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Accessing the System

Path: After logging into Spectrum go to Go >> Georgia State University

Requisition ltems
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Path: When the screen refreshes go to Budget >> GSU Budget

Georgia State University

[_[=]x]
Fie Edt View Go Favorites Interfaces | Budget APRpts PORpts GLRpts SARpts GCRpts Help
o
5] ’ s! x LEl FEl G3U Bude GSU Budget  » [t
Amended Budget Report ¥ Proposed  » [UEG
mended Buigst Repor FRData b Update/Display Al

»
OB Roprts by TS

|FPROD [

Note: Update/Display will bring up only the current record for each position.
Update/Display All will bring back all records for each position.
Add 1s used to create a new position.
Correction 1s only available to Budget & Planning.
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Searching for a Position

When this screen pops up you have the choice of typing in any one of the following fields:
Budget Period, Department ID, Original Budget Positon Number, Employee ID, or
Employee last name.

Click Search.

Update/Display -- GSU Budget System

Budget Period: [2008 o
Department ID: [612200000 =+ Cancel

Original Budget Position Nbr.: [0%

Search

Detal
Employee ID: [

Employee Last Name: | Use Query

Mew Query

Rl

Budget Perind |Last Hame

| First Mame

612200000
612200000

SKYWwWALKER
WODKIEE

2006 512200000 soLo
2006 12200000
4 | 2l

Following are examples of the different ways to do a search:

Update/Display -- GSU Budget System

Budget Period: |2I]I]B
Department ID: [612200000 ﬂ Canel

Original Budget Position Nbr.: [ Sesrch
Detal

Employee ID- [123%

Employee Last Name: | Use Query

.

Hew Query

Update/Display -- GSU Budget System

Budget Period: [2008 K
Department ID: [612200000 j Carel

Original Budget Position Nbr.: [ Search
Dt

Employee 1D: |

Employee Last Name: [KENDZ LUse Query

HRAL,

Budget Feriod |Dept ID | Drig Budg Pos # |Empl 1D |Last Hame |First Name Hew Query
N T 2101 KEHE]
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Once you find the person or position you are looking for double click on the
name/position or press OK when the name 1s highlighted in blue. That will bring up this
screen. This screen will allow you to view the budget information for the selected record.

Georgia State University - Budget - GSU Budget System
AP Rpks

File Edit Wiew Go Favaorites Interfaces  Budget

=] EY

PO Rpks GLRpts SARpks GCRpks Help

| & |l@ x| alaa s ==

A= @2 #lvelwle]]

5510 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000

Budget & Planning Orig Budg Pos #: 202

Eff Date: |uwu1 72005 J

First Hame: I

Bus Unit: IFBUUU ﬂ Budget / Spectium Services

Employee ID: I
Hiddle:l Last Name:l

Status: I".I'ac:anl "I

Title: |31 SxAG j tMar. Bdgt & Flanning

Fund:[10° & |Dept: [612200000  #| Program:
1 IBUD ﬂ Budget & Planning
Acct: [522100  #| Salaries - Staff

620+ Class:[000  #| Projest| ¥

65,000 FTE1:| 1.000

Salary 1: I

Salary z:| 65,000 FTEZ:l 1.000

Onginal: 65.000 Ong.FTE: 1.000
Cumulabive: 65,000 Cum FTE: 1.000
Occurrence: 65,000 OccurFTE: 1.000

Requested: I Req FTE: I
E arnings: I Earn FTE:I

Comment: |

Ll

4

| [FPROD |&50 Budget |Updatefl

To look at multiple records in a search, you can use the Next in List/Previous in List

command.

Execute a search.

UpdateDisplay -- GSU Budget System
Budget Period: 2006 ak
Department 1D: 612200000 ﬂ Cancel
Original Budget Position Mbr.: |0% Search I

Detail

Employee 1D:

Employee Last Hame: I LUse Query
Budget Perind | 0rig Budg Pas # |Last Mame |First Name New Query
2006 SKvwWALKER
2006 WwOOKIEE CHEWEALCA
2006 s50L0
2006
' o]
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Click on the name or position that you would like to view first.

Georgia State University - Budget - GSU Budget System !E
File Edit “ew G&Go Favorites Interfaces Budget AP Rpts PORpks GLEpts SA Rpts GCRpts Help

alel@lx| alE| sle (=] S8 ofelo] *[v]ae]

G5U Budget | Proposed I HR. Drata I

Budget Period: 2006 Dept ID: 612200000 Budget & Planning Orig Budg Pos #: 001

Eff Date: [[ZAPZE +|  Employee ID: [123456 Status: |Fi"~‘-"j |

First Name: IDﬂHTH Middle: IX Last Name: IVﬁDEH
Bus Umit: IFBI][II] ﬂ Budget / Spectrum Services Title: |2[|2Xl]l] ﬂ Azsiztant Prafessar

Fund: |1u_ﬂ Dept: Wﬂ Frogram: Wﬂ Class: Wﬂ Proiect:l—ﬂ =

| v

[T SpeedType: IBUD ﬂ Budget & Planring Salarg1: | 100000 FTEL| 0.750
Account: |511mu ﬂ S alaries - Fregular Faculty Salarg Z:| 100000 FTEZ| 0.750 e
Original: 100,000 Orig.FTE: 0.750

Cumulative: 75.000 Cum.FTE: 0.560 Hequested:l -25.000 Req FTE:I -0.190
Occurrence: 75,000 Occur.FTE: 0560 Earnings: I Eamn FTE:I

Comment: ISHDH]S; Fall Semester Faculty charge off proj FLU2?

S

[ [F7scm |GSU Budget [UpdateDisplay 2

To view the next position in the search that you generated, click the Next in List icon.

Georgia State University - Budget - GSU Budget System !E
Eile Edit ‘iew gg—{avorites Interfaces Budget AP Rpts PORpks GLRpts S&Rpts GCRpts  Help
ENEEEEEEEE R

55U Budget | Proposed | HR Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Orig Budg Pos #: 001

Eff Date: [[ZAlDZNE +|  Employee ID: [123456 Status: IFiIIed .I

First Name: IDﬂHTH Middle: IX Last Name: IVﬁDEH
Bus Unit: IFBI]I]I] ﬂ Budget / Spectum Services Title:|2[|2Xl]l] ﬂ Azsiztant Praofessar

Fund: [10 ﬂDept:lBlZ2ﬂﬂﬂﬂﬂ ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project: ﬂ =

|»

[~ SpeedType: IBUD ﬂ Budget & Plarning Salarg1: | 100,000 FTEL:| 0.750
Account: |511mu ﬂ Salaries - Fegular Faculty Salarg2:| 100,000 FTEZ| 0750 o
Onginal: 100,000 Ong.FTE: 0750

Cumulative: 75,000 Cum.FTE: 0.560 Hequested:l -25.000 Req FTE:I -0.190
Occurrence: 75,000 Occur.FTE: 0560 Earnings: I Eamn FTE:I

Comment: ISHDH]E: Fall Semester Faculty charge off proj FLU27

=l

[ [F7s0a |GSU Budget [UpdateDisplay 2
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The next record will appear.

Georgia State University - Budget - GSU Budget System !E

File Edit “jew Go Favorites Interfaces Budget AP Rpks PO Rpts GLRpks SARpks GC Rpks  Help

gl g 8x| aae slel 5= S8 2lel=] *lelale ]
GaU Budget IPergsm

Budget Peniod: 2006 Dept ID: 612200000 Budget & Planning Orig Budg Fos #: 002
Eff Date: 11m1 72005 ﬂ Employee 1D: |93?554 Status: |Te'mi"atﬂd 'I =
First Name: ILUKE Middle: Ix Last Hame: ISKWQLKEH

Bus Unit: IFBUUU ﬂ Budget / Spectrum Services Tille:|2mwuu ﬂ Azzoc Professor, Wlsiting
Fund: [20 ﬂl:lept:|1852lll]l]l]l] j Program: [1210 j Class: [61000 ll Project: [FLU37 ll

[T SpeedTupe: IFLU3? j Srzz Turlile Camsemaliam Salarg: | 75000 FTEL:| 0750
Account: |5111uu ll 5 alaries - Fegular Faculty Salarg 2:| 76000 FTEZ| 0750 e
Onginal: 9,500 OngFTE: 0.750

Cumulative: 75,500 Cum.FTE: 0750 Hequested:l Req FTE:I
Occurrence: 56.750 OccwrFTE: 0570 Earnings: I 18.750 Earmn FTE:I 0.180

Comment: |termination eff 11H1/05 j
-

[

[ [F7s0a 551 Budget |Update/Display 2

To view a previous record, click the Previous in List icon.

Georgia State University - Budget - GSU Budget System !E
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts  GL Rpes

| & @ X|

G5L Budget IPerDSEd A Data I

SA Rpts  GC Rpts  Help

gle| o= 8| 2lelo] #lv|wale ]

Budget Peniod: 2006 Dept 1D: 612200000

Budget & Planning Orig Budg Fos #: 002
Eff Date: |(IEIIFFIIE #| Employee ID: [987654 Status: |T~'=""i"ah‘=-d | =
First Name: ILUKE HMiddle: Ix Last Hame: ISKWQLKEH

Bus Unit: IFBI]I]I] ﬂ Budaet / Spectrum Services Tille:|2l]1\'¢l"l]l] j Azzoc Professor, Wlsiting
Fund: [20 ﬂDept:llBﬁZﬂﬂﬂﬂﬂ ﬂ Program: [1210 ﬂ Class: [61000 ﬂ Project:[FLU37 ﬂ

[T SpeedType: IFLU3? ﬂ & o Turile Camssrosliam Salargl: | 75000 FTEl:| 0.750
Account: |5111uu ll 5 alaries - Fegular Faculty Salarg 2:| 76000 FTEZ| 0750 e
Onginal: 9,500 OngFTE: 0.750

Cumulative: 9500 Cum.FTE: 0.750 Requested: I Req FTE: I

Occurience: 56.750 OccurFTE: 0570 Eamings: I 18,750 Eam FTE:I 0.180
Comment: |termination eff 11H1/05 ﬁ

[

[ [F7s0a | 551 Budget |Update/Display 2
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The previous record will appear.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks 5S4 Rpks  GC Rpts
dlg@x| aae slel (=] a8 2lkel| *lvlvale ]

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning

Help

Ong Budg Pos #: 001

Eff Date: usnwzuuﬁ ﬂ Employee 1D: |123455 Status: IFi“Bd 'I =

First Name: IDAHTH Middle: Ix Last Hame: I\I"ADEH
Busz Unit: IFBUI]I] ﬂ Budget / Spectrurm Services Tille:|2|]2X|]|] ﬂ Azziztant Professor

Fund: Illl_ﬂ Dept: Wﬂ Program: Wﬂ Class: IW:I Pmiect:l—ll

[T SpeedType: IBUD ﬂ Budget & Planning Salarg :: | 100,000 FTEL:| 0.750
Account: |5muu ll Salaries - Fegular Faculy Salarg2:| 100,000 FTEZ| 0.750 e
Original: 100,000 Orig FTE: 0750

Cumulative: 75,000 CumFTE: 0560 Hequested:l -25.000 Req FTE:I -0.190
Occurnrence: 75,000 Occwr FTE: 0560 Earnings: I Earn FTE:I

Comment: IlHil]fl]E; Fall Semester Faculty charge off proj FLU27

<l .

[ [F7s0a |G50 Budget |Update/Display s
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Creating a Vacant Position

Path: Budget >> GSU Budget System >> GSU Budget >> Add
[_[=]x]

Georgia State University

File Edit Yiew Go Favorites Interfaces | Budget APRpts PORpts GLRpts SARpks GCRpts Help
G50 Budget System | GSUBudget | Add

| ll ME! RE] ISl =) ] —|
HIE[#X —I—ll!l !I!I Proposed  »  Update/Display

Amended Budget Report »
mended Budget Repar HE: Data b Update/Display All

Other Budget R t: L3
_ UtherBudgetReparts P ——————— Correction

[Frsoa [

Enter the Budget Period, Department ID and the next available position number in the
Original Budget Position Number field and then click OK.

Add -- G5U Budget System

x]
Budget Period: IEUUE

[612200000 _:J Cancel

Department 1D:

Oniginal Budget Position Mbr_: IZI]EH
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A new screen will pop up with blank fields.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

ale®x| a0 slel == g8l 2lc2] el ]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 209

Eff Date: Iﬂ?fﬂ'l f2005 j Employee ID: I Status: I "I ;I
First Name:l Hiddle:l Last Name:l
Buz Unit: I ﬂ TilIe:I j

Fund:l ﬂDept:l ﬂ nglam:l ﬂ EIass:I ﬂ F"miect:l ﬂ ;|
[~ Speedigpe: I ﬂ Salary I I FTE1:|
Account: I ﬂ Salary 2: I FTEZ:I

Original I 0  DOrnig FTE: I
Cumulabive: 0 Cum.FTE: Requested: I Req FTE: I
Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: | j j

| [F750 |&50 Budget |add 5
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Enter the mformation about the vacant position, account information, and the requested
amount n the required fields. The Eff Date field 1s for the effective date that the action will
begin. The Status field has three options: Filled, Terminated, and Vacant. To setup a

vacant position choose vacant.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

glel@x| ol0E| slel =|o| 8| o] +lelvalg |

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Poz #: 209

Eff Date: Il]?fl]1 F2005 ﬂ Employee 1D: I Status: Im "I
First Name:l Hiddle:l Last Name:l
Bus Unit: I ﬂ Tille:l j

Fund:l ﬂDept: I ﬂ Program: I ﬂ EIass:I ﬂ Pmiect:l ﬂ
[~ Speedupe: I j Salary 1 I FTEI:I
Account: I ﬂ Salary 2: I FTEZ:I

Original I 0 OngFTE: I
Cumulative: 0 Cum.FTE: Requested: I Req FTE: I
Dccunence: 0 OccurFTE: E arnings: I Eamn FTE:I

Comment: |

| [F750a |G5U Budget |add
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The Bus Unit field 1s a list that is categorized by college and/or administrative unit. To view
the list you can hit the drop down menu arrow.

Valid Values |
Buziness Umt: I
LI riit Descr Cancel |
AAD0OD President -

ATOOO Athleticz — Search |
CAn0n

College of Artg & Sciences
CEOO0 Raobinzon College of Buziness

CEQO0 Colleqe of Education

CHOOo College of Health & Human Sci .
CLO0a Colleqe of Law

COMWT Conversion

CPO0O Andrew Young School of Pol Stu

DEDOD Developrent

EADON Euternal Affairs

FaA000 Finance and Adminiztration
(FRO00 Budoet / Spectrum Services

Select the appropriate business unit and click OK.

Georgia State University - Budget - GSU Budget System !E
File Edit “jew Go Favarites Interfaces Budget AP Rpts PO Rpks GLRpks SARpks GC Rpks  Help

Bl@@(x| ulaEl elel ==l a8l @c2] *lvlvald]

G511 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Pos #: 209

Eff Date: Iﬂ?fm F2005 ﬂ Employee 1D: I Ctatus: I‘H’acanl 'I —I
First Name:l Hiddle:l Last Hame:l
Bus Unit: IFBUUU ﬂ Tille:l ﬂ

Fund: |—j Dept: |—j Frogram: |_j Class: |—ﬂ Pluiect:l—ﬂ A
[~ Speedtgpe:[| ﬂ Salary : | FTEL |
Account: [ j Salary 2: | FTEZ|
Originat [ 0 OhgFTE: [
Cumulative: 0 CumFTE: Requested: |  ReqFTE:[
Oceurence: 0 OceurFTE: Eamings: |  EamFTE:[

Comment: | j j

| [F7soa |a50 Budget |add .
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To see a list of valid titles for the Title field, you can click the drop down menu arrow. This
will bring up a new panel. You can search for titles by entering part or all of the title.

Note: The search feature 1s case sensitive. Abbreviations are used often.

Yalid Yalues
SetlD: GSUFS _oe |
Board of Regent Title Code: I Cancel I

Search
D escription: |ea |—|

I=1=11] ] | Titl

Eralyst 11
Edgt Analpst 11

Following are examples of the different ways to do a search:

Valid Yalues |

SetlD: GSUFS
Board of Regent Title Code: I Cancel I

Search I
D escription: IZPlon

GSUFS 21300 Academic Professional AC I—

GSUFS 40000 Academic Services Professional | -

GSUFS 43000 Accounting Professional

GSUFS 439700 Aeronautics Professional

GSUFS 43000 Agriculture/Forestry Professnl

GSUFS 486500 Allied Health Professional

GSUFS 44700 Alumni B elations Professional

GSUFS 20200 Assistant Professar

GSUFS 201B00 Azzoc Professor, Sdjunct

GSUFS 201F00 Aszzoc Professor. Clinical

GSUFS 201R00 Aszzoc Professor. Part-time

GSUFS 201 TO0O Azsoc Professor, Research

GSUFS 20700 Azzoc Professor, Wlsiting ;I
Yalid Yalues |

SetlD: GSUFS LI
Board of Regent Title Code: I Cancel I

"
Description: IPron

200R 00 Professor - Part time

200B00 Praofeszsor, Adjunct
200F00 Professor, Clinical
200500 Profeszzor. Regents
200700 Professor, Research
20000 Prafeszsar, Wlziting

13 June 2005
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Click on a desired title code and click OK.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

al&®x| aaE| sle == g8 22| e lwe]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 209

Eff Date: Iﬂ?fﬂ'l f2005 j Employee ID: I Status: I"'.E"[“E'“t "I —I
First Name:l Hiddle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|432xﬁ-ﬂ j Bdagt &nalyst |

Fund:l ﬂDept:l ﬂ nglam:l ﬂ EIass:I ﬂ F"miect:l ﬂ ;I
[T SpeedType: I ﬂ Salary I I FTE1:|
Account: I ﬂ Salary 2: I FTEZ:I

Onginal: 0 Ong.FTE:

Cumulabive: 0 Cum.FTE: Requested: I Req FTE: I
Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: | j j

| [F750 |&50 Budget |add 5
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Type in the fund, department, program, subclass, project (FC 20 projects), and account

code. You can also use the Speedtype field by clicking on the box and typing in the
speedtype so that the chartfield information will automatically populate the fields.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

ele@x alaE gle =De| als @felo] *lv|wale]

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking

Eff Date: Il]?fl]1.r"2l]l]5 ﬂ Employee 1D: I Status: I"'.E"ﬂ‘:-'“t "I LI

First Name:l Hiddle:l Last Name:l
Bus Unit: IFBI]I]I] ﬂ Budget / Spectum Services Tille:|432XAA j Bdat Analyst |

Orig Budg Poz #: 209

Fund:[10° & |Dept: [612200000  &| Program: [1620 & | Class:[1000  #| Projec| 3| [
™ speedtope: [BUD +| Budget & Planning Salary 1: | FTEL: |
Account: [ ﬂ Salary 2: | FTEZ
Onginal: 0 Ong.FTE:
Cumulative: 0 Cum.FTE: Requested: I— Req FTE: I—
Dccurence: 0 Occur FTE: Eamingss |  EamFTE:[
Comment: | j j

| [F750a |G5U Budget |add o

15 June 2005



GSU Budget System Documentation

To see a list of valid accounts for the Account field, you can click the drop down menu
arrow or you can type i a number and click Shift-F4.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

al&®x| aaE| sle == g8 22| e lwe]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 209

Eff Date: Iﬂ?fﬂ'l f2005 j Employee ID: I Status: I"'.E"[“E'“t "I —I
First Name:l Hiddle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|432xﬁ-ﬂ j Bdagt &nalyst |

Fund: [10 JDept [612z00000 ﬂ Program: [1620 ﬂ Class: [11000 J Project: J [
[T SpeedType: IBUIII J Budget & Planning Salary ©- | FTEL |
Account: |5 ﬂ Salary 2: I FTEZ:I

Onginal: 0 Ong.FTE:

Cumulabive: 0 Cum.FTE: Requested: I Req FTE: I

Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: | j j
| [F750 |&50 Budget |add 5

Select the appropriate account and click OK.

Valid Values |

SetlD: 5UFS
Account: |5 ﬂ Cancel |

SetlD | Acct | Desc:r | Type S parch
N it it .| E— 5 |

GSUFS 511110 Fan:ult_l,l Stlpend

GSUFS 511112 Faculty-lndust/Foundation Supp
G5UFS 211113 Faculty - Cazh Award

GE5UFS 511115 Faculty - Wacation Pay Out
GSUFS 511116 Faculty-Ex=tra Pay

G5UFS 511620 Wariable Staff

GSUFS 512100 Salariez-Part Time [nstructors
GSUFS 513100 Salaries - Surmmer faculky
GSUFS 513110 Summer-Stipend

GSUFS 513112 Summer-lndustm/FoundationSupp
G5UFS R13116 Summer-Extra Pay

G SILI F5 521100 Salaries - Praf & Admin | _ILI
1 3

MMMmMMmMmMmMmmrmmmm
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Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

glel@(x| a0 sl D= 88| @lelo] +lv|we

5510 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 209

Eff Date: Il]?!l]1 f2005 ﬂ Employee ID: I Status: I"'.E"[“E'“t "I —I
First Name:l Hiddle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|43m ﬂ Bdagt Analyst |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

™ speedTape: [BUD #| Budget & Planning Salary - | FTEL: |

Account: [5221000  #| Safaies - Staff Salary 2: | FTEZ|
Onginal: 0 Ong.FTE:

Cumulabive: 0 Cum.FTE: Requested: I Req FTE: I
Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: | j j

| [F750 |&50 Budget |add 5
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Enter the appropriate salary and FTE information in the Salary 1/FTEL and salary 2/FTE2
fields. The Salary 1/FTELI field corresponds to the July 1 salary. The Salary 2/FTE2 field

corresponds to the January 1 salary.

Georgia State University - Budget - GSU Budget System
File Edit Wiew Go Favworites Interfaces Budget AP Rpks PO Rpts

GL Rpks 5S4 Rpks  GC Rpks

=] EY

Help

glel@(x| a0 sl D= 88| @lelo] +lv|we

5510 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing

Orig Budg Pos #: 209

Eff Date: Iﬂ?fﬂ”Zﬂﬂﬁ j Employee ID: I

First Name:l Hiddle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|432xﬁ-ﬂ j Bdagt &nalyst |

Status: I"'.E"[“E'“t "I ;I

[T SpeedType: IB'-":' ﬂ Budget & Planning

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

Salary: | 32,000 FTEL:| 1.000

Salary z:| 32,000 FTEZ:l 1.000

Account: [522100  #| Safaies - Staff
Onginal: 0 Ong.FTE:
Cumulabive: 0 Cum.FTE:

Requested: I Req FTE: I
Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: |

| [F750

|&50 Budget

|add

A
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To setup the budget for the new position, enter the amount to be budgeted for the fiscal
year in the Requested field and the budget FTE in the Req FTE field. Then type a
comment denoting the action in the Comment field.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

glel@(x| a0 sl D= 88| @lelo] +lv|we

5510 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 209

Eff Date: Iﬂ?fﬂ'l f2005 j Employee ID: I Status: I"'.E"[“E'“t "I —I
First Name:l Hiddle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|432xﬁ-ﬂ j Bdagt &nalyst |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 32,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 32,000 FTEZ| 1.000
Onginal: 0 Ong.FTE:

Cumulative: 0 Cum.FTE: Hequested:l 32,000 Req FTE:I 1.000
Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: IG!S-DJ; new position eff 7405 j j
-
-

| [F750 |&50 Budget |add 5
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Click the Save icon.

M=k
File Edit WYiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpts SARpks GC Rpks  Help
Ble(8x| ‘BlalE| sl o= G| 2lelo] #v|wl |

25U Budget IPrnpnsed I HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Poz #: 209

EFf Date: Iﬂ?ﬂ]'l f2005 ﬂ Employee 1D: I Status: I"".‘E“::‘E'"t j
Firzt Hame: I Hiddle:l Last Name:l
Bus Unit: IFB["]U ﬂ Budget / Spectum Services Title: |432Kﬁ.ﬁ ﬂ Bdat Analyst |

Fund: [10 ﬂl]ept: [612z00000 ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project: ﬂ
[T SpeedType: IBUD ﬂ Budget & Planning Salary 1: I 32,000 FTEI:I 1.000
Account: IEZZII]I] ﬂ Salaries - Staff Salary 2: I 32,000 FTEZ:I 1.000

Onginal: 0 OngFTE:

Cumulative: 0 Cum.FTE: Requested: I 32,000 Heq FTE: I 1.000
Occurrence: 0 Occur.FTE: Earnings: I Eamn FTE:I

Comment: IB!B-DJ; new position eff 71105

| [F7504 |G50 Budget ladd

A
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The Save 1con will turn gray once the changes are saved.

Gt Uity GGt s IRIBIER
Ele Edt Wiew Go Favorites Interfaces Budget APRpts PORpts GLRpts SARpts GCRpts Help
(Blel@x| alele] Blel =l=] 3| okel] #lelvwle]

M‘jget IPrnpnsed I HR Datal

Budget Period: 2006 Dept ID: 612200000 Budget & Planring Drig Budg Pos #: 209

EFf Date: ﬂ?-ﬂ]'l S2005 ﬂ Employee 1D: I Status: I"".‘E“::‘E'"t j

Firzt Hame: I Hiddle:l Last Name:l
Bus Unit: IFB["]U ﬂ Budget / Spectum Services Title:|43m ﬂ Bdat Analyst |

Fund: [10 ﬂl]ept: [612z00000 ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project: ﬂ
[T SpeedType: IBUD ﬂ Budget & Planning Salary 1: I 32,000 FTEI:I 1.000
Account: IEZZII]I] ﬂ Salaries - Staff Salary 2: I 32,000 FTEZ:I 1.000

Onginal: 0 OngFTE:

Cumulative: 32000 Cum.FTE: 1.000 Requested: I 32,000 Heq FTE: I 1.000
Occurrence: 32000 Occur.FTE: 1.000 Earmings: I Eamn FTE:I

Comment: IB!B-DJ; new position eff 705

| [F7504 |G50 Budget ladd

A
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Setting Up a New Hire and/or Filling a Vacant Position

Path: Budget >> GSU Budget System >> GSU Budget >> Update/Display

Update/Display -- GSU Budget System

Budget Period: || Ok

Department 1D: I ﬂ Cancel |
Onginal Budget Position Hbr_: I Search |
Lretail |

Employee 1D: I
Employee Last Hame: I Use Query |
Budget Period Dept [0 Crig Budg Pos # Empl 1D Mew Query |

22 June 2005
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When this screen pops up enter the Budget Period and either the Department ID and/or
Original Budget Position Nbr. to search for the existing position you would like to fill.

Update/Display -- GSU Budget System

Budget Penod:

Department 1D:

IEI]I]E

|E1zzuuuuu

Original Budget Position Mbr._: IEUH

[

Employee ID:

Employee Last Hame:

Budget Perod

Dept [0

Orig Budg Pos #

Empl 1D

(]
Cancel
Search

Lretail

R,

ze Cuem

Hew Quern |

23
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A screen will pop up for the existing position. Make sure the Eff Date field 1s highlighted

and click Insert Row.

Georgia State University - Budget - GSU Budget System !Iﬂ

File Edit Wew Go Favaorites Interfaces Budget .ﬁ.ﬂpts PO Rpks GLRpts SARpks GCRpks Help

al&@x| aaE sle =gl 2lel=] e lwe]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #i:

209

Eff Date: l]?fl]1,"2l]l] j Employee ID: I Status: I"'.E"[“E'“t "I —I

First Name:l Hiddle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|432xﬁ-ﬂ j Bdagt &nalyst |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 32,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 32,000 FTEZ| 1.000
Onginal: 0 Ong.FTE:

Cumulative: 32000 CumFTE: 1.000 Hequested:l 32,000 Req FTE:I 1.000
Occurrence: 32,000 Occur.FTE: 1.000 Earnings: I Earn FTE:I

Comment: IG!S-DJ: new position eff THIDS

=

| [F750 |&50 Budget |Update/Display
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The system will default the current date into the Eff Date field. The user needs to change
the effective date to the effective date that the action will begin.

For this example, assume the employee’s hire date 1s January 1, 2006.
For this panel, in addition to entering the effective date the other fields need to be entered.

e Switch the status from Vacant to Filled.

e Enter employee ID and employee’s name. If there 1s no employee ID assigned at
the time of entry, use 999999.

e Vernly that the business unit, title code, chartfield information, and account number
are correct. There should ALWAYS be a speedtype in the speedtype field.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

al&#x| aaE sle == g8l 2lel=] v lwe]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 209
Eff Date: |n1 7012006 j Employee 1D: |nunnu1 Status: |Fi“t‘-d vI —
First Name: [SALLY Middle: [JESSE Last Name: [RAPHAEL

Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|432xﬁ-ﬂ j Bdagt &nalyst |
Fund: [10 ﬂDept:lBlZZﬂﬂﬂﬂﬂ ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project: ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 32,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 32,000 FTEZ| 1.000 i
Onginal: 0 Ong.FTE:

Cumulabive: 32000 Cum FTE: 1.000 Hequested:l Req FTE:I
Occurrence: 32,000 Occur.FTE: 1.000 Earnings: I Earn FTE:I

Comment: | j
il

| [F750 |&50 Budget |Update/Display
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Calculate the funds required for the position for the remainder of the fiscal year.

e In this example, the employee’s salary is $32,000 with an FTE of 1.00. The
employee’s begin/hire date 1s January 1, 2006. For half the year this employee will
earn $16,000. This person’s FTE for half the year will be .50.

To setup the budget for the new position, enter the amount in the Requested field that
needs to be added to or taken away from the Occurrence amount to equal what should be
budgeted for the fiscal year for that position.

The Requested field affects the Cumulative and Occurrence amounts. The only time we
use the Earnings field 1s when an employee leaves the position.

Also enter the FTE amount i the Req FTE field that needs to be added or taken away
from the Occur. FTE to equal what should be budgeted for the fiscal year for the position.

Then type a comment denoting the action in the Comment field.

Georgia State University - Budget - GSU Budget System !E
File Edit “jew Go Favarites Interfaces Budget AP Rpts PO Rpks GLRpks SARpks GC Rpks  Help

Ble@(x| uluEl elel == 8| @|el] #lvlwald]

G511 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planhing Ong Budg Pos #: 209
Eff Date: [01/01/2006 ﬂ Employee ID: [000001 Status: |Fi“Ed vI —
First Name: ISALLY Middle: IJESSE Last Hame: IHAPHAEL

Bus Unit: IFBUUU ﬂ Budget / Spectum Services Tille:|43m ﬂ Bdagt Analyst |
Fund: [10 jDept:lBlZZﬂﬂﬂﬂﬂ j Program: [1620 j Class: [11000 ﬂ Project: ﬂ I

[T SpeedType: IBUD ﬂ Budget & Planning Salary: | 32,000 FTEL:| 1.000
Agcount: |5zzmu ﬂ G alaries - Staff Salarg2:| 32,000 FTEZ| 1000 o
Onginal: 0 Ong.FTE:

Cumulative: 32000 Cum.FTE: 1.000 Hequested:l -16.000 Req FTE:I -0.500
Occurnrence: 32,000 OccurFTE: 1.000 Earnings: I Earn FTE:I

Comment: I"Z-!-DJ; new hire as of WIO0E - Sally Jesse Raphael $32 000 j
-

I

| [F7soa |a50 Budget |UpdateDisplay
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If you notice there are three tabs listed that represent three panels: GSU Budget,
Proposed, and HR Data. You will work primarily in the GSU Budget panel, but when you
are adding or terminating a person and/or position, you will need to use the HR Data
panel. The Proposed panel 1s for use primarily during the construction of the Original
Budget but during maintenance of the budget system throughout the year you may need to
go to this panel to delete any Original Budget information for new changes to the position.
This will help avoid problems when building the next Original Budget.

Go to the Proposed panel. If you are filling a position, delete everything from this panel
except the effective date.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help
Bl@@(x| alaE elel =E| a8l @c2] *lvlvald]
G5\ Budget] Froposedy HR Data |

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Posz #: 209

- F
EIf Date: |]1 /01/2006 ﬂ Employee 1D: Il]l]l]l]l]1 Status: IF'“Ed ""I —
First Name: [SALLY Middle: [JESSE Last Name: [RAPHAEL

Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:l432XﬁA j Bdgt Analyst |
Fund: [10 ﬂﬂept:|3122ﬂﬂﬂﬂﬂ ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project:] ﬂ I

[T SpeedType: IBUD j Budget & Planning Salargl: | 32,000 FTEL| 1000
Account: |5221nu ﬂ < alaries - Staff Salary2:| 32,000 FTEZ| 1.000 i
Onginal: 0 Ong.FTE:

Cumulative: 32000 Cum.FTE: 1.000 Hequested:l 16,000  Req FTE:I -0.500
Dccunence: 32000 OccuwrFTE: 1.000 Earmings: I Eamn FTE:I

Comment: |1f24-DJ; new hire as of 110G - Sally Jesse Raphael $32.000 j
-

| [F750a |G5U Budget |add o
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Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

gle|@x| a0 sl D= 88| @lc]2] +lv|we ]

350U Budget  Proposed |HR Data |

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 209

Eff Date: #|  Employee ID: 0000DY Status:IFi"Ed vI [ =

First Hame: SALLY Middle: JESSE Last Name: RAPHAEL

Bug Unit: FBOOO Budget / Spectum Services Title: 432<AM Bdgt Analyst |

Fund: 10 Dept:  G1Z200000 Program: 1620 Class: 11000 Froject: ;I
SpeedType: BUD Budgst & Planning Salary I 32000 FTEL:  1.000
Account: 522100 S alaries - Staff Salary 2: 32,000 FTEZ: 1000 i

MkEqAdi[  PomoAmt [  Date: [ | MOTSAInd[™

Propozed 1: I— Prop FTE 1: I— Raise: I— Raize X:I—

Propozed 2: I— Prop FTE 2: I— Propozed:

Eumment_ I j

Proposed: - ;I

| [F750 |Proposed |add 5
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Go to the HR Data panel by clicking on the HR Data tab.

Georgia State University - Budget - G5l Budget System !E-
File Edit %iew Go Faworites Interfaces Budget AP Rpks PO Rpts GLRpks SARpks GC Rpks  Help

B8 @)X ‘0 g6 3|m| G| ||| #lelall ]|

G50 Budget  Proposed (HR Data

SS—
Budget Period: 2006 Dept 1D: 612200000 Budget & Planking Orig Budg Fos #: 209
" FS
Eff Date: [IIEIFZIIR ﬂ Employee ID: 000001 Status: |F'"E'=' "I [ =
First Name: SALLY Middle: JESSE Last Hame: RAPHAEL
Busz Unit: FEODO Budget / Spectrum Services Title: 432lAA Edgt &Analyzt |
Fund: 10 Dept:  E12200000 Program: 1620 Class: 11000 Froject: ;I
SpeedType: BUD Budget & Planning Salary 1: 32000 FTE1: 1.000
Account: 522100 S alaries - Staff Salary 2: 2000 FTEZ: 1.000 _

Mkt/Eq Adi:

I Promo Amt: I D ate: I ﬂ MOTSA Ind [
Propozed 1:| Prop FTE 1: I Raize: I Raize Z:I
[ [

Proposed 2: Prop FTE 2: Proposzed:
Comment I
Propozed: - ;I
[ F7s0a |Proposed |add o
Georgia State University - Budget - GSU Budget System !E
Eile Edit “iew Go Favorites Interfaces Budget AP Rpts PO Rpks GLRpts  SARpks GC Rpks  Help
2| & @ x| =2aEE| vle 3|z gl @ alo] *#]ve]ve]E ] |
G50 Budget I Proposed  HR Data |
Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ornig Budg Pos #: 209
EFIf D ate: 010172006 Degree: || Cuntract:l vl HR Position #: I —
First Name: SALLY Middle: JESSE Last Name: RAPHAEL
SSN: [o00-00-0000 Empl. Date: [07/0172005 +| TerminationDate: | |
=
Fund: 10 Dept:  E12200000 Program: 1820 Class: 11000 FProject:
Acct: 22100

Act Amt: I Act FTE:I

3.

[F7ss |HR Data |Update/Display .
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Enter the type of degree received (if applicable) in the Degree field.

Georgia State University - Budget - GSU Budget System
File Edit

=] EY

Miew Go Favorites Interfaces Budget AP Rpts PORpks GLRpks SARpks GZRpks Help

al&#x| aaE| sle == g8 2lel=] e lwe]

=51 Budget I Proposed HR Data |

Budget Period: 2006

Dept ID: 612200000 Budget & Plannhing

Orig Budg Pos #: 209

Eff Date:  01/01/2006 Deglee:IBBﬁJ Euntract:l vl HR Poszition #: I —
First Name: SALLY

Middle: JESSE Last Hame: BAPHAEL
SS5N: II]I]I]-I]I]-I]I]I]I]

Empl. Date: Iﬂ?ﬂ]'l F2005 & TerminationDate: I j

-
Fund: 10 Dept:  E12200000 Program: 1620 Class: 11000 Project:
Acct: 522100

Act Amt: I Act FTE:I

3.

|Update/Display

| [F750 |HR. Data
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The Contract field has four options: Academic, Prof/Staff, Temporary, and YearAcad.

The Academic option is for professors who have a .75 FTE.

The Prof/Staft option 1s for GSU staff members. The Temporary option is for temporary
employees. This option will never be used since we budget temporary employees i lump
sums. They do not get their own position number.

The YearAcad option 1s for faculty like deans and chairs who are academic but get paid
twelve paychecks mstead of ten. These positions are 1.00 FTE and are numbered 0 - 199.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

Ble@x| HuE elel ==l a8l @el2] *lvlwad]

G5 Budget I Praposed HR Data |

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Posz #: 209
F Y
Eff Date: 0101 /2006 Deglee:IEBA Contract: .l HR Position #: I —
First Name: SALLY Middle: JESSE [none) RAPHAEL
Academic
S5H: Il]l]l]-l]l]-l]l]l]l] Empl. Date: Il]?.ﬂ]'l F2000P1of/S taff ptionD ate: I j
Temporary ﬂ
Fund: 10 Dept: £12200000 Program: 1520 [fearAcad Project:
Acct: B22100

Act Amt: I Act FTE:I

3.

| [F750a |HR. Data |Update/Display
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For the purposes of our example we are filling a staff position so we will select the
Prof/Staff option.

You must also fill in the HR Position # and the Empl Date. Do not fill in the SSN under
any circumstances.

You can get the HR position number from either the PAF or from someone in HR. If the
HR position number 1s unassigned, use 999999.

The Empl Date 1s the employment date of the employee and/or the first day of work in the
new department.

You do not need to fill in the termination date. That field 1s only used when an employee
1s leaving GSU.

Georgia State University - Budget - G5U Budget System !E
File Edit ‘iew Go Favoribes Interfaces EBudget AP Rpts PO Rpks  GL Rpks SARpts  GC Rpks Help

gle@x| aaE elel ==l 8| @el| *lvlvae]

=31 Budget I Proposed HR Data |

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Po= #: 209
Eff Date:  01/01/2006 Degres:[BBA  Contract:[Prof/Staff | HR Position #:[000234 =
First Name: SALLY Middle: JESSE Last Mame: RAPHAEL
S55N: I— Empl. Date: IW *| TerminationDate: I—ﬂ
Fund: 10 Dept: £12200000 Program: 1620 Class: 11000 Project: ;|
SpeedType: EUD Budget & Planning
Account: 522100 S alaries - Staff -

Act Amt: I Act FTE:I

clf

| [F7sqa |HR. Data |Update/Display 2

32 June 2005



GSU Budget System Documentation

Return to the GSU Budget panel by clicking on the GSU Budget tab.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

ale@(x| HaE elel ==l a8l 2lel| #lvlwae]

( 55U Budget .h:‘ru:upu:used | HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 209
Eff Date: u1 701 /2008 j Employee 1D: |unuun1 Status: IFi“ﬁ"j vI i—
First Name: [SALLY Middle: [JESSE Last Name: [RAPHAEL

Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|432xﬁ-ﬂ j Bdagt &nalyst |
Fund: [10 ﬂDept:lBlZZﬂﬂﬂﬂﬂ ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project: ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 32,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 32,000 FTEZ| 1.000 i
Onginal: 0 Ong.FTE:

Cumulative: 32000 CumFTE: 1.000 Hequested:l -16.000 Req FTE:I -0.500
Occurrence: 32,000 Occur.FTE: 1.000 Earnings: I Earn FTE:I

Comment: IHZ{-DJ; new hire as of 106 - S5ally Jesse Raphael $32,000 j
-

[

| [F750 |&50 Budget |Update/Display

33 June 2005



GSU Budget System Documentation

Click the Save icon.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

Elel@x| oloel sle == =] @)= vl

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 209
Eff Date: u1 701/20086 j Employee 1D: |nunnu1 Status: |Fi“t‘-d vI —
First Name: [SALLY Middle: [JESSE Last Name: [RAPHAEL

Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|432xﬁ-ﬂ j Bdagt &nalyst |
Fund: [10 ﬂDept:lBlZZﬂﬂﬂﬂﬂ ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project: ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 32,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 32,000 FTEZ| 1.000 i
Onginal: 0 Ong.FTE:

Cumulative: 16.000 Cum FTE: 0.500 Requested: I -16.000 Req FTE:I -0.500
Occurrence: 16,000 Occur.FTE: 0500 Earnings: I Earn FTE:I

Comment: IHZ{-DJ; new hire as of 106 - S5ally Jesse Raphael $32,000 j
-

[

| [F750 |&50 Budget |Update/Display
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In this example, notice that the outer scroll 1s in the up position. This signifies that there 1s
more than one budget adjustment. Use the scroll to see the history behind this position.

Georgia State University - Budget - GSU Budget System

File Edit Wiew &0 Faworites Interfaces Budget AP Rpks PO Rpes  GLRpks  SA Rpks  GC Rpks Help
dlg @ x| aaa sle B g 2o *lvlale ]

G5U Budget IF‘erDsed I HF. Data I

Budget Peniod: 2006 Dept ID: 612200000 Budget & Planning Orig Budg Fos #i: 209

Eff Date: u1 70172008 ﬂ Employee ID: |uuuuu1 Status: IFi“ed "I ﬁ
First Name: [SALLY Middle: [JESSE Last Name: [RAPHAEL
Bus Unit: IFBUUU ﬂ Budget / Spectum Services Tille:|43m ﬂ Bdagt Analyst |

Fund: Im—ll Dept: IW:I Program: IW:I Class: IW:I Ploiect:l—ll

|

[T SpeedTspe: IBUD ll Budgst & Plarning Salarg I: | 32000 FTEI:| 1000
Account: |5221nn ll S alaries - Ctaff Salarg2:| 32,000 FTEZ| 1.000 e
Original: 0 Ong.FTE:

Cumulative: 16.000 Cum FTE: 0500 Requested: I -16.000 Req FTE:I -0.500
Dccurrence: 16,000 Occur.FTE: 0.500 Earnings: I Earn FTE:I

Comment: IHZ-!—DJ; new hire as of 1106 - Sally Jesse Raphael $32.000

- - I
[ [F7sga |50 Budget |Update/Display -
Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew i&Go Faworites Interfaces Budget AP Rpks PORpks GLRpks  SARpks  GC Rpks  Help
glel@x aEE sle == a8 o2 *lvelwle ]
55011 Budget IProposed I HR. [rata I
Budget Period: 2006 Dept 1D: 612200000 Budget & Planking Orig Budg Fos #: 209

EfF D ate: l]?fl]1 F2005 ﬂ Employee 1D: I Status: I“'IIE'[:E'"t "I "
First Name:l Middle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectum Services Tille:|43m ﬂ Bdgt &nalyst |

Fund: Ilﬂ—ll Dept: IW:I Program: IW:I Class: IW:I Pluiect:l—ll

Ly

[ SpeedTupe: IBUD ll Budget & Planning Salarg1: | 32000 FTEL:| 1000
Account: |5zz1nn ll S alaries - Staff Salarg2:| 32000 FTEZ:| 1000
Original: 0 Orig.FTE:

Cumulative: 32,000 Cum.FTE: 1.000 Requested: I 32,000 ReqgFTE: I 1.000
Dccurrence: 32,000 DOccurFTE: 1.000 Earnings: I Earn FTE:I

Comment: IIHS—DJ: new position eff THI05 |

[ [F7sga |50 Budget |Update/Display -

35 June 2005



GSU Budget System Documentation

Setting Up a Sponsored Line

Path: Budget >> GSU Budget System >> GSU Budget >> Update/Display All

Georgia State University !E

File Edit Yiew Go Favorites Interfaces | Budget APRpts PORpts GLRpts SARpks GCRpts Help

ﬁlﬁ S'IX .l'l | 5L Budget System 55U Budget  » PR |

Proposed  »  Update/Displa:
Amended Budget Repart  » P CE (Bl -
Other Budget Reparts b oA
1 BlAget Reparts Cotrection

[Frsoa [
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When this screen pops up enter the Budget Period and the Department 1D, Original
Budget Position Nbr., Employee ID, and/or Employee Last Name to search for the
existing position you would like to adjust.

Update/Display All -- GSU Budget System

Budget Period: IEI]I]E Ok

ok |
Department 1D I ﬂ Cancel |
Original Budget Pozition Mbr_: I— Search |
Lretail |

Employee 1D: I
Employee Last Mame: I"'-"'ﬁtD wl
Budget Period |Dept ID | Orig Budg Paos # |Ermpl 1D New Query |

Il i '
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Once you find the record you are looking for double click on the name or press OK when

the name 1s highlighted in blue. That will bring up this screen.

While the cursor 1s in the Eff Date field, click Insert Row.

Georgia State University - Budget - GSU Budget System

File Edit ‘iew Go Favaoribes [nterfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks  Help

Blel@x| B0 e =E|(aE @cl2] #lelale]

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Pos #: 001

Eff Date: Il]?fl]1 12005 ﬂ Employee ID: |1234EE Status: IFi“Ed "I
First Name: IDAHTH Middle: IX Last Name: IVADEH
Bus Unit: IFBI]I]I] ﬂ Budget / Spectum Services Tille:|2l]2Xl]l] j Azsistant Professor

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ

[T SpeedType: IBUD j Budget & Planning Salary - | 100000 FTEl:| 0750
Account: |5muu ﬂ 5 alaries - Fegular Faculty Salary2:| 100,000 FTEZ| 0.750
Onginal: 0 Ong.FTE:

Cumulative: 100,000 Cum.FTE: 0.750 Requested: I 100,000 Req FTE: I 0.750
Dccunence: 1000000 Occuwr FTE: 0750 Eammings: I Eamn FTE:I

Comment: I?H-DJ; Darth ¥Yader new hire eff 81105

| [F750a |G5U Budget |add

A
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Enter a new effective date. Adjust the existing budget for the person who will have a
sponsored charge off.

e In this example, the employee’s salary will be split between dept. 612200000 and
project FLU27 for the fall semester. Fall semester the total amount the employee
will earn is $50,000 with a .375 FTE. Since the employee is being split half general
and half sponsored during this time period, he will earn $25,000 with a .188 FTE in
dept. 612200000 and $25,000 with a .187 FTE from project FLU27.

Place the budget reduction amounts in the Requested fields. Be sure to fill out a comment.

Georgia State University - Budget - G5U Budget System !E
File Edit ‘iew Go Favoribes Interfaces EBudget AP Rpts PO Rpks  GL Rpks SARpts  GC Rpks Help

ale@x| alaE sl = S| @] *vlwale]]

5L Budget |F‘rn|:nnsed | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Pos #: 001

Eff D ate: IUB” 052005 ﬂ Employee 1D: |123455 Status: IFi“ed -I —
First Name: IDAHTH Middle: IX Last Name: IVADEH
Bus Unit: IFBUUU ﬂ Budget / Spectum Services Tille:|2|]2X|]|] ﬂ Assistant Professor

Fund: |1u_ﬂ Dept: Wﬂ Program: Wﬂ Class: Wﬂ Pluiect:l—ﬂ I

[T SpeedType: IBUD ﬂ Budget & Planning Salarg: | 100,000 FTE::| 0.750
Account: [511100 & | Salaiies - Regular Facully Salarg 2:[ 100000 FTE2| 0750 o
Original: 0 Orig.FTE:

Cumulative: 100,000 Cum.FTE: 0.750 Hequested:l -25.000 Req FTE:I -0.187
Dccurrence: 100,000 OccurFTE: 0750 Eamings: I Earn FTE:I

Comment: I!H'IIHIIE—DJ; Fall Semester Faculty charge off proj FLU27| j
-

| [F7sqa |GsU Budget |add 7
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Place the cursor in the Fund field and click Insert Row. Enter the charthield information for
the sponsored line by either using the Speedtype field or by typing in the Fund, Dept,
Program, Class, and Project. Once you have completed this step please be sure there 1s a
speedtype 1n the speedtype field. There should ALWAYS be a speedtype in the speedtype

field.

Georgia State University - Budget - GSU Budget System —|d XI

File Edit Mew Go Favorites Inkerfaces Budget }B-m{ts PO Rpts GLRpks SARpks GCRpts  Help

B & @ x| ElEE &l m@@@ dilal | *|v|va]g |

=51 Budget IF‘r-:upu:-seu:I I HR: Data I

Budget Period: 2006 Dept ID: 612200000

Budget & Planning Orig Budg Pos #: 001

Eff Date: IUBH 02005 ﬂ Employee 1D: |123455
First Hame: IDﬁHTH Middle: IX Lazt Hame: I"'MDEH
Bus Unit: IFBUUU ﬂ Budget / Spectum Services

Status: IFi"Ed j =

Title: IZUQKDU ﬂ Assiztant Professor

Fund:[ ﬂ Dept-[| ﬂ Program:| ﬂ Class:[ ﬂ Project:[

Le
L

1]

[ SpeedTepe: [FLUZZ ﬂ Salargt: [ FTEL
Account: [ ﬂ Salary2:[ FTEZ
Original: 0 Ong.FTE:
Cumulative: 0 Cum.FTE: R equested: I— Req FTE: I—
Occurrence: 0 Occur.FTE: E arnings: I— Eamn FTE:I—
Comment: |

=] -

F750a =50 Budget |Update/Display
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Be sure to enter the account code in the Account field. Since this 1s a change that takes
affect after July 1, leave the salary and FTE fields blank.

To setup the budget for the sponsored line, enter the budget amount in the Requested field
and the budget FTE in the Req FTE field. Then type a comment denoting the action in the
Comment field.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

ele@x alaEl sle Dol als| @lo2] *lelwale]

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Pos #: 001

Eff Date: IUBH 0/2005 ﬂ Employee ID: |1234EE Status: IFi“Ed "I —
First Name: IDAHTH Middle: IX Last Name: IVADEH
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:|2|]2Xl]l] j Assistant Professor

Fund: [20 ﬂDept:l'lBB'll]l]l]llﬂ ﬂ Program: [1310 ﬂ Class: [62000 ﬂ Project:[FLU27 ﬂ I

[T SpeedType: IFLU2? j Fegion IV EPT Implementation Salary 1: | FTEI:I

Account: |511mu ﬂsab[ies.ﬁegma[ Faculty Salary 2: | FTEZ|
Onginal: 0 Ong.FTE:

Cumulative: 0 Cum.FTE: Hequested:l 25,000 Regq FTE:I 0187
Dccunence: 0 OccurFTE: E arnings: I Eamn FTE:I

Comment: I!H'IIHIIE-DJ; Fall zemester Faculty charge off proj FLUZ?

=

| [F750a |G5U Budget |add o

Note: In most cases, the adjustment amounts for general and sponsored will net to zero.
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Next go to the Proposed panel. Delete everything from this screen except the Effective
Date.

Georgia State University - Budget - G5l Budget System !E
File Edit %iew Go Faworites Interfaces Budget AP Rpks PO Rpts GLRpks SARpks GC Rpks  Help

al&|®x]| alaE| sle B gE| @il *lelale ]

G5U Budget I Pru:upu:usea ) HR. Data I

S
Budget Period: 2006 Dept 1D: 612200000 Budget & Planking Orig Budg Fos #: 001

Eff Date: IIJBH 0/2005 ﬂ Employee ID: |1 23456 Status: IFilled "I =
First Name: [DARTH Middle: |x Last Name: [VADER
Bus Unit: IFB 11111] ﬂ Budget # Spectrum Services Title: IZDZXDD j Azsiztant Prafessaor

e
Fund:|2l] -I'IDept: |1881l]l]l]lll] -I'I Program: II31I] -I'I CIass:IBZl]l]l] Gl Ploiect:IFLuz? i—l —I

[~ SpeedType: |FLU2? :I Region I'¥ EFT Implementation Salary 1: | FTE1=|
Account: |5111nu ll S alaries - Fegular Faculty Salary Z: | FTEZ;|
Original: 0 Orig FTE:

Cumulative: 0 Cum.FTE: Requested: I 25000 ReqFTE: I 0187
Dccurnrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment:

=] ~|

[ F7s0a |E50 Budget |add o

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

glel@x| a0 sl D= 88| @lelo] +lv|wae |

350U Budget  Proposed |HR Data |

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 001

Eff Date: #|  Employee ID: 123456 Status:IFi"Ed vI [ =
First Name: DARTH Middle: X Last Hame: VADER

Bug Unit: FBOOO Budget / Spectum Services Title: 20200 Azsistant Professor

Fund: 20 Dept: 1EE100000 Program: 1310 Class: B2000 Project: FLLZ? LI

SpeedType: FLUZT Reaion 1'% EPT Implementation Salary k. FTEI:

Account: 511100 S alaries - Regular Faculty Salary 2: FTEZ: i
MkEqAdi[  PomoAmt [  Date: [ | MOTSAInd[™
Propozed 1: I— Prop FTE 1: I— Raise: I— Raize X:I—
Propozed 2: I— Prop FTE 2: I— Propozed:

Eumment_ I
Proposed: - ;I
| [F750 |Proposed |add 5
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Click the Save icon.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

Elel@x| ool sle == =] @c=] *lvlvee ]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 001

Eff Date: usnnfznuﬁ j Employee 1D: |123455 Status: |Fi“t‘-d vI —

First Hame: IDAHTH Middle: IX Last Name: IVADEH
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|2|]2Xﬂ|] j Assiztant Professor

Fund:[20 ﬂ Dept: [166100000 ﬂ Program: [1310 ﬂ Class:[62000 ﬂ Project:[FLUZ7 ﬂ [

[T SpeedType: IFLU2? ﬂ Fegion % EPT Implementation Salary k- | FTE1:|
Account: |5muu ﬂ 5 alaries - Fegular Faculty Salary 2: | FTEZ|
Onginal: 0 Ong.FTE:

Cumulative: 25000 CumFTE: 0.187 Requested: I 25.000 ReqFTE: I 0187
Occurrence: 25,000 Occur.FTE: 0187 Earnings: I Earn FTE:I

Comment: |snnm5-|:|.l; Fall semester faculty charge off proj FLU2ZT

| [F750 |&50 Budget |add 5
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Title Change/Salary Adjustment

Path: Budget >> GSU Budget System >> GSU Budget >> Update/Display

Update/Misplay -- GSU Budget System

Budget Period: I Ok

Department 1D: I ﬂ Cancel |
Original Budget Pozition Mbr_: I— Search |
Employee 1D: I

Employee Last Hame: I Use uery |
Budget Period Dept |0 Orig Budg Pos # Ermpl 1D New Query |
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When the Update/Display screen pops up you have the choice of typing in any one of the
following fields: Budget Period, Department ID, Original Budget Position Number,
Employee ID, or Employee Last Name.

Click Search.

Once you find the record you are looking for double click on the position or press OK
when the position 1s highlighted mn blue.

Update/Display -- GSU Budget System

Budget Period: IEI]I]E Ok

_ x|
Department ID: [612200000 + Cancel |
Driginal Budget Position Mbr.: I—
Lretail |

Employee 1D: |o00001
Employee Last Hame: I Use uery |
Budget Period |Dept 1D | Orig Budg Pos # |Empl 1D Mew Clueny |
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A screen will pop up for the existing position.

Place the cursor in the Eff Date field. Click Insert Row. Change the effective date i the Eff
Date field. For our example the effective date 1s 4/30/06 since the new position begins
5/1/06. The status field remains the same since we only use the Terminated status when we
are terminating a budget position.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

8lg@x| ‘aaE elel == 8| ¢|el2| *lvlwad]

G5 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Posz #: 209

EIf Date: Il]4."3l].r"2l]l]ﬁ ﬂ Employee 1D: (U1} Status: IFi“Ed ""I —
First Name: [SALLY Middle: [JESSE Last Name: [RAPHAEL
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:l432XﬁA j Bdgt Analyst |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ I

[T SpeedType: IBUD j Budget & Planning Salargl: | 32,000 FTEL| 1000
Account: |5221nu ﬂ < alaries - Staff Salary2:| 32,000 FTEZ| 1.000
Onginal: 0 Ong.FTE:

Cumulative: 16.000 Cum.FTE: 0500 Requested: I Req FTE: I
Dccunence: 16.000 Occwr FTE: 0500 Earmings: I Eamn FTE:I

Comment: | j
=

| [F750a |G5U Budget |Update/Display
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To reflect how much the person earned n that position, enter the amount earned in the
old position in the Earnings and Earn FTE fields. The Earnings field affects only the
Occurrence and Occur. FTE amounts. Then type a comment denoting the action in the
Comment field.

Go to the Proposed tab to verify that all information except the effective date 1s deleted. If
there 1s any information there, please delete it.

Click the Save icon.

Georgia State University - Budget - G5U Budget System

ﬂKEdit ‘Miew G0 Favorites Interfaces Budget AP Rpts PORpks GLRpks SARpks GC Rpks  Help

8)el@x| ‘Bl ew oo = @el2] #lelale]

G5 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Posz #: 209

EIf Date: Il]4."3l].r"2l]l]ﬁ ﬂ Employee 1D: Il]l]l]l]l]1 Status: IFi“Ed ""I
First Name: [SALLY Middle: [JESSE Last Name: [RAPHAEL
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:l432XﬁA j Bdgt Analyst |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ I

[T SpeedType: IBUD j Budget & Planning Salargl: | 32,000 FTEL| 1000
Account: |5221nu ﬂ < alaries - Staff Salary2:| 32,000 FTEZ| 1.000
Onginal: 0 Ong.FTE:

Cumulative: 16.000 Cum.FTE: 0500 Requested: I Req FTE: I
Occurnence: 16.000 OccurFTE: 0500 Eamings: I 10,667 Eamn FTE:I 0.330

Comment: IH3I.'IH.'IB-DJ; new position eff 5105 at $45,000 Bdgt Analyst Il [same pos #] j
-

I

| [F750a |G5U Budget |Update/Display
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Next, we must setup the new position. Place the cursor in the Eff Date field. Click Insert
Row. Change the effective date in the Eff Date field. For our example the effective date 1s
5/1/06 since the new title begins on this date. The status field remains the same since we
only use the “Terminated” status when we are ending a non-general budget or
discontinuing a budget position. Be sure to setup the new salaries in the Salary fields.

Be sure to update the title code n the Title field.
To setup the budget for the new title, enter the budget amount in the Requested field and

the budget FTE in the Req FTE field. Then type a comment denoting the action in the
Comment Field.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

ele@x alael e =l alg ofelo] *[v|wale]

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Poz #: 209

Eff Date: Il]5."l]1 12006 ﬂ Employee ID: Il]l]l]l]l]1 Status: IFi“Ed "I
First Name: [SALLY Middle:[JESSE Last Name: [RAPHAEL
Bus Unit: IFBI]I]I] ﬂ Budget / Spectum Services Tille:|432X.AE j Bdat Analyst ||

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ I

[T SpeedType: IBUD j Budget & Planning Salargl: | 45000 FTEL:| 1000
Account: |5221nu ﬂ < alaries - Staff Salary2:| 45,000 FTEZ| 1.000
Onginal: 0 Ong.FTE:

Cumulative: 16.000 Cum.FTE: 0.500 Requested: I 2167  ReqFTE: I
Dccunence: 5333 Ocowr FTE: 0170 Eammings: I Eamn FTE:I

Comment: IH3I.'IH.'IB-DJ; new position eff 5H/0E at $45,000 Bdgt Analyst I j
-

I

| [F750a |G5U Budget |Update/Display
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Click on the Proposed tab. Delete everything except the effective date.

Georgia State University - Budget - GSU Budget System

File Edit “iew Go Favorites Interfaces Budoget AP Rpks PO Rpts GLRpks SARpks GC Rpks  Help

Ble|@x| BlaE| ele o= g8 elelo] *|elvae ]
Propose

G511 Burlge HR Data |

Budget PM Dept ID: 612200000 Budget & Planning Orig Budg Fos #: 209
EH Date: IDE."IN £2006 ﬂ Employee 1D: Il]l]l]l]l]1 Status: IFi“Ed 'I =
First Name: ISALLY Middle: IJESSE Last Hame: IHAPHAEL

Bus Unit: IFBI]I]I] ﬂ Budget / Spectum Services Tille:|432XAl: ﬂ Bdgt Analyst 1
Fund: [10 lIDept:IB122ﬂl]l]ﬂﬂ ll Program: [1620 ll Class: [11000 ll Project: ll [

[T SpeedTape: IBUD ;l Budgst & Plarning SalargI: | 45000 FTEI:| 1000
Account: |5221nn ll S alaries - Ctaff Salarg 2:| 45000 FTEZ| 1.000
Original: 0 Orig.FTE:

Cumulative: 16,000 Cum.FTE: 0.500 Requested: I 2167 ReqFTE: I
Occunence: 5.333 DOccurFTE: 0.170 Earnings: I Eamn FTE:I

Comment: I-H3l]ll]8-l:l.l; new position eff 5/MM06 at $45,000 Bdgt Analyst I j
i -

[

[ [F7sca G50 Budget |Update/Display 2

Georgia State University - Budget - GSU Budget System !E
File Edit Wiew Go Faworites Interfaces Budget AP Rpts PO Rpts GLRpts 5S4 Rpks  GC Rpks  Help

gle(®x| ‘alaal sle 3= =] 2cl2] *[v]eale]

GSU Budget Proposed | HR Data |

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Pos #: 209

Eff Date: #|  Employee ID: 000001 Status: [Filed A -

First Name: SALLY Middle: JESSE Last Name: BAPHAEL

Bus Unit: FBODO Budget / Spectrum Services Title: 43Z£AC Edagt Analyszt (1

Fund: 10 Dept:  E12200000 Program: 1620 Class: 11000 Project: ;I
SpeedType: EBUD Budget & Planning Salary 1: 45000 FTEl:: 1000
Account: 522100 S alaries - Staff Salary 2: 45000 FTEZ: 1000

MkEqAdi:[ Promoamt: [ Date [ ¢ MOTSAInd[™

Proposzed 1: I— Prop FTE 1: I— Raise: I— Raize X:I—

Propozed 2: I— Prop FTE 2: I— Proposzed:

Enmment_ I j

Propozed: - ;I

[ [F7s0a |Proposed |Update/Display s
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Click the Save icon.

Georgia State University - Budget - GSU Budget System

/EHE\@:IH: ‘Miew Go Favorites  Interfaces Budget AP Rpts PORpks GLRpks SARpks GC Rpks  Help

8ll@x| ‘Blas ew = g5 2el2] #lelale]

Budaget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Poz #: 209

Eff Date: l]5."l]1.r"2l]l]ﬁ ﬂ Employee ID: Il]l]l]l]l]1 Status: IFi“Ed "I
First Name: [SALLY Middle:[JESSE Last Name: [RAPHAEL

Bus Unit: IFBI]I]I] ﬂ Budget / Spectrum Service Tille:|432X.AE j Bm

Fund: [10 ﬂ Dept: [612200000 ﬂ Program: [1620 +| Class: | 11000 4| Project: ﬂ Al
|_ SpeedType: IBUD j Budget & Planning 45000 FTEI: \
Account: |5zz1nu ﬂ < alaries - Staff alary 2:| 45,000 FTEZ| 1000 >
Driginak: 0 Orig FTE: -1
Cumulative: 18167 Cum.FTE: 0.500(C Requested: I 2167  ReqFTE: )
5 | —
Dccunence: 7500 Occwr FTE: 0170 Eammings: | CamrIE: |
Comment: IH3I.'IH.'IB-DJ; new position eff 5MME at $45,000 Bdgt Analyst 1l j _I
-

| [F750a |G5U Budget |Update/Display

Note: The Cumulative amount and FT'E 1s the amount used by the position for the fiscal
year. The Cumulative FT'E should never be greater than one nor less than zero. In our
example the Cumulative amount and FTE 1s for the period July 1, 2005 through June 30,
2006. The Cumulative amount and FTE includes the Occurrence amount and FTE. The
Occurrence amount and FTE is the amount currently available in the position that can be
transferred to another position if necessary. In our example the Occurrence amount and
FTE is for the period May 1 through June 30, 2006.
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Changing Farnings Distribution - Multiple Sources to One Source

Path: Budget >> GSU Budget System >> GSU Budget >> Update/Display

Update/Display -- GSU Budget System

Budget Period: I Ok

Department 1D: I ﬂ Cancel |
Onginal Budget Position Hbr_: I Search |
Lretail |

Employee 1D: I
Employee Last Hame: I Use Query |
Budget Period Dept [0 Crig Budg Pos # Empl 1D Mew Query |
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When the Update/Display screen pops up you have the choice of typing in any one of the
following fields: Budget Period, Department ID, Original Budget Position Number,
Employee ID, or Employee Last Name.

Click Search.

Once you find the record you are looking for double click on the name or press OK when
the name 1s highlighted mn blue.

Update/Display -- GSU Budget System

Budget Period: I Ok

| ok |
Department 1D: |E1 22 ﬂ Cancel |
Original Budget Pozition Mbr_: IW Search |
Lretail |

Employee ID: I
Employee Last Hame: I wl
Budget Period |Dept 1D | Orig Budg Pos # |Empl ID M
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A screen will pop up for the existing position.

For our example this 1s a picture of the person’s current budget. She has multiple earning
sources so 1f you use the mnner scroll you can view her earnings detail. The outer scroll 1s
used to view position history.

The top record shows general fund distribution details.

Georgia State University - Budget - GSU Budget System !E
File Edit “iew Go Favorites Interfaces Budget AP Rpts PO Rpks GL Rpks  SA Rpts  GC Rpks  Help

Bl&@x EpEE se == als=] @lel=] *le]ele ]

55U Budget IProposed I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Flanning Orig Budg Pos #: 004

Eff Date: [07/0172005 ﬂ Employee ID: [963258 Status: IFi“ed "I [
First Mame: ILElA Middle:IUHEANﬁ Last Mame: ISULU
Bus Unit: IFBUUU ﬂ Budget / Spectrurm Services Tille:IBBBHﬁE ﬂ Ermerituz, Professar

Fund: [ lll:lept:|6122lll]l]l]l] ll Program: [1620 ll Class: [11000 ll Froject: *

[T SpeedTupe: IBUD ll Eudget & Planning Salarg1: | 50000 FTEL| 037
Account: |5mun ll S alaries - Regular Faculby Salarg 2:| 51000 FTE2| 037
Onginal: 0 Ong.FTE:

Cumulative: 50,500 Cum FTE: 0.375 Hequested:l 50.500 Req FTE:I 03750
Occurrence: 50,500 Occur.FTE: 0.375% Earnings: I Earn FTE:I

Comment: I?H—DJ: Leia Solo new hire eff 711105

=

es

[ [F7s0a |Z51 Budget |add S

The bottom record shows sponsored distribution details.

Georgia State University - Budget - GSU Budget System !EI
File Edit WYiew Go Favorites Interfaces Budget AP Rpts PO Rpks GLRpks SARpks GC Rpeks  Help

g @ x| aaE 2ol o= a8 @lel=] *lvlale ||

G511 Budget: IProposed | HR Data |

Budget Period: 2006 Dept ID: 612200000 Budget & Planning Orig Budg Pos #: 004

Eff Date: |u?m1 F2005 ﬂ Employee ID: |963253 Status: |Fi“'=d vI =l
First Name: [LEIA Middle: [ORGANA Last Name: [SOLD
Bus Unit: IFBI]I]I] ﬂ Budget / Spectrum Services Tille:IBBBHAE ﬂ Emerituz, Professor

Fund: [T lll:lept:ll-!l]l]lll]l]l]l] ll Program: [1210 ll Class: [64000 ;l Project:[FLCE7 | #

[~ SpeedType: IFLCE? al Bullying Interventian Salarg1: | 50000 FTEL:| 0.37
Account: |5muu &| Salaries - Fegular Faculty Salarg 2:| 51000 FTE2:| 0.37%
Orniginal: 0 DOngFTE:

Cumulative: 50,500 Cum FTE: 0375 Flequested:l 50.500 Req FTE:I 0.375
Occurnrence: 50500 Occur.FTE: 0.375% Earmings: I Eamn FTE:I [

Comment: I?H-DJ; Leia Solo new hire eff 7105
- |
-

[Fzsoa 551 Budget |add o
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Place the cursor 1n the Eff Date field. Click Insert Row.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget Aﬂpts PO Rpks GLRpts SARpks GCRpks Help

al&@x| aaE| sle =gl 2lel=] e lwe]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 004

- -
<:.EMate: |I]?.|”]1 "ZDI]EE)J Employee |1D: IHE3253 Ctatus: IFI“Ed TI _I
First Mame: ILEIA Hiddh:lﬂﬂﬁﬁ"ﬁ Last Name: ISIJLI]
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Title: [999HAE j Emerituz, Professor

Fund:[20 ﬂ Dept: [140000000 ﬂ Program: [1210 ﬂ Class:[64000 ﬂ Project:[FLCE7 ﬂ [

[T SpeedType: IFLEE? ﬂ Bullying Intervention Salary: | 50,000 FTE®:| 0375
Account: |5muu ﬂ 5 alaries - Fegular Faculty Salarg2:| 51000 FTEZ| 0375
Onginal: 0 Ong.FTE:

Cumulative: 50500 Cum. FTE: 0.375 Hequested:l 50,500 Req FTE:I 0.375
Occurrence: 50,500 Occur.FTE: 0375 Earnings: I Earn FTE:I

Comment: I'HI-D.I; Leia Solo new hire eff 7105 j
-

| [F750 |&50 Budget |add 5
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Change the effective date i the Eff Date field. For our example the employee 1s going to
be 100% general effective 1/1/06.

Using the mner scroll first we will adjust the general line. For our example, to correct the
budget for the general line we need to increase it by $25,250 with a .187 FTE. Enter the
amount in the Requested field that needs to be added to or taken away from the
Occurrence amount. The goal 1s for the Occurrence amount to equal what should be
budgeted for that position for the entire fiscal year. Be sure to adjust the Req FI'E
accordingly. Then type a comment denoting the action in the Comment field.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

Ble@(x| alwE elel =l a8l @lel] *lv|wad]

G5 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Foz #: 004

EIf Date: Il]1 0172006 ﬂ Employee 1D: |953253 Status: IFi“Ed ""I —
First Name: ILElA Hiddle:IUHEANﬁ Last Name: ISULU
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:lﬁﬂﬂH.ﬁE j Emerituz, Professar

Fund: [10 ﬂﬂept:|3122ﬂﬂﬂﬂﬂ ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project:] +f=

[T SpeedType: IBUD j Budget & Planning Salargl: | 50,000 FTEI:| n.3'.-'5,
Account: |511mu ﬂ 5 alaries - Fegular Faculty Salarg2:| 51000 FTEZ| 0.37
Onginal: 0 Ong.FTE:

Cumulative: 50500 Cum.FTE: 0.375 Hequested:l 25,250 Req FTE:I 0.187]
Dccunence: 0500 Occwr FTE: 0375 Earmings: I Eamn FTE:I -

(W L (-0 1005 general eff 1H1D5

| [F750a |G5U Budget |add o
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Next, using the inner scroll we will adjust the sponsored line. For our example, to correct
the budget for the sponsored line we need to show an earnings amount of $25,250 with a
.188 FTE. Enter the amount in the Earnings and Farn FTE fields.

Since we are discontinuing a sponsored (fund code 20) budget we will also reduce the
Occurrence to zero since funds are normally returned to the project. Use the requested

fields to make the adjustment.

Then type a comment denoting the action in the Comment field.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

Ble@(x| alwE elel =l a8l @lel] *lv|wad]

G5 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Foz #: 004

EIf Date: Il]1 0172006 ﬂ Employee 1D: |953253 Status: IFi“Ed ""I —
First Name: ILElA Hiddle:IUHEANﬁ Last Name: ISULU
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:lﬁﬂﬂH.ﬁE j Emerituz, Professar

Fund: [20 ﬂDept:l“ﬂﬂﬂﬂﬂﬂﬂ ﬂ Program: [1210 ﬂ Class: [64000 ﬂ Project:[FLCE7 _lr‘ I
r SpeedTgpe:IFLCE? j Bullying Irtervention Salargl: | 50,000 FTEI:| n_3'.-'5' )7

Account: |511mu ﬂsab[ies.ﬁegma[ Faculty Salarg2:| 51000 FTEZ| 0.37
Onginal: 0 Ong.FTE:

Cumulative: 50500 Cum.FTE: 0.375 Hequested:l -25.250 Req FTE:I 187

Occurnence: 50500 OccurFTE: 0375 Eamings: I 25.250 Eam FTE:| 0.188

Comment: IHI-DJ: 100 general eff HIIDE

- &
\/J

| [F750a |G5U Budget ladd ¥

Note: Be sure to go to the Proposed tab to verify that all Original Budget information has
been deleted. The only thing that should be on this screen for the new row is the effective
date.
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Click the Save icon.

Using the inner scroll you can view how entering the Earnings and Earn FTE amounts
affected the Occurrence and Ocurr. FTE amounts for both the sponsored and general
lines.

Also notice how using the Requested fields to reduce the Occurrence to zero leave only the
earned amount in the Cumulative fields.

Georgia State University - Budget - G5U Budget System

Ble@x| B0 ee =E| gE @el=2] #lelale]

Ll Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Foz #: 004

EIf Date: |]1 /01/2006 ﬂ Employee 1D: |953253 Status: IFi“Ed ""I
First Name: ILElA Hiddle:IUHEANﬁ Last Name: ISULU
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:lﬁﬂﬂH.ﬁE j Emerituz, Professar

Fund: [20 ﬂDept:l“ﬂﬂﬂﬂﬂﬂﬂ ﬂ Program: [1210 ﬂ Class: [64000 ﬂ Project:[FLCE7 _+f

r SpeedTgpe:IFLCE? j Bullying Irtervention Salargl: | 50,000 FTEI:| n_3?1
Account: |511mu ﬂsab[ies.ﬁegma[ Faculty Salarg2:| 51000 FTEZ| 0.37

Onginal: 0 Ong.FTE:

Cumulative: 25.250 Cum.FTE: 0188 Hequested:l -25.250 Req FTE:I -0.187)
Occurnence: 0 OccurFTE: E arnings: I 25.250 Eam FTE:I 0.188

Comment: IHI-DJ: 100 general eff HIIDE

_—

| [F750a |G5U Budget |add o
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Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help
ole|@x| a0 sl o= 88| @lelo] +lv|we |

5510 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 004

Eff Date: |u1m1fzuuﬁ j Employee 1D: |953253 Status: |Fi“t‘-d vI —

First Name: ILEU\ Hiddle:IUHEﬁNﬁ Last Hame: ISULU
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:lﬁﬂﬂHﬁE ﬂ Emerituz, Professor

Fung: [T ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ =

[T SpeedType: IBUD ﬂ Budget & Planning Salary:: | 50,000 FTE®:| 0375
Account: |5muu ﬂ 5 alaries - Fegular Faculty Salarg2:| 51000 FTEZ| 0375 i
Onginal: 0 Ong.FTE:

Cumulative: 75750 CumFTE: 0.562 Hequested:l 25.250 Req FTE:I 0187
Occurrence: 5,750 Occur.FTE: 0562 Earnings: I Earn FTE:I

Comment: IIH-DJ: 100z general eff 1HID6

| [F750 |&50 Budget |add 5
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Changing Farnings Distribution - One Source to Multiple Sources
Fund Code 10 Split

Path: Budget >> GSU Budget System >> GSU Budget >> Update/Display All

Update/Display All -- GSU Budget System

Budget Period: || Ok

Department 1D I ﬂ Cancel |
Original Budget Pozition Mbr_: I— Search |
Lretail |

Employee ID: I
Employee Last Hame: I Use uery |
Budget Period Dept 1D Crig Budg Pos # Empl 1D Mews Query |
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When this screen pops up you have the choice of typing in any of the following fields:
Budget Period, Department ID, Original Budget Position Number, Employee ID, and/or
Employee Last Name.

Click Search.

Once you find the record you are looking for, double click on the record or press OK
when the record is highlighted in blue.

Update/Display All -- GSU Budget System

Budget Period: IEI]I]E Ok

_ x|
Department ID: [612200000 + Cancel |
Original Budget Position Mbr_: IW
Lretail |

Employee ID: I
Employee Last Hame: I Use uery |
Budget Period |Dept 1D | Orig Budg Pos # |Empl 1D Mew Clueny |
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A screen will pop up for the existing position.

For our example this 1s a picture of the person’s current budget. He has only one earning
source.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes [nterfaces Budget AP Rpts PO Rpts GLRpks SARpts  GC Rpks

Help
gl@@x| alaE elel el a8l ool #lelwae]
G5 Budget IF‘ru:upu:used I HR. Data I
Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Poz #: 210

Eff Date: l]?fl]1.r"2l]l] ﬂ Employee ID: IHHBB?? Status: IFi“Ed "I LI

First Name: IﬂBl Middle: IWﬁN Last Name: IKENUBl
Bus Unit: IFBI]I]I] ﬂ Budget / Spectum Services Tille:|193XﬁA j [iir, Bdat & Plannirig

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ Al

[T SpeedType: IBUD j Budget & Planning Salary - | 50,000 FTEL:| 1000
Account: |5zz1nu ﬂ < alaries - Staff Salary2:| 52,500 FTEZ| 1.000
Onginal: 0 Ong.FTE:

Cumulative: 51.250 Cum.FTE: 1.000 Hequested:l 51.250 Req FTE:I 1.000
Dccunence: 51250 Occwr FTE: 1.000 Earmings: I Eamn FTE:I

Comment: I'H3-DJ: Obi Wan Kenobi new hire eff 715 j j
-
-

| [F750a |G5U Budget |add o
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Place the cursor 1n the Eff Date field. Click Insert Row.

Georgia State University - Budget - GSU Budget System !Iﬂ

File Edit Miew Go Favorites Interfaces  Budget Wts PO Rpts GLRpks SARpks GCRpks  Help

ale|@x| alaE| sl ==/\gs| @lcl2] +lv|we |

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #i:

210

Eff Date: nmuznn j Employee 1D: |9933?? Status: |Fi“t‘-d vI [

First Hame: IUBl Middle: IWﬁN Last Name: IKENUBl
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|19m j Dir, Bdgt & Flanning

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 50,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 52,500 FTEZ| 1.000
Onginal: 0 Ong.FTE:

Cumulative: 51.250 Cum.FTE: 1.000 Hequested:l 51.250 Req FTE:I 1.000
Occurrence: 51,250 Occur.FTE: 1.000 Earnings: I Earn FTE:I

Comment: I'H3-D.l; 0Obi Wan Kenobi new hire eff 71105

| [F750 |&50 Budget |add

A
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Change the effective date in the Eff Date field. For our example the person will become
split 50/50 between Spectrum and Budget & Planning, two fund code 10 budgets, effective
February 1, 2006.

Although this position will be split between two fund code 10 departments, there is no
need to adjust the salary fields unless this person 1s a new hire or this change 1s taking effect
July 1.

To adjust the position in the department that will go from 1009% to 509, decrease the
Occurrence amount to reflect the new budget amount. That means you must place the
negative amount in the Requested and Req FTE fields.

For our example, this position will earn $40,312 and .79 FTE for the fiscal year.
Therefore, we need to reduce the Occurrence amount by $10,938 and .21 FTE.

Then type a comment denoting the action in the Comment field.

Georgia State University - Budget - G5U Budget System !E
File Edit ‘iew Go Favoribes Interfaces EBudget AP Rpts PO Rpks  GL Rpks SARpts  GC Rpks Help

gl@@(x| alaEl elel ==l sl @] *lvlwale]

5L Budget |F‘rn|:nnsed | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Poz #: 210

Eff D ate: Il]z.fl]'l £2006 ﬂ Employee 1D: IHHBB?? Status: IFi“ed -I —
First Name: IUBl Middle: IWﬁN Last Name: IKENUBl
Bus Unit: IFB oon ﬂ Budget / Spectum Services Title: |1 D3HAh ﬂ Lrir, Bdgt & Planning

Fund: |1u_ﬂ Dept: Wﬂ Program: Wﬂ Class: Wﬂ Pluiect:l—ﬂ I
I speedTope: [BUD #| Budget & Planning Salarg®: [ 50,000 FTEL[ 1000
Account: Wﬂ C alaries - Staff Salary2:| 52,500 FTEZ| 1.000 e
Original: 0 Orig.FTE:

Cumulative: 51.250 Cum.FTE: 1.000 Hequested:l -10.938  Req FTE:I -0.210
Dccurrence: 51.250 Occwr.FTE: 1.000 Earmings: I Earn FTE:I

Comment: IZ!'IH.'IB—DJ: split 502 BUD and 5022 SPEC eff 21106 j
-

| [F7sqa |GsU Budget |add 7
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Click the save icon.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

Elel@x| ool sle == =] @c=] *lvlvee ]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 210

Eff Date: nzmuznn j Employee 1D: |9933?? Status: IFi“ﬁ"j vI i—

First Hame: IUBl Middle: IWﬁN Last Name: IKENUBl
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|19m j Dir, Bdgt & Flanning

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 50,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 52,500 FTEZ| 1.000 i
Onginal: 0 Ong.FTE:

Cumulative: 40312 Cum FTE: 0.790 Requested: I -10.938 Req FTE:I -0.210
Occurrence: 40,312 Occuwr.FTE: 0.790 Earnings: I Earn FTE:I

Comment: |211#06-DJ; split 503 BUD and 503 SPEC eff 21106 j
-

| [F750 |&50 Budget |add 5
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Next click the red “X” to cancel the record you were working on.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

Ble|€x) 2l e| slel == B @lc=2] *lvlsal ]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 210

Eff Date: nzmuznn j Employee 1D: |9933?? Status: IFi“ﬁ"j vI i—

First Hame: IUBl Middle: IWﬁN Last Name: IKENUBl
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|19m j Dir, Bdgt & Flanning

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 50,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 52,500 FTEZ| 1.000 i
Onginal: 0 Ong.FTE:

Cumulative: 40312 Cum FTE: 0.790 Requested: I -10.938 Req FTE:I -0.210
Occurrence: 40,312 Occuwr.FTE: 0.790 Earnings: I Earn FTE:I

Comment: |211#06-DJ; split 503 BUD and 503 SPEC eff 21106 j
-

| [F750 |&50 Budget |add 5
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Since we are changing Obi Wan Kenobr’s earnings distribution from 100% BUD, fund
code 10 to 509% BUD/SPEC, fund code 10, we need to set up a position in the Spectrum
department. In our example we will set up a new position in the Spectrum department.

Click on the green “+” to add a new position.

Georgia State University !E

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

Bl&(#x| alaE Ee == S el lwe ]|

I F750A I 4
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Once this screen pops up, enter the budget period, department ID, and the next available
position number in the Original Budget Position Number field and then click OK.

Add -- G5U Budget System

X]
Budget Period: ||

Department 1D: I ﬂ Cancel

Onginal Budget Position Hbr_: I

Add -- G5U Budget System

Budget Penod: IEI]I]E 0.

Department 1D: |E1 2250000 j Cancel

dil.

Original Budget Position Mbr_: |2l15|

67 June 2005



GSU Budget System Documentation

A new screen will pop up with blank fields.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

al&®x| aaE| sle == g8 22| e lwe]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612250000 Spectrum System Orig Budg Pos #: 2056

EfF D ate: I j Employee ID: I Status: I "I ;I
First Name:l Hiddle:l Last Name:l
Buz Unit: I ﬂ TilIe:I j

Fund:[ ﬂ Dept:[ ﬂ Program: [ ﬂ Class:[ ﬂ Project:[ ﬂ [

[~ Speedtype:[ ﬂ Salary t: | FTEL |

Account: [ ﬂ Salary 2: | FTEZ|
Onginal: 0 Ong.FTE:

Cumulabive: 0 Cum.FTE: Requested: I Req FTE: I
Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: | j j

| [F750 |&50 Budget |add 5
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Enter the employee ID in the Employee ID field.

Select Filled in the Status field.

Enter the employee’s name in the name fields.

Enter the appropriate business unit in the Bus Unit field. For our example the business

unit 1s FB0O0O.

Enter the employee’s title in the Title field.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

Ble@(x| alwE elel =l a8l @lel] *lv|wad]

G5 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612250000 Spectrum System Ong Budg Poz #: 2056

EIf Date: IUZ."U'I 12006 ﬂ Employee 1D: IHQEE?? Status: IFi“Ed ""I
First Name: IﬂBl Middle: IWﬁN Last Name: IKENUBl
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:|19m j Liir, Bdgt & Planning

Fund:l ﬂDept: I ﬂ Program: I ﬂ Elass:l ﬂ Pmiect:l ﬂ
[ SpeedType: I j Salary 1 I FTEI:I
Account: I ﬂ Salary 2: I FTEZ:I

Onginal: 0 Ong.FTE:

Cumulative: 0 Cum.FTE: Requested: I Req FTE: I
Dccunence: 0 OccurFTE: E arnings: I Eamn FTE:I

Comment: |

| [F750a |G5U Budget |add

A
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Enter the charthield information for the new funding source by either using the Speedtype
field or by typing in the fund, department, program, and class. Since this 1s a fund code 10
budget the Project field 1s not applicable. Also be sure to enter the account code in the
Account field.

When you do a fund code 10 split, it 1s not necessary to enter information in the salary
fields of the new department’s position unless the change took effect July 1 or you are
setting up the budget for a new employee.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

ele@x alaE gle =De| als @felo] *lv|wale]

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612250000 Spectrum System Orig Budg Poz #: 2056

Eff Date: IUZ."I]1 12006 ﬂ Employee ID: IHHBB?? Status: IFi“Ed "I —I
First Name: IﬂBl Middle: IWﬁN Last Name: IKENUBl
Bus Unit: IFB oon ﬂ Budget / Spectum Services Title: |1 9F<AA j [iir, Bdat & Plannirig

Fund: [10 ﬂDept:lBl225l]l]l]l] ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project: ﬂ Al
[T SpeedType: |5PE|:: j Spectrum System Salary T- | FTEL |
Account: |5zz1nu ﬂ < alaries - Staff Salary 2: | FTEZ

Onginal: 0 Ong.FTE:

Cumulative: 0 Cum.FTE: Requested: I Req FTE: I
Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: | j j

| [F750a |G5U Budget |add o

70 June 2005



GSU Budget System Documentation

To set up the budget for the new position, enter the budget amount in the Requested field
and the budget FTE in the Req FTE field.

In our example, the employee will earn $10,937 and .22 FTE.

Be sure to type a comment denoting the action in the comment field.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

Ble@(x| alwE elel =l a8l @lel] *lv|wad]

G5 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612250000 Spectrum System Ong Budg Poz #: 2056

EIf Date: IUZ."U'I 12006 ﬂ Employee 1D: IHQEE?? Status: IFi“Ed ""I —I
First Name: IﬂBl Middle: IWﬁN Last Name: IKENUBl
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:|19m j Liir, Bdgt & Planning

Fund: [10 ﬂﬂept:|31225l]l]l]l] ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project:] ﬂ I
[T SpeedType: |5PE|:: j Spectium System Salary 1: | FTE!: |
Account: |5221nu ﬂ < alaries - Staff Salary 2: | FTEZ|

Onginal: 0 Ong.FTE:

Cumulative: 0 Cum.FTE: Requested: I 10,938 ReqFTE: I 0210
Dccunence: 0 OccurFTE: E arnings: I Eamn FTE:I

Comment: ; split 503 BUD and 503 SPEC eff 211108 j j
-
-

| [F750a |G5U Budget |add o
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If you notice, there are three tabs listed that represent three panels: GSU Budget,
Proposed, and HR Data. Since we are adding a new position you will need to use the HR
Data panel.

Go to the HR Data panel by clicking on the HR Data tab.

Georgia State University - Budget - GSU Budget System !E
File Edit Wiew i&Go Faworites Interfaces Budget AP Rpks PO Rpbks GLRpks  SARpks  GC Rpks  Help

T gle 3= 98| 2[cl| *|v|wele]]

&5U Budget I Proposed

Budget Period: 2006 Dept ID: 612250000 Spectrum Syztem Orig Budg Fos #f: 205

Eff Date: [02/01/2006 ¢|  Employee ID: [998877 Status: [Filled - 2
First Name: IUBl Middle: I"-'-"'-ﬁN Last Hame: IKENUBl
Bus Unit: IFB 11111] j Budget / Spectrum Services Title: |1 DIAN j Diir, Bdgt & Planning

Fund: Ill]—ll Dept: IW:I Program: IW:I Class: IW:I Pluiect:l—ll ;I

[~ SpeedTupe: ISPEC ll Spectrum System Salary I | FTEL |
Account: |5zzmu ll S alaries - Staff Salary 2: | FTEZ:|
Orniginalk: 0 OngFTE:

Cumulative: 0 Cum.FTE: Requested: I 10,938 ReqFTE: I 0.210
Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

(DT TR (7 /1-0).J; split 505 BUD and 50% SPEC eff 2I1/08 El :I
[ [F7s0a |E50 Budget |add v
Georgia State University - Budget - GSU Budget System !E

File Edit Wiew iGo  Fawaorites  Interfaces Budget AP Rpks PO Rpes  GLRpks 34 Rpks  GC Rpks Help

al@ @ x| alaE| slel 2| g8 @lelo] *lelale ]

551 Budget I Proposed  HR Data |

Budget Penod: 2006 Dept 1D: 612250000 Spectrum System Ong Budg Fos #: 205
EIF Date: 02/01/2006 Degree: || Eunt[act:l vl HR Position #: I _I
First Name: O0OBI Middle: WAN Last Hame: KENOEBI
55N: I Empl. D ate: I ﬂ TerminationD ate: I ﬂ
=
Fund: 10 Dept: E12250000 Program: 1820 Class: 1000 Froject:
SpeedType: SPEC Spectrum System
Account: 522100 S alanes - Staff

Act Amt: I Act FTE:I

[ [F7scs HR. Data [Add "
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Enter the type of degree received (if applicable) in the Degree field.

The contract field has four options: Academic, Prof/Staff, Temporary, and YearAcad.
Since Obi1 Wan Kenobi 1s a GSU staft member we will select Prof/Staff for our example.

You must also fill in the HR position # and the employment date.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

Bl@@(x| aluE elel =l a8l @lel] *lv|wald]

G5 Budget I Praposed HR Data |

Budget Penod: 2006 Dept ID: 612250000 Spectrum System Ong Budg Poz #: 2056

Eff Date:  02/01/2006 Degree:[MBA Contract: [Prof/Staff ] HR Position # [002911 [
First Name: OBl Middle: WAHN Last Name: KENOBI

ssv: [ Empl. Date: [07/01/2005 ¢| TeminationDate: |  #|
Fund: 10 Dept:  E1Z2ZE0000 Program: 1820 Class: 11000 Froject: ﬂ

SpeedType: SFEC Spectm System

Account: 522100 Salaries - Staff

Act Amt: I Act FTE:I

| [F750a |HR. Data |add o
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Return to the GSU Budget panel by clicking on the GSU Budget tab.

Georgia State University - Budget - GSU Budget System !E
Eile Edit Wiew G&o Favorites Interfaces Budoget AP Rpts PO Rpts GLRpks 5S4 Rpks GC Rpks  Help

gle(#x| alaa| el == 8] @[el2] *lvlval ]
@dg}bﬂroposed HR. Datal
S———

Budget Penod: 2006 Dept ID: 612250000 Spectrum System Ong Budg Fos #: 205

Eff D ate: 02/01/2006 Deglee:IHBA Contract: IPruf.fStaff vl HR Position #i: IUUZQTI ;I

First Hame: OBI Middle: WAN Last Hame: KEMWOBI

SSN: I Empl. Date: II]?J'I]1 F2005 +| TerminationDate: || ﬂ

S
Fund: 10 Dept: E12250000 Program: 1620 Class: 11000 Project: —I

SpeedType: SPEC Spectum System

Account: 522100 S alaries - Staff

Act Amt: I Act FTE:I

[ [F7s0a |HR Data |add 4

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

ele@x alaE gle =De| als @felo] *lv|wale]

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612250000 Spectrum System Orig Budg Poz #: 2056

Eff Date: l]Z."I]1 J2006 ﬂ Employee ID: IHHBB?? Status: IFi“Ed "I —I
First Name: IﬂBl Middle: IWﬁN Last Name: IKENUBl
Bus Unit: IFB oon ﬂ Budget / Spectum Services Title: |1 9F<AA j [iir, Bdat & Plannirig

Fund: [10 ﬂDept:lBl225l]l]l]l] ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project: ﬂ Al
[T SpeedType: |5PE|:: j Spectrum System Salary T- | FTEL |
Account: |5221nu ﬂ < alaries - Staff Salary 2: | FTEZ|

Onginal: 0 Ong.FTE:
Cumulative: 0 Cum.FTE: Requested: I 10,938 BReqFTE: I 0.210
Dccunence: 0 OccurFTE: E arnings: I Eamn FTE:I

Comment: |211-DJ; split 503 BUD and 507 SPEC eff 211106 j j
-
-

| [F750a |G5U Budget |add o
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Click the Save icon.

Georgia State University - Budget - GSU Budget System !Iﬂ

,Eib\gdit Vigw Go Favorites  Interfaces Budget AP Fpts PORpts GLRpks SA Rpks GCRpks  Help

(Glel@x| 200 slel == g @lel=] *lv|wl]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612250000 Spectrum System Orig Budg Pos #i:

205

Eff Date: uzmuznuﬁ j Employee 1D: |9933?? Status: |Fi“t‘-d vI [

First Hame: IUBl Middle: IWﬁN Last Name: IKENUBl
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|19m j Dir, Bdgt & Flanning

Fund:[10° ﬂ Dept: [612250000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: ISPEC ﬂ Spectium System Salary ©- | FTEL |

Account: |5zz1nu ﬂ S alaries - Staff Salary 2: | FTEZ|

Onginal: 0 Ong.FTE:

Cumulative: 10938 CumFTE: 0.210 Requested: I 10,938 ReqFTE: I 0.210
Occurrence: 10,938 Occuwr.FTE: 0210 Earnings: I Earn FTE:I

Comment: |21-DJ; split 505 BUD and 50 SPEC eff 2/1/06

| [F750 |&50 Budget |add

A
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Setting up a Stipend

Path: Budget >> GSU Budget System >> GSU Budget >> Update/Display

Georgia State University

[_[=]x]
Ele Edit View Go Favorites Interfaces | Budget APRpts PORpts GLRpts SARpts GCRpts Help
] e G5 Buds kem M| GSUGudgst v EEGE]
B e e
HRData  »  Update/Display Al

»

Amended Budget Report ¥

5 Start

L
nent -Micr.,, @) 1S0PM
¢
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When this screen pops up enter the Budget Period and the Department 1D, Original
Budget Position Nbr., Employee ID, and/or Employee Last Name to search for the
existing position.

Once you find the record you are looking for double click on the name or press OK when
the name 1s highlighted mn blue.

Update/Display -- GSU Budget System

Budget Period: IEI]I]E Ok

| ok |
Department ID: [612200000 + Cancel |
Original Budget Pozition Mbr_: IEEE—" Search |
Lretail |

Employee ID: I
Employee Last Hame: I Use uery |
Budget Period Dept 1D Crig Budg Pos # Empl 1D Mews Query |
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That will bring up this screen.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SA Rpts  GC Rpts

ale@x| aaE sle == g8l 2lol2] lelvwe ]

551 Budget IF'ru:upu:used | HR Data I

Help

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 005

Eff Date: 0?30132005 j Employee ID: I Status: I"'.E"[“E'“t "I —I

First Name:l Hiddle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|2ﬂ3Bﬂﬂ j Instructar, Adjunct

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ N

[T SpeedType: IBUIII ﬂ Budget & Planning Salary:: | 65,000 FTE®:| 0.750
Account: |5muu ﬂ 5 alaries - Fegular Faculty Salarg2:| 65,000 FTEZ| 0.750
Onginal: 65.000 Ong.FTE: 0750

Cumulabive: 65,000 Cum FTE: 0750 Hequested:l Req FTE:I
Occurrence: 65,000 Occur.FTE: 0750 Earnings: I Earn FTE:I

Comment: | j j

| [F750 |&50 Budget |Update/Display
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While the cursor 1s in the Eff Date field, click Insert Row.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget Wts PO Rpks GLRpts SARpks GCRpks Help
ala(@x| alolal slel =e\gE] 2ol #lelwlg |

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing

551 Budget IF'ru:upu:used | HR Data I

Orig Budg Pos #: 005
Eff Date: ﬂ?fﬂ'l f200% j Employee ID: I Status: I"'.E"[“E'“t "I —I

First Name:l Hiddle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|2ﬂ3Bﬂﬂ j Instructar, Adjunct

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ N

[T SpeedType: IBUIII ﬂ Budget & Planning Salary:: | 65,000 FTE®:| 0.750
Account: |5muu ﬂ 5 alaries - Fegular Faculty Salarg2:| 65,000 FTEZ| 0.750
Onginal: 65.000 Ong.FTE: 0750

Cumulabive: 65,000 Cum FTE: 0750 Hequested:l Req FTE:I
Occurrence: 65,000 Occur.FTE: 0750 Earnings: I Earn FTE:I

Comment: | j j

| [F750 |&50 Budget |Update/Display
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Type mn a new effective date that corresponds to the date the stipend 1s to begin. There 1s

no need to adjust the existing budget line since stipends don’t affect the employee’s
earnings budget.

Place the cursor in the Fund field. Click Insert Row.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

gles(x| e &le EIEI@ slolo] xlelwle ]

G5 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Foz #: 005

EIf Date: IUE“ 0/2005 ﬂ Employee 1D: I Status: Il"'r‘-"'[:a"t ""I —
First Name:l Hiddle:l Last Name:l
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:|2|]3El]l] j Instructor, Adjunct

Fund:[[] ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ N

[T SpeedType: IBUD j Budget & Planning Salargl: | 65000 FTEL:| 0.750
Account: |511mu ﬂ 5 alaries - Fegular Faculty Salary2:| 65,000 FTEZ| 0.750 i
Onginal: 65,000 Ong.FTE: 0750

Cumulative: 65.000 Cum.FTE: 0750 Hequested:l Req FTE:I
Dccunence: 65,000 OccwrFTE: 0750 Earmings: I Eamn FTE:I

Comment: | j
=

| [F750a |G5U Budget |Update/Display
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Enter chartfield information for the stipend by using the Speedtype field or by typing in the
Fund, Dept, Program, Class, and Project.

Be sure to type the account code into the Account field. To setup the budget for the
stipend, enter the budget amount in the Requested field. Stipends do not have FTE so
there 1s no need to put anything in any of the FTE fields. Then type a comment denoting
the action in the Comment field.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

glel@x| olual slel == 8| @lo|o] vl |

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Poz #: 005

Eff Date: IUBH 0/2005 ﬂ Employee 1D: I Status: I"'.E"ﬂ‘:-'“t "I —
First Name:l Hiddle:l Last Name:l
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:|2|]3El]l] j Instructor, Adjunct

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ N

[T SpeedType: IBUD j Budget & Planning Salargl: | 5000 FTEL:|
Account: |5nsuzn ﬂ Administrative Stipends Salary 2: | 5000 FTEZ| i
Onginal: 0 Ong.FTE:

Cumulative: 0 Cum.FTE: Requested: I 2500 ReqFTE: I
Dccunence: 0 OccurFTE: E arnings: I Eamn FTE:I

Comment: |#11705; Fall Semester Stipend|

=

| [F750a |G5U Budget |Update/Display
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Remember: If you don’t know the account code, you can use the drop down menu arrow
or you can type i a number and hit Shft-F4 to see a list of valid accounts.

Valid Values |
SetlD:  GSUFS
Account: |5 ﬂ Cancel |
SetlD Acct Descr Type S each |
GSUFS BR7200 Ermployee Tuition Rermizsion E ;I —
|GSLUFS BEO0100 Tort Claimz E
iGS5UFS  BES020 Adminiztrabive Shpends E
G5UFS REA030 Estra Compenzation E
GE5UFS B3040 [ndustry Supplements E
GSUFS BE3050 Foundation Supplements E
GSUFS AEA0EN Ore time awards & recognition E
GSUFS BES070 b eritarious one time =alary ad E
GSUFS BE3020 Additional straight tirme E
GSUFS AE3030 Compengation for rezearch E
GSUFS BE3140 Hours without Fap E J
G5UFS REI150 Fee Bazed Employ-Deduct FICA E
GSILI F5 BEI1ED Fee Bazed Empl-Ded GA Defined E I_ILI
1 3
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Before you save, be sure to put a comment in the Comment field of the existing budget

line also.

Do that by using the inner scroll to view either earnings source.

Georgia State University - Budget - GSU Budget System
File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

glel@x| olual slel == 8| @lo|o] vl |

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Poz #: 005

Eff Date: Il]BHI].r"ZI]I]E ﬂ Employee 1D: I Status: I"'.E"ﬂ‘:-'“t "I

First Name:l Hiddle:l Last Name:l
Bus Unit: IFBI]I]I] ﬂ Budget / Spectum Services Tille:|2l]3Bl]l] j Inztructor, Adjurct

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ _&l

[T SpeedType: IBUD j Budget & Planning Salargt- | 65000 FTEL:| 075
Account: |5muu ﬂ 5 alaries - Fegular Faculty Salary2:| 65,000 FTEZ| 0.75(
Onginal: 65,000 Ornig.FTE: 0.750

Cumulative: 65.000 Cum.FTE: 0750 Hequested:l Req FTE:I
Dccunence: 65,000 OccwrFTE: 0750 Earmings: I Eamn FTE:I \

Comment: |$1105; Fall Semester Stipend
I A~
-

| [F750a |G5U Budget |Update/Display
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Click the Save icon.
If you use the mner scroll you can view the earnings detail.

Georgia State University - Budget - GSU Budget System !EI
Fil= Edit Wiew Go Faworites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GCRpks  Help

apl@x| alae slel == gE olcl=] #lelvale ||

o flast I Proposed I HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planning Orig Budg Pos #: 005

EFff Date: l]Bf1l].r"2l]l]5 ﬂ Employee ID: I Status: I\l"acant 'l

First Name:l Middle:l Last Name: I
Bus Unit: IFBI]I]I] ﬂ Budget / Spectrum Services Title: |2[|3Bl]l] ﬂ Instructaor, Adjunct

Fund: [10 lIDept:IB|22ﬂﬂﬂﬂﬂ ll Frogram: [1620 ll Class: [11000 ll Project:|

|

[~ SpeedType: IBUD ll Budget & Plamning Salary 1: | 5.000 FTEI:|
Account: |5ssuzn ll Adrmimistrative Stipends Salary 2: | 5000 FTEZ; o
Original: 0 OrigFTE:

Cumulative: 2500 Cum.FTE: Requested: I 2 500 Req FTE: I [
Occurrence: 2500 OccurFTE: E arnings: I Eamn FTE:I

Comment: IBHH]E; Fall Semester Stipend

\=/~I

\J
[ |FrEcms |GSU Budget |UpdaterDisplay 2
Georgia State University - Budget - GSU Budget System !E
File Edit Yiew &Go Favorites Interfaces Budget APRpts PORpks GLEpks SA Rpts GCRpts Help
olelex| ‘2lael slel ==l a8l @lcl2] *lv]wl ]
G5U Budget | Proposed I HR Crata I
Budget Period: 2006 Dept ID: 612200000 Budget & Planhing Orig Budg Pos #: 005

| v

Eff D ate: IUB“ 042005 ﬂ Employee 1D: I Status: IVacant "l
First Name:l Hiddle:l Lazt Name: I
Bus Lnit: IFBI]I]I] ﬂ Budget / Spectum Services Title: |2l]3Bl]l] ﬂ Instructar, Adjunct

Fund: [ ﬂDept:lBlZ2ﬂﬂﬂﬂﬂ ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project: *

[T SpeedType: |Bun ﬂ Budget & Plarning Salarg1: | 65,000 FTEL| u.?si
Account: |511mu ﬂ Salaries - Fegular Facully Salary2:| 65000 FTE2| 07 o
Onginal: 65,000 Ong.FTE: 0.750

Cumulative: 65.000 Cum FTE: 0750 Flequested:l Req FTE:I 1
Oeccurrence: 65,000 OccurFTE: 0750 Eamnings: I Eamn FTE:I [

Comment: IBHH]E; Fall Semester Stipend

A~

[ [F7scm |GSU Budget [UpdateDisplay 2
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Terminating an Employee from an Ongoing General Funds Position
Path: Budget >> GSU Budget System >> GSU Budget >> Update/Display
When the Update/Display screen pops up enter the Budget Period and the Department
ID, Original Budget Position Number, Employee ID, and/or Employee Last Name to

search for the existing position you would like to adjust.

Once you find the record you are looking for double click on the name or press OK when
the name 1s highlighted in blue.

Update/Display -- GSU Budget System

Budget Period: IZI]I]E ]

Department 1D: |E1 22 ﬂ Cancel |

Onginal Budget Position Nhr.:l Search I
Lretail |

Employee 1D: I

Employee Last Name: |5DLD Use Query |

Budget Period |Dept 1D | Orig Budg Pos # |Eripl I Mew Query |

3k ]
933339
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The screen of the selected record will pop up.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

ale@x| aaE sle == g8l 2lsl=] *lelvwe ]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 213

Eff Date: [IZIIPZAE j Employee ID: [393539 Status: |Fi“t‘-d vI 2
First Name: IHAN Hiddle:l Last Hame: ISULU
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|434xlﬁ[: j Business Mar |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 24,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 25,000 FTEZ| 1.000
Onginal: 24500 Ong.FTE: 1.000

Cumulabive: 24 500 Cum FTE: 1.000 Hequested:l Req FTE:I
Occurrence: 24500 Occur.FTE: 1.000 Earnings: I Earn FTE:I

Comment: | j j

| [F750 |&50 Budget |Update/Display
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Place the cursor 1n the Eff Date field. Click Insert Row.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

ol @@x| ElaE Blw mlml alel=] #lvelwls |

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 213

Eff Date: umuznuﬁ j Employee 1D: |999999 Status: |Fi“t‘-d vI [
First HName: IHAN Hiddle:l Last Name: ISULU

Bus Unit: IFBUUU ﬂ Budget / Spectium Services Title: 43 J Business Mar |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 24,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 25,000 FTEZ| 1.000
Onginal: 24500 Ong.FTE: 1.000

Cumulabive: 24 500 Cum FTE: 1.000 Hequested:l Req FTE:I
Occurrence: 24500 Occur.FTE: 1.000 Earnings: I Earn FTE:I

Comment: | j j

| [F750 |&50 Budget |Update/Display
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Change the effective date.

Status field remains “Filled” unless you are either getting rid of the position forever or
terminating a non-general funds position.

Type the amount earned in the Farnings field. Be sure to type earned FTE i the Earn
FTE field. Then type a comment denoting the action in the Comment field.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

glel@x| olual slel == 8| @lol-] *lvlvalg |

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Poz #: 213

Eff Date: IUEIH 6/2005 ﬂ Employee ID: IHHEIHEIEI Status: IFi“Ed "I —
First Name: IHAN Hiddle:l Last Name: ISULU
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:l‘!EME j Business Mar |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ I

[T SpeedType: IBUD j Budget & Planning Salargl: | 24,000 FTEL| 1000
Account: |5221nu ﬂ < alaries - Staff Salary2:| 25,000 FTEZ| 1.000 i
Onginal: 24500 Ong.FTE: 1.000

Cumulative: 24500 Cum.FTE: 1.000 Hequested:l Req FTE:I
Occurnence: 24500 OccurFTE: 1.000 Eamings: I 5.000 Eam FTE:I 0.210

Comment: |1f24-DJ: termination eff 9HE05] j
-

I

| [F750a |G5U Budget |Update/Display
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Go to the HR Data panel by clicking on the HR Data tab.

Georgia State University - Budget - G5l Budget System !E
File Edit %iew Go Faworites Interfaces Budget AP Rpks PO Rpts GLRpks SARpks GC Rpks  Help

Blel@ x| HluEl slel sle| aE| @lel-] *lelwald|

G5U Budget IF‘ru:upu:used kﬁR Craka b

T —
Budget Period: 2006 Dept 1D: 612200000 Budget & Planking Orig Budg FPos #: 213

- rFy
Eff Date: IIJSHB.-"ZIJIJE ﬂ Employee ID: |993993 Status: IF'“B'j "I —

First Name: [HAN Middle: | Last Name: [SOLD
Bus Unit: IFB 11111] ﬂ Budget # Spectrum Services Title: |43ME j Business kar |

Fund: |1n—l| Dept: Wﬂ Frogram: IW:I Class: Wﬂ Ploiect:l—ll =

[T SpeedTape: IBUD ll Budget & Planning Salarg1: | 24000 FTE®:| 1000
Account: |5zz1nn ll S alaries - Staff Salarg2:| 25.000 FTEZ:| 1000 _
Original: 24 500 Orig FTE: 1.000

Cumulative: 24 500 Cum.FTE: 1.000 Hequested: I Req FTE: I
Occurrence: 24500 Occur.FTE: 1.000 Earnings: I 5.000 Earn FTE:I 0.210

Comment: "24-DJ: termination eff M6/ j _I
[ F7s0a |E50 Budget |Update/Display 4
Georgia State University - Budget - GSU Budget System !Iﬂ

File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

glel@(x| a0 sl D] 88| @lelo] +lv|we |

=51 Budget I Proposed HR Data |

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 213

Eff Date:  09/16/72005 Deglee:IHﬂ Contract: IPruf.fStaff vl HR Position #: IUUUUUU —I
First Mame: HAM Middle: Last Hame: SOLD

SSM: I Empl. Date: IU5F3UF2UU5 +| TerminationD ate: I ﬂ
Fund: 10 Dept:  E12200000 Program: 1620 Class: 11000 Project: ;I

SpeedType: EUD Budget & Planning

Account: 522100 S alaries - Staff

Act Amt: I Act FTE:I

| [F750 |HR. Data |add 5
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Enter the termination date in the Termination Date field.

Georgia State University - Budget - GSU Budget System
File Edit

=] EY

Miew Go Favorites Interfaces Budget AP Rpts PORpks GLRpks SARpks GZRpks Help

al&®x| aaE| sle == g8 2lel=] e lwe]

=51 Budget I Proposed HR Data |

Budget Period: 2006

Dept ID: 612200000 Budget & Plannhing

Orig Budg Pos #: 213

Eff Date: 0941642005 Deglee:IHﬂ Contract: IF‘rquStaff vl HR Poszition 1t Iﬂl]l]ﬂl]l] —I
First Name: HAM Middle: Last Hame: 50L0
55N: I

Fund: 10

Empl. Date: Iﬂﬁﬂﬂf?ﬂﬂﬁ +| TerminationDate: Iﬂﬂﬂ 672005 j
Project: ;I

Dept:  E12200000 Program: 1620 Class: 11000
SpeedType: BUD Budget & Planning

Account: 522100 S alaries - Staff

Act Amt: I Act FTE:I

| [F750 |HR. Data

|add 5
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Return to the GSU Budget panel by clicking on the GSU Budget tab.

Georgia State University - Budget - G5U Budget System !E
File Edit Yiew @&Go Favorites Interfaces Budget AP FRpts PORpts GLRpks SARpts GCRpts  Help
Calel@x| =l sle| ol | slolo| +elal|

35U Budget | Proposed HR Data |

Budget Penod: 2006 Dept ID: 612200000 Budget & Planking Ong Budg Poz #: 213
Eff Date:  09/16/72005 Deglee:IHA Contract: IPrquStaff vl HR Position #: Iﬂﬂﬂﬂﬂﬂ J
First Mame: HAM Middle: Last Hame: SOLD
SSH: I Empl. Date: IUEBU-’QUDE #+| TerminationDate: IUQH 6/2005 j
Fund: 10 Dept: E12200000 Program: 1620 Class: 11000 Froject: ﬂ
SpeedType: EUD Budget & Planning
Account: 522100 S alaries - Staff
Act Amt: I Act FTE:I
| [F7s0a |HR: Data |add .
Georgia State University - Budget - GSU Budget System !E

File Edit Wiew Go Faworites Interfaces Budget AP Rpts PO Rpts GLRpts 5S4 Rpks  GC Rpks  Help

glel®x| ‘alaal slel BE| =8| 2lol] *(elwl

G5L Budget IPerDSEd I HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Pos #: 213

Eff Date: [(HIFPIIE #| Employee ID: [999999 Status: |Fi“ed - =

First Name: IHAN Middle:l Last Hame: ISULU
Busz Unit: IFBUI]I] ﬂ Budget / Spectrurm Services Tille:|434xl‘5tc j Buziness Mar |

Fund: Illl—ﬂ Dept: Wﬂ Program: Wﬂ Class: IW:I Pmiect:l—ll ;I

[T SpeedType: IBUD ﬂ Budget & Planning Salarg:: | 24,000 FTEL:| 1000
Account: |5221nu ll 2 alarics - Staff Salarg2-| 25000 FTE2| 1000 i
Original: 24 500 Orig FTE: 1.000

Cumulative: 24 500 Cum.FTE: 1.000 Hequested:l Req FTE:I
Occurience: 24500 OccurFTE: 1000 Earnings: I 5.000  Eam FTE:I 0.210

Comment: I"Z-l--l:l.l; termination eff 9M6I05S |
= -

I

[ [F7s0a |G50 Budget |Update/Display s
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Click the Save icon.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks  Help

(lelex| el elel Do s @] #lelwl |

Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 213

Eff Date: IJHHE!ZI]I] j Employee 1D: |999999 Status: |Fi“t‘-d vI —

First Hame: IHAN Hiddle:l Last Name: ISULU
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|434xlﬁ[: j Business Mar |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 24,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 25,000 FTEZ| 1.000 i
Onginal: 24500 Ong.FTE: 1.000

Cumulabive: 24 500 Cum FTE: 1.000 Hequested:l Req FTE:I
Occurrence: 19500 OccurFTE: 0.790 Earnings: I 5.000 Earmn FTE:I 0.210

Comment: IHZ{-DJ; termination eff 91605 j
-

[

| [F750 |&50 Budget |Update/Display
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Next, set up a vacant position.

Place the cursor 1n the Eff Date field. Click Insert Row.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

glel@x| olnlel slel sle|(gasl @lel]| +lvlwle ]

5510 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 213

Eff Date: uanﬁfznuﬁ j Employee 1D: |999999 Status: |Fi“t‘-d vI —

First Hame: IHAN Hiddle:l Last Name: ISULU
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|434xlﬁ[: j Business Mar |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 24,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 25,000 FTEZ| 1.000 i
Onginal: 24500 Ong.FTE: 1.000

Cumulabive: 24 500 Cum FTE: 1.000 Hequested:l Req FTE:I
Occurrence: 19500 OccurFTE: 0.790 Earnings: I 5.000 Earmn FTE:I 0.210

Comment: IHZ{-DJ; termination eff 91605 j
-

[

| [F750 |&50 Budget |Update/Display
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Change the Status from Filled to Vacant. Then type a comment in the Comment field
denoting the action.

There 1s no need to adjust the Occurrence amount unless you are transferring money from
the vacant line.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

Blel@x| alale| slel == g8 @lel2] *lelalg]

G5 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Poz #: 213

EIf Date: Il]ﬂ“ 712005 ﬂ Employee 1D: I Status: Il"'r‘-"'[:a"t ""I
First Name:l Hiddle:l Last Name:l
Bus Unit: IFB[II]I] ﬂ Budget / Spectrum Services Tille:l‘!EME j Business Mar |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ I

[T SpeedType: IBUD j Budget & Planning Salargl: | 24,000 FTEL| 1000
Account: |5221nu ﬂ < alaries - Staff Salary2:| 25,000 FTEZ| 1.000
Onginal: 24500 Ong.FTE: 1.000

Cumulative: 24500 Cum.FTE: 1.000 Hequested:l Req FTE:I
Dccunence: 19500 Occwr FTE: 0790 Earmings: I Eamn FTE:I

Comment: |1f24-DJ; Han Solo termination eff 91605 j
-

I

| [F750a |G5U Budget |Update/Display
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Go to the Proposed panel. Delete everything from this panel except the effective date.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help
al&(#x| HaE| sle == g8l 2lel=] e lwe]
50U Budget  Proposed |HR Data |
Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 213
Eff Date: ﬂﬂ” 7/200% j Employee ID: Status: IVacant "I I —I
First Mame: Middle: Last Mame:
Buz Unit: FBOOO Budget ¢ Spectum Services Title: 434XALC Buzinezz Mar |
Fund: 10 Dept:  E12200000 Program: 1620 Class: 11000 Project: ;I
SpeedType: BUD Budget & Planning Salary 1: 24,000 FTEI: 1.000
Account: 522100 S alaries - Staff Salary 2: 25000 FTEZ: 1.000
Mkt/Eq Adi:l Promo Amt: I Date: I ﬂ MOTSA Ind [
Propozed 1:| Prop FTE 1: I Raise: I Raize X:I
Propozed 2:| Prop FTE 2: I Propozed:
Comment I
Proposed: i
| [F750 |Proposed |add 5
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Go to the HR Data panel. Delete everything from this panel except the position number
and the contract.

Georgia State University - Budget - GSU Budget System

=l B3
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

al&®x| aaE| sle == g8 2lel=] e lwe]

=51 Budget I Proposed HR Data |

Budget Period: 2006

Dept ID: 612200000 Budget & Plannhing

Orig Budg Pos #: 213

Eff Date: 094172005 Deglee:l Contract: IF‘rquStaff vl HR Poszition 1t Iﬂl]l]ﬂl]l] —I
First Hame: Middle: Last Hame:
55N: I

Fund: 10

Empl. D ate: I ﬂ TerminationD ate: I j

Al
Program: 1620 Class: 11000 Project:

Dept:  E12200000
SpeedType: BUD Budget & Planning

Account: 522100 S alaries - Staff

Act Amt: | | Act FTE:I

| [F750 |HR. Data |add 5
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Click the Save icon.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks  Help

e sle o= S8 2lelo] +lv g |

Tgye [25E IF'ru:upu:used | HR: Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 213

Eff Date: ﬂﬂ” 7/200% j Employee ID: I Status: I"'.E"[“E'“t "I
First Name:l Hiddle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|434xlﬁ[: j Business Mar |

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

[T SpeedType: IBUIII ﬂ Budget & Planning Salary: | 24,000 FTEL:| 1.000
Account: |5zz1nu ﬂ S alaries - Staff Salarg2:| 25,000 FTEZ| 1.000
Onginal: 24500 Ong.FTE: 1.000

Cumulabive: 24 500 Cum FTE: 1.000 Hequested:l Req FTE:I
Occurrence: 19500 Occur.FTE: 0.790 Earnings: I Earn FTE:I

Comment: IHZ{-DJ; Han Solo termination eff 316105 j
-

[

| [F750 |&50 Budget |Update/Display
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Terminating a Sponsored Position or a Position Terminating Forever

Path: Budget >> GSU Budget System >> GSU Budget >> Update/Display

Update/Display -- GSU Budget System

Budget Period: I Ok

Department 1D: I ﬂ Cancel |
Onginal Budget Position Hbr_: I Search |
Lretail |

Employee 1D: I
Employee Last Hame: I Use Query |
Budget Period Dept [0 Crig Budg Pos # Empl 1D Mew Query |
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When the Update/Display screen pops up enter the Budget Period and the Department
ID, Original Budget Position Number, Employee ID, and/or Employee Last Name to
search for the existing position you would like to adjust. Click Search.

Update/Display -- GSU Budget System

Budget Period: IEI]I]E Ok

Department 1D |E1 2200000 ﬂ Cancel

Original Budget Pozition Mbr_: I— Search
Dretail

Employee ID: IEI

Employee Last Hame: I Use Query

HAdaE.

|Dept ID | Crig Budg Pas # |Emgl 1D Mews Query

£12200000 987ER4
612200000 210 938877
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Once you find the record you are looking for double click on the name or press OK when
the name 1s highlighted in blue.

Update/Display -- GSU Budget System

Budget Penod: IEI]I]E (]

o |
Department 1D: |E1 2200000 ﬂ Cancel |
Original Budget Position Mbr.: I— Search |
Dretail |

Employee 1D: IEI
Employee Last Hame: I ﬂl
Budget Period Dept 1D Orig Budg Pos # Empl 1D Mews Query |

2006 £12200000 004

2006 612200000 210 99a77
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The screen will pop up for the existing position.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SA Rpts  GC Rpts
g |@ X ElEE| e =z G| 2lcl=] *]ve|4lE ]

551 Budget IF'ru:upu:used | HR Data I

Help

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 002

Eff Date: [IZIIZNE ¢| Employee ID: [987654 Status: IFiIIed -] =
First Name: ILUKE Middle: IX Last Hame: ISKWQLKEH

Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|2|]1"-'-"'|]|] j Aszzoc Professor, Ylsiting
Fund: [20 ﬂDept:l'lBEzlll]l]l]l] ﬂ Program: [1210 ﬂ Class: [61000 ﬂ Project:[FLU37 ﬂ [

[T SpeedType: IFLU3? ﬂ See Tulle Eamsareliam Salary: | 75,000 FTE®:| 0.750
Account: |5muu ﬂ 5 alaries - Fegular Faculty Salarg2:| 76,000 FTEZ| 0.750
Onginal: 0 Ong.FTE:

Cumulative: 75500 CumFTE: 0.750 Hequested:l 75,500 Req FTE:I 0.750

Occurrence: 5,500 OccurFTE: 0750 Earnings: I Earn FTE:I

Comment: I'HI-D.I; Luke Skywalker new hire eff 7105 j j
-
-

| [F750 |&50 Budget |add 5
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Place the cursor 1n the Eff Date field and click Insert Row.

Georgia State University - Budget - GSU Budget System

File Edt Wiew Go Favorites Interfaces Budget s PORpts GLRpts SARpts GCRpts Help

dlel@x| =lelz| sl o= B o|c=] *|v|ale ]

550 Budget |F'r|:||:u:|sec| | HR Data I

Budget Penod: 2006  Dept ID: 612200000 Budget & Planning Ong Budg Pos #: 002

Eff Date: [IEZIIPFINE j Emploee ID: [987654 Status: |Fi"Elj v| [
First Name: ILUKE Middle: IX Lazt Name: ISKWﬁLKEH
Busz Unit: IFBUUU ﬂ Budget / Spectrum Services Tille:|2ﬂ1"l'|"|]ﬂ ﬂ Lszoc Professar, Ylsiing

Fund: [20 ﬂDept:llBﬁZﬂﬂﬂﬂﬂ ﬂ Program: [1210 ﬂ Class: [61000 ﬂ Project:[FLU37 ﬂ [

[ SpeedType: IFLU3? j e Turflle Carservatinn Salary®: |  75.000 FTEL:| 0.750
Account: |51nuu ﬂ S alaries - Begular Facully Salary2:| 76,000 FTEZ| 0.750
Onginal: 0 Ong.FTE:

Cumulative: 75500 Cum.FTE: 0.750 Hequested:l 75,500 Req FTE:I 0.750
Occunence: 75500 Occur.FTE: 0.750 Eamings: I Earn FTE:I

Comment: I'HI-DJ; Luke Skywalker new hire eff 7HI0S j j
i -
Ld

| F7504 |G5U Budget ladd 4
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Change the effective date.
The Status field remains Filled.
Type the amount earned in the Earnings and earned FTE fields.

Then type a comment denoting the action in the Comment Field.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

ele@x alaE gle =De| als @felo] *lv|wale]

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Poz #: 002

Eff Date: |1l]."31 12005 ﬂ Employee ID: IHB?EE-‘I Status: IFi“Ed "I —
First Name: ILUKE Middle: IX Last Name: ISKWQLKEH
Bus Unit: IFBI]I]I] ﬂ Budget / Spectum Services Tille:|2l]1W'I]l] j Azzoe Profeszar, Yisiting

Fund: [20 ﬂﬂept:|1552ﬂﬂﬂﬂﬂ ﬂ Program: [1210 ﬂ Class: [61000 ﬂ Project:[FLU37 ﬂ Al

[T SpeedType: IFLU3? j Sea Tuille Camsarliam Salary:- | 75.000 FTEl:| 0750
Account: |5muu ﬂ 5 alaries - Fegular Faculty Salary2:| 76,000 FTEZ| 0.750
Onginal: 0 Ong.FTE:

Cumulative: ¥5.500 Cum.FTE: 0750 Hequested:l Req FTE:I
Occurrence: 75500 OccurFTE: 0750 Earnings: I 22500 Eamn FTE:I 0.224

Comment: |11f2-DJ: Luke Skywalker term eff 10#21105 j
-

| [F750a |G5U Budget |add o
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Go to the HR Data panel by clicking on the HR Data tab.

Georgia State University - Budget - GSU Budget System !E

File Edit “jew Go Favorites Interfaces Budget AP Rpks PO Rpts GLRpks SARpks GC Rpks  Help

Blgl@x| et el Bm| =] @el] *(elall ]|

550U Budget I Prupused\rﬂrﬂ'ﬂ‘gr

Budget Peniod: 2006 Dept ID: 612200000 Budget & Planning Orig Budg Fos #: 002

Eff Date: |1uf31fzuuﬁ ﬂ Employee 1D: |93?554 Status: IFilled 'I =

First Name: ILUKE Middle: Ix Last Hame: ISKWQLKEH

Bus Unit: IFBUUU ﬂ Budget / Spectrum Services Tille:|2mwuu ﬂ Azzoc Professor, Wisiting
Fund: [20 ﬂl:lept:|1852lll]l]l]l] j Program: [1210 j Class: [61000 ll Project: [FLU37 ll [

[T SpeedTupe: IFLU3? j Srzz Turlile Camsemaliam Salarg: | 75000 FTEL:| 0750
Account: |5111uu ll 5 alaries - Fegular Faculty Salarg 2:| 76000 FTEZ| 0750
Onginal: 0 DOng.FTE:

Cumulative: 75,500 Cum.FTE: 0750 Hequested:l Req FTE:I
Occurrence: 75500 OccwrFTE: 0750 Earnings: I 22,500 Earn FTE:I 0.224

Comment: |1'If2-DJ; Luke Skywalker term eff 10031105 j
B
[ [F7s0a 551 Budget |add 4
Georgia State University - Budget - GSU Budget System !Iﬂ

File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

glel@(x| a0 sl D] 88| @lelo] +lv|we |

=51 Budget I Proposed HR Data |

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 002

Eff Date: 1073172005 Degiee: IE}E Contract: Iﬁcademic vl HR Position 1t |222111 —

First Name: LUKE Middle: X

Last Hame: SKYWALKER

SSM: I Empl. Date: Iﬂ?ﬂ]'l F2005 & TerminationDate: I ﬂ

Fund: 20 Dept: 1E5200000 Program: 1210

Fs
Class: 1000 Project: FLUZY —I

SpeedType: FLUIT Sea Turtle Conservation

Account: 511100 Salaries - Feqular Faculy

Act Amt: I Act FTE:I

| [F750 |HR. Data |add 5
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Enter the termination date in the Termination Date field.

Georgia State University - Budget - GSU Budget System
File Edit

=] EY

Miew Go Favorites Interfaces Budget AP Rpts PORpks GLRpks SARpks GZRpks Help

al&®x| aaE| sle == g8 2lel=] e lwe]

=51 Budget I Proposed HR Data |

Budget Period: 2006

Dept ID: 612200000 Budget & Plannhing

Orig Budg Pos #: 002

Eff Date: 104312005 Deglee:IF‘HD Contract: IAcademic vl HR Poszition 1t |222111 —
First Name: LUKE

Middle: X Last Hame: SKYWALKER
SS5N: I

Fund: 20

Empl. Date: Iﬂ?ﬂ]'l F2005 & TerminationDate: |1l]."31 F2005 j

Dept: 1E5200000 Program: 1210 Class: 1000

e
Project: FLUZY —I
SpeedType: FLUZF

Sea Turtle Conzervation
Account: 511100

S alaries - Regular Faculty

Act Amt: I Act FTE:I

| [F750 |HR. Data

|add 5
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Return to the GSU Budget panel by clicking on the GSU Budget tab.

Georgia State University - Budget - GSU Budget System
File Edit Yew Go Faworites Interfaces Budoget AP Rpts

=] B3

PO Rpts GLRpts SARpks GC Rpks  Help
gle@x| ol e =s| als|| @lel] el

( G5 Budget b‘:‘rupused HR. Data |

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Pos #: 002

Eff D ate: 104312005 Deglee:lF“HD Contract: I.ﬁcademic .l HR Position #: |222111 —

First Name: LUKE Middle: X
S5M: I

Fund: 20 Dept: 165200000

Last Hame: SKYWALKER

Empl. D ate: Iﬂ?-ﬂ]'l F2005 +| TerminationDate: |1l].."31 /2005 ﬂ

[
Program: 1210 Class: E1000 Project: FLUZY
SpeedType: FLUIT Sea Tutle Conzervation

Account: 511100 Salaries - Regular Faculty

Act Amt: I Act FTE:I

.

4

| [F7sqa |HR. Data [dd

Georgia State University - Budget - GSU Budget System

=] EY

File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

glel@(x| a0 sl D= 88| @lelo] +lv|we

5510 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 002

Eff Date: 10131.*200 j Employee 1D: |Ba?554 Status: |Fi“t‘-d vI

First Mame: ILUKE Middle: Ix Last Name: ISKWALKEH

Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|2U1WUﬂ ﬂ Azzoc Professar, Yisiting

Fund: [20 ﬂﬂept: [165200000 ﬂ Program: [1210 ﬂ Class: [61000 ﬂ Project:[FLU37 ﬂ [
[T SpeedType: IFLU3? ﬂ See Tulle Eamsareliam Salary: | 75,000 FTE®:| 0.750
Account: |5muu ﬂ S alaries - Fegular Faculty Salarg2:| 76.000 FTEZ| 0.750 i
Onginal: 0 Ong.FTE:
Cumulative: 5500 Cum FTE: 0750 Requested: I Req FTE: I
Occunence: 79500 OccurFTE: 0750 Eamings: I 22500 Eamn FTE:I 0.224
Comment: IIHZ-DJ; Luke Skywalker term eff 10031105 j _I
| [F750 |&50 Budget |add 5
106
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Click the Save icon.

T — ]

Fle Edt Wiew Go Favorites Interfaces Budgst APRpts PORpts GLRpts SARpts GCRpts Help
gl@x| alaE slel D= 8| 2lel] vl ]

35U Budget IPrnpnsed I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Eudget & Flanning Orig Budg Pos #: 002

Eff Date: [IIEIFENE +| Employee ID: [987654 Status: [Filled -]
First Hame: ILUKE Middle: IX Lazt Hame: ISKWQLKEH
Bus Unit: IFB["]U ﬂ Budget / Spectum Services Title: |2|]'|"|'|"|]|] ﬂ Aszzoc Professar, Yisiting

Fund: [20 ﬂl]ept: [165200000 ﬂ Program: [1210 ﬂ Class: [61000 ﬂ Project: [FLU37 ﬂ
[T SpeedType: IFLI.I3? ﬂ Sea Turtle Conzersation Salary 1: I 75.000 FTEI:I 0750
Account: |51l1l]l] ﬂ Calaries - Fegular Faculty Salary 2: I T6.000 FTEZ:I 0750

Onginal: 0 OngFTE:

Cumulative: 5500 Cum.FTE: 0.750 Requested: I Req FTE: I
Occunrence: h3.000 OccurFTE: 0526 Earnings: I 22500 Eamn FTE:I 0.224

Comment: IIHZ-DJ; Luke Skywalker term eff 10431105

| [F7504 |G50 Budget ladd

A
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Next, set up a vacant, terminated position by placing the cursor in the Eff Date field. Click
Insert Row.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget .ﬁ.ﬂpts PO Rpks GLRpts SARpks GCRpks Help
al&@x| aaE sle == (gl 2lel=] e lwe]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 002

Eff Date: 10131.*200 j Employee 1D: |93?554 Status: |Fi“t‘-d vI —

First Hame: ILUKE Middle: IX Last Name: ISKWQLKEH
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:|2|]1"-'-"'|]|] j Agzoc Professar, Yisiting

Fund:[20 ﬂ Dept: [165200000 ﬂ Program: [1210 ﬂ Class:[61000 ﬂ Project:[FLU37 ﬂ [

[T SpeedType: IFLU3? ﬂ See Tulle Eamsareliam Salary: | 75,000 FTE®:| 0.750
Account: |5muu ﬂ 5 alaries - Fegular Faculty Salarg2:| 76,000 FTEZ| 0.750
Onginal: 0 Ong.FTE:

Cumulabive: 5500 Cum FTE: 0750 Hequested:l Req FTE:I
Occurrence: 53000 Occur.FTE: 0526 Earnings: I 22500 Eam FTE:I 0.224

Comment: IIHZ-DJ: Luke Skywalker term eff 10031105 j
-

| [F750 |&50 Budget |add 5
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Enter the effective date in the Effective Date field.

Change the status from filled to terminated. Delete data from the Employee ID and Name
fields.

Since we are terminating a sponsored position we must also zero out the Occurrence
amount. The sponsored funds return to the grant once someone 1s terminated. Use the

requested fields to reduce the occurrence to zero.

Then type a comment in the Comment field denoting the action.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

ele@x alaE gle =De| als @felo] *lv|wale]

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Poz #: 002

Eff Date: |11."I]1 12005 ﬂ Employee ID: IHB?EE-‘I Status: ITE'“‘i"‘=-'t'3":| "I =
First Name: ILUKE Middle: IX Last Name: ISKWQLKEH
Bus Unit: IFBI]I]I] ﬂ Budget / Spectum Services Tille:|2l]1W'I]l] j Azzoe Profeszar, Yisiting

Fund: [20 ﬂDept:|1852ﬂﬂﬂﬂﬂ ﬂ Program: [1210 ﬂ Class: [61000 ﬂ Project:[FLU37 ﬂ I

[T SpeedType: IFLU3? j Sea Tuille Camsarliam Salargl: | 75000 FTEL:| 0.750
Account: |511mu ﬂ 5 alaries - Fegular Faculty Salary2:| 76,000 FTEZ| 0.750
Onginal: 0 Ong.FTE:

Cumulative: 759500 Cum.FTE: 0.750 Hequested:l -53.000 Regq FTE:I -0.526
Dccunence: 53000 Occwr FTE: 0526 Eamings: I Eamn FTE:I

Comment: |11f2-DJ; Luke Skywalker term eff 10131105 j
-

| [F750a |G5U Budget [ad' ;
1nFAd
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Go to the Proposed panel. Delete everything from this panel.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help
Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 002
Eff Date: #|  Employee ID: 987654 Status: ITEfminEItEEl vI [ =
First Name: LUKE Middle: X Last Hame: SKYWALKER
Buz Unit: FBOOO Budget ¢ Spectum Services Title: 201'w00 Azzoc Profezzar, YWisiting
Fund: 20 Dept: 165200000 Program: 1210 Class: E1000 FProject: FLUZT ;I
SpeedType: FLUIT Sea Turtle Conservation Salary k 75,000 FTEl: 0750
Account: 511100 5 alaries - Regular Faculty Salary 2: 76000 FTEZ: 0.750
MkEqAdi[  PomoAmt [  Date: [ | MOTSAInd[™
Propozed 1: I— Prop FTE 1: I— Raise: I— Raize X:I—
Propozed 2: I— Prop FTE 2: I— Propozed:
Eumment_ I j
Proposed: - ;I
| [F750 |Proposed |add 5
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GSU Budget System Documentation
Go to the HR Data panel. Delete everything from this panel except the contract.

Georgia State University - Budget - GSU Budget System

=l B3
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

al&®x| aaE| sle == g8 2lel=] e lwe]

=51 Budget I Proposed HR Data |

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing

Orig Budg Pos #: 002

Eff Date: 1170172005 Deglee:IF‘HD Contract: IAcademic vl HR Poszition #: I

First Name: LUKE Middle: X

ssh: [

Fund: 20

Last Hame: SKYWALKER

Empl. D ate: I ﬂ TerminationD ate: || j

Al
Program: 1210 Class: 1000 Project: FLUZY

Dept: 165200000

SpeedType: FLUIT Sea Turtle Conservation
Account: 511100 Salaries - Feqular Faculy

Act Amt: I Act FTE:I

| [F750 |HR. Data |add 5
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Click the Save icon.

Georgia State University - Budget - GSU Budget System !E

File Edit ‘iew Go Faworibes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks  GC Rpks Help

alg(@(x| ‘a0 slel ==l a8l @lel] #lvlwal]]

Budget I Proposed HR Data |

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Pos #: 002

Eff Date: 1120142005 Deglee:IPHD Contract: I.ﬁcademic vl HR Pasition #: I =

First Mame: LUKE Middle: X

Last Hame: SKYWALKER

55N: I Empl. D ate: I ﬂ TerminationD ate: || ﬂ

Fund: 20 Dept: 165200000 Program: 1210

F
Class: E£1000 Project: FLUZT —I

SpeedType: FLUIT Sea Tutle Conzervation

Account: 511100 Salaries - Fegular Faculty

Act Amt: I Act FTE:I

.

[ [F7s0a [HR Data |add A

Georgia State University - Budget - GSU Budget System !E
File Edit Mjew Go Favorites Interfaces Budget AP Rpks PO Rpks GLRpks SA Rpks GC Rpks
dlg|#x| alaE| sl == g8 @lel=2] *lvlval ]

G5U Budget IPru:upu:used I HR. Data I

Help

Budget Period: 2006 Dept ID: 612200000 Budget & Planning Orig Budg Pos #: 002

Eff D ate: ﬂ Employee |1D: Im Status: ITE'mi“atEd ""I —
First MName: ILUKE Hiddle:lx— Last Name: ISKWALKEH
Bus Unit: Wj Budget / Spectrum Services Title: Wﬂ Azzoc Professzor, Wisiting

Fund: |20_ﬂ Dept: Wﬂ Program: Wﬂ Class: Wﬂ Pluiectzmﬂ [

I~ speedtape: [FL037 | Sea Tutle Conservation Salargt: | 75.000 FTEL[ 0750

Account:  [51100 % | Sajziies - Regular Faculy Salarg 2:[ 76.000 FTE2| 0750
Original: 0 Orig.FTE:
Cumulative: 22500 CumFTE: 0224 Requested: | -53.000 ReqFTE: [ -0.526
Occurnrence: 0 OccurFTE: E arnings: I— Earn FTE:I—
Comment: |1172-D. Luke Skywalker term eff 10/31105 j _I
[ [F7s0a G510 Budget |add 4
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Hours without Pay/Leave without Pay

Go to the existing position that will have hours without pay (HWOP) or leave without pay
(LWOP) adjustment.

Path: Budget >> GSU Budget System >> GSU Budget >> Update/Display

Update/Display -- GSU Budget System

Budget Period: I Ok

Department 1D: I ﬂ Cancel |
Onginal Budget Position Hbr_: I Search |
Lretail |

Employee 1D: I
Employee Last Hame: I Use Query |
Budget Period Dept [0 Crig Budg Pos # Empl 1D Mew Query |
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Enter the Budget Period and the Department ID, Onginal Budget Position Nbr.,
Employee ID, and/or Employee Last Name to search for the existing position you would
like to adjust.

Once you find the record you are looking for double click on the name or press OK when
the name 1s highlighted mn blue.

Update/Display -- GSU Budget System

Budget Period: IEI]I]E Ok

_ x|
Department 1D: |E1 22 ﬂ Cancel |
Driginal Budget Position Mbr.: I—
Lretail |
Employee ID: II]1 0

Employee Last Hame: I Use uery |
Eudget Period ig Budg Pos # |Empl 1D Mews Query |

] ey
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A screen will pop up for the existing position.

Place the cursor 1n the Eff Date field and click Insert Row.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favaorites Interfaces  Budget Wts PO Rpks GLRpts SARpks GCRpks Help

gle(#x| olclEl slel slo\glsE| Slel=] +e]wl? |

G5 Budget IF'ru:upu:used | HR [rata I e e
Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 212

Eff Date: [IZIIPZAE j Employee ID: [010101 Status: |Fi“t‘-d vI 2
First Name: IH Hiddle:|2 Last Hame: |D2
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:l*‘ﬁ?}(ﬂﬂ j IT Database Professional

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ =

[T SpeedType: IBUIII ﬂ Budget & Planning Salary ©- | 120 FTEL:| 1000
Account: |5zz1nu ﬂ S alaries - Staff Salary 2: | 140 FTEZ| 1.000
Onginal: 130 Onog.FTE: 1.000

Cumulabive: 130 Cum.FTE: 1.000 Requested: I Req FTE: I
Occurrence: 130 Occur.FTE: 1.000 Earnings: I Earn FTE:I

Comment: | ;I j

| [F750 |&50 Budget |Update/Display

Change the effective date.
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GSU Budget System Documentation

Enter the amount and FTE of HWOP/LWOP in the Requested and Req FTE fields.
Type a comment in the Comment Field.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

Bl @ X ElEE s =z a8 flcls] *]v]vlE |

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 212

Eff Date: |n1f12fznnﬁ j Employee 1D: |n1n1u1 Status: |Fi“t‘-d vI —

First Hame: IH Hiddle:|2 Last Name: |D2
Bus Unit: IFBUUU ﬂ Budget / Spectium Services Tille:l*‘ﬁ?}(ﬂﬂ j IT Database Professional

Fung: [T ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ =

[T SpeedType: IBUIII ﬂ Budget & Planning Salary ©- | 120 FTEL:| 1000
Account: |5zz1nu ﬂ S alaries - Staff Salary 2: | 140 FTEZ| 1.000 i
Onginal: 130 Onog.FTE: 1.000

Cumulative: 130 Cum FTE: 1.000 Requested: I -15  Req FTE:I -0.110
Occurrence: 130 Occur.FTE: 1.000 Earnings: I Earn FTE:I

Comment: IIHZHIB: LW OP 11HI05-12H5105

-

| [F750 |&50 Budget |Update/Display
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In this example, this person also has a stipend. So the stipend must be adjusted.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

Bl @ X ElEE s =z a8 flcls] *]v]vlE |

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 212

EfF D ate: Mj Employee ID: IW Status: IFi“Ed "I =
First Name: IH Hiddle:lz— Last Hame: |D2
Buz Unit: Wﬂ Budget ¢ Spectum Services Title: ij IT Database Profeszional
Fund:[lI #|Dept:[612200000  &| Program: [1620 & | Class:[1000 & Project| | N
™ speedType: [BUD #| Budget & Planning Salary t: | 24 FTEL|
Account: [522110 % Siaff - Stipend Salary 2: | 2¢  FTEZ i

Onginal: 24 0Ong.FTE:

Cumulabive: 24 Cum. FTE: Requested: I -3  ReqFTE: I
Occurrence: 24 Occur FTE: E arnings: I Earn FTE:I

Comment: IIHZHIB: LW OP 11HI05-12H5105

=] -|

| [F750 |&50 Budget |Update/Display
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Click the Save icon.

Use the mner scroll bar to view the earnings detail.

Georgia State University - Budget - GSU Budget System !E
ﬂ\ﬁdit Wiew Go Fawvorites  Interfaces Budget APRpts PO Rpts GLRpks S8 Rpks GCRpts  Help

HE @ x| EaEE s oz 88 @lsl] *e]AlE ]

Sgve fast |F‘rn|:uosed I HR. Draka I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Orig Budg Pos #: 212
EFfF D ate: ﬂ Employee ID: W Status: IFi"f":I "I =
First Hame: IH Hiddle:lz— Last Mame: IDz
Busg Unit: Wﬂ Budget / Spectum Services Title: Wﬂ IT Databaze Profeszional
Fund:[10 #|Dept: [612200000 4| Program: [1620  #| Class:[1oo0 4| Pmiect:l—_l', =
[~ SpeedType: [BUD | Budget & Planning Salary 1: [ 120 FTEL[ 1.00
Account: [522100 ﬂ S laries - Staif Salary 2: | w0 FrEzf 100 i
Onginal: 130 OngFTE: 1.000
Cumulative: 11% Cum.FTE: 0.890 Requested: -15  ReqFTE: | -0.11 3
Occurrence: 115 Occur.FTE: 0.890 Earnings: I— Eamn FTE:’_T-
Comment; [1FI2ME: LWOP 111/05-12H5H5 J
\F =
[ [F7s0a |GSU Budget [UpdateDisplay 2
Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit “ew G&Go Favorites Interfaces Budget AP Rpts PORpks GLEpts SA Rpts GCRpts Help
gl @@t x| 28 sw 5= s @el=] *[e]el |
=50 Budget | Proposed I HR: Data I
Budget Period: 2006 Dept ID: 612200000 EBudget & Planning Orig Budg Pos #: 212

|»

Eff Date:  |01/12/2006 ﬂ Employee ID: [010101 Status: |Fi"Bd vl
First Hame: IH Hiddle:IZ Last Hame: IDZ
Bus Umit: IFBI][II] ﬂ Budget / Spectrum Services Title: |4E2Xl]l] ﬂ IT D'atabase Prafessional

Fund: |i13|—ﬂ Dept: Wﬂ Frogram: Wﬂ Class: Wﬂ Pmiec::|—_+,

[T SpeedType: |Bun ﬂ Budget & Plarning Salary 1: | 24 FTEL|
Account: |5221m ﬂ Staff - Stipend Salary 2: | 24 FTEZ| |
Onginal: 24 OngFTE:

Cumulative: 21 Cum.FTE: Hequested:l -2  Req FTE:I 1
Occurrence: 21 Occur.FTE: Earnings: I Eamn FTE:I 1

Comment: [1M2106; LWOP 11/1105-12115/05 o
-
-
A4

[ [F7s0a |GSU Budget [UpdateDisplay 2
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Vacation Pay Out

Note: The vacation payout budget should always be setup m positions 500-599. For the
very first vacation payout always make effective date beginning of FY.

If the vacation position 1s already setup, then use Update/Display to go to the existing
position. If you are creating a new vacation position then use Add to set it up.

In our example we are creating a new position.

Path: Budget >> GSU Budget System >> GSU Budget >> Add

Add -- G5U Budget System

x]
Budget Period: ||

Department 1D: I ﬂ Cancel

Original Budget Poszition Hhr.:l

Next, enter the Budget Period, Department ID, and the Original Budget Posiion Number
field and then click OK.

Add -- G5U Budget System

x]
Budget Period: IEUUE

Department ID: [612200000 ﬂ Cancel

Original Budget Position Mbr_: |5I]1

119 June 2005



GSU Budget System Documentation

A new screen will pop up with blank fields.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

ale®x| HaE slel == g8l 2lsl=] e lvale ]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 501

EfF D ate: I j Employee 1D: I Status: I "I ;I
First Name:l Hiddle:l Last Name:l
Buz Unit: I ﬂ TilIe:I j

Fund:[ ﬂ Dept:[ ﬂ Program: [ ﬂ Class:[ ﬂ Project:[ ﬂ [

[~ Speedtype:[ ﬂ Salary T | FTEL

Account: [ ﬂ Salary 2: | FTEZ
Onginal: 0 Ong.FTE:

Cumulabive: 0 Cum.FTE: Requested: I Req FTE: I
Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: | j j

| [F750 |&50 Budget |add 5
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Set the effective date to July 1 in the Effective Date field.

Leave Employee 1D, Status, First Name, Middle, Last Name, Title, Salary 1, FT'E1, Salary
2, FTEZ2 fields blank.

Be sure to enter the correct business unit in the Bus Unit field. Then type in the chartfield
mformation for the vacation pay out by using the Speedtype field or by typing in the Fund,
Dept, Program, Class, and Project.

Georgia State University - Budget - GSU Budget System

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

gle@x alaEl e =De| as @lel] *lelvald ]

G5 Budget IF‘ru:upu:used I HR. Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Planking Orig Budg Posz #: 501

Eff Date: Il]?fl]1 F2005 ﬂ Employee 1D: I Status: I "I LI
First Name:l Hiddle:l Last Name:l
Bus Unit: IFBI]I]I] ﬂ Budaet / Spectrum Services Tille:l j

Fund: [10 ﬂDept:lBl22ﬂﬂﬂﬂﬂ ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project: ﬂ Al
[T SpeedType: IBUD j Budget & Planning Salary T- | FTEL |
Account: || ﬂ Salary 2: I FTEZ:I

Onginal: 0 Ong.FTE:

Cumulative: 0 Cum.FTE: Requested: I Req FTE: I
Occurrence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: | j j

| [F750a |G5U Budget |add o

121 June 2005



GSU Budget System Documentation

Next, type the account code mn the Account field.

To setup the budget for the vacation pay out, enter the budget amount in the Requested
field. They type a comment that states the person’s name and the date of the person’s
vacation.

Georgia State University - Budget - G5U Budget System

File Edit Wew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks  Help

Ble(@x| alals| slel == g8 @lel2] lelwalg]

G5 Budget IF‘ru:upu:used | HR. Data I

Budget Penod: 2006 Dept ID: 612200000 Budget & Planning Ong Budg Pos #: 501

Eff Date: Il]?."l]'l F2005 ﬂ Employee 1D: I Status: I ""I —I
First Name:l Hiddle:l Last Name:l
Bus Unit: IFB[II]I] ﬂ Budaet / Spectrum Services Tille:l j

Fund: [10 ﬂﬂept:|3122ﬂﬂﬂﬂﬂ ﬂ Program: [1620 ﬂ Class: [11000 ﬂ Project:] ﬂ I
[T SpeedType: IBUD j Budget & Planning Salary 1: | FTE!: |
Account: |522115 ﬂ Staff - Wacation Pap Dut Salary 2: | FTEZ|

Onginal: 0 Ong.FTE:

Cumulative: 0 Cum.FTE: Requested: I 1.094 ReqFTE: I
Dccunence: 0 OccurFTE: E arnings: I Earn FTE:I

Comment: |1f25-DJ; vacation payout For Obi Wan Kenobi 3MM6-31506] j j
-
b

| [F750a |G5U Budget |add o
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Click the Save icon.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

CEle@x ElalE slel =lo| a8 2lel2] *lelwale ]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 501

Eff Date: ﬂ?fﬂ'l f2005 j Employee ID: I Status: I "I —I
First Name:l Hiddle:l Last Name:l
Bus Unit: IFBUUU ﬂ Budget / Spectium Services TilIe:I j

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [

™ speedType: [BUD #| Budget & Planning Salary T | FTEL

Account: [522115 % Staff - acation Pay Out Salary 2:| FTEZ]
Onginal: 0 Ong.FTE:

Cumulative: 1.094 Cum.FTE: Requested: I 1.094 ReqFTE: I
Occurrence: 1,094 OccurFTE: E arnings: I Earn FTE:I

Comment: IHZE-DJ; vacation payout For Obi Wan Kenobi 3M/06-3M15106 j j
-
-

| [F750 |&50 Budget |add 5
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When you need to add a different person place the cursor in the Eff Date field and then
click Insert Row. Type a new effective date.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget .ﬁ.ﬂpts PO Rpks GLRpts SARpks GCRpks Help

ala(@x| ulol0| slel sl=|(als] 2ol #lelwle |

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 501

Eff Date: Il]?!l]Z,"ZI]I]E j Employee ID: I Status: I "I —
First Name:l Hiddle:l Last Name:l
Buz Unit: FBI]I] ﬂ Budget ¢ Spectum Services TilIe:I j

Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [
™ speedType: [BUD #| Budget & Planning Salary T | FTEL
Account: Wﬂ Staff - Wacation Pay Out Salary 2: | FTEZ| -
Onginal: 0 Ong.FTE:
Cumulabive: 1.094 Cum.FTE: Requested: I— Req FTE: I—
Occurrence: 1,094 OccurFTE: E arnings: I— Earn FTE:I—

Comment: | j
il

| [F750 |&50 Budget |add 5
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To setup the budget for the vacation pay out, enter the budget amount in the Requested
field. They type a comment that states the person’s name and the date of the vacation.

Georgia State University - Budget - GSU Budget System !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

ale®x| HaE slel == g8l 2lsl=] e lvale ]

551 Budget IF'ru:upu:used | HR Data I

Budget Period: 2006 Dept ID: 612200000 Budget & Plannhing Orig Budg Pos #: 501

EfF D ate: Mj Employee 1D: I— Status: I "I =
First Name:l Hiddle:l— Last Name:l
Buz Unit: Wﬂ Budget ¢ Spectum Services Title: I—j
Fund:[10° ﬂ Dept: [612200000 ﬂ Program: [1620 ﬂ Class:[11000 ﬂ Project:[ ﬂ [
™ speedType: [BUD #| Budget & Planning Salary T | FTEL
Account: Wﬂ Staff - Wacation Pay Out Salary 2: | FTEZ| -
Onginal: 0 Ong.FTE:

Cumulabive: 1.094 Cum.FTE: Requested: I 5 BReqFTE: I
Occurrence: 1,094 OccurFTE: E arnings: I Earn FTE:I

Comment: IHZE-DJ; vacation payout for R 2 D2 12H6405-12131105 j
-

| [F750 |&50 Budget |add 5
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Click the Save icon.

Use the outer scroll bar to view the position history.

Georgia State University - Budget - G5U Budget System !E
ﬂkgdit Wiews Go Fawvorites  Interfaces Budget AP FRpts PO Rpks GLRpks  SA Rpts  aC Rpks Help

(Blpleix| ool elel == a) clelo] lvlele |

Budget IProposed I HR Data I

Budget Period: 2006 Dept ID: 612200000 Budaget & Flanning Orng Budg Pos #: 501

EFff Date: 0?30232["]5 ﬂ Employee I1D: I Status: I "I ﬁ
First Mame: I Middle:l Last Hame: I
Bus Unit: IFB 11111] j Budget / Spectrum Services Tille:l j

Fund: I"]—ll Dept: IWLI Frogram: IWLI Class: IWLI Ploiect:l—ll
[~ speedtepe: [BUD  #| Budget & Planning Satary 1: | FTEL.|

Account: Wﬂ Staff - Wacation Pay Out Salary 2: | FTEZ:| o

Orniginalk: 0 OngFTE:

Cumulative: 1.099 Cum.FTE: Requested: I Ll Req FTE: I
Occurrence: 1.099 Occur FTE: E arnings: I Earn FTE:I

Comment: IHZE—DJ; vacation payout For R 2 D2 12H6/05-12131105

|»

1\~
[ [F7s0a |E50 Budget |add v
Georgia State University - Budget - G5l Budget System !E
File Edit “iew i&o Fawarices Interfaces Budget AP Rpks PO Rpks GLRpks  SARpks  GC Rpks Help
gl@ @ x| alas sle Ble| g8 @lelo] lelale |
55U Budget IF‘ru:upu:used I HF. Data I
Budget Period: 2006 Dept I1D: 612200000 Budget & Planning Orig Budg Fos #: 501
EfF Date: j Employee 1D: I— Status: I "I
First Name:l Middle:l— Last Name:l
Bus Unit: Wﬂ Budget / Spectrum Services Title: I—ﬂ
Fund: Ilﬂ—ll Dept: Wﬂ Program: IWLI Class: Wﬂ Ploiect:l—ll 1=
[~ speediope: [BUD %] Budget & Planning Salary 1 [ FTEL|
Account:  [522115 %] Siaff - Vacation Pay Out Salary 2: | FTEZ]|
Original: 0 Orng.FTE:
Cumulative: 1.094 Cum.FTE: Requested: IW Req FTE: I—
Occurrence: 1.094 Occur.FTE: E arnings: I— Earn FTE:I—
Comment: |W25-DiJ: vacation payout for Obi Wan Kenobi 311/06-3/15/06 = t
T\
[ F7s0A |E50 Budget |&dd v
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Amended Budget Report

Path: Go >> Georgia State University

Requisition ltems

[ E5] Blel=] vl
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Path: When the screen refreshes go to Budget >> Amended Budget Report >> Add

Note: Use Update/Display when you already have criteria saved under a name.

Georgia State University

[_[=]x]
Fie Edt Yiew Go Favorites Interfaces | Budget APRpts PORpEs GLRpts SARpts GCRpts Help
alEl@x .I.I | G5UBudget System » |:>| *[v |l ‘
Other Budgst Reports  »  UpdatejDisplay

[FPROD [ [
P = = =
is Start & 7 s 77 2memetexp., - 5 a
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Once the prompt pops up, choose a name for the report and type it in the Run Control 1D

field. Click OK.

Add -- Amended Budget Report

Run Control 1D: I
Cancel |

Add -- Amended Budget Report |

Bun Control 1D: I5TAHWAH5|

129 June 2005



GSU Budget System Documentation

When this screen pops up you have the choice of typing in any one of the following fields:
Budget Period, Department, or Business Unit.

You must enter a value for the quarter of the fiscal year (not the calendar year), 1-4, in the
Quarter field. If you enter four in the Quarter field you will get a report that gives the latest

mformation from the first quarter to the fourth quarter.

If you would like to include fringe benefits in the report, be sure to click the box.

Georgia State University - Budget - Amended Budget Report

File Edit Wiew Go Favaoribes Interfaces Budget AP Rpts PO Rpts GLRpks SARpks GC Rpks Help

ale@x| alaEl 2w =e| al=] @] *lelsll]]

Armended Budget Repart |

Operator 1D: FINDMB
Run Control 1D: STARMWAARS

Budget Period: ||
Quarter(1-4): |1_

Include Fringe B enefi@

Enter Department and Businezz Unit are optional

Department: I ﬂ
Business Umt: I

| [F750a |amended Budget Report |Add o
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Next click the traffic light closest to the save button to run the report.

Georgia State University - Budget - Amended Budget Report
GL Rpts 54 Rpts  GC Rpks

File it Miew Go Faworices  Interfaces  Budoet AP Rpts PO Rpls

Help

S| @ @x| alalEl ElE @BE| =] #lel=] #lelalg ||

Amended Budget Report |

Dperator 1D: FIMDME
Run Control 1D: STARWARS

Budget Period: IZI]I]B
Quarter[1-4): |3

Enter Department and Business Unit are oplional

Department: |B1 2222000 ﬂ
Busginess Unit: I

[ [F7s0a |grended Budget Report [Add =
Once this screen pops up you can either view the report or print the report.
Process Scheduler Request |
Operatar ID: - FIMDEB Run Contral ID: - STARWARS
— Bun Location — Dutput Destination
 Server & File  Printer € WwWindow
Sewver | ] File/Printer: [C:ATEMPY Ek
— Bun Date/Time: — Run Recurence Cancel |
Date:  [02/17/2006 =] [Ance =]
Time: [04:01:00 PM [ ] Name:
Beset to curent DateTime | IHew | [pdate I Delete |
| Description [Hame | Process Type Descr
Generate Amended Budget Rpt BUDAMDRE SOR Report
June 2005
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To view the report from a window on Citrix set the Run Location to Client. Set the Output
Destination to File. In the File/Printer field type, “d:/tmp -ziv.” Click OK.

Process Scheduler Request |
Operator ID:;  FIMDME Bun Contral ID: - STARWARS
Fiun Location — Dutput Destination

i~ Sepver r' Frinter  © "Window
ﬂ _File/Frinter: Iu:l:a"tmp -zird > OK.

Semen I

—Run DatedTime; — Run Recurence Cancel
Date:  [02/17/2008 =l [ance |
Tine: [04:01:00 PM_ [ | Name:
Fieset to cument [ate Time | ey | Update | Drefete |
| Description |Mame | Process Type Deser

Generate Amended Budget Bpt BUDAMDRE SCUR Report
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You will get a report that looks like this.

File Edit Wew Page Help

e E R EEE IR

Fun Date: 17-FEE-2006 Ceocgia Stabe Univecaity  Bage Mumbee 1 Withoub Peinges —
Sumacy 0f Fudget Uik 612222000
FYI006  Budget Aesdient Mumbec: E]
Dgpackent: Stac Wacs Fanatic

1 1 D:iginal Eudggt | Cwimlabive Adjusbieat 1 Juteieded Budget 1
1 besccipkbion | e Renguita | EXE | Bwuabs | PE | hieunts |
|Punction  Resgaceh - Ldividua
|Puid Souces Sponsoced

Faculty

SEars

75,500
|

Opeeabing Supplics and Expinse

|
|
|
|
Equipimab Andf0c Booki 1

- .
Tokal | 0.7 75,300
- 1--

Fund Soucce fponsoced 1
Baculby 1
SEafs 1
i

|

I
50,300

Fiiges
Luimp Suim

Teawel

Opecating Supplics aid Expense
Bquipneak hndiOc Booka

Tokal .23 50,500 0.2z 50,500

Buncbion Bub . Swes. Comi. Swes
Puid Stuees Spodaced
Faculby 0.13 25,000 0.18 25, 000|

Opesabing fupplics and Bupease
Euipieat hadi0e Boak:

Tokal

Bun et ian Inst Supp - Fiacal 0
Buid Souces @enecal Opecations |
Eaculby 215, 500 500 1.83 216, 000]
Staft 4.0 141,220 n.z3 135,424 438 156, BG4

Lo Suin 24 2,586 2,620

Opscabing Suppliza and Expedss
Equipient hndilc Eooka

<| |
For Help, press F1 [ [um 15 4

File Edit Wew Page Help

= S EERIE

Fun Date: 17-FEE-2006 Skocgia SEabe Univcaiby  Bage Murlsc I Without Peimges —
betail Of Fudget Unib - Becassal Secvices 612222000

FY2006  Budgelb Runcickikn b Wuids 2
Depackient: Stac Waca Panatic

Deiginal Budget Mq\.u:m Budgst 1
PIE |

MIE LE cry |
TITLE/DESCRIETION SALERY1 FIEL SATARYZ  FIE3 L) BRI Raount | I hmcunb |

2/10/03-L1: Pall scweabec faculty chacge off peaj ELUZ? 1
1 1 .12 25, 000 0.127 :5,unn|
Fall sencatéc faculby chacge off p:nj ELUZ?
| |

0IN00 Rssiskaab Pesfe 100,000 0.750 100,000 0.750  Pwk.2 20

1001| DRRTH X SIALER 1 1 |

|| 203%00 Rasiabank Bcofe 100,000 0.750 100,000 0.750  Iask 10 2TAR 100, nnnl 1 1 0.750] 1oo, unnl
[ e e [ s [ (e 1 =
[ INDTVIDURL TOIRL: 100, noo| 1 1 0.750] 100, o00|
|oo1| | | | |
| | 2WA00 Rasiatant Beofe 100,000 0.750 100,000 0.750  Iast 10 S TRAR 750 100, 000| LIS ELN a5, 008 | 0.563 735, 000]
| |

| |

| |

| |

| |

I
|
I
|
|
I
ORREIA X SIADER |
|
I
|
I
I
|

INOTVIOUAL TOIRL:

o. '.lil'll Lo, oo | | 0.7500 1nn oo

1002 | LUKE X% SKYWRLKER
201H00 hssoc Bcofeasoc

INOTVIOUAL TOIAL: 0. 750 75,300
| |
01W00 hasoe EBcofeusoe 75,000 0.730 76,000 0.750 F hesea 20 0. 750 73, 500

I
| |
I I
I I
00| LUKE X SKYWRLKER Eh |
I I I
I I e o e G 11(1(n5
| |
I I

INOTVIOUAL TOIAL:

ooz | | | |

FWIEOD Liateuctoe, Radj £3,000 0.750 £3,000 0.750  Iast 10 S TRAR 0.750 g5, 000 1 1 0.750] 635,000
—r | | e
INDTVIDUAL TOIRL: 63, nnn| 1 1 0.750| 63,000

ooz 1 | 1
WIE0D Lisbeucboe, hidj 5.000 0.000 5.000 0.000  Iask 10 SRR I 1 2. 5000 1 2.500

Seweatec sbipad

FWIEOD Liateuctoe, Radj £3,000 0.750 £3,000 0.750  Iast 10 65, 000 1 0.7500 635,000

5
Seneutee aki;
I

= -
| INDTYIDURL TOTRL: 2,500 0.7500 67,500

|
1004| LEIR O SOLO 1 | | | |
| | 999HAE Erkcitus, EBcole 50,000 0.373 51,000 0.375  Iask 10 2 TWRR| |l LU Ll 25, 500 0.562 7. 000
[ 1 1(1.an nJ 100% g‘ene:il <1t 1r1|fus |
| | 999HAE Erkcitus, EBcole 50,000 0.373 51,000 0.375  Resea 20 1 ELL 1 1 0.373 5o, 500]

1(1.fns nJ 1008 gene:al =1t 1/1/06
= -|-- S| | = e
INDTVIDUAL TOIRL: 0.750 101, 000| 0.1z7 25, 500 0.337 126,500
o04| LEIR O 20LO 1 | | | |
999HAE Eecitus, Poole 50,000 0,373 51,000 0.375  Iaak 10 S TAR 0.373 50,500 1 1 0,373 50,3500
Q99HAE Eecitus, Pcole 50,000 0.373 51,000 0.375  Resea 20 0.373 50, 500 1 1 0.373 50, 500
| |

<| |
For Help, press F1 [ [um 35 4
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To print the report to a network printer, set the Run Location to Server.

Process Scheduler Request

B

Operator ID:;  FIMDME

Bun Contral ID: - STARWARS

— Fun Location
= Client

Server I [ary]

— Dutput Destination

f File © Printer ©

Lind o

File/Printer: IE:'\TEMF‘H

Ok

—Run DatedTime;

Cancel

— Run Recurence

Generate Amended Budget Rpt

Date:  [02/17/2008 =l [Once =]
Tine: [04:06:00 PM [ | Name:

Reset to curent Date/Time Hew | Llpdatel Drefete |
| Description |Mame | Process Type Deser

EUDAMDEP SUR Report
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In the Run Location section, choose PSUNX from the Server drop down menu.

Process Scheduler Request |

Operator ID:;  FIMDME Bun Contral ID: - STARWARS

Fiun Location — Dutput Destination

= Client ¥ Sepver f File © Frinter € Window

Server: ~] File/Printer: [C:ATEMP ol
— PSUNX — Cancel
Fun Dat WORKFLOW Run Recurmence

Date:  [02/17/2008 =l [Once =]

Tine: [04:06:00 PM [ | Name:

Reset to curent Date/Time | Hew | Update | Drefete |
| Description |Mame | Process Type Deser

Generate Amended Budget Bpt BUDAMDRE SCUR Report

Process Scheduler Request |
Operator ID: FIMDE Fun Contral 1D: - STARMWARS
Fun Location — Output Destination
" Client & Sepver & Fle © Printer € Window
BETN File/Prirter. [C:ATEMPY s
— Bun Date/Time: — Run Recurence Cancel

Date:  [02/17/2008 =l [once =]
Time: [04:06:00 PM [ | Narne:

Reset to cument Date/Time | M | pdate I Delete |

| Dezcription | Mame | Frocess Type Deser

Generate Amended Budget Rpt BUDAMDRPE SOR Report
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Set the output destination to Printer.

Process Scheduler Request

GSU Budget System Documentation

B

Operator ID:;  FIMDME Bun Contral ID: - STARWARS
— Fun Location — Dutput Destingtion
= Client ¥ Sepver = File Lind o
Server IF'SI_INX ﬂ File/Printer: Ok
—Run DatedTime; — Run Recurence Cancel

Generate Amended Budget Rpt

Date:  [02/17/2008 =l [Once =]
Tine: [04:06:00 PM [ | Name:

Reset to curent Date/Time Hew | Llpdatel Drefete |
| Description |Mame | Process Type Deser

EUDAMDEP SUR Report
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In the File/Printer field type the destination of your network printer. For our example the
network printer’s destination looks like this: /tmp/ +P-dbudplan-hpc5550.

Note: These are the definitions for the codes in the File/Printer field used to print the
Amended Budget Report.

e +P: Goes to the printer
e -d: Report destination

e dbudplan-hpc5550: Budget & Planning printer 1d (You need to know the name of
your printer’s network ID to print this document)

Click OK.
Process Scheduler Request |
Operator ID:;  FIMDME Bun Contral ID: - STARWARS
— Fun Location — Dutput Destination
= Client ¥ Sepver = File + B irid oy
. . ok \)
Server IF'SI_INX ﬂ le/Printer: Ip.-" +P-dbudplan-hpchhh w
— Run Dated/Time: — Run Recurmence Cancel
Date:  [02/17/2008 =l [Once =]
Tine: [04:06:00 PM [ | Name:
Reset ta curent Date/ Time | Hew | Update | Delete |
| Description |Mame | Process Type Deser
Generate Amended Budget Bpt BUDAMDRE SCUR Report
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Other Budget Reports
There are also other reports that you can print in addition to the Amended Budget Report.

Amended Budget Report without (or with) Fringes

Path: Go >> Georgia State University

Requisition ltems

[_[=]x]
Fle Edt View | Go Favortes Lse Process Ingure Report Help
alslglx = EEEEE Az

Hew Window

r
Define Business Rules »
v Adriinister Pracurement 3
Manage Assets b

Process Einancial Information  »

PeopleTools »

[FPROD
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Path: When the screen refreshes go to Budget >> Other Budget Reports >> Add

Note: Use Update/Display when you already have criteria saved under a specific name.

Georgia State University

[ [=]x]
Fle Edt View Go Favorites Interfaces | Budget APRpts PORpts GLRpts SARpts GCRpts Help

Bz &% .I.I = GSU Budget System » bl *+|v|v]a ‘

-.' start

Q‘JFG; B 44zPm

i
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Once this screen prompt pops up, choose a name for the report and type it in the Run
Control ID field. Click OK.

Add -- Other Budget Reports

Run Control 1D: ||
Cancel |

Add -- Other Budget Reports |

Bun Control 1D: |AHD_BUD_ND_FFIINEE5
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When this screen pops up you must enter the Budget Period. The Department ID can be
any variation of what you may be looking for. The “%” can go at the beginning or the end
of the department variable. The “As of Date” will default to the current date. You can
change the “As of Date.”

Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit %iew Go Faworices Interfaces Budget AP Rpks PORpts GLRpks SARpks  GC Rpks  Help
gl&(@x| alaE =le =@ s @] *lvls2 ]|

Cther Budget Reparts |

Operator 1D: FINDME
Run Control 1D: AD_BUD_MO_FRIMGES

Budget FPeriod: ||
Department 1D: Iz
As of Date: 0271772006  +|

[ [F7sga |other Budget Reports |add i

Examples:

Georgia State University - Budget - Other Budget Reports !E
File Edit \iew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SA& Rpks GC Rpks  Help
al&(®x| alaE @ == SE] @lel] el ||

Cther Budget Reports |

Operator 1D: FINDME
Run Control 1D: AD_BUD_MO_FRIMGES

Budget Period: IZDDB
Department 1D: |E1Z

Az of Date: 02/17/2006) ﬂ

[F750a |Other Budget Reports |add 5
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Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help
ale|@x| ElaE| 5l D] 25| @lel2] vl |

Other Budget Reports |

Operator 1D: FINCME
Run Control 1D: AMD_BUD_MO_FRIMGES

Budget Period: |2I]I]B
Department |D: |X1 2222000%
As of Date:  |[EZANZEIIE ﬂ

| [F750 |other Budget Reparts |add 5

Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help
ale|@x| ElaE| 5l D] 25| @lel2] vl |

Other Budget Reports |

Operator 1D: FINCME
Run Control 1D: AMD_BUD_MO_FRIMGES

Budget Period: |2I]I]B
Department |D: |E1 2222000
As of Date:  [02/17/2006  +|

| [F750 |other Budget Reparts |add 5

Next, click the traffic light closest to the save button to run the report.
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Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit Wew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks  Help

Eﬁr&!l)d cEENEENSENEEEEEEA ]

Other Budget Reports |

Operator 1D: FINCME
Run Control 1D: AMD_BUD_MO_FRIMGES

Budget Period: |2I]I]B
Department |D: E1 2222000
As of Date:  [02/17/2006  +|

| [F750 |other Budget Reparts |add 5
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Once this screen pops up, highlight the Amend. Bud Rpt without Fringes option. To run
the Amended Budget Report with Fringes you would choose the Amend. Bud Rpt with
Fringes option. In our example we are running an Amended Budget Report without
Fringes.

Since this 1s a Crystal report, be sure to check that the Run Location 1s set to Client and
that the Output Destination 1s set to Window.

Click OK
Process Scheduler Request |
Operator ID: - FINDME Fun Contral 1D AMD_BUD_MO_FRIMGES
atiarn — Output Destination
" Semver  File " Printer
Semen I ﬂ File/Frinter: I )
—Run DatesTime: — Run Recurence
L1 ate: |E|2.-"'I 742006 ;I II:Ince ;I
Time: [04:20:00 PM Name:
Fleset to curent Date/Time | Hewy | pdate | Delete |
Description M ame Process Type Descr
Arnend. Bud Bpt with Fringes BOAMDAMT | Crogtal -
Amend. Bud Bpt without Fringes BUDAMDFG  Crystal

Onig. Bud Rpt with Fringes BOORGAMT | Crostal

Orig. Bud Rpt without Fringes BUDORGFG [Crypstal

Frop. Bud Bpt with Fringes BOPOPAMT | Crostal i—
Prap. Bud Rpt without Fringes BUDPROFG [Crpstal ;I
Srectiom . nornals Becnn Bennrt RIITLIRMI SR Rennrt
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This 1s a ghmpse of what the report will look like. You can also print this report from this
screen.

o:\psoft\f 75 ga\crwlengibudanydfg .y pt

|1 00% vl Total:7 100% Faf?
BI2E72006 10:24:47A GEORGLA STATE UNIVERSITY budaradfy rpt
Araended Budget - Department Totals Without Fringes
Budget Perind 2006
Personal Hon-Personal Department
Creneral Fund-TInrestricted Class Services EFT Travel Supplies  Equipment Services Total
General Operations
S
612220000 Star Whare Fautic 11000 432000 5250 0 o 0 432,000
Total Exchode Fringes: 432000 5230 0 0 o 0 432,000
Total Fringes: 1}
Total: 432000 5250 a a a a 432000
General OperationsTotal : 432000 5250 a a a a 432000
G 1 Fund- 1T trictedTotal : 432000 5250 a a a a 432000
Sponsored
B BT AT oottt iieiiooo-
G12220000 Star Wars Fanatic 1000 75400 0750 1] 1] o 1] 5500
Total Erchade Frimges: 75500 0750 a a a a 75500
Total Fringes: 1}
Total : 75500 0750 0 0 o 0 75500
SponsoredTotal : 75500 0750 1] ] ] 1] 75,500
v
| o 2
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Original Budget Report with (without) Fringes

Path: Go >> Georgia State University

Requisition ltems

o] # vl
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Path: When the screen refreshes go to Budget >> Other Budget Reports >> Add

Note: Use Update/Display when you already have criteria saved under a specific name.

Georgia State University

[ [=]x]
Fle Edt View Go Favorites Interfaces | Budget APRpts PORpts GLRpts SARpts GCRpts Help

Bz &% .I.I = GSU Budget System » bl *+|v|v]a ‘

-.' start

Q‘JFG; B 44zPm

i
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Once this screen prompt pops up, choose a name for the report and type it in the Run
Control ID field. Click OK.

Add -- Other Budget Reports

Run Control 1D: ||
Cancel |

Add -- Other Budget Reports |

Bun Control 1D: |DHIE_BUD_HPT
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When this screen pops up you must enter the Budget Period. The Department ID can be
any variation of what you may be looking for. The “%” can go at the beginning or the end
of the department variable. The “As of Date” will default to the current date. You can
change the “As of Date.”

Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit W\iew Go Favorices Interfaces Budget AP Rpts PO Rpts GL Rpks SA Rpks GC Rpks  Help
gle@x| ElaE| e =lm| S=] @kl #lve]sl ]

Other Budaet Reports |

Operator 1D: FIMDME
Run Control 1D: ORIG_BUD_RPT

Budget Perniod: ||
Department 1D: Iz
As of Date:  [02/1772006 ﬂ

[ [F7s0a [other Budget Reports |add v

Examples:

Georgia State University - Budget - Other Budget Reports !E
File Edit %iew &Go Faworices Interfaces Budget AP Rpks PORpts GLRpks SARpks  GC Rpks  Help
gl@@x| alaa] el =E| S=] elkel] #le]sle ]

Cther Budget Reports |

Operator 1D: FINDME
Run Control 1D: ORIG_BUD_RPT

Budget Period: IZI]DE
Department 1D: |E12

As of Date: 0271772006 j

[ [F7s0a [other Budget Reports |add v
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Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

ale|@x| ElaE| 5l D] 25| @lel2] vl |

Other Budget Reports |

Operator 1D: FINCME
Run Control 1D: ORIG_BUD_RFT

Budget Period: |2I]I]B
Department |D: |X1 2222%
As of Date:  [ZIHZENE +|

| [F750 |other Budget Reparts |add 5

Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

ale|@x| ElaE| 5l D] 25| @lel2] vl |

Other Budget Reports |

Operator 1D: FINCME
Run Control 1D: ORIG_BUD_RFT

Budget Period: |2I]I]B
Department |D: |E1 2222000
As of Date:  [02/17/2006  +|

| [F750 |other Budget Reparts |add 5
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Next, click the traffic light closest to the save button to run the report.

Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help
gE x| ‘alue| &le D] 8= elkel=] #le sl ]|
Oth Oet Reports |
Operator 1D: FINCME
Run Control 1D: ORIG_BUD_RFT
Budget Period: |2I]I]B
Department |D: |E1 2222000
As of Date:  [02/17/2006  +|
| [F750 |other Budget Reparts |add 5
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Once this screen pops up, highlight the Orig. Bud Rpt without Fringes option. To run the
Original Budget Report with Fringes you would choose the Orig. Bud Rpt with Fringes
option. In our example we are running an Original Budget Report without Fringes.

Since this 1s a Crystal report, be sure to set the Run Location to Client and the Output
Destination to Window.

Click OK
Process Scheduler Request |
Operatar (D FINDME Fun Control 1ID: - ORIG_BUD_RPT
Fun Location — Output Destination
™ Server " File " Printer
SEIVEN I LI File/Printer: I
— Run DateTime: —Run Becurence
Date: |02/17/2006 = [Once
Time: [04:27:00 PM Mame:
Feset to current Date/Time | M | Update | Delete |
Drescription M ame Process Tepe Descr
Amend. Bud Bpt with Fringes BOAMDART |Crgstal -
Amend. Bud Rpt without Fringes BUDAMDFG |Crgstal
Orig. Bud Bpt with Fringes BOORGAMT |Crpstal
Orig. Bud R pt without Fringes BUDORGFG  Crpsztal
Prop. Bud Bpt with Fringes BOPOPAMT [Cryztal
Prop. Bud Bpt withaut Fringes BUDPROFG |Crgstal ;I
Snectrormn dnormals Beenn Bennrt RIITLIRMI SR Rennrt
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This 1s a ghmpse of what the report will look like. You can also print this report from this
screen.

o:\psoft\f 75 galcrwiengibudorgfg. rpt

hd Total:7 100% Faf?
BI2EM2006 10:28:334 GEORGLA STATE UNIVERSITY budorgfz rpt
Original Budget - Departraent Totals Without Fringes
Budget Perind 2006
Personal Hon-Personal Department
Creneral Fund-TInrestricted Class Services EFT Travel Supplies  Equipment Services Total
General Operations
S
612220000 Star Whare Fanatic 11000 o onoo o o o o o
Total Erchade Fringes: o onoo o o o o o 0
Total Fringes: 1}
Total: a oooo a a a a o
General OperationsTotal : 1} 0000 1} 1} 1} 1} o
G 1 Fund- 1T trictedTotal : a oooo a a a a o
Sponsored
B BT AT et e
612220000 Star Whars Farutic 1000 o ooo0 o o o o )
Total Erchade Frimges: a oooo a a a a o
Total Fringes: o
Total : o onoo o o o o o
SponsoredTotal : 1] 0000 1] 1] ] ] i}
v
| o 2
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Proposed Budget Report with (without) Fringes

Path: Go >> Georgia State University

Requisition ltems

[_[=]X]

Fle Edt View | Go Favorites Use Process Inquire Report Help

| BEEx =
Earward
New Windov
Define Business Rules
v Adriinister Pracurement

Manage Assets
Process Einancial Information

PeopleTools

Recent

-.' start

| SlE| @lcl=2] *lrlale |
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Path: When the screen refreshes go to Budget >> Other Budget Reports >> Add

Note: Use Update/Display when you already have criteria saved under a specific name.

Georgia State University !E

Fle Edt View Go Favorites Interfaces | Budget APRpts PORpts GLRpts SARpts GCRpts Help

| Bl(slx] *Elr|E| Elm| Snesswn b #lefvle

Amended Budget Report » |
ts

Update Display

—_,
is Start B 2 umentatio... | /3 Time
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Once the prompt pops up, choose a name for the report and type it in the Run Control 1D

field. Click OK.

Add -- Other Budget Reports

Run Control 1D: I
Cancel |

Add -- Other Budget Reports |

Run Control ID: [PROP_BUD_RPT|
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When this screen pops up you must enter the Budget Period. The Department ID can be
any variation of what you may be looking for. The “%” can go at the beginning or the end
of the department variable. The “As of Date” will default to the current date. You can
change the “As of Date” if necessary.

Georgia State University - Budget - Other Budget Reports -E
File Edit “iew Go Faworites Interfaces Budget AP Rpts PO Rpks  GLRpks  SA Rpks  GC Rpks  Help
ele@ x| aaE| = == SlE] @lel] #le sl |

Cther Budget Reports |

Operator 1D: FINCME
RBun Control 1D: FPROF_BUD_RPT

Budget Perniod: I
Department 1D: IZ
As of Date:  [0271772006 |

[F750a |Other Budget Reparts |add 4

Examples:

Georgia State University - Budget - Other Budget Reports !E
File Edit Wiew iGo  Fawaorites  Interfaces Budget AP Rpks PO Rpes  GLRpks 34 Rpks  GC Rpks Help
al@ @ x| alaE| Ble Ble| sl @] *lelale ||

Other Budget Reports |

Operator 1D: FINDME
Run Control 1D: PROF_BUD_RPT

Budget Period: IZI][IE
Department 1D: |E1Z
As of Date:  [[(EAKZHIIL ﬂ

[ [F7scs [Other Budget Reparts [Add "
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Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

ale|@x| ElaE| 5l D] 25| @lel2] vl |

Other Budget Reports |

Operator 1D: FINCME
Run Control 1D: FROF_BUD_RFT

Budget Period: |2I]I]B
Department |D: |xzzzzuuz
As of Date:  |[EZANZEIIE ﬂ

| [F750 |other Budget Reparts |add 5

Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit Wew Go Favaorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help

ale|@x| ElaE| 5l D] 25| @lel2] vl |

Other Budget Reports |

Operator 1D: FINCME
Run Control 1D: FROF_BUD_RFT

Budget Period: |2I]I]B
Department |D: |E1 222200%
As of Date:  [ZIHZENE +|

| [F750 |other Budget Reparts |add 5
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Next, click the traffic light closest to the save button to run the report.

Georgia State University - Budget - Other Budget Reports !Iﬂ
File Edit Wiew Go Favorites Interfaces Budget AP Rpts PO Rpts GLRpks SARpts GC Rpks Help
q@ x| e 5E =e| sE= 2lel] #lelsl]]
Other Budget Reports |
Operator 1D: FINCME
Run Control 1D: FROF_BUD_RFT
Budget Period: |2I]I]B
Department |D: |E1 222200%
As of Date:  [ZIHZENE +|
| [F750 |other Budget Reparts |add 5
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Once this screen pops up, highlight the Prop. Bud Rpt without Fringes option. To run the
Proposed Budget Report with Fringes you should choose the Prop. Bud Rpt with Fringes
option. In our example we are running a Proposed Budget Report without Fringes.

Since this 1s a Crystal report, the Run Location must be set to Client and the Output
Destination must be set to Window.

Click OK.
Process Scheduler Request |
Operator ID: - FINDME Fun Contral ID: - PROP_BUD_RPT
Fun Location — Output Destination
" Semver  File " Printer
Semen I ﬂ File/Frinter: I
—Run DatesTime: — Run Recurence
L1 ate: |E|2.-"'I 742006 ;I II:Ince ;I
Time: [04:38:00 PM Name:
Fleset to curent Date/Time | Hewy | Update | Delete |
| Description | M ame | Process Type Descr
Amend. Bud Bpt with Fringes BOAMDAMT [Crpstal -
Amend. Bud Rpt without Fringes BUDAMDFG [Crpstal
Onig. Bud Rpt with Fringes BOORGAMT | Crostal
Orig. Bud Rpt without Fringes BUDORGFG [Crypstal
Prop. Bud Rpt with Fringes BOPOPAMT |Crystal
Prop. Bud Bpt without Fringes BUDPROFG  Crypstal ;I
Srectiom . nornals Becnn Bennrt RIITLIRMI SR Rennrt
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This 1s a ghmpse of what the report will look like. You can also print this report from this
screen. To print, click the print icon.

o:\psoft\f 75 ga\crwiengibudprofg. rpt

hd Total15 100% 1515
20172006 4:40:55P 1 GECRGIA STATE UNIVERSITY budprofg rpt
Proposed Budget - Department Totals Without Fringes
Budget Perind 2006
Personal HMon-Personal Departraent
Creneral Fund-TInrestricted Class Services EFT Travel Supplies  Equipment Services Total
_General Operations
e e Y T I Y S IS
612202000 St Wars Fanai__H0G0 TG ey T e AT e T
Total Exchide Fring 0 0.000 0 1] 0 1] 1]
Total Fringes a
S 1 R ——— 0 S — R —— N R —
General OperationsTotal : 0 0.000 i} o ] a i}
General Fund-Unresiricied Total : o 0.000 a 0 0 a a
_Spomsored ____ _ _ _ _ _ _ __ ____________________
e U
G12222000 Star Wars Fanatic G1000 0 0.000 0 1] 0 1] 1]
A12222000 Star Wars Fanatic A2000 0 0.000 0 1] 0 1] 1]
612220000 StwWasFamstc 6400 0 _ 000 o o o0__ _ 9o _ _0®
Tatal Exchide Fring 0 0.000 0 1] 0 1] 1]
Total Fringes u]
S | L S U NS 00 S p—— O R — N A R ——
CrnmanmndTadnl n nann n n n n n i
| o
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