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TEAMS

Maintaining Budget Change
Requests

This document describes the functions used in TEAMS to enter and approve
requests to move funds from one General Ledger account to another.

In this document:

Request Budget Change
Approve Budget Change Requests
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MAINTAINING BUDGET CHANGE REQUESTS

Request Budget Change

Use the Request Budget Change function to submit a request to move funds from one General
Ledger account to another. The accounts to which you have access are associated with your
position. Requests you submit may be approved or denied either through the Budget Change
Request workflow or automatically based on district-defined rules governing budget transfers.

Note: The Maintain Budget Change Request Categories function is used to assign positions to
categories used to determine access to General Ledger accounts. The Budget Transfer Rules
Maintenance function is used to create rules governing budget transfers. These functions will be
covered in future documentation.

How to Add a Budget Change Request

1. Navigate to the TEAMS Home page and locate the Budget Change Request menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page. If you are unsure of the menu name, you can
enter the function name in the Search Menu Items field to quickly locate it.

2. Select the Request Budget Change link. The Budget Change Requests tab is displayed, as
shown in the following figure.

Budget Change Requests | Maintenance | Histary

Filter Criteria
Fiscal Vear: #* 2011

Budget Change Requests -
sort | Clear  Sorted by: (default)
o t
Fiscal Year Status Description Created On [;C"me" Mext Approver
zo011 fpproval In Progress jb 1 07-11-2011 832796 Smith, Jane L ﬂ
record counti 1 of 1
Co X ) o

Figure 1: Budget Change Requests tab

Note: If you have previously entered a budget change request and its status is Approval In
Progress, it is displayed on the tab. To search for a previous budget change request that has
already been approved or denied, use the History tab. For more information about the
History tab, see "How to View Previous Budget Change Request Submissions"” on page 7.

3. Click the Add button. The Maintenance tab is displayed, as shown in the following figure.
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Budget Change Requests || Maintenance | History

Request ID: 832836 Amount: $0.00
Date: #* | 07-11-2011 Unreconciled Amount: $0.00
Description: # |

=

Justification: Bl

Characters remaining: [ 500 $00 max)

Decrease Accounts
Account Balance Amount Percentage
$0.00 0.0000%

Aute Complete: on

Increase Accounts
Account Balance Amount Percentage

$0.00 0.0000%:

Aute Complete: on

File Description

[ spprove . Retun X pory o Retum J gove Jconce ]

Figure 2: Maintenance tab

Note: The system defaults the Request ID number. This number becomes the Budget
Transaction Number when the request is submitted.

4. The Date field defaults to the current date, but you can enter a new date or click the icon
to select one from the calendar, if necessary.

5. Enter a short Description for the budget change request.
6. In the Justification field, enter the reason for the change request.

7. Inthe Amount field, enter the amount to be moved between accounts. When you move your
cursor out of the Amount field, the Maintenance tab is redisplayed with the Decrease
Accounts and Increase Accounts boxes expanded, as shown in the following figure.
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MAINTAINING BUDGET CHANGE REQUESTS

Budget Change Requests | Maintenance | Histary

Budget Change Request Details -
Request ID: 332836 Amount: $5.00
Drate: #* | 07-11-2011 Unreconciled Amount: 40,00

Descriptiont # [ sample Budget Change Request

Justification: *

(& [ Enter your reason for the change here,

Characters remaining: | 462 ( 500 max)

Account
FND FN OB]J SO ORG PI L PR Year Owner $000 Amount  Percentage
(et el el el - SR PO X R P

Auto Complete: on

Decrease Accounts

Balance Amount Percentage

£0.00 100.0000%:

Account
FND FN OBl SO ORG PI L PR Year Owner $0.00  aAmount Percentage
[ e e e Y = SR FTX R FTET

Auto Complete: on

Increase Accounts

Balance Amount Percentage

$0.00 100.0000%

Attachments -

File Description

9.

o T D &P

Figure 3: Maintenance tab with the Decrease Accounts and Increase Accounts boxes
expanded

In the Decrease Accounts box, enter the General Ledger account number from which to
move the amount.

Note: To clear the values from all account element boxes, click the “Z= icon. To remove an

account, click the T icon.

Tip: To filter the list of account numbers, complete one or more of the account element
boxes and click the B& icon.

Note: The Auto Complete option is On by default. When this option is on, the system will
use colors to validate the account number as you complete the account element boxes. If
the labels of the element boxes are displayed in orange text, then the system has found too
many results to filter and you should complete another element box. If the labels are

displayed in green, you can either continue to complete element boxes or click the E& icon
to display a list of matching accounts and select one. If the labels are displayed in red, then
you have entered an invalid value in an account element box. If the system finds one exact
match as you are entering an account number, it will automatically complete the remaining
element boxes. If you do not want to use the Auto Complete option, click the Auto
Complete link to toggle the option Off.

Enter the Amount to be moved from the account.

10. Enter the Percentage of the total you are requesting to move that the amount represents.
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11.

12,

13.
14,
15.

16.

17.

Optional. If you want to take the amount from multiple accounts, click the + icon and
repeat Step 8 through Step 10. If you use multiple accounts, the amounts for each must
add up to the amount you entered in your budget change request details (Step 7) and the
percentage for each must add up to 100 percent.

In the Increase Accounts box, enter the General Ledger account number to which the
amount will be moved.

Note: To clear the values from all account element boxes, click the “Z= icon. To remove an
account, click the g icon.

Tip: To filter the list of account numbers, complete one or more of the account element
boxes and click the & icon.

Note: The Auto Complete option is On by default. When this option is on, the system will
use colors to validate the account number as you complete the account element boxes. If
the labels of the element boxes are displayed in orange text, then the system has found too
many results to filter and you should complete another element box. If the labels are

displayed in green, you can either continue to complete element boxes or click the & icon
to display a list of matching accounts and select one. If the labels are displayed in red, then
you have entered an invalid value in an account element box. If the system finds one exact
match as you are entering an account number, it will automatically complete the remaining
element boxes. If you do not want to use the Auto Complete option, click the Auto
Complete link to toggle the option Off.

Enter the Amount to be moved to the account.
Enter the Percentage of the total you are requesting to move that the amount represents.

Optional. If you want to move the amount to multiple accounts, click the + icon and repeat
Step 12 through Step 14. If you use multiple accounts, the amounts for each must add up
to the amount you entered in your budget change request details (Step 7) and the
percentage for each must add up to 100 percent.

Optional. If you want to attach supporting information to the request, click the + icon in
the Attachments panel. In the File field, click the Browse button to locate the file to be
uploaded, and enter a Description.

Note: To remove an attachment, click the @ icon.

You now have the following button options on the Maintenance tab:

e Submit: If you are ready to enter your request, click the Submit button. The Budget
Change Request tab is redisplayed with the status of your submission (for example,
Approval in Progress). If a budget change request rule was applied to the submission,
the rule number and description are displayed in the message, as shown in the following
figure.

Note: Once you submit a budget change request, you will not be able to edit it.

Note: If the amounts you enter for account numbers in the Decrease Accounts and Increase
Accounts boxes do not match and do not match the amount entered in the Budget Change
Request Details, a Confirm box is displayed to alert you that the amounts do not reconcile.
If you want to proceed with submitting the request anyway, click the Ok button. If you want
to correct the amounts, click the Cancel button in the Confirm box and return to the
Maintenance tab.
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MAINTAINING BUDGET CHANGE REQUESTS

(i) Budget Change Request saved successfully.

(@) Budaet Change Request submited. Rule Applied: '2011 Fund 195", Current status is: 'Approval In Progress',

Budget Change Requests1 Mamtenance‘ Histary

Fiscal Year: * 2011
Budget Change Requests -
Sort | Clear  Sorted by: (default]

Fizcal Year Status Description Created On

=l = = [=] (=] [=
2011 #Approval In Progress jb 1 07-11-2011 B3Z2796 Smith, Jane L -
2011 110711 07-11-2011 832833 Smith, Jane L -

record counm 2 of 2

oD D T

Figure 4: Budget Change Requests tab (partially illustrated) with message that request has
been successfully submitted

e Save: If you want to save your request without submitting it so that you can return to it
later, click the Save button. The Budget Change Requests tab is displayed with a
message that the request has been saved successfully.

¢ Cancel: Click the Cancel button to return to the TEAMS Home page without saving your
request.

How to Edit Budget Change Request

Note: You can only edit budget change requests that have not been submitted.

1. Select the budget change request to be modified and click the Edit button. The Maintenance
tab is displayed.

2. Madify the fields on the Maintenance tab as necessary. See "How to Add a Budget Change
Request" on page 2 for more information about working with the Maintenance tab.

How to Add a Note to a Budget Change Request

1. Select the budget change request to which to add the note and click the Notes button. The
Notes tab is displayed.

2. In the Notes field, enter any free-text comments, up to 500 characters.

3. In the Private field, select Yes to indicate that this note is private; select No if the note is
not private. No is the system default.

Note: If a note is designated as Private, then only the person entering the note has access
to it. No information about the note is displayed for other users.

4. Inthe Internal Only field, select Yes to indicate that this note is for internal use only; select
No if the note is not only for internal use. Yes is the system default.

Note: Selecting Yes in the Internal Only field indicates that only district employees have
access to the note.

5. Select the Communication Method by which you received the information.
6. Click the Add button. The note is added to the Notes list.
7. Click the Return button to return to the Budget Change Request tab.
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How to Delete a Budget Change Request

To delete a budget change request, select it and click the Delete button.

How to View Previous Budget Change Request Submissions

1. Click the History tab to bring it forward. The History tab is shown in the following figure.

Budget Change Requests | Maintenance | History

Fiscal vean 2011 - Status [ =
Min Datet Man Datet
Budget Trans =
[_clear
Budget Change Requests -
Sort | Clear  Sorted by: (default)
Fizcal Vear Status Dezcription Request Date Budget Trans #
[ = = = =l =
“
d t: 0 of O

Figure 5: History tab

2. Optional. To filter your search results, complete one or more of the following fields:

¢ Fiscal Year: The default is the current year.

o Status: Select the status of the budget change request (for example, Denied by
Validation Rules).

e Min Date: Enter the minimum date for which the system should search for requests or
click the icon to select it from the calendar.

¢ Max Date: Enter the maximum date for which the system should search for requests or
click the icon to select it from the calendar.

e Budget Trans #: Enter the Budget Transaction number for the request.

3. Click the Search button. Search results are displayed in the Budget Change Requests panel,
as shown in the following figure.
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Budget Change Requests | Maintenance | History

Fiscal Yean 2011 = Sratus: [ =
Min Date: Max Date:
Budget Trans = 232767
[oee )
Budget Change Requests v
Sort | Clear  Sorted by: (default)
Fizcal Year Status Description RequestDate Budget Trans #
2011 Auto Approved Je1 07-11-2011 232767 -
-
record count: 1 of 1

Figure 6: History tab with search results

4. Optional. If you want to view a budget change request, select it and click the View button.
The Maintenance tab is displayed for the request. Click the Return to History button to go

back to the History tab.
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Approve Budget Change Requests

Budget Change Requests that are not approved or denied automatically based on district-defined
rules are approved through the Budget Change Request Approval workflow. If you have been
designated as an approver for this workflow, use the Approve Budget Change Request to

approve or deny budget change requests.

How to Access Budget Change Requests Needing Approval

1. Navigate to the TEAMS Home page and locate the Budget Change Request menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page. If you are unsure of the menu name, you can
enter the function name in the Search Menu Items field to quickly locate it.

2. Select the Approve Budget Change Requests link. The Budget Change Request Workflow
Approval tab is displayed with requests awaiting approval, as shown in the following figure.

Budget Change Request Workflow Approval | Budget History

Approvable Budget Change Requests
Thiz approval list was compiled for you on 07-11-2011 13:45.

Approve
e smith, Jane L (3338) =] Refresh this list with the most current approval candidates?

Sort | Clear  Sorted by: (default)

Fv Budget Transs Requestor Organization
2011 832796 07-11-2011 ib 1 Prologic Pralogic School Board - 702 -
2011 832798 07-11-2011 07113 Pralogic Pralogic School Board - 702 -

Request Date Description

o e TS €T

Figure 7: Budget Change Request Workflow Approval tab

3. The Approve As field defaults to your name. If you are supporting another approver, select
his or her name from the drop-down list.

4. 1In the upper right corner of the tab, the date and time that the approval list was last
compiled is displayed. We recommend that you click the Refresh this list link to be sure
you are viewing the most current approval candidates.
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How to Work With Button Options on the Budget Change
Request Workflow Approval Tab

The button options you have for working with budget change requests that need approval are
described below.

View Button

Click the View button to display the Budget Change Request Maintenance tab (shown in the
following figure) and review details about the budget change request and any supporting

documents.
Budget Change Request Maintenance
Request ID: 532798 Amount: $3.00
Date: * |o7-11-2011 Unreconciled Amount: $0.00
Description: * [n7113

[EAIGEEE

Justification: #*

Characters remaining: | 456 ( 500 max)

Decrease Accoun ts
Account 13 Balance Amount Percentage
199,22,6399 PK,021,99,0,00,2011,021 -$3.00 $3.00 100.0000% 3
$3.00 100.0000%,

Aute Complete: on

Increase Accoun ts
Account 13 Balance Amount Percentage
199.23.6399.00.011.26.0.00.2011,011 $1L,2156% $3.00 100.0000% G

$2.00 100.0000%:

Aute Complete: on

Attachments -
File Description

Approve & Return Deny & Retun ] cove ] Cancel ]

Figure 8: Budget Change Request Maintenance tab

On the Budget Change Request Maintenance tab, you have the following additional button
options:

e Approve & Return: Click to the Approve & Return button approve the budget change
request. The Approval Note box is displayed (shown in Figure 9 on page 11). In the
Approval Note field, enter a note regarding the approval, if desired. Click the Ok button to
proceed with the approval. You are returned to the Budget Change Request Workflow
Approval tab.

e Deny & Return: Click to the Deny & Return button deny the budget change request. The
Denial Note box is displayed (shown in Figure 11 on page 12). In the Denial Note field,
enter a note regarding the denial, if desired. Click the Ok button to proceed with the denial.
You are returned to the Budget Change Request Workflow Approval tab.

e Cancel: Click the Cancel button to return to the Budget Change Request Workflow Approval
tab without taking any action on the request.
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Select All Button

Click the Select All button to select all the requests listed on the Budget Change Request
Workflow Approval tab. You can then proceed to approve or deny the selected requests.

Approve Button
To approve requests, follow the steps below.

1. Select one or more requests on the Budget Change Request Workflow Approval tab and click
the Approve button. The Approval Note box is displayed, as shown in the following figure.

Approval Mote

Approval Hote:

Figure 9: Approval Note box

2. In the Approval Note field, enter a note regarding the approval, if desired.

3. Click the Ok button to proceed with the approval. A message is displayed above the Budget
Change Request Workflow Approval tab that lets you know that budget change request was
submitted for approval, as shown in the following figure.

(D) Submitted 1 Budget Change Request(s) for sporaual,

Budget Change Request Workflow Approval i Budget History

Approvable Budget Change Requests
Approve [ermomeiGoes = This approval list was compiled for you on 87-11-2011 13:59,
as Smith, Jane L (3338) Refrash this list with the most current appraval candidates ?

sort | Clear  Sorted by: (default)

FY Budget Trans# Request Date Deescription Requestar Crganization

Figure 10: Budget Change Request Workflow Approval tab (partially illustrated) with
message that a budget change request has been submitted for approval

Note: If there are no other approvers in the workflow, the budget change request is
approved.

Approve All Button

To quickly approve all the requests on the Budget Change Request Workflow Approval tab, click
the Approve All button. The Approval Note box is displayed. Complete the Approval Note box
as described in the description the Approve button (above) and click the Ok button.
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Deny Button
To deny requests, follow the steps below.

Select one or more requests on the Budget Change Request Workflow Approval tab and click

1.
the Deny button. The Denial Note box is displayed, as shown in the following figure.

Denial Mote

Denial Mote:

Characters remaining: | 500 500 max)

Figure 11: Denial Note box

2. In the Denial Note field, enter a note regarding the denial, if desired.

Click the Ok button to proceed with the denial. A message is displayed above the Budget
Change Request Workflow Approval tab that the budget transaction has been denied, as

shown in the following figure.

| (D Budget Tranz# 832798 denied,
Budget Change Request Workflaw Approval i Budget History

This approval list was compiled for you on 07-11-2011 14:31,

Approvable Budget Change Requests
Refresh this list with the most current approval candidates?

Approve Smith, Jane L (3328) =]

LE
sort | Clear  Sorted by: (default)

Figure 12: Budget Change Request Workflow Approval tab (partially illustrated) with a
message that the budget transaction has been denied
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How to Review Budget Request History

Use the Budget History tab to view a list of budget change requests and their approval history.
To locate requests, follow the steps below.

1. To access the Budget History tab, click it to bring it forward, as shown in the following figure.

Budget Change Request Workflow Approval | Budget Histary
Budget Trans =t
Requested by

Begin Date: End Date:
Status; :
o

Budget Request History

Sort | Clear  Sorbed by: (default)
Budget Trans # Budget Request Create Diate Requestor Budget Description pydget Status

| = = = = =

Retumn to Budget Change Request Approval

Figure 13: Budget History tab

2. Optional. To filter your search results, complete one or more of the following fields in the
Search Criteria panel:

e Budget Trans #: Enter the Budget Transaction number for the request.

e Requested by: Enter the ID number of a specific employee whose requests you want to
view.

e Begin Date: Enter the start date for which the system should search for requests or click
the [E] icon to select it from the calendar.

e End Date: Enter the end date for which the system should search for requests or click
the icon to select it from the calendar.

o Status: Select the status of the budget change request (for example, Denied by
Validation Rules).

3. Click the Search button. Search results are displayed in the Budget Request History panel,
as shown in the following figure.
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| Budgar change Reguast warkilow Approval | Budget History |
Search Criteria A

Budget Trans #:
Requested by:

Begin Datet 07-11-2011 End Date: 07-11-2011

Status! j

o

Budget Request History

sort | Clear  Sorted by: (default)

Budget Trans # Budget Request Create Date Requestar Budget Description pudget Status

332798 07-11-2011 Prologic Prologic 07113 Denied By Workflow -
07-11-2011 Pralogic Pralogic ul 1 Approval History -

832800
record count: 2 of 2

Retun to Budget Change Request Approval

Figure 14: Budget History tab with search results

4. You have the following options on the Budget History tab:

e Double-click a request to display the Budget Change Request Maintenance tab with
details about the request. When you are finished viewing this information, click the
Return to Budget Request button to go back to the Budget History tab.

o If the Budget Status of a request is Approval History, you can click this link to display
the Budget Approve History box, as shown in the following figure. When you are finished
viewing the information, click the Close button to return to the Budget History tab.

Budget Approw

Budget Request History

Sort | Clear  Sorted by:
Approval Cate Approve
ov-11-z011 Smith, Jane L -
-
racord count: 1 of 1

Figure 15: Budget Approve History box
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