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- Creating an Original Position Control

it Budget Model for Adopted Budget Reports

Original Budget Models can be created in Escape and imported into SACS Web for Adopted Budget Reporting.

1. Before you start your Adopted Budget model

= Create an Estimated Actuals model
e See Interim Budget Model Instructions for how to create a revised budget model in Escape

= Create New Fiscal Year Accounts

e  Review your chart of accounts and make changes prior to asking SBAS to roll your accounts forward to the new year.
To expire accounts that are no longer in use you can 1) change the expiration date of an individual account or 2) use
the set Expiration Date task from a list of accounts to expire all accounts on your list. Contact your Financial Analyst
to request that your accounts be rolled forward.

= (Create Fiscal Year Payroll Setup

e Items to Consider BEFORE ROLLING ASSIGNMENTS in preparation for creating an Original Budget Model. These
items may not reflect all potential areas to review. Please review Escape Online Resources and Tutorials for complete
instructions:

e Bargaining Unit Set Up: HR/Payroll > Setup > Assignment > Bargaining Units
= |f your district has a benefit hard cap, and the benefit cap is changing:
= End the first one with a 6/30/0old year date or you will not be able to save your new cap
amount.
= |f you do not set new dates and the benefit cap has changed, there will be no adjustment to
the New FY pay detail to be used in your new budget models.
=  Benefits for the New FY will charge against the cap in largest to smallest order.

e Edit Calendars: HR/Payroll > Setup > Assignment > Calendars

Important Note:

Escape automatically rolls all calendars forward to the new year; however, districts must open each
calendar and edit/correct dates to ensure accuracy. Calendars can be edited as long as payroll has not
been processed in the new fiscal year. Contact the Payroll Team to re-initiate payroll after making
changes.

* From the list of your current calendars note the following: Begin/End dates, number of contract days,
basis, manual option changes, and Pay Calc option.

= To create a new calendar select Copy from the task bar.

= The Contract Days and Date information will adjust to the next year but will be bolded to remind you
that you should verify the data prior to saving the New Fiscal Year calendar. There will be many
inaccuracies for holidays, weekends, etc.

= Review Contract Begin and Contract End dates. The system will base the contract days on the
difference. The Contract Days field must balance for all leaves and pay calcs to generate correctly.

= For Budget Vacancies and Leave Granting the unpaid days in the bottom Date section must be accurate.

e Create/Edit Salary Schedules: HR/Payroll > Setup > Assignment > Salary Schedules
= Review Salary Schedules. If Salary Schedules are not changing for the next fiscal year, review list to
make sure that they do not have end dates. If not, they will roll forward.
= Create Salary Schedules by ending existing salary schedule, copy it and manually change cells or use
Mass Change feature. Use Column/Row Movement to define movement. Use Extra Pay Addon for
Longevity if all employees with that schedule should receive longevity.
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= Review Task functions to make changes.

e Create/Edit Positions: HR/Payroll > Employment > Positions
= On the position screen list, compare the FTE Authorized to the FTE Used (or the FTE Available) column.
You may need to make changes based on this information.
= If changes are needed, review Escape Online Resources or tutorials for editing or creating positions.

e  Budget Assumptions for Vacancy Records: Finance > Setup > Budget > Vacancy Assumptions
= Must be maintained to budget vacancies in budget models. If any of the vacancies are not applicable,
you should end them.

e Benefit Providers: HR/Payroll > Setup > Benefit > Benefit Providers
= Verify that your contribution and deductions for benefits are still applicable. Also, review the Prorate
field.
= If you have changes, end the current level, copy it and put in new rates. The Premium amount should
reflect annual benefit amounts.

Important Note:

Do not change your provider names or you will have to change all the Benefit Providers on each employee’s
Employee Management record. Do not end your benefit provider record on 9/30/xx without setting up new
provider records for the remainder of the year.

e Review Addons: HR/Payroll > Setup > Payroll > Addons
= While you cannot edit Addons, you should review them. Contact SBAS to make any necessary changes.

= Roll Forward Assignments
e  Review your positions and assignments.

* Run the Position Control 08 Report (HR/Payroll > Reports > Position Control) for the new year to
review and then correct any problems with the assignment roll forward. This report provides a list of
assignments that will not roll forward and why they won’t. When your assignment problems have been
corrected, contact the SBAS Payroll Supervisor to request that your assignments be rolled forward,
which initiates pay for the new year. The roll forward of assignments will not create a future
assignment for an employee with an assignment end date prior to 6/30 of the current year.

= Run the POS 07 (Assignment Roll Forward Review) report. Reroll when you make any salary schedule
or calendar changes.

= A reroll will not affect assignments that have been edited in the new year assignments.

= A rollback will delete Roll Forward Assignments.

= After changes are made to the new year, initiate a new pay calculation for the entire new year if you
want to see the changes that have been made reflected in the system. Navigate to HR/Payroll >
Processes > Initiate Payroll Requests. Select New. Change the Fiscal Year to the new FY. Selecting
Save/Close launches the job. Always review the status message field when the job is complete and
verify that there are no errors.

Create a New Original Budget Model for Adopted Budget Reports

Important Note: snapshotimages below do not reflect current fiscal year; please ensure you
update date and/or fiscal year to reflect the Adopted Budget Fiscal Year.

=  Finance > Budget>Budget Management
= To create an original budget model: Select “New” and then select “Original — [New FY]” from the dropdown
box
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I SRR N Finance - Budget - Budget Management

Search

3y Go Q Cleg”| | New = 54 Favortes
Original - 202425

Search Criter

2024 {2023/2024}
Model Id Start

Model |d End

Create Date Start

Create Date End

Status
Type

Fiscal Year
Enter the Fiscal Year for model items to list.

= A New Budget Model form will open. Enter a name for your model in the Description field, such as
“Adopted Budget.” Save/Close the model by clicking on Save/Close.

& 2~ LA PR NSV Finance - Budget - Budget Management

Search | List Form
[ = W Delete [l Prev [l Mest @ Save/Close B Cancel Tasks =

New Budget Model - FY 2016 {2015/2016} - Type: R {Budget Revision}

General | Contributions I Model History I Versions |

& System Information

Model Informahion
E 2 - Budget Process Information

E 1 - Model Details
Description C —— nter a name for your Mode! Id Adopted OB16-01
Departmert model Approved
Mode! Status a0 - Adopted
Salary Generated Date =} Tertative
Date Vacancies Projected El Submitted
Time Frame Base Year Only 3 - Add/Update

3. Reopen the New Model and Verify Calculation Method and Rates for Employer
Contributions

=  Finance > Budget > Budget Management

= Select Go to get a list of Budget Models. Open the model you just created by 1) clicking on the model
and then 2) clicking Open.

2 5 - DDA CTARE SN Finance - Budget! - Budget Management

Wz Click on Open. 1. Click on model you created.
3 0p New B Boot [g v (& Gid

FY @@ Modelld @& Description Type Time Frame Status

jl'z-.-- Last Edited Department

2016|ER16-01 Test First Interim Budget |R {Budget Revision}  |Base Year Only 0 {Open for editing}
2016 OB16-01  Original Budget 2015-16 O {Original Budget} Base Year Only P {Posted} Adopted 6/17/2015 8:40:57 AM

=  Click on the Contributions tab.
=  Review standard contributions rate and if needed, click New to add miscellaneous employer contributions

(maximum of 12 miscellaneous employer contributions are allowed). Click Save/Close.

4. Load Budget Data into the Model

=  Finance > Budget > Budget Management
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Search | List

Form

2 5 - A ELARNASE Finance - Budget - Budget Management

Click on the Tasks dropdown menu and select “Perform Change.”

[d ~ I Delete [@ Pev [ Next (£ Close W Cancel Tasks =

General ‘Contribut\ons:ZB I Model History:3 I Versions |

Perform Changa/

Cancel Model
Past This Model

Tima Frama

Model Information

B 1 - Model Details

Description Test First Interim Buc
Department

Model Status & O {Open for editing}-
Salary Generated Date a

Date Vacancies Projected a

Rzea Yaar Ninhe

Complete the Perform Model Change form by entering the following information into the fields as noted:

Unpast This kModel
Load Contributions from Setup
Calculate Maodel Projections

Recalculate Starting Balances

Y 2016 {2015/2016} - Type: R {Budgel Revision}

& System Information

=  Comment: “Set Accounts to $0”

=  Fixed Amount: Leave at “0.00”

[ Fom

[Sooch [um | Fom |
(G = I Deete g

[ Mot 5 Cose Y

] Tagks -

Approved 06/17/15 B:40AM by 61BREC
Adopted 06/17/15 8:40AM by §1BREC
Tentative 06/17/15 B:40AM by 61BREC
Submitted

Type: From the dropdown menu in this field select “12 {Set Fixed Amount}

Select Go from the bottom of the form and click Yes when asked if you want to continue.

Genersl | Contrbations 23 | Model History | Versons

Reopen the revised budget model you just created and review the Model History tab
say “Change completed” as soon as the amounts in the model are listed with a $0 amount in the budget. This
step will prevent accounts with “blank” or no amount at all listed in the model. Failure to perform this step may

Model Id: BR16-01 - FY 2016 {2015/2016} - Type: R {Budget Revision}

Perform Model Change

= — Cammant Sel Aceourts to S0
- Maodsl =
Doscrigtion Budget Moge R E—
Tost How Brock T 12 {Set Fxed Amount
Depatment
Model Ststus & O {0pen for edting)
Salery Garsrated Dote [
Dt Vacances Projected é Fooed Amount 0.0
Time Frame Base Year Orly
Code
i
o 1
e
LTI
fund 5] 0§ Lood saley reconds from HA
Flascuros =] 05 i Impor datafrom edemal e
Yewr 3] | 060k Copytrom ancther Madel
Goal =] o7 4 Copy From Accounts: Actssls
Functon. =) © Y Copy From Accounts: Revised
] Y Copy From Accounts: Oeginal
[ Ofyect ]
1] % Load Vacences
Schedl =] |
Racompute Salaes
[ Managemen &)
nt = | s [ y—
14 Load Budget Transfers

result in corrupted data in the SACS export file.

Search | List Fom

IR =PRI Finance - Budget - Budget WManagement

(& « I Delete [y Frev [gh Net & Close W Cancel Tasks -

3 Open  BL Bxport

Tasks -

Model Id: BR16-01 - FY 2016 {2015/2016} - Type: R {Budget Revision}

| General | Corrtribl.rtions:23| Model Histery:1 | Versions

101272015 3:42:13 PM

Set Fixed Amount
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e Next, load budget data into your model.

e To copy a previous model into your new model, reopen the new model and select “Perform Change” from the
Tasks menu. Complete the Perform Model Change form by entering the following into the fields as noted:

= Comment: “Copy from last posted model” (this is just a suggestion)
= Type: from the dropdown menu in this field select “06 {Copy From Another Model}”
=  Copy Fiscal Year: Update the Fiscal Year to the year containing the model to copy.
=  Copy Model: select the model you wish to copy from the dropdown menu
= Replace Budget: from the dropdown menu in this field select “2 {Replace Same Item Types}”
=  Select Go from the bottom of the form and click Yes when asked if you want to continue.
= Reopen your new budget model and review the Model History tab. The Status Message will
say “Change completed” as soon as the accounts and amounts in the model are copied into
your new model.
= Note: When loading accounts from a revised budget model keep in mind that prior year carry-over may be
included and would need to be removed in your original budget model. (Examples of one-time carry-over
funds include school site carry-over, restricted program carry-over for federal and state resources, local
restricted resource carry-over, and deferred revenues from prior year.) In addition, any one-time funds
and/or one-time expenditures from the prior year should be removed in the original budget model.

ee ~ | All Orgs | Finance - Budget - Budget Management

Search  List Form

lg v [l Delete 4 Close Tasks
Model Id: OB25-01 - FY 2025 {2024/2025} - Type: O {Original Budget}
General Contrbutions:20 Attachments Notes  Model Historyl Perform Medel Change ? bt |
ittt
=T Rl [ Comment [Copy from Estimated Actuals model | 5 2 = .
- Model Details o Model - Budget Process Information
Onganization a1 | Type |DB f from her } Ell Approved
Description Fy24-1 Copy Fiscal Year _ |2024 {2023/2024} = Adopted
Departmert Copy Model BR24-04 {FY23-24 Est. Actuals} ] Tertative
Model Status & 0 {Opg 0.00 Submitted
Salary Generated Date [E] | 0.00 3 - Add/Update Information
Date Vacancies Projected =] | o
Time Frame Base Y| -
[ Replace Budget [2 {Replace Same kem Types} |
[ I 1

It is recommended, at this point, that you check that your original budget model agrees to the model you copied, in order to ensure
you have a correct baseline to work with. The screen shot below is how you would set-up the report if you copied your estimated
actuals budget model (recommended):

Fiscal all @e- All Orgs | Finance - Report Favoritas

Ledger

Reg/Payment Search

Stores (5 Go K Clear il Favortes

whork Order i X i . .

Drg Manager Finance > Fiscal > Report Favorites. This report is
o T z . .

Sys Manager Search Criteria - Report Favorites saved as a favorite under the user 61johnsm as

Int ti . .

riearatan: Modus Fin “W1 — Est Act to Orig.” You are welcome to use it and

My Reports Report Name

Repot Favoiites Favorite Id save it as your own favorite report.

61JOHNSM {Johns. Makenz

User Id
Enter the user name for report favorites to view.

. Online Resources
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All Orgs | Finance - Report Favorites

Search  List Favorte Report

23 Go Go/Export Q.. Clear @ Prewv @ MNext . Favortes -

Request Report

You will need to update your budget model ID in the

= 1 - Report
Report Number & Fiscalls column one field of section 4 to reflect the model that
Description & Comparative Object Summary . .. .
Report Sample 49 Focol6 you copied and you_r. original budget model Id in
Report Favorite 1D & column two. In addition, update the year for each
B 2 - Account Selection model. See the red circles on the graphic at left.
Org 1 {LRN Ballard School District}
Online Status Online
Ending Date
E“;”C*Ed? Yes - Include Restricted Accounts Note: If you subsequently adjusted your model after
un . . .
Resource copying to include all budget transfers posted since the

Year copied model was posted, use the drop-down menu for

fj:;inn column one to select your revised budget (RB;20XX) to
Object ensure that your model now agrees to your revised
School budget.
Management
Unit

E 3 - Account Sort/Group Options
Sort/Group 1 Fund
Sort/Group 2 Resource
g”ﬁﬁmupi The resulting report should reflect no differences in
arAaroup . P .
Obj Ll 4 {Summarize on the full abject} column three (pennies are ok) — if differences do exist
Obj Digits 1 {Subtotal when the first digit of the object changes}  you will need to research and resolve before moving

Visual Show detail black and object total bold without Line
Description Short Object Descriptions
Page Break Lvl 1 {Break on First Group}

on.

B 4-Columns{Source/Formula:Dec/Prei-Fr-Goltddg ¥ Col\idg 2}
Column 1 BR24-03.N0; Est_ Act_;Budget
0B25-01,40; 2025 Prig; Budget

e  Set 9XXX Objects to S$O. If you copied from a current year model, you now need to set all of your 9xxx object
codes to $0. Reopen the budget model in Budget Management. From the Tasks menu, select “Perform Change”
and complete the form as noted:
= Comment: “Fix Objects 9xxx’s to $0” (this is just a suggestion)
=  Type: from the dropdown menu in the field select “12 {Set Fixed Amount}”
=  Fixed Amount: “0.00”
=  Object: “9”
=  Select Go from the bottom of the form and click Yes when asked if you want to continue.
=  Reopen the model in Budget Management. Check the Model History tab to verify the change is complete.

e Load Beginning Balances. Object code 9791 is used for each beginning balance line for each resource. To project
the beginning balance for each fund/resource combination in the original budget model, you will need to first
project the current year ending balance for each resource within each fund. Once your Estimated Actuals model
is final, you can load calculated Beginning Balances from your Estimated Actuals model into your Adopted
Budget model. From Budget Management, click on the Tasks dropdown menu and select “Perform Change,”
then complete the form as noted:

= Comment: “Copy Beg Bal Amounts into Model from Est Actuals” (this is just a suggestion)

= Type: from the dropdown menu in this field select “15 {Calculate Base Year Beginning Fund
Balances}”

=  Fund Bal Source: from the dropdown menu in this field select “M {Prior Year Budget Model}”

=  Source Model: choose your Estimated Actuals budget model

=  Select Go from the bottom of the form and click Yes when asked if you want to continue.

= Reopen the model in Budget Management. Check the Model History tab to verify the change
is complete.

e To verify that the Beginning Balances loaded correctly, you can run a Budget 13 report using the following
criteria:

= Goto Finance > Reports > Budget and select the Budget 13 report and select Open
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= Model Fiscal Year: select the applicable Fiscal Year for your Estimated Actuals budget model
= Model Id: select your Estimated Actuals budget model
= Under section 4 — Account Sort/Group Options:
= Sort/Group 1: select Fund
=  Sort/Group 2: select Resource
=  Select Go from the menu bar and wait for the report to open
= Then, open Finance > Budget > Budget Entry, select your Adopted Budget model and filter by object
9791. Review the Unappropriated Balance column from the Budget 13 against the Model Amount for
each Fund/Resource combination. Especially check any resources that have beginning balances in both
masked and unmasked accounts as unexpected results may occur in these instances (see screenshot
below for example):

FY @ FF-RRRR-Y-GGGG-FFFF-0000-555-MM @ Rest Description Account B
| 2004|01-0000-0- - -9791- - - INo  |Unrestricted, BegFdBal
2024 01-0000-0-0D00-0000-9791-000-0000-D000 No  Unrestricted BegFdBal $34

e Reminder: There should not be any estimated beginning balances input for unearned income (deferred
revenue) type Resources. This task will not create Beginning Fund Balances for resources where the Allow End
Bal flag is set to No.

e Note: This task will not create missing accounts. If you find a starting balance that is not updated, check for a
difference between the 9791 account and the expense/revenue accounts.

e Note: If you subsequently update your Estimated Actuals budget model, you will need to re-run this Perform
Change. Re-running the Perform Change with Fund Bal Source M will delete the existing starting balance items
in the budget model before adding the re-calculated starting fund balances from the prior year.

Your new model should now have the current year last posted model revenues and expenses and your ESTIMATED
beginning balances in it.

= Load Salary Records from HR
= Now set your salary and benefit amounts to SO prior to loading in salary records from HR setup. Open your new
model in Budget Management, go to Tasks, select Perform Change, and complete the form as noted:

=  Comment: “Set Obj. 1-3’s to $0” (this is just a suggestion)

= Type: from the dropdown menu in this field select “12 {Set Fixed Amounts}”

=  Fixed Amount: “0.00”

=  Object: “1-3”

=  Select Go from the bottom of the form and click Yes when asked if you want to continue.

Search | Lst_| Fom

[d = I Delete g [ Net £ Close B Cancel () Tasks =

l Model Id: BR17-01 - FY 2017 {2016/2017} - Type: R {Budget Revision}

General | Cortributions:23 | Model istory:7 | Versiors | | Perform Model Change ]| 2 ‘
51 1- Model Details Comment [Set Obi. 1-3's to 50 Lt Process <
Desorption ZnditermTEST| L. Tpe  [12{SetFmed Amount}  [4 Type =]
Department e =
Model Status & O {Open for editny —
Salary Generated Date a Code = Description
Date Vacancies Projected 8 — e Information 0 Percentage adjustment
Time Frame ; Base Year Orly Bl ol peee 02 Delete Budget fems
i Recompuie Contrbuions
o Load salary records from HR
(i} Import data from extemal fie
06 Copyfrom ancther Model
Ford = 07 Copy From Accounts: Adtuals
e = i Copy From Accounts: Revissd
= = i Copy From Accounts: Original
— 1 Load Vacancies
] — 1 Recompute Salaries
FLfecha = 12 Set Fxed Amount
Object 13 = 13 Add Fired Amount
School il i Load Budget Transfers
Wanagemert =
Unit =]

Prepared by School Business Advisory Services
5/8/2024

7



Reopen the model and check the Model History tab to verify the change is complete.

WARNING:

This step removes all non-positional pay, manually entered adjustments to positional pay,
manually entered budgets for sub pay, extra pay/over-time and any Add-Ons not set-up to

budget (ex. Stipends). These amounts will need to be replaced manually or imported from an
import template.

= Now load salaries from HR setup into your new model. Open your new model in budget
management, go to “Tasks,” select “Perform Change” and complete the form as noted:

= Comment: “Load salary records from HR” (this is just a suggestion)

Type: from the dropdown menu in this field select “04 {Load salary records from HR}”
Affect Salaries: N {Do not apply Budget Amts in Sal Sched and Providers}

Select Go from the bottom of the form and click Yes when asked if you want to continue.

) + MO YNN8 Finance - Budget - Budget Management

Search | List Form

‘g » ||| Delete f_; Close Tasks ~
Model Id: BR16-05 - FY 2016 {2015/2016} - Tvpe- R {Budget Revision}
Perform Model Change
Vodel Hsory [Vosrs i
¢ Open E BExport - Comment Load salary records from HR
Rolled Back Date Rolled Back By Type 04 {Load salary records from HR} [
101412015 10:40: ZGAM 1BPECHJ _—E
10142015 10:39:00 AM  61BRECKD
10/14/2015 10:36:20 AM  E1BRECKD Lca
10/14/2015 10:30:27 AM  61BRECKD Cog
10/14/2015 10:28:02 AM  61BRECKD Set B
Mfect Salaries N {Do not apply Budget Amts in Sal Sched arfZ
Fund =1

Reopen the model and check the Model History tab to verify that the change is complete.

If your district has vacancy setup and wishes to load vacancies into the model, perform the following steps:

= Now load Vacancies from HR setup into your new model. Open your new model in budget
management, go to “Tasks,” select “Perform Change,” and complete the form as noted:
= Comment: “Load Vacancies from HR” (this is just a suggestion)
=  Type: from the dropdown menu in this field select “10 {Load Vacancies}”
Affect Salaries: N {Do not apply Budget Amts in Sal Sched and Providers}
Select Go from the bottom of the form and click Yes when asked if you want to continue.
Reopen the model and check the Model History tab to verify the change is complete.

Important Note:

You will need to calculate the cost of salary and benefits that are not tied to positions and assignments and did
not get loaded into the model in the previous steps. These non-positional pay amounts would include sub costs,
extra pay/ over-time, non-assigned stipends, and any Add-Ons not setup to budget. You have the option to
manually adjust the budget to include these non-positional pay amounts in Budget Entry, or you can choose to
import non-positional pay (see separate import instructions).

5. Review and Update New Revised Budget Model Amounts/Accounts in Budget Entry

= In Escape, click on Finance > Budget > Budget Entry
=  Select the Fiscal Year

= Inthe Model ID field, click the arrow at the right of the field, then double-click on your original budget model ID.
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=  You can limit what accounts will be generated on the list by entering particular components on the search form.
For instance, if you only want to review all accounts in resource 6230, enter 6230 in the “Resource” field. Select
Go.

(kY SRSl Finance - Budget - Budget Entry
Search | List

Q Clear 5.7 Favorites =

Search Criteria - Budget Eniry [=] /
Fiscal Year 2016 {2015/2016} \\
Model Id [} &« >

A Y
Alias Model 1d \

Model kem Type \\

Accounts w/ Vacancies? Code = ‘)escripﬂon

Accourts w/ Manual Salaries? BR16-01 Test First Interim Budget

Accounts w/ Manual Benefits? ER16-02 Test Importing Revised Budget into Model

Accounts w/ Zero Dollar tems? OB1601  Original Budgst 2015-16
Restricted Accounts? Include Restricted Accounts

Expired Accounts? Exclude BExpired Accounts
Description

Fund

Resource 6230 {CA Clean Energy Jobs A
Year

Goal

Function

Cbject

School

Management

Unit

=  Alist containing your accounts and amounts, limited by any component criteria you included on the
search form, will be generated.

» NI TRl Finance - Budget - Buclget Entry

Search | List

7t Open B Bpot (E Gid

FF-RRRR-Y-GGGG-FFFF-0000-SS5-M @ Aliss | Model Amount NEFB Account Balance | Actusl Encumb | Actusl Expens | Adopted Revised | Adopted Reve | Revised Reve | Actual Reven
looo261 | 50016000 (s001600) o000l 0ol ool o000l 000 000l 000

01-6230-0- - -9791- - - 000183 50,016.00 50,016.00 100,032.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0!

01-5230-0-0000-0000-8550-000-0000-0000 000154 100,00000  100.000.00 100,000.00 0.00 0.00 0.00 0.00 000  100.000.00 0.0

01-6230-0-0000-8500-6200-000-0000-0000 000273 100.000.00  (100,000.00) (80,010.75)  180.010.75 0.00 000  100.000.00 0.00 0.00 0.0

e The Model Amount Column contains the amounts that have been loaded into this model.

e The NEFB Column contains the Net Effect on the fund balance for this account (+ or -). This is the amount of increase or
decrease in your budgeted fund balance as the result of this account.

e The Account Balance Column is the total of your 1) Budgeted Revised Expenses minus your Actual Encumbrances and Actual
Expenses or 2) your Budgeted Revised Revenues minus your Actual Revenues or 3) your Actual Beginning Balances which have
now been imported into Escape.

e The Actual Encumbered Column is the balance of the actual encumbrances created through payroll or the requisition process.

e The Actual Expensed Column is the total year-to-date amount that has been expended in a particular line.

e The Adopted (Expense) Column is the budgeted expenditure amount included in your posted Adopted Budget.

e The Revised (Expense) Column is the Adopted Budget amount plus any revisions that have been posted subsequently.

e The Adopted Revenue Column is the budgeted revenue amount included in your posted Adopted Budget.

e The Revised Revenue Column is the Adopted Budget amount plus any revisions that have been posted subsequently.

e The Actual Revenue Column is the total year-to-date amount that has been received

e The Adopted Beg Bal Column is the beginning balance amount included in the Adopted Budget (object 9791).

e The Revised Beg Bal Column is the Adopted Beg Bal amount plus any revisions that have been posted subsequently (should
always reflect your actual beginning balances).

e The Actual Beg Bal Column is the actual beginning balances after the prior year books have been closed.
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e The Adopted End Bal Column is the ending balance amount included in the Adopted Budget (object 9790).

e The Revised End Bal Column is your last posted budget plus any revisions posted subsequently.

e The Actual End Bal Column is the amount that reflects any actual ending balance amounts.

e NOTE: You can change the order of the columns by clicking on the blue column header and dragging to a new location

After reviewing your Model Amounts in “Budget Entry” you may need to make updates to your new model. To do so, double click on
an account line from the list that you want to update. The form will open. Select New (It is important to not OVERRIDE amounts that
already exist for the account line, instead add to or subtract from existing amounts in order to maintain a history of changes for the
account). In the “Budget Amount” field enter the amount of the CHANGE you want to see in the budget. Use a minus sign (“-“) in front

of the amount if you want to decrease a budgeted revenue or expense line and then the amount of the desired decrease. Be sure to
enter a comment to describe the reason for the change. Select Save/Close on this screen and then Save/Close again when the next
screen appears. The system will then take you back to your entire list of accounts in Budget Entry.

( éé ~ IO EYARN 0N Finance - Budget - Budget Entry

Search | List Fomm

B Frev @ MNead E'\} Cancel
01-0000-0-0000-0000-8011-000-0000-0000-Unrstrct, LCFF-CY
Maodel: BR16-03 (TEST Ventura's Method) Status: O {Open for editing}
tems | History:1
*5 Save/Olose & Cancel -
B 1- Budget
ltem Irfo =]

Budget Amount
Description

Comment
6 - Add/Update Information
Row @) Budget Amount Description Comment

L ool

When you look at this account line again in budget entry you will see that the “Model Amount” column now reflects the new
amount you want to budget. Double click the account line open and you will see the individual items that make up the new
budgeted amount (the original amount and the change (decrease/increase) that you made).

Important Note
= |f you want to change an amount that is currently in the model to a “0” amount, follow the same process by
entering a “0” in the Budget Amount field, DO NOT DELETE — this will cause a blank in your model for this account.
Select Save/Close on the bottom portion of the form and Save/Close again on the top portion of the form. When
you select the List tab you should now see the new amount listed in the Model Amount Column is zero.

6. Manually Changing a Salary Account Line
When you want to make a change to a salary account, open the desired account line, and then select NEW to open the
form:

P

B Prev I—ﬁ- Next f_; Close

Search  List
7y Open B Export (FH Grid

B Tioddl ftems  History:160 Benefits:44
135 lodel Amo . =
@ || New r’“ﬂ Copy @ Export Tasks -

24 Open
139.658.60 . [dd 2 new item |

=R A

Boro #

. Budget Amount: Enter the amount to be added to or subtracted from the amount that already exists on the account
line.

. Description: Enter a reason for the change.

. Source: Choose “Projected” if the amount you are adding is a projection or “Actual” if the amount reflects an amount
that has already been paid.

. Subject Grosses: Expand this section to reveal a new form where you will determine the benefits to be calculated on
this new budget amount.

Prepared by School Business Advisory Services
5/8/2024

10



ftems  History:160  Benefits 44
[sfh Next £ Save/Cl

Q Cancel -
E 1 - Budget
ttem Info ]
Budget Amourt 50.000.00
Acct Pct 100.00
Description Physical Education Aide - Placeholder
Comment
Source Projected
= 2 - Employee / Salary Info
Employee Id 0
Position Number
Aszsignment Number 0

Assignment Begin Date

Assignment End Date

Job Category

Job Class

FTE 0.00000
Retirement Plan Option

Bargaining Linit

Salary Schedule

Salary Schedule Cell

Cell Amourt ]
MNumber of Days 0.00

When you expand section 4, a list of statutory benefits is shown and you must choose those that apply:

. Copy the amount from the “Budget Amount” above into the field for the benefit(s) you would like to be calculated on
this amount.

. Retirement Plan Option: If you choose to calculate either STRS or PERS on the budget amount, a red X will appear
above in the “Retirement Plan” field. Use the drop down menu to choose the appropriate plan.

7. Add New Accounts to Budget Model

*  Finance > Setup > Chart of Accounts > Account Components

= |fyou need to add a new account to the budget model, you will need to first create any missing individual
account components and then create the new account string. Close the budget model and go to Finance
> Setup > Chart of Accounts > Account Components and select the component category you will be adding
from the Component field dropdown menu. Select Go.

IR =FARRAS BN Finance - Setup - Chart of Accounts - Account Components
Search
Q Clear .7 Favorites
Search Cnitena - Account Components
El 1 - Location
Fiscal Year 2016 {2015/2016,
Component -] A
A
Desc N Camponent
Component Value \\
1055 Fed EIN A | Component
CDS Code “ Function
Encumber Emp Hrly Pay Fund
Create Date Goal
Edt Date Management
Object
Enter (or look up) a component type for compaonents to list. Resource
School
Unit
Year
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= Alist of all your existing components will be generated. Click New. A form will open. Complete, at least,
all of the fields with red X’s. Enter the current year in the Fiscal Year From field. Select Save/Close.

IR SRR NS0 Finance - Setup - Chart of Accounts - Account Components

Search | List Form

[<fh Next £} Cancel

Account Component

Component Value , for FY -, for Component Type: Resource

Resource
Description
Description Short
SACS Rollup Yalue
Allow End Bal
Fiscal Year From
Fiscal Year Thru
Mexdt Year Value
Prior Year Value

-] Ong Entered
-] PERS Recapture Disallowed
-] Restricted
Note
Created By
-] Create Date
Edit User
Edit Date

b b O

=  Finance > Setup > Chart of Accounts > Accounts

After entering any new individual components you must enter the new full account string. Go to Finance >
Setup > Chart of Accounts > Accounts and select New. Enter the complete new account string in the “Account
Number” field. An example would be 01-0000-0-0000-2700-4310-000-0000-0000. Click out of the Account

Number field and wait for the other fields with red X’s to populate. Select Save/Close.

LI STARIEN Finance - Sefup - Chart of Accounts - Accounts

Search | List Form

Il Delete &3 Canesl

New Account

Accourt |ﬂ550c Accounts I Linked Accounts I History |

T B

B 1 - Account Definition E 2 - Account
Fiscal Year 2016 {2015/2016} Disallow PERS Recapture N
SACS Account Mumber g Restricted Na
Account Number -] ) Control Account No
mpon 2] [ Last Posted By
{Fund) -] Last Post Date
HD s i 3 07 AAA N d—de ledrncm b ine

Once you create any new accounts they will be automatically added to your budget model with “blank” (or no)
amounts. To view the new line(s) you created in your chart of accounts in your model, go to Finance > Budget
> Budget Entry and select your new original budget model from the dropdown menu in the Model Id field.
Select Go to see all accounts or filter for the new added account(s). You will now see the new account(s) you
created in your list. There will be no dollar amount in your Model Amount column for these new accounts.

To enter an amount into the Model Amount Column, click on the account line and select Open. An Items tab
will open. Select New. In the form that opens, click in the Budget Amount field and enter the amount you
want to budget. You may enter descriptions and/or comments in those fields. Select Save/Close on the
bottom portion of the form and Save/Close again on the top portion of the form. When you click on the List
tab you should now see the new amount listed in the Model Amount Column.
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8. Review Budget Model Snapshot as you go

= Make sure that Budget Entry is closed and go to Finance > Budget > Budget Management

*= InBudget Management click Go to get a list of budget models. Select and open your original budget model. Click
on the snapshot icon dropdown and select Fund/Resource Summary with Control Accounts. Wait for the report
to open and review each resource within each fund. Pay careful attention to the “Unappropriated Balance”
column of the report.

(LI =R SN Finance - Budget - Budget Management

Search | List Form

Model Id: BR16-03 - FY 201
Resource Summary

bject Summary with Control Accounts

Fund / Resource Summary with Control Accounts

2nd Interim Budget
Department
Madel Status P {Posted}

Salary Generated Date
Date Vacancies Projected
Time Frame Base Year Only

= The “Unappropriated Balance” column on the right reflects the ending balance for each resource in your model.
Review ending balances by resource for reasonableness and also ensure that all deferred revenue (unearned
income) resources have a zero ending balance.

Fund 01 General Fund

Resource Starting Balance + Revenue = Expenditures - Budgeled Resorves & = Unappropristed
Fund Balance Balanca

D000 Unrsirot ad 522 66 0% 6 AT2 B2 &7 99, 30% B8E2 146 T8 1NAT% 2,044,802 86 -31ATR
o140 GATE E50.00 1.23% 52,000.00 98.77T% 49,352 04 93.74% 3,797.56 EIEW
58 LFRP
02T BhR
[N ST MathRaad
Gejack POAGFLEX
0354 SchiLibGmt
OTED AMBG
10 CtrCivicEd 19600-  100.00% 196,00- 100.00%
100 Lofolinrstrot i Ei2Ts  12.06% 2R 00000  AT.04% 54 06021 A7 B S 55354 B2IEW
1300 CERN-3 Afa0sa00 100.00% 46T 185.71 99.60% 1,882.29 A0
1400 EPA 19140000  100.00% 10500000 101.BE% 3,60000- -1.88%
g WCLEBasicLow B3 22000  100.00% TH.531.00 BIT% 4, B29.00 S8V
3206 TED
o SpEdIDEA 16334700 900.00% 175,027.00 106.TE% 11,080,00- -ETER
s SpEdPrabonfLs 1418200 B1.52% BATZO0 B4R F3054.00 100.00%
1 SpEdPreRIS 2218100  100.00% 25100 100000
4035 NCLETaackOualty 2300000  1D0.00% TEras A% 15,7267 E538%

= Also, review the final pages of this report. Any resources flagged to not allow ending fund balance that will have
an ending fund balance once the model is posted will be listed. Any expired accounts that have been used in
your model will also be listed. Both of these errors will not allow for the budget model to be posted. Please
contact your DFA for guidance to resolve the errors.
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Budget99b Budget Model Snapshot

Model BR16-01 TEST Copy Adopted Budget into Model Fiscal Year 201516

Resources with Ending Fund Balance when not allowed

Fund Resource Starting Fund Bal Revenue =nse
01 3010 .00 + (460.00) - .00

m
&

=  Go back to Budget Entry (Finance > Budget > Budget Entry) and reopen the model there to make any necessary
additional changes to your revised budget model.

9. Generate File to Import into SACS for Interim Reporting Period

=  Finance > Reports > Fiscal > Fiscal 51
=  For the Original Budget Reporting Period complete section 3 (Original Budget Reporting Period) on the Fiscal 51 report.
= To complete each of the fields in section 3 of the Fiscal 51 report enter the following information:
= Reporting Period: BS1
=  Original Budget Model ID: select your final original budget model

The following 4 fields will determine what data is populated into the Estimated Actuals Column of the SACS Forms:

=  Estimated Actuals: Select {Not Specified — Use Previous Yr Budget Model}

=  Estimated Actuals Prev Fiscal Year: Select the previous fiscal year

=  Estimated Actuals Prev Yr Budget Model ID: Enter either an estimated actuals budget model ID

= Use Only Model Amounts (column BE): Change to Y {Yes - Use only model amounts for all account types}

( ~ IR CEAR IS0 Finance - Reports - Fiscal

List Request/Report
) Go | (@) Go/Expot ¥ Q« Clear B Prev @ Next i Favortes v

Request Excel

EZ 0

2 1- PDF
Rep Wifard & Fiscalsl
Desi RTF & SACS Extract
Rep &% Fiscal51
Rep KL &
B2-|  HmML
CDg
Fisc 2025 {2024/2025}
SAC Text
Restricted Accts? Yes - Include Restricted Accounts
E 3 - Original Budget Reporting Period
Reporting Period BS1 {Single Budget Process July 1}
Original Budget Model Id 0B25-01 {FY24-25 Adopted Budget}
Estimated Actuals {Not specified - use Prev Yr Budget Model}
Estimated Actuals Prev Fiscal Year 2024 {2023/2024}
Estimated Actuals Prev ¥r Budget Model Id BR24-04 {FY23-24 Est. Actuals}
Y {Yes - Use Only Model Amounts for all account types}
E 4 - Interim Budget Reperting Peried
Reporting Period {Not selecting this period}

Beginning Fund Balance from Adopted (column 10)? Y {Yes - Use Adopted Budget amourts for beginning fund balance}
Board Approved Operating Budget Date
Additional Unposted JE
Board Approved Operating Budget Model Id
Projected Year Totals Date
Projected Additional Unposted JE
Projected Year Totals R {Revised Budget}
Projected Year Totals Model Id
E 5 - Unaudited Actuals Reporting Period
Unaudited Actuals {Not selecting this period}
Budget Fiscal Year
Budget Model I1d

[ —

Important Note:

During the Adopted Budget reporting period, the SACS software performs a calculation to derive the Original Budget’s
estimated beginning balances. Refer to SACS software > Forms > User Data Input/Review once you have imported your SACS
extract to see which fields are imported and which fields are calculated.
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=  Once you have completed the form, click on Go/Export and select CSV from the dropdown menu. The “Save
report file” dialog box will open. Enter a file name and location and select Save.

= Open SACS Web. Set the Fiscal Year at the top right corner (under your name and LEA) to the Adopted Budget
fiscal year. Then, in the Import menu at the top, left of center, choose “Single Import” to import your CSV file.
Enter a Dataset Name, Reporting period, and choose +Select File and select your CSV file. Then choose, “Upload.”

Standardized
9 A Account Code e
structure System pg Dashboard

&, Import A

& Users v || Queues v & Tools v

Single Import

Type of Import
() Official @ Other

Dataset Name m
‘ Adopted Test / w Budget, July 1 /

+Select File

= A Pre-Scan Result and Import Results section will populate on the page. Look for the green box that indicates “File Saved
Successfully.”

Pre-Scan Result

User entity: 42-10421-0000000

Santa Barbara County Office of Education
Period: Budget, July 1

Upload type: Other

Data type: SACS

General Ledger

42-69104-0000000 2024-25
42-69104-0000000 2023-24
Element
G File Saved Successfully ‘
Import Results

**GL Amounts with zero to be skipped: O

Verified file format

Verified header

Created dataset 42691040000000 - F8BJ8H6RP5
Processed data

Number of section detail records imported: 254
~ Import Finished

=  Return to the Dashboard (button at top menu). In the Submissions section, Draft tab, you will see your Adopted Budget that
you just imported. Click on the CDS Number to open it. Then, run the Technical Review Checks for each phase to verify that
you do not have any errors that need to be corrected in Escape. If there are errors that need to be corrected in Escape you
can open your original budget model in Budget Entry (Finance > Budget > Budget Entry) and revise any necessary amounts
since you have not yet posted the model. Go back to Step 7 of these instructions to regenerate the SACS 51 Report and
reimport into SACS.
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Important Note
During the Adopted Budget reporting period, SACS performs a calculation to derive the Adopted Budget’s estimated
beginning balances. Refer to the User Data Input/Review -> General Ledger Fund Data SACS menu once you have imported

your SACS extract to see which fields are imported and which fields are calculated.

10.Post Revised Budget Model in Escape

Important Note:
Always before posting your model, verify that no blanks exist for accounts in the model. In Budget entry, move the

revised column next to the model amount column, click on the column name “model amount” which will sort
blanks to the top.

=  Finance > Budget > Budget Management

=  When you are satisfied with the Original Budget you have imported into SACS you will need to post your
Original budget model in Escape. Go to Finance > Budget > Budget Management and select Go. Click on
the Original model that you imported into SACS. Select Open. From the “Task” dropdown menu select
Submit This Model. Select Adopt. The model status will change to “Posted” once the process is complete.

The model amounts will now be reflected in your accounts and can be viewed by going to Finance > Fiscal > Accounts and viewing
the amounts in the Adopted Column. If additional budget revisions are needed subsequent to posting the revised budget model,

they can be entered via the Budget Transfers (Revisions) activity.
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