Carrollton-Farmers Branch ISD
2017-18 TEAMS Central Department Budgeting

-Updated: 2017-02-03

C-FB ISD will be using the TEAMS Budgeting module for the 2017-18 fiscal year. The following documentation will assist
you through this budgeting process.

For Central Departments:
Central Departments will only have one allocation:

e Department Allocation — General Fund (Fund 199) — Central Departments are allocated funds based
on the prior year’s budgets. The entire allocation must be used before your budget can be
submitted.

Menu - FIN — Budget Entry - Allocate Budget Owner Allocations

FIN - Budget Entry

Allocate Budget Owner Allocations

Under Allocate Budget Owner Allocations, you will only be able to see your budgets. We have assigned security to the
principals, the department heads and secretaries. If you would like additional staff to have access to enter budgets
please contact Daniel Herndon or Scott Roderick.

Select Budget Year 2018 and press Search to see your budget:

J Allocate Budget Owner Allocation |

Budget Owner Allocation Search Criteria

Budget Year: ¥ | 2018 E| Status: | E|
Fund -Func-0bj -SubQbj-COrg-PI-Local

Budget Owner:
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Allocation: | E| Linee> s
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Allocation | E' Eilter E'

Category:
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For Departments, the search results will return Departments Allocation (Fund 199).

|Allocate Budget Onner Allocatian |

Budget Owner Allocation Search Criteria
— Fund -Func-0bj -SubObj-Org-PI-Local
eme: L B W

Lines? Yes No
Allocation

Categary:
poo N -
Group:
Subgroup:
Budget Owner Allocations
Sort | Clear  Sorted by: (default)

Curr Yr Adopted  Curr Yr Amended  Curr ¥r Prior Year Adopted Prior Year Prior Yr
Allocation Budget Ovner Status. Curr/Next Approver grg Alltmnt Avail Alltmnt AdjustmentIn  AdjustmentOut  Allocatable Altmnt ynallocated Amt : 2 i 2

Bdgt Bdgt Transactions Bdgt Amended gt Transactions
Depariments 981-Nurse Manager Incomplete 32,384.00 32,384.00 0.00 0.00 32,384.00 32,384.00 32,384.00 74,524.00 4247676 32,384.00 131,086.00 130,743.09

record count: 1 of

st act Al | ot | i |

Highlight the budget you intend to work with and select Edit.

It will return a list of account numbers that are assigned to your department.

Budget Year: 2018 wkbk: Open Allocation/Owner: Departments/981 (Flat) Status: Incomplete Rev: Work In Progress

JEudgat Owner Allocation| Allotment Adjustment | Version H\stnry] Approval Histnrﬂ

Allotment

Available Budget
Ee 100.0 Recurring: Recurring with Allocation Hide account numbers where Current Amended Budget and Current Year Transactions are equal to zero? Yes L Mo

Fund -Function-Object -5Sub-0bject-Organization-Frogram Intent-

\ 4
Allotment Amount: 32,384.00  ycufication: CRaCRTeRB G f e Account Number : Local m Remove Filter
Original Allotment Avail Allotment Adjustment In Adjustment Out Allocatable Allotment

5] 5]

32,384.00 32,384.00 0.00 0.00

Total Allocation Amount: 0.00 Remainder Allocation Amount: 32,384.00
Result Page: 1|23 |45 || Results 1-25 of 101

Curr Curr rYi
Bugt Acct Description fle Allocate Ami|  Details Explanation | Adopted | Amended | Cur YrTran | Curr Yr Dif Rpsied Arr':em;ed Pryrian | PryrDif

a Bigt | Bdg B g
199-33-6112-AR-007-99-000 |Salaries Sub Profesnls 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-33-6112-AR-961-89-000 |Salaries Sub Profesnls 0.00 3.00000f 274400 125.00( 2619.000 3,000.00 200.00 200.00 0.00
199-33-5117-AR-081-89-000 |Prof PT Othr Prof Pay 0.00 0.00]  1,000.00 250.000  750.00 000, 3282000 3032000  250.00
199-33-6125-AR-081-09-000 |PT Temp-Clerical 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-33-6141-AR-007-99-000 |FICA 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
109-33-6141-AR-081-99-000 |FICA 0.00 44.00 44.00 544 3856 44.00 49.00 7942 -30.12;
190-33-6143-AR-007-99-000 |Waorkers Compensation 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-33-6143-AR-081-99-000 |Waorkers Compensation 0.00 16.00 16.00 2.25 13.75) 16.00 21.00 31.00 -10.00
199-33-6146-AR-007-99-000 |TRS Care 0.00; 0.00; 0.00 0.00; 0.00 0.00 0.00 0.00; 0.00;
199-33-6146-AR-081-99-000 |TRS Care 0.00 17.00 17.00 919 781 17.00 T1.00 160.35 -89.35
199-33-6219-AR-081-09-000 | Professional Servicas. 0.00 0.00 0.00 0.00 0.00 0.00, 7500000 750000 0.00

Distribute Based Prior Yr | Save Allocate Submit For Approval || Print Worksheet
Exit Worksheet

In this example, the department allocation is $32,384. TEAMS will require the entire amount to be distributed before
the budget can be submitted.




It might be beneficial for you to select Print Worksheet at the bottom of the page before beginning your budget entry.
When pressing the Print Worksheet button a popup box will appear:

Click on a report to run

Budget Owner Allocations Report [ Adobe Acrobat (PDF
Budget Owner Allocations Report [Microsoft Excel (XS

Select the first choice, Adobe Acrobat (PDF), and print the document. The printed version will give you a document to
refer back to.

Iltems to note:
In the top left hand corner you will see your campus allocation.

Columns labeled:
Curr Adopted Bdgt = 2016-17 Adopted Budget
Curr Amended Bdgt = 2016-17 Amended Budget
Curr Yr Tran = Current transactions for 2016-17
Pr Adopted Bdgt = 2015-16 Adopted Budget
Pr Yr Amended Bdgt = 2015-16 Amended Budget

Pr Yr Tran = 2015-16 Transactions



Budget Entry:

When you are ready to start entering your budgets, locate the account code you will like to budget. Many allocations
will have multiple pages of account codes. Locate the account codes by selecting the proper page and by using the scroll
bars on the side. Also you can locate account codes by using the account number filter option. If you want to enter only
your supply budget accounts you can enter 6399 in the object filter field and press filter. This will display only your 6399
accounts. To see your entire accounts again, press the Remove Filter button. Important: You must press the Save
Allocate button before you remove the filter or filter on another account set or inputted data will be lost.

Budget Year: 2018 wkbk: Open Allocation/Owner: Departments/981 (Flat) Status: Incomplete Rev: Work In Progress

Budget Owner Allacation | Allotment Adjustment | Version History | Approval History |

Allotment

Available Budget
Percent:

100.0 Recurring:  RecuUrring with Allocation Hide account numbers where Current Amended Budast and Current Year Transactions are equal to zero? Flyes @ no

Fund -Function-Object -Sub-Object-Organization-Program Intent-

[ 4
‘ =
Original Allotment Avail Allotment Adjunmentln? Adjustment out Allocatable Allotment

32,384.00 32,384.00 I 0.00 0.00

Total Allocation Amount: 0,00 Remainder Allocation Amount: 32,384.00
Result Page: 1 | 2 || Results 1-25 of 40

curr curr Pryr
Bdgt Acct Description HOEE e et Explnafion [ Adopiss | | Amerded e vimmn| G Yemt oo 2| gz | e Yo | Pt
PCT e e Bdgt o
199-23.6309-AR-001-09-000 |General Supplies 0.00) 100000/ 1100000 134255 085745 0.00 10,504.00 1050346 054
199-33.6309-AR-002-09-000 |General Supplies 0.00 0.00) 0.00) 0.00) 0.00) 000 7273000 727212 038
109-23-6300-AR-003-09-000 |General Supplies 0.00) 0.00 0.00) 0.00) 0.00, 0.00 129300 120225 075
199-33.6309-AR-005-99-000 |General Supplies 0.00 0.00) 0.00) 0.00 0.00) 0.00 129300 128225 075,
108-33.6300-AR-D06-09-000 |General Supplies 0.00 0.00) 0.00) 0.00) 0.00) 0.00 7.617.000 7617.00 0.00
199-33-6389-AR-007-99-000 |General Supplies 0.00) 0.00) 0.00) 0.00 0.00) 000, 503300 503250 050
199-33-5389-AR-010-99-000 |General Supplies 0.00) 0.00) 0.00) 000 0.00) 000 129300 129225 075
199-33-5399-AR-041-99-000 |General Supplies 0.00) 0.00) 0.00) 0.00 0.00) 0.00 3877.00( 387675 025
199-33-6309-AR-042-99-000 |General Supplies 0.00 0.00) 0.00) 0.00 0.00) 0.00 3.809.00 3.808.50 050
199-33-3399-AR-044-99-000 |General Supplies 0.00) 0.00) 0.00) 0.00 0.00) 0.00 2585.00 2584.50 050
199-23-6399-AR-045-99-000 |General Supplies 0.00 0.00) 0.00) 0.00 0.00) 0.00 3952000 395175 025

Distribute Based Prior Yr | Save Allocate @ Submit For Approval || Print Worksheet
Exit Worksheet




Locate the column labeled Allocate Amt. You can enter amounts directly in the fields for the appropriate account code.

For this example, the budget owner entered $1,000 for account 199-33-6399-AR-001-99-000. As $1,000 is entered, the
Total Allocation Amount will increase by the amount entered in the worksheet and the Remainder Allocation Amount
informs the budget owner that $31,384 still needs to be distributed.

Budget Year: 2018 wkbk: Open Allocation/Qwner: Departments/981 (Flat) Status: Incomplete Rev: Work In Progress

Budget Owner Allotation.‘ Allotment Adjustment | Version Histnry' Approval History

Allotment

Available Budget

Percent:

100.0 Recurring with Allacation Hide account numbers where Current Amended Budget and Current Year Transactions are equal to zero? "Ves e Mo

Recurring:

Fund -Function-Object -Sub-Object-Organization-Program Intent-

| /
Allotment Amaunt; IBA00 guefeation: ChaeEs Fea (i) Account Number ; Local

:Dngma\ Allotment Avail Allotment Adjustment In Adjustment Out Allocatable Allotment

o] g g ]

32,384.00 32,384.00 0.00 0.00

Total Allocation Amount: 1,000.00  Remainder Allocation Amount: 31,384.00 @
Result Page: 1|23 4 |5 || Results 26-50 of 101

Curr Cur Pr¥r

: Allocate Pr Adopted ’

BilgtAcct Descripfion Rl Allocate Amt|  Defails Explanation | Adopted | Amended |CurYrTran| Curr Yr Dif e Amended | PrYrTran | PrrDif
Bdgt Bdgt 4 Bdgt

199-33-6329-AR-123-09-000  Reading Materials 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

199-33-6329-AR-124-09-000  Reading Materials 0.00 0.00 0.00 0.00 0.0 0.00 0.00 0.00 0.00

199-33-6329-AR-125-99-000 | Reading Materials 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (.00 0.00

199-33-6329-AR-126-09-000  Reading Materials 0.00 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00

199-33-6329-AR-128-09-000  Reading Materials 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

199-33-6329-AR-129-09-000  Reading Materials 0 DD‘ 0.00 0.00 0 UU‘ 0.00 0.00 0.00 0.00 0.00

199-33-6329-AR-132-09-000  Reading Materials 0 UU‘ 0.00 0.00 0 UD‘ 0.00 0.00 0.00 0.00 0.00

199-33-6329-AR-135-09-000  Reading Materials 0 UU‘ 0.00 U.Ul]| 0 DU‘ 0.00 0.00 0.00 0.00 0.00

199-33-6329-AR-081-09-000  Reading Materials 0.00 0.0 479.[]0| 229000 250001 1000000 35100 23837 11263

199-33-6395-AR-081-09-000  Technlg Supply <55000 0.00

0.00 #70.00| 37500 9500 0.00 0.00 0.00 0.00
1,000.00 H‘ﬂﬂﬂ.[]ﬂ| 134255 965745 000 1050400 1050346 054

109-33-6399-AR-001-99-000 | General Supplies 309

Distribute Based PriorYr | Save Allocate Submit For Approval | Print Worksheet

AN

Explanations can also be added as necessary.




Budget Owners can choose to provide more detail by pressing Details and a popup box will appear that multiple lines

can be entered for a single budget account. See below:

Total Amount: 1000.0

Budget Account: 199-33-5399-AR-001-99-000

Amount

Description

TE0.00|Clinic Supplies

250 0o Sther Supplies|

Cor ] concet | s

When a Details box is used the area around will appear yellow.

199-33-6329-AR-081-99-000  Reading Materials 0.00 0.00 m 0.00 479.00 229.00( 25000/  1,000.00 351.00 23837 11283
199-33-6395-AR-081-09-000 | Technlg Supply <$5000 0.00 0.00 m 0.00 470.00 375.00 95.00 0.00 0.00 0.00 0.00
199-33-6399-AR-001-92-000 | General Supplies 309 1,000.00 m 1000.00[ 1100000 134255 965745 0.00/ 10504.000 1050346 0.54

Important things to remember:

e  You do not have to finish the budget entry in one sitting. TEAMS allows you to save your work. Itis
important to press Save Allocate before leaving the worksheet otherwise you will lose your entered budget

data.

. Please enter your budget data in whole dollars.

e  TEAMS will not allow you to submit your budget for approval for the Departments Allocation until you have
distributed your entire amount. The Remainder Allocation Amount will read zero.
e  Once you have pressed Submit For Approval, you will be able to view but not edit the worksheet.
e  When using the filter button, you must press Save Allocate before unfiltering or filtering on a different code
or your entries will be lost.
. If the explanation field was used in 2015-16, then the explanation will automatically appear in 2017-18. You
will need to delete if it no longer applies.




