
Run Status syccess Distribution Status Posted
L —————————
Run Control ID PC_INTFEDIT1205848 Hold Request
Location Seryer Queue Reguest
Server PSNT Cancel Request
Obe st
Recurrence Restart Request
Request Created On 10/M13/2016 4:26:15PM COT Parameters Transfer
Run Anytime After 10/13/2016 4.26:15PM CDT Message Log View Locks
Began Process At 10M13/2016 4:26:24PM CDT Batch Timings
Ended Process At 10/13/2016 4:27.09PM CDT View Log/Trace
| oK | cancel |

8. Click on the Message Log link.
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Favc»r'rtesgl'v'lain Menu > Project Costing > Budgeting > Budget Plan > Process Monitor

Message Log

Process
Instance: 19353573 Type: Application Engine
Hame: PC_WRAPPER Description: PC_INTFEDIT On-Line Wrapper
Personalize | Find | View 100 | B | 3 First 1 1250 o7 103 I Last
Severity Log Time Message Text Explain
10 4:26:24PM 1 Row(s) Processed {Explain |
10 |4:26:28PN 1 Row(s) Processed -  Explain
10 4:26:28PM 1 rows started commitment control budaget creation. Explain
10 4:26:29FM 1 rows insered into PC_KK_HDE. Explain
10 4:26-29PM 1 rows inserted into PC_KK_LM.  Explain
10 4:26:31PM Commitment Control Budoet Processing has beaun. _ Explain |
e Request Statistics. Documents Processed: 1, Errors: 0, [ — .
10 4:26:34PM Warnings: 0 - Explain
10 4:26:34PM Commitment Control Budget Processing Complete. Explain
e 1 rows successfully completed commitment control r —
10 4:26:34PM budget creation. - Explain

e Review the information displayed on the Message Log page.

e You should see messages indicating that rows have been successfully inserted into the “PC”

Project Costing and Commitment Control modules.

e You will most likely see a number of warning messages which you can ignore.

o If errors exist, refer to the “Correcting Commitment Control (Project Budget Check) Errors” topic

for assistance.
9. Click on the Return button to go back to the Process Detail page.

10. Click on the OK button to return to the Process List page.

11. Click on the Go back to Budget Plan link to return to the Budget Plan search page.
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12. On the Budget Plan page, use the Find An Existing Value tab to search for and select the project.

Favorites @ Main Menu > Project Costing > Budageting > Budaget Phln

Budget Plan

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

Find an Existing Value Add a Mew Value

v Search Criteria

Business Unit: = v [cozo1 Q,

Project: begins with |GD2RCESGVDD29 (&}
Description: begins with ||

Processing Status:l = Vl | v|

[]case Sensitive

Search || Clear |Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value

13. On the Budget Plan page, click on the Finalize tab to confirm that the “Finalized Amount” now equals the
“Budgeted Amount”. The “Last Finalized” field shows the date and time the process was run, and the
Finalize button is disabled because there is no budget amount remaining to be finalized. Future budget
updates will require you to run the budget finalization process again.

Favorites © Main Menu > Project Costing > Project Definitions > General Information > Budget Plan

7 New Windo|
Budget Plan
Project: GO2RC25GV0029 Description:  Roof Repair
Processing Status: Active

Process Monitor

Personalize | Find | View A1 |8 2 st B g o0 O oat

General Calendar Commitment Control

PlanID  Description *Status VIR I IEL
Budget

1|Construction Active A 140,000.00 | 140,000.00 1/1816 3:01PM I Finalize =

Finalized Amount Last Finalized

Save as Template

Return to Budget Detail

E) save | | RetuntoSearch| [+F PreviousinList | [4E NextinList| [=] Notify | @ Refresh | B Add| [ updater]

Having completed this topic, you should now be able to:

e Adjust a Project Budget
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Adding Activities to a Project

Topic Overview

This topic covers how to add additional activities to an existing non-grant project. You'll need to follow the
instructions in this topic to add the activities and then refer to the “Adjusting a Project Budget” topic to make
changes to the project budget.

After completing this topic, you should be able to:

e Add Additional Activities to a Project
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Process Steps

Add Activities to a Project

This topic covers adding additional activities to a project.
Steps to complete:

Step 1. Add Project Activities

Begin by navigating to the Project General Information page.

1. Navigation Links: Project Costing, Project Definitions, General Information.

2. Onthe General Information search page, verify the Business Unit and enter the Project ID for the project

that needs the additional activity.

Fa\fovr'rtes Main vI'«1emu > ProjectvCOSting > Project Dveﬁn'rt\ons > General Information
General Infoermation
Enter any information you have and click Search. Leave fields blank for a list of all values.

¥ Add a Mew Valug

=
Business Unit: =W G0201 Q
Project: begins with % ||GO2RC25GV0027 Q
Description: Degins with

Program: = s Detail Project v
Processing Status:| = hd hd

[CDinciude History []Correct History [ Case Sensitive

Search Clear |Basic Search Save Search Criteria

Search Results

View All First [q] 1of1 [i] Last
Business Unit Project Description Project Type Processing Status
G0201 G02RC25GV0027 Replace Fire Alarm Controls| CAPPR Active

Find an Existing Value | Add a Mew Value

3. Click on the Search button and the Project General Information page displays.
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4. Click on the Project Activities link displayed at the bottom of the page in the Go To section.

Favorites | Main Menu > Project Costing » Project Definitions > General Information

1 New Window 7 Help
gl e i E B Wn/DOT Attributes | Project Costing Definition © Manager | Location | Phases | Approval | Justification | User Fields ' Rates o]
= = =
Project: GOZRC25GV0027 | Add to My Projects |
*Description: |Rep|ace Fire Alarm Controls [} Program Processing Status: Adtive
Project Status: Open

*Integration: STANDARD | & Standard Integration Template
*Project Type: CAPPR Q Capitol Projects

Percent Complete: 0000 asor

Project Health: As of Date:

Project Schedule

*Start Date: 06/30/2012 |  Control Start Date: 06/30/2012 *End Date:  [12/31/2099 [  Control End Date: 12/31/2099

Additional Dates

Find | View All First K} 1 074 D Lagt
Date/Time Stamp: 091316 6:53:01AM User ID: 00272877 EE
Description:

Replace existing obsolete fire alarm control and sub panels and associated items il
Long Description:
(D
| SaveasT | | Copy Project |
Go To: My Projects

Project Valuation

Project Team Project Adtivities [uiore

B ada| [ vpdaicissiey| (£ ncudetisiory | [E7|

| save | [& RetumntoSearcn| | Refresh |

e The Project Activities tab displays with the activities currently attached to the project. In this
example, the project only has one activity.

Fa\rc;r'rtes Mainvl'«'lenu > ProjectvCOSting > Project Qeﬁn'rt»ons » General Information > Project Activities

Project Activities  [eET; 8o = oo

2 MNew Window  ? H

Project: GO2RC25GV0027 Description: Replace Fire Alarm Controls  Processing Status: Active
= @ T X =) & number Rows: Expand: | Al Subtasks v
Project Activities Personalize | Find 5
" More Dates || Details || User Fields |
. o Percent
Select WBSID *Activity Hame *Activity *Start Date *End Date o
O 1 Construction 2 [o6r20/2012[5) [12i21/20085 | 0.00 B &

| Save as Template |

Return to General Information

|E) save | &4 Returnto Search | (=] notity | [ Refresh |

Released April 12, 2017 (Version 4)

Page 70



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

5. Enter the number of additional activity rows you need to add in the Number Rows field located in the
header of the page.
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WARNING! This is the number of new rows that you need to add, not the total number of rows you need.
If you add rows you don't need, you cannot delete them. If you add activity rows in error, you should exit
the Project Activities page without saving (click on the Return to General Information link and click
“Cancel” to exit without saving). From the Project General Information page, click on the Project Activities
link and start over.

6. Next, you'll need to tell SWIFT where to add the new rows by clicking on the Select checkbox next to an
existing activity. The new row(s) will be added after the activity you selected.

7. Click onthe Add ( »2 ) icon to the left of the Number Rows field. The new rows are inserted after the
selected row.

Fa\fo_rrces Mainl\ﬂenu > Project_Costing > ProjectD_eﬁn'rtions > General Information > Project Activities
) I New Window P He
| Gantt Chart
Project: GOZRC25GV0027 Description: Replace Fire Alarm Controls Processing Status: Active
» @ 4+ & X B Number Rows: Expand:
)| More Dates Details User Fields
Select WBS ID *Activity Name *Activity *Start Date *End Date gz‘;;z::te
1 Construction 2 06/30/2012[5) [12/31/209€ 5] 000 B &
| 0 2 NEXT1 G, |06/30/20125) [12/31/200¢ 5] ooo| B i
Save as Template
Return to General Information
B save |\ Returnto Search | [=] Notify | |l Refresh
8. Complete the Project Activities section detail as described below.
Field Name Field Description
*Activity Name Enter the Activity Name.
The field length is 30 characters.
*Activity Overwrite the default system value “NEXT” with the Activity ID. Follow

your agency'’s convention for completing this field. Some agencies use
very specific Activity IDs in order to track expenses at that level.
Others just use activity 1, 2, etc. This becomes the Activity ChartField
value.

The field length is 15 characters.

Start Date and End Date | The Activity Start Date and End Date defaults to the Start Date and
End Date of the Project. If there is only one activity, the activity Start
and End Date must match the project Start and End Date. If your
project has multiple activities, you must have at least one activity that
starts on the project Start Date, and at least one that ends on the
project End Date and there must be no gaps between activities.
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Field Name

Field Description

Percent Complete

State of Minnesota does not use.

Activity Definition

If you click on the Activity Definition icon (Fl%) you are brought to the
Project Activities General Information pages where you can add
additional information about the Activity, if your agency requires. The
options available are similar to the Project General Information pages.
Click on the Return to Project Activities link to return to the Project
Activity pages.

Transfer to Resource

State of Minnesota does not use the Transfer to Resource ( ) option.

Project Transaction List

State of Minnesota does not use.

Note: The User Fields tab provides fields that can be used at your agency’s discretion. Check with your
agency to determine if these fields are used. Minnesota does not use the detailed activity tracking that
can be accommodated by the More Dates and Details tabs in the Project Activities section or the Gantt
Chart tab at the top of the page.

Favorites
-

Project:

S & 4 T %

Main Menu > Project Costing > Project Definitions > General Information > Project Activities
- - -
E New Window 7 Hel

) GanttChart

G0ZRC25GV0027 Description: Replace Fire Alarm Controls Processing Status: Active

Number Rows: 1 S+ Expand: |AlSubtasks v
= 4] O

B -

| More Dates Details User Fields

Percent

Save as Template
Return to General Information

| B save | 4L Return to Search | [Z] Motify L]

Refresh

Select WBSID *Activity Name *Activity *Start Date *End Date Complete
1 [construction 2 0620020125 [12/31/200¢[5 000 B &
| 2 B |Q | 06/30/2012[5] 12f31f209£[5]| oo0 B &

9.

WARNING! Double-check your entries before saving, especially the Activity ID(s). After you save, you will
not be able to change the Activity ID field(s). Click on the Save button.

10. If your agency requires you to enter a project budget, refer to the “Adjusting a Project Budget” topic for

instructions. You may need to have additional project budget to enter for the new activity or you may need
to reduce an existing budget and add it to the new activity.

Having completed this topic, you should now be able to:

e Add Additional Activities to a Project
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Inactivating a Project Activity

Topic Overview

This topic covers how to inactivate a project activity by updating the Processing Status field to “Inactive”. You can
inactivate an activity if it was created in error or you no longer want transactions to be charged to it. If you are
closing the Project, refer to the “Closing and Reopening Projects” topic for instructions.

After completing this topic, you should be able to:

e Inactivate a Project Activity
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Process Steps

Inactivate a Project Activity

This topic covers how to inactivate a project activity by updating the Processing Status field to “Inactive”.
Steps to complete:

e Step 1: Adjust the Activity Budget if Necessary

e Step 2: Update the Activity Processing Status Field to Inactive
Step 1: Adjust the Activity Budget if Necessary

You should view the Project Budget and verify if it needs to be adjusted. For example, you may need to move
budget from the Activity that you are inactivating to another Activity. Refer to the “Adjusting a Project Budget”
topic for instructions. If you need to adjust the activity budget amount, you must do this before inactivating the
activity. If you inactivate the activity first, you will encounter an error when finalizing the budget, and it will not
complete the finalization process correctly.

Note: SWIFT will not warn you that the Activity has a budget.

Favuvritengainyenu > PrujectvCUsting > Budgveting > Budget Plan > Budget Detail
@lxleu\t'.’\"indmv ?He\p E./F'ersona\if_eF’age ,hﬂp

Budget Detail

Project: Description: Building Construction
Plan ID: 1 Description: Building Construction
Currency Code: usD Charging Level Detail

Calendar ID: AL Number of Periods: 1

Analysis Type: BUD

+ Budget eligible for finalization

M\ Budget not eligible for finalization

Distribute Budget pistributed Budget: Add To/Subtract From ™| Expand: | Al Subtasks ™| riter Budget item: (&} Search
Project Budget Details

Project Detail General Ledger Detail Commitment Control Detail

Status WBSID Activity lame/Budget item E::':f]:‘ Spread Option Percent g:?f:"mem gf;;‘g:"“ Target Budget i';?::‘trr‘ﬂbe“:fd
04 £l Building Construction 0.00  100,000.00 100,000.00 0.00
1 El construction 0.00 100,000.00 100,000.00 0.00
v All Budaet Items 0.00 50,000.00 50,000.00 0.00
s All Budget Items 0.00 50,000.00 50,000.00 0.00
2 = study 0.00 0.00 0.00 0.00
s All Budget items 0.00 75,000.00 75,000.00 0.00
s All Budget Items 0.00 -75,000.00 -75,000.00 0.00
DUy
Distribute Budget Copy From Another Plan |
Go To: Budget Plan Budget ltems Budgetvs. Actual Project Activities Process Monitor

Return to Budget Plan

B Save | [£\ Returnto Search | [ Notify | | Refresh |
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Step 2: Update the Activity Processing Status Field to Inactive
Begin by navigating to the Activity General Information page.

1. Navigation: Project Costing, Activity Definitions, General Information.

2. Onthe Find an Existing Value tab of the General Information page, verify the Business Unit and enter
the Project ID in the Project field.

3. Click on the Search button.

4. Select the Activity you want to inactivate in the Search Results.

Favo_rrces Mainvl'denu > ProjectvCOSting ¥ Activity Dveﬂn'rtions » General Information
General Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a Mew Value
[~ Search Criteria
Business Unit: =W G0207 Q
Project: begins with |GUER025GVUUSU Q
Activity: begins with % | Q
WBS ID: begins with ||
Project Description:| begins with |
Activity Description:| begins with |
Activity Type: pegins with || Q
Processing Status: | = V| | v|
Activity Owner: begins with % H Q
New Milestone: = V| | V|
[Cinclude History [l Correct History []Case Sensitive
Clear |BasicSearch [E) Save Search Criteria
Search Results
View All First [4] 1-2of2 [b] Last
Business Unit Project Row Number WBS ID Activity Project Description | Activity Description Activity Type Pr Status Activity Owner Hew Milestone
G0201 GO2RC25GV0030(1 1 ] Building Construction Construction (blank) Active blank) blank)
Go201 GO2RC25GV0030(2 2 2 Building Construction Study (blank) Active blank) blank)
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5. Atthe Activity General Information page, click on the the Processing Status drop-down and select
“Inactive”.

Favovr'rtes Ma in'Menu > ProjectvCUSting > Ackivity E')eﬁn'rtions > Project Activities > General Information

General Information Definition Location Attachments Quality User Fields Rates Budget Alerts Asset Integration Rules
=

Project: GOZRC25GW0030 Description: Building Construction
Activity: 2 *Description: Study
Activity Type: [} Percent Complete: 0.00

System Source: PPC Q | Processing Status Inactive hd |
Activity Owner: xQ

*Start Date: 12/01/2016  |[=1) *End Date: 113002020 &)
Baseline Start Date: E Baseline Finish Date: E
Early Start Date: Xl Early Finish Date: [=
Actual Start Date: ] Actual Finish Date: [&4]
Late Start Date: E Late Finish Date: E
Description Find | View Al First K1 1 of 1 I {ast
=
Date/Time Stamp: 12M16ME6 2:34.54PM User I 00637298
Description: Ed
Long Description: ]
Go To: Activi ETEEI’T'I Activi ¥ Status Project Transactions
Return to Project Activities
B Save | |£L Returnto Search | |7 Refresh | B Add | |5 UpdeteDisciay | [ Include History | | B Correct History |

6. Click on the Save button.

Having completed this topic, you should now be able to:
¢ Inactivate a Project Activity

Lesson Summary

Having completed this lesson, you should now be able to:

e Add or Reduce Project Time
e Adjust a Project Budget
e Add Activities to a Project

e Inactivate a Project Activity

Released April 12, 2017 (Version 4)

Page 76



SWI F STATEWIDE INTEGRATED
FINANCIALTOOLS PC1 — Project Costing

Lesson 3: Closing and Reopening Projects

Closing and Reopening Projects

Topic Overview

After all of the costs have been processed through, including the General Ledger journals for those items, the
project should be closed (inactivated).

Closing or reopening a project involves changing the Project Status. When you change the Project Status to
“Closed”, the project is inactivated and no transactions can be processed for the project. In order to process
additional transactions for the project, you will need to change the Project Status back to “Open”.

Before changing the Project Status to “Closed”, you may want to use the “Pending Close” status to limit the
transactions that can be processed for the project. A complete Status listing is provided in the Process Steps
section of this topic.

After completing this topic, you should be able to:

e Close and Reopen a Project
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Process Steps

Close or Reopen a Project

This topic covers how to change a Project Status. The Project Status is used to close or reopen the project.
Steps to complete:

Step 1: Update the Project Status

Begin by navigating to the Project General Information page.

1. Navigation Links: Project Costing, Project Definitions, General Information.

2. Atthe General Information page, verify the Business Unit and enter the Project ID for the project you want
to update.

Favorites | Main Menu > Project Costing > Project Definitions > General Information

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

d an Existing Value [@RCELEAZNE

~ Search Criteria '

Business Unit: =™ (G201

&}
Project: begins with |GDERC‘25GVDDD1 QL
Description: begins with % |

Program: | = V| | Detail Project v|

Processing 5tatus:| = V| | v|

[Jinclude History [ Correct History [ ] Case Sensitive

Search || Clear | Basic Search [E] Save Search Criteria

Search Results

View All First |ﬂ 1of 1 Iﬂ Last
Business Unit Project Description Project Type Processing Status
G0201 GOZRC25GV0001 Kitchen Addition CAPPR Active

3. Click on the Search button.

4. Select the project in the Search Results section, if necessary.
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5. The Project General Information page displays showing the current Project Status. In this example, the
Project Status is “Open”.

Fa\rovr'rtes Mainvl‘v'lenu > Projectch»sting > Project Qeﬁn'rtions > General Information

I New Window |
General Information Mn/DOT Aftributes Project Costing Definition Manager
= =

Location Phases Approval Justification User Fields Rates C]
=

Project: GO2RC25GV0001 Add to My Projects
“Description: [Kitchen Addition [IProgram Processing Status: Active
’7 Project Status: Open
*Integration: STANDARD (O Standard Integration Template —
*Project Type: CAPPR Q Capitol Projects
Percent Complete: 0.00 As OF
Project Health: As of Date:

Project Schedule

*Start Date: 06/30/2006 |[5  Control Start Date: |06/30/2006 [ *End Date: |10/31/2016 5]  Control End Date: [11/30/2016 [5

Additional Dates

Find | View All First K3 4 of 1 I Last
User ID: 00637298 H=

Date/Time Stamp: 12/05M16 10:32:524M
Description:

Long Description:

Project Team Project Activities |More

Save as Template

Copy Project
Go Tor Iy Projects Project Valuation

B save | |{4 ReturntoSearch | | Refresh | Ey Add| |7 Undatespky| | include History | | 57

6. To change the Project Status, click the link that indicates the current Status. The Status page displays,
showing the current Status and the Effective Date when that Status was activated. The Status changes
are maintained in separate rows. This enables SWIFT to maintain a history of the project Status.

Favorites Main Menu > Project Costing > Project Definitions » General Information > Status

Status

Project: GO2RC25GV0001 Description: Kitchen Addition

Project Status

Find | View Al First Kl 4 of 4 DX [ ast

Effective Date: 05/26/2009 Sequence: 0 =
*Status: 0 Open

Priority: ]

Interest Calculation Factor: 0.0

Comments:

Return to General Infarmation

& save L RetumtoSearch [Z] Notify s Refresh ] Uptstenipay | | JE include History
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7. To change the Status, click on the Add New Row (+). A new row is added.

Favorites : Main Menu > Project Costing > Project Definitions > General Information > Status

Status

Project: GOZRC25GY0001 Description: Kitchen Addition

Project Status Find [ View Al First KN 101 D {ast
Effective Date: 05/26/2009 Sequence: a
*Status: 0 Open

Priority: 0

Interest Calculation Factor: 0.0

Comments: e

Return to General Information

B save | [ ReturntoSearch | [=] notify | | Refresh |

A Uptateispiay | [ include History |

8. The fields for the new row are open to edit. By default, the Effective Date is the current date.

Favorites | Main Menu > Project Costing > Project Definiions > General Information > Status

Status
Project: GO2RC25GV0001 Description: Kitchen Addition
Project Status Find | View Al First B 1 of 2 I Last

+
Effective Date: 12/05/20168  [5) Sequence: o =l
*Status: Closed

Priority: o
Interest Calculation Factor: 0.0
Comments: )

Return to General Information

[E save | | L ReturntoSearch | [Z] Notify | Refresh

2| Update/Display | [ Include History |
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9. Click on the Status Lookup and select a new Status. Status Codes are described below. For this
example, the status will be changed to “Closed”.

Status Description

C - Closed Process Status: C — Inactive
When a project is closed, it is not available for selection or
processing.

O - Open Process Status: O — Active

P - Pending WARNING! Don't Use.

H - Hold Process Status: H — Inactive

When a project is on hold, you cannot process transactions for
this project.

X — Pending Close

Process Status: X — Active

This status allows General Ledger and Accounts Payable
transactions only to be applied to the project. Requisitions or
Purchase Orders cannot be created for a project in Pending
Close status.

This does not prevent transactions from being processed in the
Billing and Accounts Receivable modules.

Z — Pending Close — GL Only

Process Status: Z — Active

Project Status Z (Pending Close-GL Only) allows only General
Ledger transactions to be applied to the project; this does not
include payroll journals from SEMA4. Vouchers, purchase
orders, and requisitions are also not allowed to be entered. This
may be used for end-of-year adjustments to be made in the
General Ledger, or for the creation of GL journals from module
transactions on the last day of the projects.

This does not prevent transactions from being processed in the
Billing and Accounts Receivable modules.

e The Sequence, Priority, and Interest Calculation Factor fields are not used in Minnesota.

10. Enter a Comment explaining the reason for the Status change.

11. Click on the Save button.

12. Click on the Return to Project General link to return to the General Information tab of the Project.
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Favorites | Main Menu > Project Costing > Project Definitions > General Information

Control Start Date: |06/30/2006 [5] *End Date:

0 New Win
General Information Mn/DOT Attributes Project Costing Definition Manager Location Phases Approval Justification User Fields Rates m
Project: GOZRC25GV0001 Addto My Projects
*Description: |Kitchen Addition CProgram Processing Status: Inactive
Project Status: Closed
*Integration: STANDARD |Q Standard Integration Template
*Project Type: CAPFR Q Capitol Projects
Percent Complete: 000 asof
Project Health: As of Date:

Project Schedule
10/31/2016 [5]  Control End Date: |11/30/2016 [3

[ save | Q. RetuntoSearch| | Refresh |

*Start Date: 06/30/2006 Eﬂ Additional Dates
Eind | View Al First El 1 or1 I Last
)
Date/Time Stamp: 12105116 10:50:25AM User ID: 00637298 -El
Description:
(Ed]
Long Description:
(Ed]
Go To: My Projects Project Valuation Project Team Project Activities |More

Er Add| |2 Updaiemissiay | B include History | | B Correct History |

e The project General Information tab now reflects the new project Status.

Lesson Summary
Having completed this lesson, you should now be able to:

e Close or Reopen a Non-Grant Project
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Lesson 4. SWIFT Inquiries and Queries

Topic Overview

This lesson covers inquires and queries for non-grants projects that are available in SWIFT. If you need
assistance with running these queries, or you need a new query created for your agency, please contact the

SWIFT Helpdesk.

Topic

Description

Viewing Budget Overview
Inquiry

In this topic, you will learn how to view your non-grant project
budgets using the Budget Overview Inquiry. The Budget
Overview Inquiry results display the project budget, along
with amounts that have been spent and encumbered, as well
as the project balance. You are also able to drill down to
view more detailed information.

Running SWIFT Queries

This topic provides a listing of queries for non-grant projects
that are available in SWIFT, along with instructions on how
to run the queries.

After completing this topic, you should be able to:

e View Budget Overview Inquiry

e Run SWIFT Queries
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Viewing Budget Overview Inquiry

Topic Overview

In this topic, you will learn how to view your project budgets using the Budget Overview Inquiry in the
Commitment Control module. The Budget Overview Inquiry results display the project budget, along with amounts
that have been spent and encumbered, as well as the project balance. You are also able to drill down to view
more detailed information.

Note: You will need the Budget Inquiry role to view the Budget Overview Inquiry page.

After completing this topic, you should be able to:

¢ View the Budget Overview Inquiry
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Process Steps

View the Budget Overview Inquiry

This topic covers setting up and viewing the Budget Overview Inquiry.
Steps to complete:

e Step 1: Create a Budget Overview Inquiry

e Step 2: Enter the Budget Overview Inquiry Criteria

e Step 3: View the Inquiry Results page

e Step 4: Drill Down to View Budget Details and Budget Transaction Type pages
e Step 5: Select an Amount to View Activity Logs and More Detail

Step 1: Create a Budget Overview Inquiry
Begin by navigating to the Budgets Overview page.

1. Navigation Links: Commitment Control, Review Budget Activities, Budgets Overview.
2. Search for an existing query name or select the Add a New Value tab and create a new query name.

Note: In the future, you can reuse the inquiry by selecting the Find an Existing Value tab and searching
for this inquiry name.

Favorites : Main Menu » Commitment Control » Review Budget Activities > Budgets Overview

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

| Add a New Value

>

Inquiry Name: | begins with FROJ_EIUD

Search Clear |Basic Search Save Search Criteria

Search Results
View Al First [q] 1of1 [p] Last

Inquiry Hame Description
PROJ BUD  Project Budgets

3. Select the Inquiry Name in the Search Results section, if necessary. The Budget Inquiry Criteria page
displays.
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Step 2: Enter the Budget Overview Inquiry Criteria

Next, you will enter the Budget Overview criteria to search for the budget(s) you would like to view. When you
save the inquiry, you can reuse the criteria you have entered each time you access the inquiry but you can also
overwrite it.

1. Optionally, enter a Description for the inquiry in the Description field; for example “Project Budgets” (the
field length is 40 characters).

Favorites Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

L.EINEWW'iHGUW ?Help [,/F‘ersonaliz

Budget Inquiry Criteria
Budget Overview

Inquiry:  PROJ_BUD Description: Project Budgets i}

: Search Clear Reset

Amount Criteria

*Business Unit: MN001 QU | edger Group/Set: |Ledger Group v Ledger Group: KI_PRJ_CHD Q

[Iview stat Code Budgets MM Project Child Ledger Group
[pisplay Chart ‘@
TimeSpan

*Type of Calendar: | Detail Budget Period W

Personalize | Find | view &1 | B | B8 First B 4 074 I Last

Select Ledger Group Calendar ID From Budget Period To Budget Period Includ:e:\izjdl.:zt]ment Include Closing Adjustments

KK_PR.J_CHD AL [aLL Q. [l a, O

2. Complete the Budget Overview section described below.

Field Name Field Description

*Business Unit Select the Business Unit “MN001", if necessary. This is the only Business
Unit used for budgets.

*Ledger Group Set Accept the default “Ledger Group”.

*Ledger Group Select the Ledger Group related to the inquiry you are setting up (refer to
the “Project Budget Definitions” topic in the Appendix of this guide for
more information).

“KK_PRJ_CHD" for all Business Units except B2202, H6001, and H5502.

“KK_PRJ_CDE” for B2202, H6001, and H5502 Business Units only.

Display Chart Click this option to display a graphic chart with the results.

Note: the View Stat Code Budgets option is not used in Minnesota.

Released April 12, 2017 (Version 4)

Page 86



SWI F STATEWIDE INTEGRATED
FINANCIALTOOLS PC1 — Project Costing

3. Select the Type of Calendar for your inquiry.

Field Name Field Description

Detail Budget Period | This is the recommended and default option. With this option selected,
(Recommended) the Budget Criteria section allows you to select a Budget Period range
for your inquiry.

Detail Accounting When the “Detail Accounting Period” is selected, the Budget Criteria
Period section allows you to select Accounting Fiscal Years and Accounting
Period ranges for your inquiry.

Note: the Summary Accounting Period and Budget Period options are not used in Minnesota.

4. Complete the Budget Criteria section which displays different parameters based on the Type of
Calendar selected above.

Calendar Field Description

Detail Budget Period If the Detail Budget Period calendar is selected, accept the
“All” From Budget Period and “ALL” To Budget Period range.

Detail Accounting Period If the Detail Accounting Period is selected, enter the From
Year and From Period, and the To Year and To Period range.

Include Adjustment Period(s) Accept the default “Include Adjustment Period(s) option.

Include Closing Adjustments Leave the “Include Closing Adjustments” option unchecked.

Favorites | Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

FENew Window P Help ,_-,/Pers-:nnaliz

Budget Inquiry Criteria
Budget Overview

Inquiry:  PROJ_BUD Description:  |Project Budgets i}

Amount Criteria Search Clear Reset

*Business Unit: MN001 Q. | edger Group/set: | Ledger Group v Ledger Group: KK_PRJ_CHD &

[Jview Stat Code Budgets MM Project Child Ledger Group
[Ipisplay Chart &

*Type of Calendar: |Detai| Budget Period W
& 4] ]
Select Ledger Group Calendar ID From Budget Period To Budget Period Includ;eﬁgj;;zt]ment Include Closing Adjustments
KK_PRJ_CHD AL ALL Q ||ALL Q O
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5. Next, you will enter the ChartFields for the Inquiry you want to view. The ChartFields displayed will be
different, depending on the Ledger Group you have selected. Complete the ChartField Criteria section
described below.

e The ChartFields entered should be based on your agency’s Project Budget Definition, such as PC
BUS Unit, Project and Activity. (Refer to the “Project Budget Definitions” topic in the Appendix of

this guide.

e Use the % (percent sign) wildcard to represent one or more characters of a field. For example,
you can enter 4% in the account field to include all account codes that begin with 4.

Field Name Field Description

Account Enter Account criteria to limit your search.

Fin DeptID Enter Financial Department ID criteria to limit your search.
Fund Enter Fund criteria to limit your search.

ApproplD Enter Appropriation ID criteria to limit your search.

PC Bus Unit Enter PC Bus Unit criteria to limit your search.

Project Enter Project ID criteria to limit your search.

Activity Enter Activity criteria to limit your search.

Source Type Enter the Source Type to limit your search

6. Accept the defaults in Budget Status section to include budgets that are open, closed and on hold.

ChartField
Account
Fin DeptiD
Fund
ApproplD
PC Bus Unit
Project
Activity

Source Type

B save | |EL

gglifie'd T ChartField To Info  Chartfield Value Set  Update/Add Open
% a [ a e Closed
% Q% Q [i] Q, Hold
% Q [= a © Q
% Q [= a © Q
% Q [= a © Q
S02RC25GV0034| QL f02RC25GV0034 Q. € C, Update/Add
% Q[ a © Q. Update/Add
% Q[ a © Q. Update/Add

Returnto Search = [=] Mofify | s Refresh [Es Add

7. Click on the Save button.

8. Click on the Search button located in the header of the page. The Inquiry Results page displays showing
the results of your inquiry. Proceed to Step 3.

Released April 12, 2017 (Version 4)

Page 88



SWI F STATEWIDE INTEGRATED
FINANCIALTOOLS PC1 — Project Costing

Step 3: View the Inquiry Results page

After you click on the Search button, the Inquiry Results page displays.

Favorites = Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

™ New Window 7 Help ,;,/Pers-:unalize Page ng

Inquiry Results

Business Unit: MNOO1

Ledger Group: KK_PRJ_CHD Project Child Budget
Type of Calendar: Detail Budget Period

Amounts in Base Currency: usD

Revenue Associated:

Return to Criteria Max Rows: 100 Display Options Search
Net Transfers:
Budget: 150,000.00 0.00
Expense: 0.00
Encumbrance: 0.00
Pre-Encumbrance: 0.00
Budget Balance: 150,000.00
Associate Revenue: 0.00
Available Budget: 150,000.00

=g L4 a

PC Bus p Source Budget
Ledger Group  Account  Fund Fin DeptiD Unit Project Activity T ApproplD ", Budget Expense
1 % I-?C‘l KK_PRJ_CHD 3600 G0201 |GOZRC25GV0034 6 ALL 50.000.000 0.000
2 % I-?C‘l KK_PRJ_CHD 3600 0201 |GOZRC25GV0034 2 ALL 100.000.000 0.000
< >

Return to Criteria *MNotes

e View the header section of the Inquiry Results page which displays basic information regarding your
inquiry including the Business Unit and Ledger Group selected on the Budget Criteria page.

e View the Ledger Totals section which indicates the number of rows in your results and displays
summary totals for your inquiry results including Budget, Expense, Encumbrance, Pre-Encumbrance,
Budget Balance, Associate Revenue and Available Budget.

e View the Budget Overview Results section which displays rows of data resulting from your inquiry.
ChartFields display, along with amounts based on the ledger selected.

e Download the data by clicking on the Download (D) icon.
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Step 4: Drill Down to View Budget Details and Budget Transaction Type pages (Optional)

The Budget Overview Results section displays rows for each activity. Icons for each line can be used to view

additional detail.

Personalize | Find | \izv 41| B2 First K 1.3 012 13 | nst

Ledger Group  Account Fund  Fin DeptiD ::“B“ Project Activity i;l‘;“ ApproplD g::go;t‘ Budget  Expense
1| B KK_PRJ_CHD 3600 G0201 GOZRC25GVO034 6 ALL 50,000,000 0.000
2.%. B, .KK_F‘FLI_CHD . 600 | (30201 GO2RC25GVO0I4 2 . . L | 100000000 0.000
' <
Return to Criteria *MNotes

1. When you click on the Show Budget Details icon (%) the Budget Details page displays showing

additional detail for the budget line selected.

Note: The Show Budget Details icon is not available if you select the “Detail Accounting Period” option

for the Calendar Type on the Budget Overview criteria search page.

Fa\rtlr'rtes MainvMenu ¥ Comm'rtmevnt Control > Review BudgetAc’c'r\r'rties > Budgets Overview

LElNewWindow ?Help E,/‘F'ersonalizeF'a

Budget Details

Business Unit Ledger Group Budget Period Fund Fin DeptiD ApproplD Account PC Bus Unit Project Activity
MMO01 KK_PRJ_CHD ALL 3600 G0201 GO2RC25GV0034 6
< >
Fund: Building Construction-Bonded PC Bus Unit: Administration Department Project: Roof and Exterior Repair
Activity: Study
Display Chart i 3

Ledger Amounts

‘-'j Max Rows: 100
=

Budget: 50,000.00USD @ i
Attributes
Expense: 0.00UsSD & ‘-—»'j Parent { Children
Associated Budgets
Encumbrance: 0.00USD @& <5 £
Pre-Encumbrance: 0.00USD @ <5
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: 50000008  usD Percent: (100%)E Forecasts
With Tolerance: 50000005  USD Percent: (100%) 2
Budget Exceptions
Exception Errors: 0 Exception Warnings: 0
OK

2. Click on the OK button to return to the Inquiry Results page.
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3. You can click on the Show Budget Transaction Types icon (E:") to view a breakdown of the transaction
types and amounts included in the summarized row. Types include Original, Adjustment, Transfer
Correction, Transfer, System Closing, and System Roll forward.

Fa\fovr'rtes Main vMenu > Comm'rtmsint Control > Review Budget Activities > Budgets Overview
LElr-Jew Window 7 Help ._,/ Fersonalize H
Budget Transaction Types
Fund FIITET Appropriation 1D - . . - -
Ledger Group Code :erjepartment (CF3) Account PC Business Unit  Project Activity Source Type Budget Perio
KK_PRJ_CHD 3600 Go201 GO2RC25GV0034 G ALL
< >
Budget Transaction Type Budget Amount Base Currency
Original 50,000.000
Adjustment 0.000
Transfer Correction 0.000
Transfer 0.000
System Closing 0.000
System Rollforward 0.000
Total Budgeted Amount: 50,000.00 UsD
Return

4. Click on the Return button to return to the Inquiry Results page.
Step 5: Select an Amount to View Activity Logs and More Detail

When you click on an amount displayed in the Budget Overview Results section, you can view the Activity Log
page and drill down to view more detail about the journal.

PC Bus Source Budget

Ledger Group Account Fund Fin DeptiD Unit Project Activity T AppropiD PR Budget Expense

1R F&L KK_PRJ_CHD 3600 G0201 GO2RC25GV0034 6 ALL 0.000
2B |-§O|. KK_PRJ_CHD 3600 G0201 GO2RC25GV0034 2 ALL 100.000.000 0.000
£ >

Return to Criteria *Motes

1. Click on the link for any amount displayed in the Budget Overview Results section.
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2. The Activity Log page displays. A listing of transactions that make up the amount is displayed, including
Journal ID, the ChartFields required by your agency’s Project Budget Definition, Amount, Budget Entry

Type, Transaction ID and Date.

Favorites | Main Menu : Commitment Control > Review Budgef Activities > Budgets Overview

Activity Log

Ledger: KK_PRC_BUD

@Newwmdow ?Help E,}PersonalizeF'

Personalize | Find | Vici A1 | B |

rirst Bl ory I as

Tran Document Ref . PC Bus . e Source |
Gine Label Document ID Bdgt? Fund Fin DeptiD Account ApproplD Unit Project Activity S Budy
‘fo 1ProjectlD:  |GOZRC25GV0034 M 3600

G0201 GOZRC25GV0034 6

oK

e You can download the data by clicking on the Download (ﬁ) icon in the Activity Log section
banner.

3. You can click on the Drill Down icon (@l) for a transaction to view the Line Drill Down page which
displays information for the journal, such as the journal line number and Journal ID. The Line Drill Down

page that you view will depend on the type of budget that you are viewing and which amount you selected

on the Inquiry page.

Favorites Main Menu > Commitment Control > Review Budget Activities > Budgets Overview
Project Costing Budget Line Drill Down
Transaction Line ldentifiers
Journal ID: 0136946685 PC Business  gg2p1
Unit:
Project: GO2RC25GV0034 & Activity: 6.2
Transaction ID: 135946684
Transaction Line Details
Fund . . . .
Code PC Business Unit Project Activity
3600 0201 GOZRC25GV0034 G
Line Status: Yalid
Budget Date: 1210212016
Line Amount: 50,000.000
OK

4. Click on the OK button to return to the Activity Log page.
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Favorites | Main Menu > Commitment Control > Review Budge't' Activities > Budgets Overview

LE'NewWinclow ? Help E,/PersonalizeF
Activity Log

Ledger: KK_PRC_BUD

Personaize | Find | iz 21| BT
Tran Document Ref - PC Bus . - Source |
i { it Document 1D Bdgt? Fund Fin DeptlD Account AppropliD Unit Project Activity e Bud{
@& ‘f‘ 1ProjectlD:  GOZRC25GV0034 N 3600 G0201 GO2RC2Z5GV0034 6 ALL|
< >

OK

A
5. You can click on the Drill to Activity Log Inquiry icon ( ") and the Commitment Control Activity Log
page for the transaction opens in a new window.

Favorites Main Menu > Commitment Control > Review Budget Activities > Budgets Overview > Activity Log

LElNewWindow ? Help E,/'Personalize Pagq
Commitment Control Activity Log

Activity Log Inquiry Criteria

Inquiry: PS_AUTO_DR Description: [
*Transaction Type: ’m G, Ledger Group: ’7 Q
Project ID From: [co2rRC25GV0034 Q Project ID To: [co2RC25GV0034 Q
Tran ID: 0043463316 | Q Tran Date: 1200212016 [5
Process Status: | v| Process Instance: Q
Maximum Rows: m
Search Delete

Commitment Control Activity Log Lii

Personalize | Find | View A1 | B | 3 First BT g2 072 I Last
Budget Chartfields TN LI (L]
Line Ledger Group Ledger App GL Bu Project 1D SEIETEEED Fund Fin DeptlD ApproplD Account PC.B“ Project
BU Budg Unit
1 @ [ KK_PRI_CHD KK_PRC_BUD MMNO01 | GO2ZRC25GV0034 N 3600 G201 GO2RC25GY
1 @, | KK_PRJ_PAR KK_PRP_BUD MMNO01 | GO2RC25GV0034 N Go201 GO2RC25GY
£ >

& save | [ notity | @ Refresh |

The Activity Log Inquiry Criteria section displays the criteria automatically supplied by SWIFT
which has brought in activity lines related to the amount selected.

The Commitment Control Activity Log section displays the journal lines. You can click on icons to

access the Journal Line Drill Down (&l) for the related ledger and Budget Detail Inquiry page (%) for
each line.

6. Close the new window(s) to return to the Activity Log page.
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Favorites - Main Menu > Commitment Control » Review Budget Activities > Budgets Overview

@Newwmdow ?Help E?F'ersonalizeF

Activity Log

Ledger: KK_PRC_BUD

Personalize I@j\i’re--.- Al 2] I. First Bl 4 of 1 1 | ast
Tran Document Ref : PC Bus z a2, Source
Line Label Document ID Bdgt? Fund Fin DeptiD Account ‘ApproplD Unit Project Activity e Budi
@ {3 1ProjectIiD:  GOZRCZ5GV0034 N 3600 G0201 GO2ZRC25GV0034 6 ALL
< >

7. Click on the OK button to return to the Inquiry Results page.

Favorites | Main Menu > Commitment Control > Review Budget Activiies > Budgets Overview
LElNewWindow ? Help E,-)F'ersunalize Page .

Inquiry Results

Business Unit: MNO01
Ledger Group: KK_PRJ_CHD Project Child Budget
Type of Calendar: Detail Budget Period
Amounts in Base Currency: uso
Revenue Associated:
Return to Criteria Max Rows: 100 Display Options . Search |
Ledger Totals (2 Rows)
Net Transfers:
Budget: 150,000.00 0.00
Expense: 0.00
Encumbrance: 0.00
Pre-Encumbrance: 0.00
Budget Balance: 150,000.00
Associate Revenue: 0.00
Available Budget: 150,000.00
Budget Overview Results Personalize | Find | View A1l | B First K8 42 012 D ast
- PC Bus . - Source Budget
Ledger Group Account Fund Fin DeptiD Unit Project Activity T ApproplD Period~ Budget Expense
1R B, KK_PRI_CHD 3600 G0201 GOZRC25GV0034 6 ALL £0.000.004 0.000
2 % EC‘J. KK_FRJ_CHD 3600 G0201 GOZRC25GV0034 2 ALL 100.000.000 0.000
< >

Return to Criteria *Motes

8. Toreturn to the Budget Overview page, click on the Return to Criteria link located in the header or bottom
of the page.

Having completed this topic, you should now be able to:

e View the Budget Overview Inquiry
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Running SWIFT Queries

Topic Overview

This topic provides a listing of queries that are available in SWIFT, along with instructions on how to run the
queries.

Note: There are extensive reporting resources for grant and non-grant projects in OBIEE, the SWIFT Data
Warehouse reporting and analysis tool, including:

Project and Grant subject matter areas:

e FMS - Projects and Grants — Contracts Revenue Accounting Entries (for Grant Projects)
e FMS - Projects and Grants — Project MFR Detail

e FMS - Projects and Grants — Project MFR Summary

e FMS - Projects and Grants — Project Resource Transaction

Projects and Grants Dashboards:

e Projects MFR Summary

e Projects MFR Summary Excel

e Projects Summary

e Projects MFR Detail

e Projects MFR Detail Excel

e Project Resource Transactions

e Project Resource Transactions Excel

e Project Contracts Summary (for Grant Projects)

After completing this topic, you should be able to:

e Run SWIFT Queries
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Process Steps

Run SWIFT Queries for Projects

This topic covers running SWIFT queries that can be used to manage your projects.
Step 1: Run SWIFT Queries for Projects
Begin by navigating to the Query Viewer page to run the queries.

1. Navigation Links: Reporting Tools, Query, Query Viewer.

2. Enter your Search criteria, such as the name of the query you want to run. The names of some sample
gueries you might find helpful are provided in the table below.

Fa\.fovr'rtes Maini\ﬂenu > Repnrtigg Tools > quer',r > Query Viewer
20 Ney

Query Viewer

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

"SearchBY [queryName ~|  begins with M_PC_GBL_ACTIVE_PROJ_ACTVITY

Search Advanced Search

Search Results

*Folder View | —All Folders - b
=S 4] ]
Query Name Description Owner Folder E#:'I:_O % i;‘_‘antD Schedule ‘::\?D:iotes
M_PC_GBL_ACTIVE_PROJ_ACTVITY Active NonGrant Proj & Activit Public HTML Excel XML  Schedule Favorite
Query Name Description
M_PC_GBL_ACTIVE_PROJ_ACTVITY List of active non-grant projects and activities by
Business Unit.
M_PC_GBL_PROJEC_STATUS List of Projects and their current status by Business
Unit.
M_PC_GBL_PROJ TRANS List of Project Transactions by Business Unit,
Project, and Accounting Dates.

3. Click on the Search button. Queries display in the Search Results listing.
Tip: Click on the Favorite link in the Add to Favorite column to add these queries to your My Favorites
Queries listing so you won'’t have to search for them again.
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Favorites © Main Menu > Reporting Tools »  Query » Query Viewer
- - - -
0 N

Query Viewer

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

“Search By begins with M_PC_GBL_ACTIVE_PROJ_ACTVITY

Search Advanced Search

Search Results

*Folder View |— Al Folders — W
# e o
. Runto Runto Runto Add to
Query Name Description Owner Folder HTML  Excel XML schedule Favorites
M_PC_GBL_ACTIVE_PROJ_ACTVITY Active NonGrant Proj & Activit Public HTML Excel XML Schedule Favarite

4. Inthe Search Results listing, select the option you want for the output: select “HTML" to view the query
results on the screen; or select “Excel” to download the results in a Microsoft Excel file. A new tab opens
to run the query. (If you select “HTML”, you have the option to export the results to Excel or another
format after viewing the data on the Results page.)

M_PC_GBL_ACTIVE_PROJ_ACTVITY - Active NonGrant Proj & Activit
Business Unit (% Allowed): [[30201 |Q,
Wiew Results

Download results in . Excel SpreadSheet CSVTextFile xMLFile (194 kb)

Wiews All First [] 1-100 of 818 [y] Last

Unit Project Proj Type Start Date End Date Activity Descr Start Date End Date

1 G0201  000000000000289 CAPPR 06/30/2008 12/30/2099 7 Abatement 06/30/2008 01/17/2012
2 0201  CNVGD201 OTHER 01/01/1901 12/31/2099 CNV 50201 01/01/1901 12/31/2099
3 0201 GO2PMB100 PMD 05/30/2011 12/31/2099 1 GENERAL 05/30/2011 12/31/2099
4 0201 GO2PMB101 PMD 05/30/2011 12/31/2099 1 GENERAL 05/30/2011 12/31/2099
5 0201  GO2PMB103 PMD 07/01/2013 12/31/2099 1 GENERAL 07/01/2013 12/31/2099
G 0201 GO2PMB104 PMD 05/30/2011 12/31/2099 1 GENERAL 05/30/2011 12/31/2099
7 0201  GO2PMB105 PMD 05/30/2011 12/31/2099 1 GENERAL 05/30/2011 12/31/2099
8 0201 GO2PMB106 PMD 05/30/20711 12/31/2099 1 GENERAL 05/30/20711 12/31/2099
9 G0201  GO2PMB107 PMD 05/30/2011 12/31/2099 1 GENERAL 05/30/2011 12/31/2099
10 G0201  GO2PMB109 PMD 05/30/2011 12/31/2099 1 GENERAL 05/30/2011 12/31/2099

5. Enter the prompt information which will vary, depending on which query you chose to run. Use the
percent sign (%), when noted, as a Wild Card.

6. Click on the View Results button.

e If you chose “HTML” for the output, the results will display on the page as shown in the print screen
above. (You can export the results to Excel or another format by clicking on a link provided in the
Download results in listing displayed below the View Results button.)

¢ If you chose “Excel”, a prompt appears asking what you want to do with the Excel file. Options
include: “Open”, “Save”, or “Save As”.

Do you want to open or save M_PC_GBL_ACTIVE_PROJ_ACTVITY_14190.xls (142 KE) from fms.swift.state.mn.us? Open Save hd Cancel

After completing this topic, you should be able to:

e Run SWIFT Queries
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Lesson Summary
After completing this lesson, you should be able to:

e View Budget Overview Inquiry

e Run SWIFT Queries

Course Summary

The Project Costing User Guide covers the following Lessons:

e Creating Non-Grant Projects
e Maintaining Non-Grant Projects
e Closing and Reopening Projects

e  SWIFT Inquiries and Queries
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Appendix
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Project Budget Definitions

Before reading this, you may want to review the BC2 — Budget Journal Administration Course Overview section
on budgeting and the general structure that the state of Minnesota uses as a basis for the discussion below.

Note: Before using the Project Costing module, your agency should get in contact with the SWIFT
Module Support team via the SWIFT Helpdesk to discuss your usage and ensure that all information is
setup correctly. If you have any questions on your budget setup, or need assistance with your project, you
should contact the SWIFT Helpdesk to set up a case, and someone will review your questions and get
back to you.

SWIFT project budget definitions define what ChartFields are necessary for a project budget, what ChartFields
are required on transactions to successfully pass budget check against the project ledgers, and what control the
ChartFields have on transactions. Project budget definitions were set up when each agency was first established
in SWIFT. Each agency identified the budget definition that would best meet their needs, and the SWIFT Module
Support team set up the budget definitions in the system.

There are two types of project budget definitions, with each definition having two ledger groups:

e The Standard Budget Definition is what most agencies use. For this project definition, the budget
controls spending at the parent level ledger group, KK_PRJ_PAR. Spending is tracked through a budget
at the child level, KK_PRJ_CHD. Budgets need to be established for each ledger group using the
ChartFields defined at those levels.

e The Alternate Budget Definition is used by three agencies. For this project definition, a budget is not
necessary — the ChartFields only need to be established in the system, as well as their relationship.
Spending is tracked without a budget at both the KK_PRJ_PDE parent ledger group and at the
KK_PRJ_CDE child ledger group levels. As such, there is no control on spending except through non-
project budgets.

Alternate Budget Definition

Standard Budget Definition

Parent Level Ledger Group

KK_PRJ_PDE

KK_PRJ_PAR

Parent Control Option

Track w/out budget

Control Budget

Child Level Ledger Group

KK_PRJ_CDE

KK_PRJ_CHD

Child Control Option

Track w/out budget

Track with budget

Budgetary Control?

No

Yes

Some agencies have other ChartFields defined for control at a lower level. This may mean aligning their project
transactions with a fund or appropriation, or even to the account class level. Budgets need to be setup to include
all of the ChartFields on your agency’s definition in order to pass budget check on a transaction.
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State of Minnesota Project Budget Structure by Agency

(As of November 1, 2016)

Agency # [Project ID |Agency / Board / Council Parent level ledger [Parent level Child level Child level ChartFields
Mask group ChartFields ledger group
B0401 B0O4 MN Department of Agriculture [KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
B1301 B13 Commerce Department KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
B1401 B14 Animal Health Board KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
B2001 B20 Explore Minnesota Tourism  |KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
B2202 B22 Department of Employment |[KK_PRJ_PDE PC Business Unit, KK_PRJ_CDE PC Business Unit,
and Economic Development Project Project, Activity
B2501 B25 Science and Technology KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Authority Project Project, Activity
B4201 B42 Department of Labor and KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Industry Project, Activity, Project, Activity, Fund
Fund
B4301 B43 Iron Range Resource and KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Rehabilitation Board Project Project, Activity
B7G01 B7G Combative Sports KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Commissioner Project Project, Activity, Fund
B8201 B82 Public Utilities Commission KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
E2501 E25 Perpich Center for Arts KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Education Project Project, Activity
E2601 E26 MN State KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Colleges/Universities Project Project, Activity
E3701 E37 Minnesota Department of KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Education Project, Activity, Project, Activity, Approp
Approp ID, Expense ID, Expense Dept ID
Dept ID
E4401 E44 Minnesota State Academies |KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
E5001 E50 Arts Board KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
E6001 E60 Office of Higher Education KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
E7701 E77 Minnesota Zoo KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
E8101 E81 University of Minnesota KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
G0201 G02 Department of Administration [KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity, Fund
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Agency # [Project ID |Agency / Board / Council Parent level ledger [Parent level Child level Child level ChartFields
Mask group ChartFields ledger group
G0601 G06 Attorney General KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project, Fund Project, Activity, Fund
G1001 G10 Minnesota Management & KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Budget Project Project, Activity
G1701 G17 Human Rights Department KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
G1901 G19 Indian Affairs Council KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity, Fund
G3901 G39 Governor's Office KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
G4601 G46 Minnesota Information KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Technology Project Project, Activity, Source
Type
G5301 G53 Secretary of State KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
G6101 G61 Office of the State Auditor KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
G9201 G92 Ombudsperson for Families |KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity, Fund
G9Jol G9J Campaign Finance Board KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity, Fund
GIL01 GIL Council on Black Minnesotans [KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity, Fund
G9mo1 GOM Minnesota Council on Latino |KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Affairs Project Project, Activity, Fund
G9NO01 GON Council on Asian Pacific KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Minnesotans Project Project, Activity, Fund
G9R01 GI9R MMB - Non-operating KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
G9Yo01 GIY Council on Disabilities KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity, Fund
H1201 H12H Minnesota Department of KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Health Project, Activity Project, Activity, Fund,
Approp ID, Expense Dept
ID, Account Class
H5502 H55 Department of Human KK_PRJ_PDE PC Business Unit, KK_PRJ_CDE PC Business Unit,
Resource Project Project, Activity
H6001 H60 MN Sure KK_PRJ_PDE PC Business Unit, KK_PRJ_CDE PC Business Unit,
Project Project, Activity
H7501 H75 \Veterans Affairs KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
H7D01 H7D Pharmacy Board KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,

Project

Project, Activity
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Project

Agency # [Project ID |Agency / Board / Council Parent level ledger [Parent level Child level Child level ChartFields
Mask group ChartFields ledger group
H7S01 H7S Emergency Medical Services |KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Board Project Project, Activity
J3301 J33 Trial Courts KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity, Fund,
Allotment Dept ID
J5001 J50 State Guardian Ad Litem KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
J5201 J52 Public Defense Board KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
J5801 J58 Court of Appeals KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
J6501 J65 Supreme Court KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity, Fund,
Allotment Dept ID
J7001 J70 Judicial Standards Board KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
L1001 L10 Legislature Coordinating KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Commission Project Project, Activity
P0101 P01 Military Affairs Department KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
P0O701 P07 Department of Public Safety |[KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
P7801 P78 Department of Corrections KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Project Project, Activity
R2901 R29 Department of Natural KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Resource Project, Activity Project, Activity
R3201 R32 Minnesota Pollution Control  |KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Agency Project Project, Activity
R9PO1 R9P Board of Water and Soil KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,
Resources Project Project, Activity, Fund
T7901 TMN Department of Transportation [KK_PRJ_PAR PC Business Unit, KK_PRJ_CHD PC Business Unit,

Project, Activity
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Key Project Costing Terms

Term Term Definition

Activity In the Grants and Project Costing modules, activity is a Project Costing
ChartField that specifies the funding source of a Project.

Appropriation An appropriation legally authorizes spending or the collection of receipts as
specified in session laws or state statutes.

Appropriation 1D The appropriation ID is a 7-character alphanumeric identifier. It indicates a
single appropriation account that controls the total amount of an agency's
expenditures.

Chart of Accounts The Chart of Accounts consist of eight Standard ChartFields and six
Project/Grant ChartFields. When combined, the ChartFields define specific
transactions. End-users must be familiar with the ChartFields and their
definitions for use in procurement, budgeting, month-end reporting and labor
cost distribution. These ChartFields are required to define the appropriate
funding source.

ChartField The Chart of Accounts is comprised of informational fields that provide the
basic structure to segregate and categorize transactional and budget data.
Each Chart of Accounts field is called a ChartField. Statewide Reporting
ChartFields are: Fund, Department ID (also known as Financial Department
ID), Appropriation ID, Account, and Statewide Cost (optional field). Optional
Agency Reporting ChartFields are: SubAccount, Agency Cost 1 and Agency
Cost 2. Project/Grant Reporting ChartFields are: PC Business Unit, Project,
Activity, Source Type, Category, and Sub-Category.

Fin Dept ID Fin Dept ID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values, Department IDs
form the basis for department budgets that track revenues and expenditures.

Fund Fund is an independent fiscal and accounting entity with a self-balancing group
of accounts, recording cash and/or other resources together with all related
liabilities, obligations, reserves and equities. They are split out for the purpose
of carrying on specific activities or attaining certain objectives in accordance
with special regulations, restrictions or limitations. See "ChartField."

OBIEE The reporting tool that is delivered with the SWIFT Data Warehouse is called
Oracle Business Intelligence Enterprise Edition (OBIEE). It includes two main
components: Answers and Dashboards. Agencies will use the OBIEE Answers
tool for reporting. Saved reports, whether system-delivered or agency user-
developed, are organized in the Answers Report Catalog. OBIEE Dashboards
provide end-users with a customized collection of components including
narratives, reports and alerts that appear by default when a user accesses the
SWIFT Data Warehouse.

PC Project Costing Module.
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Term Term Definition

Project Project is the primary Project Costing ChartField used to capture additional
information useful for grant and project accounting.

Query Query is a reporting tool that retrieves information from the SWIFT database.

Query Viewer Query viewer allows users to search for and view data but users cannot add,
change or delete the information.

Run Control ID A process run control enables users to predefine parameters that are later used
for a given process request. Using the same run control ID allows a user to pull
in the values used to run the last instance and apply them to a new instance.

Source Type Source Type is a Project Costing ChartField representing a category of costs or
revenue in the GM and PC modules.
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