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Module: Budget
Topic: Next Year Budget Entry

Next Year Budget Entry MUNIS Version 10.2

Objective

This document provides step-by-step instructions on how to set up and complete the Next Year
Budget Entry process. It is intended for a MUNIS user who is responsible for entering and
maintaining budget information.

Overview

The Next Year Budget Entry program allows you to enter budget amounts for a projected
budget. These amounts are entered at the detail levels. When all departments have entered
budget information, the projection can be rolled to the next approval level. When the projection
has cleared all of the approval levels, it can be created as the actual budget for the next fiscal
year.
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Procedure
Use the following steps to complete the Next Year Budget Entry process:

1. Open the Next Year Budget Entry program.
NPS Department > Next Year Budget Entry

Il | Departmental Functions | System Administratic

A Account Inquiry

B. ¥YTD Budget Report

C. Vendor Inquiry

D. Purchase Order Inquiry

F. Purchase Order Receiving

G. Standard PO Reports

H. Purchase Orders by GL Account
1L Purchase Order Asset Export

J. Requisition Entry

K. Requisition Approvals

L. Invoice Entry

M. Invoice Approvals

M. Account Detail History Report

O. Next Year Budget Entry

P Next Year Budget Reports

Q. Budget Transfers and Amendments

R. Budget Transfer Approvals
AE. Bill Inquiry

AF. Menu Personal Preferences
AG. Contract Entry

2. Complete the following fields in order to select the projection you want to enter budget
values for (Note: Depending on the user’s permission, the system will skip this step and will
take you straight to the GL Segment Find screen #3):

Field Action or Description

Projection number Select “20191 - FY2019 BUDGET PROJECTION”
Budget level Department users only have access to Level 1
Calculation method Choose Method 1 — Curr Bud

1. Next Year Budget Entry - Munis [Norfolk Public Schools]
My File Edit Tools Help

00 LA QEE+FX ¢ehlr OBD0D N « 000

Current Projection

St [l [T T 70191 - FY2019 BUDGET PROJECTION - OPERATING FUND n ]

Budget level 1 Calculation Method 1 - Curr Bud E
|| Hide Budget Detail

Account

3. When you have entered your desired values, either tab through the Calculation method field,
or click Accept v on the toolbar. The program opens the GL Account Find screen for entry.
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4. The Account Find screen allows you to select a set of accounts by account type or fund/cost
center/department/function/program/category/object/project codes or all accounts.
Regardless of which selection method you use, you will only see accounts that you have
budget permissions to alter, as defined in Budget Permissions and Parameters. Enter your

selection criteria, and click Accept v’ on the toolbar.

. GL Segment Find - Munis [Nor...| o || & |

My File Edit Tools Help
L] ] 52 = ~k »

Find by Segments

Fund 0100 ()
Cost Center 9 E]
Location 981 [=)
Program D8O E]
Function 68100 )
Category ‘8082 [=)
Object 605000 ()
Project . E]
Character code . E]

Account type Expense El
Account status El

Rollup Code . E]

You may click on 'V without entering any type or account to display all accounts you
have access to.

. GL Segment Find - Munis [Nor...| = || & s3]

My File Edit Tools Help

O ® & b B Q E -

Find by Segments

Fund

Cost Center
Location
Program
Function
Category
Object

HEHOHBEBBE

Project
Character code E]
Account type

]

Account status

Rollup Code [ E]
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E Mext Year Budget Entry - Munis [Morfolk Public Schools]

My File Edit Tools
QO #E2a@E Q

Change Projection
Detail Entry
Maove Detail

Account Info

Text
1

Help

After you have selected your account criteria, the Next Year Budget Entry program displays all
of the available accounts.

2@ +FX sl DEEAB &N « 08
Current Projection
Projection number 20181 - FY2019 BUDGET PROJECTION - OPERATING FUND v DEPARTMENT Total
Budget level 1 Calculation Method 1 - Curr Bud -
Account
T Full Account Description 2018
E 0100-1-981-DB0-68200-1188-300000- CONTRACT SERVICES
E 0100-1-981-DB0O-E8200-1188-605000— TECH EQUIP NON-CAPITALIZED
E 0100-1-981-DB0O-E8200-1188-606000— TECH INFRASTRUCTURE NON-CAP
E 0100-1-981-DB0O-E8200-1188-810000- EQUIPMENT REPLACEMENT - TECHNO
E 0100-2-981-DB0-68200-1188-300000- CONTRACT SERVICES
E 0100-2-981-DB0O-E8200-1188-605000— TECH EQUIP NON-CAPITALIZED
E 0100-2-981-DB0O-E8200-1188-606000— TECH INFRASTRUCTURE NON-CAP
E 0100-2-981-DB0O-E8200-1188-810000- EQUIPMENT REPLACEMENT - TECHNO
E 0100-3-981-DB0O-E8200-1188-605000— TECH EQUIP NON-CAPITALIZED
E 0100-3-981-DB0O-E8200-1188-810000- EQUIPMENT REPLACEMENT - TECHNO
E 0100-9-981-DB0O-E8100-0000-311700- EQUIP MAINT CONTRACTS
E 0100-9-981-DB0-68200-1188-551000- TRAVEL - MEALS AND LODGING
E 0100-9-981-DB0-68200-1188-552000- TRAVEL - TRANSPORTATION
E 0100-95-981-DB0-68200-1188-553000- TRAVEL - REGISTRATION
E 0100-9-981-DB0O-E8200-1188-605000— TECH EQUIP NON-CAPITALIZED
E 0100-9-981-DB0-68100-8082-820000- NEW EQUIPMENT - TECHNOLOGY
E 0100-5-981-DB0-64200-0000-530000- INSURANCE
E 0100-9-981-DB0-68300-0910-300000- CONTRACT SERVICES
F nminn—-G_ago1 —nan—ca2INnn—naGln—cnsnnn— TEAH EALITD MAOK_CADTTAITZED

5. All budget amounts must be updated at the line item (detail) level. You are required
to provide budget detail for every budget line.
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6. To update the budget amounts at the detail level, click on account, then select the Detall
Info button on the sidebar.

E Next Year Budget Entry - Munis [Norfolk Public Schools]
My File Edit Tools

¥R QEE

Help
FEX eRER BAER eFN w080

Current Projection

7.

Projection number 20191 - FY2019 BUDGET PROJECTION - OPERATING FUND - DEPARTMENT

Budget level 1 Calculation Method 1 - Curr Bud [

T Full Account Description

. E 0100-1-381-D30-68200-1188-300000— CONTRACT SERVICES

— E 0100-1-981-DB0-68200-1188-605000- TECH EQUIP NON-CAPITALIZED

E 0100-1-581-DR0-68200-1188-606000- TECH INFRASTRUCTURE NON-CAP

E 0100-1-381-D80-68200-1188-810000~ EQUIPMENT REPLACEMENT - TECHNO
E 0100-2-981-D80-68200-1188-300000- CONTRACT SERVICES

E 0100-2-981-DB0O-68200-1188-605000— TECH EQUIP NON-CAPITALIZED

E 0100-2-981-D80-68200-1188-606000- TECH INFRASTRUCTURE NON-CAP
E 0100-2-581-DB0-68200-1188-810000- EQUIPMENT REPLACEMENT - TECHNO

E 0100-3-981-DB0-68200-1188-605000~ TECH EQUIP NON-CAPITALIZED

E 0100-3-981-D80-68200-1188-810000- EQUIPMENT REPLACEMENT - TECHNO
E 0100-35-581-DB0-68100-0000-311700- EQUIP MAINT CONTRACTS

E 0100-35-981-D80-68200-1188-551000- TRAVEL - MEALS AND LODGING

E 0100-5-9B81-DB0-68200-1188-552000- TRAVEL - TRANSPORTATION
F n1nn-c—af1-nAn—-&£a42nN—-11a8-582NnnN— TRAVELI - PEARICSTRATIAMN

The detail info table opens for entry. Here you can Add, Update, or Delete a detail record.

a. Click the Add button ™ to add a new detail record.

[#] Detail Info

My File Edit Tools Help

vX iR aa=EREXLBQISLEHED

Account

s this a 1-time expendiure or revenue?

[] Priarity item
Vendor/Commodty | Posiion |

100-3-3636-21 60-0000-2-000-555001-

Sm|t:l
ACTG

Ve
ooy
tem
T —
Fequested
Quantiy Unit cost Total

oo | 0] [ o/
Desciiption

|
Justification
Oy Amourt Account totals

DEPARTMENT | 1T 00
BUDGET COM | il Il o)
SUPT AECOM | 1T i 00/
SCHEDAPP | | 00
SCHEDADP | | 00

Projected amount ] (]
M4 DICNMIE
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Is this a one-time expenditure for FY2019? If yes, check box. Then enter the following
information: quantity, unit cost, description, and justification. When done, click Accept W on

the toolbar.

FOR EACH LINE ITEM REQUESTS:

Description field: Detailed «—F >

description must be provided.

Justification field: Program and //'

subprogram must be specified.

Requested
Quantity IUnit cosk Taotal
1.00 2,000.00 2000.00
Description SCHOOL BASED: INSTRUCTIOMAL MATERIALS FOR
IMTERYEMTIONISTS b
Justification PROGRAM: SUPPLEMEMNTAL LEARMING ~
OPPORTUMITIES
SUBPROGRAM: INTERYEMTION PROGRAM it
Oby Amount  Account totals
DEPARTMEMT 1.00 2000.00 40000.00
BUDGET COM 0o oo 0o
SUPT RECOM 0o oo 0o
SCH BD APP 0o 0o 0o
SCH BD ADP 0o 0o 0o
Praojected amaount 2000.00 40000.00
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When you have finished entering or adding all line items, go to File, choose exit on the toolbar.
This will take you back to the main Next Year Budget Entry screen

[M] Detail Info
My BEIEN Edit Tools Help

a7 ' Accept  Return &
x Cancel  Esc
[@' Displan
-] FoF

[% oukput  Chrl4+P

(o

al
Primribu ibar
Or click on the RED X at the upper right hand corner of the Detail Info I
screen to exit and this take you back to the main Next Year Budget Entry

screen.

b. Click Update button to update information on an existing record.

L Detail Info
i - I .
My File Edit Tools Help
@@ ¥ 3 AEE +@GE® &R FB
ACTG
Account E 100-9-9636-2160-0010-2-000-560000
Praject Account
Continuing item -
Is this a 1-time expenditure or revenue?
[ Priority item
Vendor/Commaodity Position
Wendar
Vendor 0[..
Commodity
Ttem #
uom
Requested
Quantity Unit cost Total
1.00 2,000.00 &= 2,000.00
Description OFFICE DEPOT OFFICE SUPFLIES -
J L
Descr Line 2
Justification NEEDED TO RUN THE OFFICE, FILE FOLDERS, -
PENS, PRINTER INK CARTRIDGES, ETC.
==~ T (ralana][ &

(Please note this is f one of four records)

Enter values and click Accept for each line item. To go to the next record, click on the right
arrow as shown below.

Cifea [T — ) Ci =
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When you have finished updating all line items, go to File, choose exit on the toolbar. This will
take you back to the main Next Year Budget Entry screen

[M] Detail Info
My BEIEN Edit Tools Help

a7 ' Accept  Return &
x Cancel  Esc
[@' Displan
-] FoF

[% oukput  Chrl4+P

(o

Prirribn iber

Or click on the RED X at the upper right hand corner of the Detail Info
screen to exit and this take you back to the main Next Year Budget Entry

screen.

c. To Delete a record, select # on the MUNIS toolbar.

My Fle Edt Tools Help

X FRR HAERNX NS mEe D& -0

HCTGADMIN CONTRACT SVES-T Sequence | | - | | | |
Account 100-3-9636-21 Reqwstoow| ]
(s To delete asl|
tatus
p— a record - —=
s this a 14ime expenditure or revenue?

Prioiity tem

Venda/Commodiy | Postion

)

Item #

Y —

Freight pet
Bid

1
1
Assatto ba repl

Requested
Quantity Unit cost Total

Description

Justification

Oy Amount Accour totals

DEPARTMENT

00

BUDGET COM

L)

SUPT RECOM

L)

SCH BD APP

L)

SCH BD ADP

L)

Projected amount

L)

(0|0 T S TR I =]

To exit

screen

When you have finished entering, updating or deleting all line items, go to File, choose exit

on the toolbar. This will take you back to the main Next Year Budget Entry screen
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8. The main Next Year Budget Entry screen contains further options that are covered in the

Sidebar Options section below.

LNE
My Fi Edit Tools
OQLs @ Q

bl -

Change Projection
Detail Entry

Move Detail

Account Info

Detail Info

GL Account Inquiry
Seg Find
Detail Find
Percent Update

Mass Delete
Dept Alert

Certification
Approve

Proj Detail

Future Years

Text
Update Projected

Recalc

nom mmmmMmM/Mm/MmMmM M MMM MM m m m M M M M @b —

‘ear Budget Entry - Munis [Norfolk Public Schools]

Help
SE +FEFX LEAR DEAER &eFN =006
Current Projection
Projection number 20191 - FY2019 BUDGET PROJECTION - OPERATING FUND hd DEFARTMENT
Budget level 1 Calculation Method 1 - Curr Bud -2
Account
Full Account Description

Sidebar Options

Change Projection
The Change Projection button opens the Projection Number field for entry. The only budget
projection that is available for use is the default projection - 20191.

Detail Entry

0100-1-581-D80-68200-1188-300000-
0100-1-581-D80-68200-1188-605000-
0100-1-581-D80-68200-1188-606000-
0100-1-581-D80-68200-1188-810000-
0100-2-581-D80-68200-1188-300000-
0100-2-581-D80-68200-1188-605000-
0100-2-581-D80-68200-1188-606000-
0100-2-581-D80-68200-1188-810000-
0100-3-581-D80-68200-1188-605000-
0100-3-581-D80-68200-1188-810000-
0100-5-581-D80-68100-0000-311700-
0100-5-581-D80-68200-1188-551000-
0100-5-581-D80-68200-1188-552000-
0100-5-581-D80-68200-1188-553000-
0100-5-581-D80-68200-1188-605000-
0100-5-981-D80-68100-8082-820000-
0100-5-581-D80-64200-0000-530000-
0100-9-981-D80-68300-0910-300000-
0100-9-981-D80-68300-0910-605000-
0100-9-981-D80-68300-0910-606000-
0100-9-981-D80-68300-0910-820000-

MINN-G-Ga1 —MAN—EaINN-—NGITN-a22nNN—

CONTRACT SERVICES

TECH EQUIP NON-CAPITALIZED

TECH INFRASTRUCTURE NON-CAP
EQUIPMENT REPLACEMENT - TECHNO
CONTRACT SERVICES

TECH EQUIP NON-CAPITALIZED

TECH INFRASTRUCTURE NON-CAP
EQUIPMENT REPLACEMENT - TECHNO
TECH EQUIP NON-CAPITALIZED
EQUIPMENT REPLACEMENT - TECHNO
EQUIP MAINT CONTRACTS

TRAVEL - MEALS AND LODGING
TRAVEL - TRANSPORTATION

TRAVEL - REGISTRATION

TECH EQUIP NON-CAPITALIZED

NEW EQUIPMENT - TECHNOLOGY
INSURANCE

CONTRACT SERVICES

TECH EQUIP NON-CAPITALIZED

TECH INFRASTRUCTURE NON-CAP
NEW EQUIPMENT - TECHNOLOGY

MEW ENIITD TECH TMERACTRIICTIIRE

The Detail Entry button allows you to enter budget detail lines for a selected account. Specific
instructions for this process have been presented earlier in this document.

Move Detail

Clicking the Move Detail button opens the Move Detail screen.

Page 10 of 23



Account Info

The Account Info button can be used to display information about a specific account within the
projection. Clicking the button opens the Account Info screen.

[ Account Info

My File Edt Tools Help

Detail Find

Lead Acct Find
Main Detail Monthly

GL Account Inquiry

Detail Info
Proj Detail
Original budget
Rewvised budget
Wiew fudits Budget less cfwd
Sort By Segment Current actual
Encumbjfreq

Encumbjfreq less cfwd
Avallable budget
Projected actual

Denied total

Curr budget
171,361.00

[ a——

VX fBRR UHE (VY RESEENEIY ©a @

ACCOUNTING
Accourt 19636003 .| [seooon .| | ACTG ADMIN MAT & SUPPLIES
Type E 100-5-2636-2160-0010-2-000-5£0000-

Texk History Fukure Years Skakistics

2012 2013
11,500.00| DEPARTMENT 11,500.00 &2
11,500,00| BUDGET COM 00 @
Q 11,500.00|  SUPT RECOM 00 =
932,69 SCHED APP 00 =
3,929.20| SCHBD ADP _ 00 =
3,929.20
6,638,11
11,500.00 |  Percent change 00
00
PROJECTION TOTALS
Projected actl DEPARTMENT % Change
171,381.00 171,381.00 | 0
Ceilng totals 00 [ o

This screen displays the account’s budget information for the current year, as well as the next
year. If the account is designated as a lead account in the Budget Rollup FM program, lead
account information is also displayed on the Account Info screen. Lead accounts track the

budget for a rollup group.
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GL Account Inquiry

The GL Account Inquiry button opens the GL Account Inquiry program for the account you have
selected. This program provides summary and detail history of the account, including the
current available budget. You cannot make any alterations to the account in the GL Account
inquiry program. The data is provided as a reference only.

... Account Inquiry - Munis [Norfolk Public Schools]
My File Edit Tools Help

@+l QEE +7FX s HER ODEDRE & X’

Fund 0100 =« GEN FUND Acct 0100-1-981-D80-68200-1188-605000-
Months
Oorg 01109100 .. ELEMENTARY Acct name  TECH EQUIP NON-CAPITALIZED
(L_Se9Fnd D opject ‘605000 ...| NC TECH EQ Type Expense ~ Stat
User Defined Fields i (ROt

Account

4 Year Comparison | _Current Year | History |
Yi/Per 2018/04 Fiscal Year 2018 Fiscal Year 2017 Fiscal

Original Budget 461,146.00 461,146.00
Transfers In 581.30 604,125.00
»
Revised Budget 461,727.30 1,065,271.00

Actual (Mema) 581.30 1,064,689.70
»

Transfers Out .00

&)

Encumbrances .00

Requisitions 00 | =

o

Seg Find
The Seg Find option opens the Segment Find screen.

. GL Segment Find - Munis [Nor... |- o |- (=) s3]
My File Edit Tools Help

(V] @ £ ) 2 Q [ @ »

Find by Segments
Fund

Cost Center
Location
Program
Function
Category
Object

Project
Character code
Account type

Account status

KI{EY

Rollup Code
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This screen allows you to search the budget projection for a segment, or segment combination.
The matching accounts are displayed on the main Next Year Budget Entry screen.

Detail Find
The Detail Find option performs the same function as Seg Find, but searches on budget detalil

records.
[#] Detail Find
My File Edt Tools Help
v X s @
Account
v
[H] Is this a 1ime expenditure o revenue?
[=] Priarity item
Wendor/Commodity | Position
‘Yendor [ Freight pct
Comrmodity [l Bid
ltem # (] Asset to be rep

Lok

Fiequested
Guantity Unit cost Total

Desciiption

Justification

Gty Amount  Account tatals

Percent Update (DO NOT USE THIS FUNCTION)

The Percent Update option allows you to update the budget level of the selected account by a
percentage. Select a starting basis from the dropdown list, and then enter the percentage
increase. Note that you cannot utilize this option if the account contains detail records. Clicking
the Percent Update button for an account with detail records opens the Project Detail screen
instead.

Mass Delete (DO NOT USE THIS FUNCTION)

The Mass Delete option deletes all account records within your current Find set. This option is
only usable by Level 5 budget users. Deleted records can only be recovered with a system
backup, so use this option with caution.

Dept Notify (DO NOT USE THIS FUNCTION)

Clicking the Dept Notify button distributes workflow notifications that a department has finished
working on the current level of the projection. To use this feature, you must create a business
rule with a process type of BLV in the Business Rules FM program.

Certification (DO NOT USE THIS FUNCTION)

You can use the Certification button to open the Certification of Resources program. The
program is used to enter estimates of the next year’s beginning unencumbered cash amounts.
The certification option is only usable for balance sheet accounts.
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Approve (DO NOT USE THIS FUNCTION - THIS IS FOR FUTURE USE)
The Approval button allows you to approve or deny budget records. You cannot access this
option unless you have the appropriate permissions to approve budget records.

Proj Detail (DO NOT USE THIS FUNCTION)

Text (DO NOT USE THIS FUNCTION)
The Text button displays any attached comments or text associated with the selected account.
If none exists, you cannot use the button.

Results
After completing the Next Year Budget Entry process, you have created a prospective budget
for the next fiscal year.

What’s Next?

You can run the Next Year Budget Reports program to create reports based on the information
you entered in Next Year Budget Entry.
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Module: Budget
Topic: NY Budget Entry

BG NY Budget Entry Reports MUNIS Version 10.2

Overview

The MUNIS Next Year Budget Reports program lets you develop reports from budget
projections that have been created for the next budget cycle. The reports are created by using a
projection number and a set of account numbers, selected by type (expense, revenue, etc), GL
segment, and/or account status. If User ID Permissions are established they will apply to the
accounts that are accessed.

Common Search Tools

Ranges and/or logical search characters can be used in your search. The following is a list of
characters and an example of their use. Not all these characters can be used in all fields...for
example, you cannot use the wildcard character (*) in a date field. NOTE: MUNIS is case-
sensitive so a name entered as John Doe in MUNIS would not be found if the user put JOHN
DOE in the name field when doing a search.

Symbol | Description Example of Use
* Wildcard. Use this with Office* returns any names that begin with Office
any combination of (Office Max, Office Depot)
letters or numbers before | *Office* returns any hames that contain the word
or after the symbol. Office (Staples Office Supply, ION Office
Equipment, Office Max)
> Greater Than >1/16/07 returns all dates greater than the specified
date.
>= Greater Than or Equal >=1/16/07 returns the specified date and all dates
To greater than the date specified
< Less Than <$10,000.00 returns all amounts less than the
amount specified.
<= Less Than or Equal To <=1/16/07 returns the specified date and all dates
less than or equal to the date specified
<>or!= | Not Equal To <>135 or =135 used in Dept/Loc returns all
departments except 135
Jor.. Range 500:599 returns all amounts including the beginning
and ending amounts
| Pipe symbol, used as Finds the named data items, regardless of the
“and”. range. For example 1/1/06|1/10/06]1/31/06 returns
only the three dates
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Reports

1. Open Next Year Budget Reports
NNPS Department Menu > Next Year Budget Reports

L. Munis App Center - Norfolk Public Schools - ptow - 10/17/2017 - 9:48 AM

System Favorites Financials Human Resources/Payroll [Departmental Functions] System Administratic

A. Account Inguiry
B. YTD Budget Report
C. Vendor Inguiry
D. Purchase Order Inguiry
F. Purchase Order Receiving
. Standard PO Reports
H. Purchase Orders by GL Account
L. Purchase Order Asset Export
1 Requisition Entry
K. Requisition Approvals
L. Invoice Entry
M. Invoice Approvals
M. Account Detail History Report
0. Next Year Budget Entry
I P Next Year Budget Reports I
Q). Budget Transfers and Amendments

R. Budget Transfer Approvals
AE. Bill Inquiry

AF. Menu Personal Preferences
AG. Contract Entry

AL Saved Reports

Al Mv Saved Renorts

2. Click the Seg-find button on the left.

@/ £ 53 Fe

Define

o)
o T ——

. Next Year Budget Reports - Munis [Norfolk Public Schools] = EoR~
My File Edit Tools Help

EE +FX S HERDR EBHEEAD eaEN w0060

Projection number
Projection 7

Define criteria
Org
Object
Project
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3. From the Drop Down list, choose your projection number (20181 — FY2018 BUDGET
PROJECTION and/or 20191 — FY2019 BUDGET PROJECTION) for the reports to be

created and click Accept "4 on the toolbar.

. Next Year Budget Reports - Munis [Norfolk Public Schools] = Eoh ™
My File Edit Tools Help

0o

& Gz @B

B +FX el DHE0 osFEFN =000

Projection number
e 120191 - FY2019 BUDGET PROJECTION - OPERATING FUND =

Define criteria

Org

4. Enter the following for the fields to select accounts

Accounts Select by segment accounts to be included in the report. Leave these
fields blank to include all.

Account Type Select Expense accounts or leave blank for all.

Account Status Select Active or leave blank for all.

.. GL Segment Find - Munis [Nor... |- |- &
My File Edit Tools Help

QO © &+ L & Q @ @ ~»
Find by Segments
Fund 0100 (sss)
Cost Center 9 =
Location 981 |
Program D80 =
Function 68100 (ses)
Category 8082 sse)
Object 605000 (sss)
Project (i)
Character code [sss)
Account type Expense E]
Account status =
Rollup Code fes)

5. Click on the OK/Accept button V¥ The number of records founds will appear on the bottom left

side of the screen.

Define options Far aukpuk,
20 Records found.

Page 17 of 23




Mext Year Budget Reports - Munis [Norfolk Public Schools]

My File Edit Tools

Define
e ——

GerocopsnsD
Seg-find

6. Click on the Report Options button on the left side to choose and format your report.

E=8 FOR =

Help
=

ool B0 S ¢ 0 0@

o

Projection number
Projection 20191 - FY2019 BUDGET PROJECTION - OPERATING FUND

Define criteria

Org
Object
Project

7. Enter the following for the fields to select report options and selection criteria:

Field

Action or Description

Type

The following reports may be selected from the Drop Down. There are 6
possible reports, and there is a sample of each in the following
pages:

Next Year/Current Year Budget Analysis

Next Year Budget Levels Report

Next Year Budget Detail Report

Next Year Budget Historical Comparison

Next Year Budget Comparison Report

6. Future Years Report

arwdE

Budget Level

These are steps the budget must go through to create the final budget.
For types 1 — 4 you can select one budget level; for type 5 you can
include up to 3 budget levels.

Percent Change
Calculation Method

Each method works in a similar way, but uses a different levels; Current,
Projected, Original and Revised. They create a percentage of change
based on the selection and next year’s budget. Note: If the percentage
change is greater than 9999.99, a zero displays in this field.

Field # This is the sequence to sort the report. The four sort sequence fields
allow you to select GL segments from the Drop Down.

Total This totals all columns on the report for the “Field” selected.

Page Break This starts a new page after each “Field” sequence.

Period Number

The number selected here includes current year actual data up to and
including the period number entered. This applies to the Next
Year/Current Year Budget report (#1). Entering 99 will include
CURRENT DETAIL.

If the Budget Carryforward Method is 3 in the GL Parameters, the report
shows closing budget figures from the current year monthly amounts.
Inserting a number in this field also changes the Prior Year Actuals.

Print Revenue as
Credit

This is available only when running reports for Revenue Accounts. If not
selected, revenue account balances print without the minus sign.

Include Cfwd in Rev
Bud

In report type 1 carryforward amounts are subtracted from the revised
budget.
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Totals Only

Selecting this box prints totals for sequence level 1 ONLY. The grand
total is still printed for the sequence. The org number displays next to
the description on the printed report.

This is available for report types 1, 2, 4 & 5.

If this box is not checked the program prints totals for each sequence
and detail does not print.

The Suppress Zero Bdgt Accts box is automatically not selected if the
Totals Only box is selected.

Include Segment
Code

This field is accessible if Total Only is selected.

Print Full GL Account

Prints the full general ledger account along with the Org, Object, and
Project.

Double Space

Creates a double spaced format.

Suppress Zero Bdgt
Accts

If selected, any accounts meeting the following conditions are excluded:
zero original budget, zero budget transfers, zero revised budget, zero
actual, zero month-to-date actual, zero encumbrances, and zero
available budget. If detail is selected, no detail will be reported for the
period.

This field is not available if the Totals Only field is selected.

Print as Worksheet

Only the Next Year/Current Year Budget report (#1) can be printed as a
Worksheet. Current Year Projections, Next Year Budget Level 1 and
Percent Change fields print a line for user input.

This report can be given to department users to enter budget requests.

Print Pct or
Comment

Selecting this field allows you to calculate and print the percent change
of the budget level being reported. Selecting (P) calculates the
percentage change. (C) prints an underscore so you can manually enter
a comment.

This field is only assessable for the Next Year/Current Year Budget
report.

Print Text

Selecting this field prints all associated text.
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Next Year Budget Detail Report
The Next Year Budget Detail is the only report that allows you the option to print detail
information entered in Next Year budget entry. You may choose the budget level and determine
the account sequencing with totals and page breaks. You may run totals only, print full general
ledger account numbers, double space the report, suppress zero budget accounts, and print
text. This is the only report that you can see detail that might have been entered in Next Year

Budget Entry.

NY Budget Report Options
My File Edit Tools Help
O® & 2B =)

Report

Type 3 - NEXT YEAR BUDGET DETAIL REFORT

Include employees with budget detail

Budget level

Detail lines

Print first or second year of budget requests

Sequences
Field # Total  Page Break
1|1 - Fund ] ¥
2|4 - Program E| v
3|11 - Object Vi
4 =l

= o (5]

1 - DEPARTMENT =

@) First

Second

Additional options

99 Period number
Print revenue as credit
Include cfwd in rev bud
Include cfivd in actuals
Totals only
Include segment code
Include report grand totals by account type
Print full GL account
Double space
Suppress zero bdgt accts
Print as worksheet
B Print pct or comment
Print text

Amounts/totals exceed 999 million dollars

o

7. On the MUNIS toolbar click the ¥ OK/Accept button. This will take you back to the first

screen.
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8. Select the Print Option you desire. 2 Output/Print, EN Display, & PDF, Save/Spool to

a file, or export to Excel.

E=8 FOR =

.. Next Year Budget Reports - Munis [Norfolk Public Schools]

My File Edit Tools Help

© +0B QFE +*X|GER BP0 =itN 080

Projection number
Projection 20191 - FY2019 BUDGET PROJECTION - OPERATING FUND

Report Options Define criteria
Org
Seg-find
Object

To Save/Spool the report to a file, click "™ button. The following message with the file
name appears at the bottom left side of the screen.

Define 3 predect rh,
The fike 'bgrvrpts001 4. txt' has been saved to the MUMIS spool directory -- 4 pageis).
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To access the report, from the MUNIS toolbar:

E; Mext Year Budget Reports - Munis [Norfolk Public Schoals]

My File Edit Tools
00 * =2 Q

Help

4 3

Projection number

Org

Define criteria

Object

Projection 20191 - FY2019 BUDGET PROJECTION - OPERATING FUND

select B to display the report in PDF

v

10/17/2017 09:56
ptow
PROJECTION: 20181 FY 2018

ACCOUNTS FOR:
GENERAL FUND

Dao TECHNOLOGY

Norfolk Public Schools

The cornerstone of a E'.']'(JLI ll”':,-' diverse com I't’]ul']i[‘}."

Norfolk Public Schools
NEXT YEAR BUDGET DETAIL REFORT

- OPERATING FUND PROJECTION

00000 SUPPLIES - GENERAL

01581003 0100-9-581-D80-68300-8081-600000-

SUPPLIES AND MATERIALS

FROJECTED COST OF OFFICE
SUPPLIES AND MATERIALS NEEDED
FOR INFORMATION TECHNOLOGY

DIVISION.
2017

PERIOD:
- JUNE 30, 2018

JULY 1,

THIS INCLUDES ALL NECESSARY
SUPPLIES IN ORDER TO FULFILL

OUR JOB REQUIREMENTS.
2
ROUNDED UFP - BUDGET

PROJECTION IN WHOLE DOLLARS
CNLY

01581004 0100-9-581-D80-68300-8084-600000-
01581008 0100-9-581-D80-68300-0000-600000-
0158100% 0100-5-581-DB0-&£8300-8086-600000-

SUPPLIES - GENERAL
SUPPLIES - GENERAL
SUPPLIES - GENERAL

VENDOR QUANTITY UNIT COST
1.00 £2,815.00
1.00 20,786.00

ESTIMATE COST OF SUPPLIES

NEEDED FOR DISTRICT WIDE

INITIATIVES SUCH AS REPORT CARD

PRINTING, FEDERAL CARD

FRINTING, AND PRINTING OF

DISTRICT MESSAGES.

FUNDS ARE NEEDED 50 THE IT
DEPARTMENT WILL HAVE SUFFICIENT

DAPER, TONER,

INK, PRINTER

MATINTENANCE FOR REPORT CRARD

PRINTING.
ROUNDED UF - BUDGET

PROJECTION IN WHOLE DOLLARS
Y

= HOR =<5

BROEDE o w00

201% DEPARTMENT

62,815.00
62,815.00

.00
.00

20,786.00
20,786.00
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[&

OR select = to display the report
Norfolk Public Schools

NEXT YEAR BUDGET DETAIL REPORT

PROJECTION: ZJ0181 FY ] OPERATING FUND PROJECTION

VENDOR QUANTITY 3 DEPARTMENT
D80 TECHNOLOGY
60000 SUPPLIES - GEMNERAL
01981003 0100-9-981-DpB0-68300-8081-600000- SUPPLIES AND MATERIALS 62,815.00
1.00 62,815.00 62,815.00
PROJECTED COST OF OFFICE
SUPPLIES AND MATERIALS NEEDED
FOR INFORMATION TECHNOLOGY
DIVISION. PERIOD: JULY 1,
2017 - JUNE 30, 2018
THIS INCLUDES ALL NECESSARY
SUPPLIES IN ORDER TO FULFILL
OUR JOB REQUIREMENTS.
2
ROUNDED UP - BUDGET
PROJECTION IN WHOLE DOLLARS
ONLY
01981004 0100-9-981-D80-68300-8084-600000- SUPPLIES - GENERAL .00
01981008 0100-9-981-D80-68300-0000-600000- SUPPLIES - GENERAL .00
01981009 0100-9-981-p80-68300-8086-600000~- SUPPLIES - GENERAL 20,786.00
1.00 20,786.00 20,786.00

ESTIMATE COST OF SUPPLIES
NEEDED FOR DISTRICT WIDE
INITIATIVES SUCH AS REPORT CARD
PRINTING, FEDERAL CARD
PRINTING, AND PRINTING OF
DISTRICT MESSAGES.

FUNDS ARE NEEDED 50 THE IT
DEPARTMENT WILL HAVE SUFFICIENT
PAPER, TONER, INK, PRINTER
MAINTENANCE FOR REFORT CARD
;RINTING.

ROUNDED UP - BUDGET

PROJECTION IN WHOLE DOLLARS
ONLY

Page 23 of 23



