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BNL Budget System

Introduction

This guide covers all the key features for the general user community with enough detail and
illustrations to make learning the BNL Budget System easy. There are helpful tips and notes
all along the way, and even some cautions.

The Budget module contains a complete set of applications and tools for creating and
distributing a cost plan. The applications are integrated to provide both stand-alone and
integrated solutions to developing comprehensive cost plans. The applications share a lot of
features. Information entered in one area is often used in another.

To maximize the benefits of this guide, sign on and follow along with the guide by navigating
through the system to each screen/panel that is talked about. You then get better acquainted
with the capabilities of the system.
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Understanding and Using Common Features

All applications have certain elements in common. While each application will be discussed in
detail in later chapters, several of the illustrations will appear when navigating through the
Budget and Forecasting system.

Title Bar:

Budget and Forecasting _ O] =]

Menu Bar:

File| Edit “iew Go Favortes Use Process Reportz Help

To use a menu, click on it with the mouse to display a drop-down list that can then be
accessed.

Drop-Down Menu:

dze

Personnel Forecasting Forecast Entry

Forecast Profile

Salamy / Distribution
Forecast Digtribution
Budaget Exec Diztribution
Salary Adjuztments
Holiday=

Click on the item of from the drop-down menu.

Folder Tabs:

Forecast Entry | Forecast F'mfilel Salam / Distlil:nutianl Forecast Distributianl Budget Exec Distributianl Salam Adiustmentsi .

1
Eudget Exrecutable | Forecast Enstsl Froject Budget E:-:pensel Report Dutputl I:Dmmentsl .ﬁ.llncatinnsl Indire

Note:  These tabs provide an alternate route to each application. They reflect the same options that
exist in the drop-down menu.
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Understanding and Using Common Features (continued):

Toolbar:

Ble|@x| |aE se == SE 2lelo] £l

To use a toolbar, simply click on the button for the task to be performed. The picture on the
button indicates its function. It the cursor points long enough to a specific button, a tool tip (a
small box) will appear with the button’s name.

Scroll Bars:
Al A
A =
Some panels are much larger than the screen. To
display parts of them, use the scroll bar to bring
them into view.
The simplest way is to press the arrow keys.
Use the vertical scroll bar to scroll up and down, and
the horizontal scroll bar to scroll left and right.
v 5
=y
< >
< | o

Function Keys:

SAVE

RUN

@ | ||

RUN with defaults — an existing run control can be used without modifying process
scheduler.

;i

x | CANCEL - This will save the panel without saving your work and without prompting you

to save your work.
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Understanding and Using Common Features (continued):

. Inserts a row.
=
»—]
1
—T Deletes a row.
3|
* Bi Moves to next row in list.

Moves to the previous row in the list.

Moves to previous panel in panel group.

Moves to next panel in panel group.

3
]
k| ‘ Move to next panel in panel list.

Move to previous panel.
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Update/Display Panel Disabilities
Use Query
Create Query

Maximum Number screen
PeopleSoft |

aximurn number of records found matching specified key(s]
& - athers naot included in lizt. [44.6]

k. I E xplain

CAUTION:  Try to avoid having the Maximum Number Screen panel appear.

People5 oft

beszsage :

b axirmurm number of recardz found matching specified key(z] -
& athers not included in list. [44.5]

& E xplanation :

The partial key values pou zpecified match more than 300 recardz in the
database. The first 300 are shown,

|f the record pou want dossn't appear in the list, enter a more zpecific
partial key value and perform the search again.

Save before Exiting
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USE - Personnel Forecasting

Budget and Forecasting

File Edt “iew Go Favortes | Use Process Reportz Help

EI ﬁ | §l| X| ¥| .tl | Perzonnel Farecasting Farecast Entry

Forecast Profile

C tr'ear Cost Pl 3 o
HITERE TEar L0t Far Salary / Digtribution

Budget Submizsion k Faorecazt Distribution
Budget Exec Diztibution

Budget Proposal *
Perzonnel Forecasting Proposal  »
Change Propozal Alloc Rates

Salary Adjuzstments
Holidayz

Azzign Durmmy Employes
[zlabal Salary Adjustments
Azzign Forecast Groups

T ¥ v

Department Cross Charges

Drop-down Menu

Access to Personnel Forecasting is limited to individuals authorized by the user organization.
For those with access, either the scroll buttons or the mouse can be used to make the primary
selections on the top toolbar, and pressing the enter key will “anchor” your selection.

Note: Only if there is an arrow point to the right of the menu item, will there be another drop-down
menu from which to choose.)

Personnel Forecasting, the primary choice from the USE drop-down menu, is normally the
first menu item within the Budget and Forecasting module that authorized users will select
when developing a cost plan. This is where all labor dollars are allocated for the current fiscal
year as well as the budget submission periods. The Forecast System keeps the history of an
individual’s salary records, along with other personnel-related information and posts to the
Forecast Entry Panel based on effective date.

The secondary menu selection includes only two panels that are available for input, while the
other five panels are for reference only. There are also several Personnel Forecast utilities
from which to choose and they are listed separately under the USE drop-down menu.
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Panels Available for User Input:

The Forecast Entry Panel accommodates both the Current Year Cost Plan, Budget
Proposal and the DOE Budget Submission personnel assignments.

The Forecast Profile Panel provides a summary by accounting period of the
assignments on the Forecast Entry Panel for the fiscal year selected. It allows the user
to adjust the non-productive factor to be applied.

Panels Available for Reference Only:

The Salary/Distribution Panel is a read-only panel that displays the salary adjustment
history from HRIS as well as adjustments the user has made in the Global Salary
Adjustments Utility that only affect forecasting.

The Forecast Distribution Panel is a read-only panel that displays a summary of the
distribution to the project and activities.

The Cost Plan Distribution Panel is a read-only panel that displays a summary of the
distribution to the projects and activities, as it currently exists in the fiscal year selected.

The Salary Adjustments Panel is a read-only panel that displays of the salary
adjustments for the employee.

The Holidays Panel is a read-only panel that provides a listing of the holidays for each
calendar year.

Personnel Forecast Utilities that are available for user input are:

Assign Dummy Employees
Salary Adjustments

Assign Forecast Groups
Department Cross-Charges

Each utility function is explained in detail at the end of the Personnel Forecasting
section.
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Forecast feeds
the productive
dollars (hased on
praductive hours)
and Actuals from
the LCDS System

v

Personnel Forecasting Flow Charts

Personnel Forecast to Cost Plan System Process

Current Year Cost Plan

Actuals and
Commitments

Allocations and
Rates Tahle

User Develops
Budgets in at the
Activity Level by
Resource Type and
Categary

v

Project Funded Tahle
containing current year
funding

Calculations are
performed using the
current allocations

rates

Project/Activity
related data

Total Cost Plan is
campared with the
total available funds

Project Resource
Tahle containing
budgets at the resource
category and type lavels

Cost Plan

Tatal
Funds?

(e}

Fressing the Sawve Jcon
will agve the cost piah
with Lnassigned funds,
Pt you cannot refease it

_J__——\%'.-_w'th unassighed funds.
Budget
Department L Office
Approval Approval

—»

Budget Office
initiates process
to update
Project
Fesource Table

I

it atthis time.

Ef'_

Pressing the Release Jcoh, both
saves ahd reieases the cost
plan. You can press the Save
lean at this e and not reiease
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Personnel Forecasting Process

The Personnel Forecast Flowchart below outlines the general flow of how information is

Fiscal Calendar
including Holiday
Schedule

developed by the user.

Operator Security

Human Resource Information

Personnel Forecasting Module

System (HRIS) Salary Data and
Salary Changes
(Daily Feed)

Labor Cost Distribution
Schedule for Weekly
and Monthly
Employees

Labor Cost
Assignments to
Projects by
Period

Calculate Labor Costs
by Project based on
Assignments per
Period

Overlay
Estimates with
Actual Costs

Global Productivity Factors
—~ and Anticipated Labor
Changes

Actual data from Labor Cost
Distribution of Personnel by
Project
(Monthly Feed)

Replace Calculated Labor

Yes Budgets for Periods that have

Actual Costs and Re-
Calculate Total Labor Budget

Forecast
Reports

Current Year Cost
Plan or Budget
Submission Modules

No
Transfer
Productive v
Amounts
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Personnel Forecast to Cost Plan System Work Flow

PERSONNEL FORECAST SYSTEM
Project 1D Activity 1D Type Categ Current Amt Revized Amt Releazed Amt Dept FTE Reject
17001 17001 SCIEM 102 7452 44 745244 745244 AD 02020 I
18031 18031 SCIEM 102 22.357.31 223571 2235731 AD 0070 I
CURRENT Amount — REVISED Amount — RELEASED Amount —
reflects fully processed cost reflects assignments that are revised assignments that
plan cycle information > are in the process > have been released within
for personnel of being developed Personnel Forecast ONLY
///’_ ___________________________ A
_——"" Labor moves to “CURRENT” in both I
Personnel Forecast and Cost Plan Systems |
- |
COST PLAN SYSTEM
Budget Department Both Forecast New Assignment
Office Approval Data and Labor $ are now
SQR'd |4—— Approval [€—] given €—  othercost | 4—— in Revised Cost [ ﬁ
given plan data Plan Column
have been (Cost Plan
released Status is IN
PROCESS)
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USE | Personnel Forecasting | Forecast Entry

Update/Display screen

The Update/Display screen is the first screen to appear when choosing any of the Personnel
Forecasting drop-down menu options for the first time during a session. If, however, you are
already developing an individual’s assignments, this screen does not appear.

Entering a department code (by typing it or using the drop down menu selection) will show all the employees within the
department selected.

Automatically defaults to “BNL”
The employee ID, if known, can be entered here.

Automatically inputs the user’s ID

The last name or the first few characters of the
last name can be entered.

UpdatefDizplay -- Personnel Forecasting

SetlD> \ ]| (]
BHL DeptYgode: ﬂ Cancel
| v

EmplliD: Usze Query

Operator 1D: Hew Clueny

R

Last Hame:

The results vary based on the input provided on this screen. Providing:

1. No input — provides a list of personnel based upon the operator/user’s
authorization (maximum number of entries).

PeopleSoft |

awimurm nurmber of records found matching zpecified key(z]
& - others not included in list. [44,6]

k. I E xplain

Tip: Try to avoid this, since there is no way to escape
getting the listing of records that are then accessed.
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Update/Display screen (continued)

2. Department Code input - provides list of personnel assigned to that
department

3. Last name or first few characters of last name input — provides the personnel
with that name

4. Employee ID input - provides only the employee with that ID assignment

None, one, or any combination of input fields may be populated, dependent upon the
results you wish to find.

Each employee has their time for the entire fiscal year assigned against the appropriate
projects and activities. The system calculates the dollar amounts, hours and full-time
equivalents (FTE’s) for the projects and activities and this is transferred to the Current
Year Cost Plan and Budget Submission modules.

When budgeting personnel you have several options — you can budget time as:
1) a percentage of the period,
2) a number of days, or
3) as hours.

Also, anticipated overtime and premium time for eligible individuals can be budgeted.
See Page 22 and 23 for Effort Type definitions.

Labor can be budgeted for projects assigned to your organization and to projects
assigned to other organizations, provided that prior authorization has been granted. This
feature is used for reference purposes and can be done using one of the Forecast Utilities
— Department Cross Charges, which will be discussed in further detail.

The user has the option to replace budgets with actual costs any time during the fiscal
year for any previous period within the year. The Replace feature is discussed later in
further detail.
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Forecast Entry Panels

This panel accommodates both the Current Year Cost Plan, Budget Proposal and the
DOE Budget Submission personnel assignments.

Budget and Forecasting - Use - Personnel Forecasting M=] 3
File Edit ‘“iew Go Favoites Use Process Reports Help

glg[@ x| aaE se == 25 202 e

Farecast Entry I Farecast F'rofilel Salary / Distributionl Farecast Distributionl Budget Exec Distributionl Salary Adiustmentsl Holidaysl

SetiD: BML EmpliD: EEPD10 Mame: M-2925, POST DOC Status:  InProcess

{* Cumrent Year { Presidential Year ¢ Revised Year {© BudgetYear  DutYear ¢ First Year Budget Year: 2003

Period Date Daps Howrs Earnings Bal St Hrs S5t Amt  Prem Hrz Prem Amt Ind Amt Total Hrs SWF Amt ;I

1 10/01/2002  0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
2 1052172002 19.41 15526 297432 15526 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3 12152002 1856 14851 284500 14351 0.aa 000 oo 0.aa 0.0 0o ]
4 12/21/2002 1750 140.00 2,75352 140.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5 01/21/2003 19.41 15526 3.093.24 15526 0.00 0.00 0.00 0.00 0.00 0.00 0.00
B 02/21/2003 16.88 135.01 268980 135.01 0.00 0.00 0.00 0.00 0.00 0.00 0.00
¢ 03/21/2003 17.72 14176 2.824.28 1476 0.00 0.00 0.00 0.00 0.00 0.00 0.00
2 044212002 1856 14851 295876 14851 0.aa 000 oo 0.aa 0.0 0o ]
9 05/21/2003 19.41 155.26 3.093.24 15526 0.00 0.00 0.00 0.00 0.00 0.00 0.00
10 06/21/2003 16.88 135.01 268980 135.01 0.00 0.00 0.00 0.00 0.00 0.00 0.00
11 07/21/2003 19.41  155.26 3.093.24 15526 0.00 0.00 0.00 0.00 0.00 0.00 0.00
12 08/21/2003 24.47 19576 390013 19576 0.00 0.00 0.00 0.00 0.00 0.00 0.00 j
20821 16RRE0 3231534 166560 0.00 0.00 0.00 0.00 0.00 0.00 0.00

" Hours © Days
From To Type Chrig Project ID Achivity ID Pent/Hre/Days  Budget Amt ;I

[ e s | oI o]

-
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Forecast Entry Panels (continued)

(at two different stages)

Budget and Forecasting - Use - Personnel Forecasting

File Edt Yew Lo Fevoibes Use Procsss fepots Hel

g8 x Han g =z A8 & 0] *lels]r ]

Farecast Endry | Foracast Profie | S # Dighrbtion | Feeacast Distibution | B Exgc Dishbation

H

% Cunent Yeas O Presidential Year © Aevised Year T Budget Yeas © DutYear  First Vear

1 10AN/2000 0.00 000 000 000 am  0oo oo 0.00

2 1012000 000 Do Qoo oM noo am oo oo 0.0

3 1A2000 000 000 000 000 ooo 0m 0o ALY 0.00

4 122172000 000 DOD Qoo 000 noo am  noo oo 0,00

§ Oi/21/200 000 000 000 oo 000 0m 000 [ALT] 0.00

B /2172000 1181 3451 19752 000 M5 1EI7E2  DOD ] E5315

7 03/20M 1941 15526 296581 000 15526 25%%Mm 000 (iiii] 1,400 54

1 8 042172000 16ER 1350 25938 00 13|0 2533 00D oo 1.218.74
9 05212000 1941 15526 2958 000 15526 25%9%Mm 000 o0 1,40 54
10 062172000 1855 14B51 285600 000 14851 25600 00D oo 1.240.60
1 or212000 17.72 14176 27219 000 1478 27319 DOD i} 1.279.67
|12 0872142001 2447 19576 J7E4EE D00 19576 ATe4EE  DOD oo 1,767.13

& Pent © Hows © Days [3][D] (3] [

EmpllD: MEPOSTODOCE  Mame: FRESEARCH, ASSOCIATE Status:  In Proces: i
1

Budget Year: 2001 I

Perind Date  Dayz Hows Eamings Bal 5t Hes St Amt Prem Hrzs Prem Amt Ind Amt Total Hrs SWF Amt ;l

oo 0.0
non om
oo 0.m
oo oo
L] 0.0
M5 2.6T0.EF

15526 438755
13BM sz
15526 438755
14851 4135 E0

141.76 4,005 65
19676 55310 -

12825 102607 1973237 000102607 147323 000 000 926237102607 34T

Fiom To  Type  Chag Project ID k Activity 1D Pert/His/Daye  Budgel Amt % |

6 [ 12 [REGU |[N  [05026 \ #| [o5026 . 61.00000
6 [ 12 [REGU +|[N [17003 | [17009 *

4

Panel while in progress. Calculate button available. Release button not shown.

Panel after calculations and ready for release. Calculate button not showing. Release

button available.

SEES,
1 oM 18T 14 28f7 ¥ 000 14178 28777y 000 UG 1LAsuED 14176 4228 53
| 12 (82172000 2047 1675 S8 000 1.7 397383 000 000 18537 1676 BENI0 | ~
| 16455 131634 2672TR 000131638 2672170 000 000 1254316131634 3926485
© renk © ows oo (5 0 [0 A (51
From To  Type  Chag Project ID Activity 1D Pent/His/Days  Budget Amt |

[m2537

1603302

r| a[ 12 [ResU #|[N  [ozs37
4 | 12 [REGU &[[N [17009

+ &0, 00000
+ A0, 00000

Bftart| Zairboe Microsoh Dusook | &My vahoo! for besapien | T Micsoach

| DGR, 63

5

I Eniry [Ulpedate eisphan ;
d- Foreca | B Budget and Forecasting. | | (21 103340

I/checked, it means that actual data is reflected. X\ drop-down listing of projects available

i

Also, the Type Column will then end with “LC” based on the functional department code of the
(labor cost) suffix. Employee you are currently assigning.
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Forecast Entry Panels (continued)

Section A - The top portion of the panel provides information about an individual
employee, by both EmpID and Name, and their status in the personnel forecast.

Status ‘In Process’ means this employee’s assignment changes have not been
released.

Status ‘Released’ indicates that the employee is fully assigned and the data
released and available to either the Current Year Cost Plan or Budget Submission.
To release an employee, the balance column should be zero, but there’s a
tolerance of .1 hours.

This section provides you with a radio button selection to choose the applicable
period. There are six years from which to choose, the choice being dependent
upon when you are developing a Current Year Cost Plan or a Budget Submission
request for funds. Current Year relates to the Current Year Cost Plan, while
Presidential Year, Revised Year, Budget Year, Out Year, and First Year all
relate to the Budget Submission cost plans.

Note that the Fiscal Year choice that is made is reflected on the far right.

Section B consists of 13 columns and includes 12 periods that coincide with the Labor
Cost Distribution System (LCDS) cycles. This format facilitates having the option to
overlay budgeted amounts with actual costs by period.

The “Date” column reflects the starting date for each LCDS period. Dependent
upon whether an employee is classified as either weekly or monthly, these dates
may vary.

Note: Weekly employees start date for a new fiscal year may be prior to 9/30.

For each LCDS period, the “Days” and Hours” columns represent the available
number of productive days and hours for the assigned employee. The system or
the user can define the productive factor in the Forecast Profile Panel, Section C.

The columns that follow the “Days” and Hours” columns provide several budgeting
tools as outlined below:

Earnings — derived by multiplying the hourly rate by the number of productive
hours for that period.

Balance — represents the number of unassigned hours for the employee for that
period. Tip - It is important to know that a labor assignment is complete only when the
“Balance” Column is zero.
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Forecast Entry Panels — Section B (continued)
Straight Hours and Straight Amount are populated based upon the number of
assigned hours for each period posted at the bottom of the panel. Tip - It is

important to know that the “Straight” amounts shown exclude the paid absence burden
since it is calculated when passed to the Current Year Cost Plan.

Straight Amount (see Straight Hours)

Premium Hours and Premium Amount both rely on Effort Type input as to
whether it is populated or not.

Premium Amount (see Premium Hours)

Indirect Amount, Total Hours, and Salary Wage and Fringe (SWF) Amount —
display fully burdened labor assignments and are for reference purposes only.

Total Hours (see Indirect Amount)

Salary Wage and Fringe (SWF) Amount (see Indirect Amount)

The assignment is ready to be released only when the total of the “Balance”
column is equal to “0” and pressing the Calculator Button has performed the final

calculations.

Section C offers the option to assign an individual’'s time as a percentage, a number of
hours or a number of days within a specific project/activity. Several buttons follow.

Note: Not all the button selections are available on the Forecast Entry Panel at one time.

The selections available are dependent upon what stage in the process in which you are
currently. (Compare the first and second Forecast Entry Panels to see the differences.)

http://intranet.bnl.gov/bsd/files/pdf/PSquickref.pdf or provide as separate section at end of manual
C:/mydocuments/word/documentation/buex.../quickref.doc.

Row button inserts a blank row below the existing line.

b-
Y| 1e [nsert Row and Delete Row buttons are available in the top toolbar

Tip - You can use the F8 function key to perform the delete row function, and the F7
function key to perform the insert row function; however the lower Insert Row icon needs
to be used for inserting lines into Section C.
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Forecast Entry Panels — Section C (continued)

The Trashcan button clears all assignments.
m A confirmation panel will appear to verify the action requested.

The Copy button is used to copy the assignments previously made for
% another employee and brings up a panel to accomplish this selection.

Note: This panel is addressing the data to be copied FROM, not to.

Copy Forecast

Dperator 1D: PGIACALD
Cancel |
BML Dept Code: IPI]

Fiscal Year: I 2003

Budget Year type: IEurrent Year x j

EmplID: | K
Append Copy Sl?p

/

The Append Copy Switch will add to current assignments, if checked. If
the switch field is unchecked, all current assignments are cleared and replaced.

The Calculator button will appear if a change has been made to the
employee’s assignments. It will re-calculate the data to reflect the
changes. It calculates hours and dollar amounts

according to the current assignments on the panel and spreads

the information to the projects and activities by period.

The Release button will release productive amounts to the assigned
projects/activities in the related fiscal year. An assignment is ready for

H. release only when 1) the total of the ‘Balance’ column is zero and 2) the
final calculation has been performed using the Calculator button.

Page 21

F:\PS Documentation\Budget Module DRAFT (v7.2) as of 1-23-03.doc



Forecast Entry Panels — Section C (continued)

The Display button offers the option to have the assignment lines for

E those periods replaced with actual amounts to not appear.

The Replace box (a toggle), if
checked, will direct the system to
replace any budgeted amounts with
the posted actual amounts, or can replace actuals with budgeted amounts. When
checked, a section will appear to indicate which periods should be affected.

¥ Replace Budget with Actual From F"eriud:l 1 TDZI 7 |

Note: Actuals are in dollars and hours.
Tip: You have the option to undo either at the individual or global level.

The bottom of Section C is where the assignments are made.

The release checkmark reappears when re-
entering this panel even though the data
may have already been released.

!

pmrumsf‘ﬂav-@ @

From To Type Chag Project 1D Achivity ID Pent/His/Days  Budget Amt

1 11 {stec BN Joszzs 16.00 523 07
" 1T STLI +|[H 18037
12 [ 12 [REGU LE 08226
r\@‘ 12 [REGU +| [N [18037

Ifthese hoxes are checked, it means actual data is reflected, rather than budgeted amounts.

s Fbb

18037
08366
18037

120,00 A673.04
75.00000 71747
25.00000 1905.82

B B

L L L
L

Blank lines can be inserted using Insert Row button.

The “From” and “To” columns denote the beginning and ending accounting
periods for the assignment. The choices are 1 through 12, with 1 referring to the
first month of the fiscal year (October) and so on.

The “Type” column indicates Effort Type, i.e., regular time, shift time, overtime,
etc. The acceptable codes are displayed by hitting the down arrow at the right end
of the field. The Effort Types available are:

AWDS (awards) is direct only portion of the charge applied to
Resource Category 150

REGU (regular) is the assignment at a regular rate (Resource
Category 100,102, and 105)
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Forecast Entry Panels — Section C (continued)

Effort Types ending with “LC” are from actual data in LCDS (and are
system-driven):

ADLC - actual “blue card” adjustments

OPLC - actual overtime premium amount

OTLC - actual overtime amount

SHLC - actual shift amount

STLC — actual straight time amount

Effort Types beginning with “OT” denote Overtime codes and are all
charged to Resource Category 120:

OTOO at a regular rate

OT15 at 1.5 x rate

OT20 at 2.0 x rate

OT25 at 2.5 x rate

Effort Types beginning with “SH” denote Shift codes and are all charges to
Resource Category 110:

SH10 at 10% Premium

SH15 at 15% Premium

In the ‘Chrg,’ column ‘N’ indicates this assignment is for a Project/Activity that is
within the given employee’s organization. A Y’ entry indicates that this
assignment is for a Project/Activity assigned to another organization.

If an employee is to be charged to another organization, the Department Cross-
Charge Panel needs to be populated by the accepting organization prior to
inputting project assignments. After assignments have been made, the affected
organization still has the option to accept or reject any such assignments in the
Current Year Cost Plan or Budget Submission.

The next two columns are for the Project and Activity ID input.

The next column reflects either the percentage, hours or days assigned dependent
upon the radio buttons selected by the user.

The last column displays the calculated budgeted amount and does not require
any input; it is a calculated field. It will only be populated when the calculate button
is pressed.

Note: It is not a total budgeted amount it only reflects the amount for that specific line’s
input.

Tip: If amount doesn’t appear, you may have to exit this screen and then re-enter this

screen.

Page 23

F:\PS Documentation\Budget Module DRAFT (v7.2) as of 1-23-03.doc



USE | Personnel Forecasting | Forecast Profile

Forecast Profile Panel

Budget and Forecasting - Use - Perzonnel Forecasting
Fle Edi View Go Favoeles Use Frocess Fepoils Help

ol @@ x| uan s ojo] 8l=] 2] o] *|els]s |

Fevecast Eniny JFerecast Fralie | Salary ¢ Distibution | Forecast Distibution | Budget Exes Distibution | Salary Adjustmants | Halidays |

SetiD: BAL  EmplD: EEFDO0Z Mame: ASSOCIATE. RESEARCH Status:  InProcess 9
& Spgtem Define © Mon Prod Define © User Define B Spoead Ohat Maon Prod Factor m e
Date Holiday Actual His Prod Hiz H/P His Total His Actual Amt Prod Ami N/P Amt Tolal Amt ﬂ
1 1w;mz| 000 oo | 0.00 | | | 0.00 | 0.00 | |
2 1w21}2m2| 4.00 | 0,00 | 94 51 | 17.49 | ||.'|:||[ 0.0 | 2 013688 | 176,94 | 241382
3 11!21.-'2WE| T [ oo | 14851 | 7.49 | |'|.|:||[ 0.00 | 120069 | 192 46 | EERE]
4 ez 2600 | 00| 14 [ | ieeo0)f 0.00 | 1.097.78 || 61956 | 717.34
5 m/avemz| 600 000 1552 | 7| isdon| 0.00 | 48000 64418 [ 412498 >®
B EI?.!‘J.’1:'2£IJ3| 000 oon | 13501 | 4.99 | ||.|||=||[ 0.0 | 1.026.11 | 13 GBE. 24
7omazma| o000 000 1476 | F24 | 16600 0.00 | 177.41)] 58814 376555
8 ooz ooo| ooo| 14851 | 2745 | 17600 | 0.00 | 1.32870] 61616 | 44 B
g guae0z| so0| oon| 15526 | 74 | 18400 0.00 | i4p000|| 64418 | 412418
0 o62/z0z| 1600 | oo 13500 | 2489 | de0on ooo| 302611)[ 56013 | BE.24
n U?JZ1.J2EIJ3| 0.0 | 000 | 155, 26 | 74 | 184 |5||[ 0.0 | 1 480,00 | 4418 | 412408
12 oaven0z| G00]| 000 19576 | 4| Zzzzoof 000 4387.76|| #1228 | 200.04 EI -/ll
[ | |||||||||-1:I ,-'|'||'.| "|||-|||||[ 0.0 | 15, 72144 [ BESE. 34 | 42 37978

The Forecast Profile Panel shows a summary by accounting period of the assignments
on the Forecast Entry Panel for the Current Year Cost Plan or Budget Submission period
selected.

Section A has employee information and the status of the assignments.

Section B has three radio buttons that allow the user to determine how this employee’s
non-productive time will be allocated. Only one choice can be made.

The “System Define” button, which is the default, uses the system-generated non-
productive factor that is shown in the box to the right in this section.

Total Laboratory Average of Non-Productive Hours = % of hours
Total Productive Hours

Note: The rate is based upon the non-productive hours and should not be confused with
the published paid absence burden rate, which is based on the total labor dollars.
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Forecast Profile Panel (continued)

The "Non Prod Define” button will allow the user to modify the non-productive
factor in the box. This may be needed to refine a particular individual’s productivity
when it deviates out of the normal range.

The “User Define” button allows the user to enter the number of productive hours
for an individual in the “Prod Hrs” column below and the system will calculate the
appropriate non-prod hours for that period.

Tip - This feature can be utilized for individuals that are on extended leave for various
reasoms.

Tip — When loading actuals, user-defined personnel will not be successfully uploaded.

In the case where actual amounts have replaced budgeted amounts on the Forecast
Profile Panel, a check box, Spread Over, will appear in this section after the radio
buttons. It gives the user the option to
1. Spread the difference in actual productive time and the estimated non-
productive time over the remaining budgeted periods, or
2. Take only the remaining budgeted non-productive time (when unchecked) and
spread that over the remaining periods.

Tip: It is advisable to uncheck the Spread Over Box if you are revising your cost plan in the last
quarter of the fiscal year. 1f an individual tends to be over-productive and the Spread Over Box is
checked, their estimated unproductive time will continue to accumulate throughout the fiscal year,
causing a distortion at the end of the fiscal year.

Section C shows the details of the assignments for the employee by accounting period
with totals for the fiscal year at the bottom.
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USE | Personnel Forecasting | Salary / Distribution

Salary / Distribution Panel

Budgel sand Forecasteng - Ure - Pessonnel Fosecazting
File Ed® View Go Favooke: Lhve Procsan Fepods Hep

aslex| man| eel sie] S=] 2] ] *els) |

Fosscal Erty | Forecau Protie (5l / Dintsbukon | Formcast Disibuaion | Buget Evec Disrbuton | S skey Ackunmerts | Hokays |

SeilD: EBHL EmpllD: EEM-7315 Dept Code:  EE Budgel How Balance: g

Last Mame:  EWGINEER Firsl Hame:  AFPLICATIONS Hiddle Initaal: Standard Hiz 2088

EN Dale: OVDI/2005 Dept EE Erveormenis Somnces Woakgroup: -
Pay Plan id Title:  ALVANCED AFPLICATIONS ENGINEER Pay Plan Typa Sys Flag: [Sytem i

SPD Code: |Probexuion -E'Flllﬂm. Mondhiy «| Ezempl Code: [Mon Eoespl -IPI-IHNIH. 10000
Emplopos Stalus (Feguls | Fie Status: [Full Tes I Union Coda: [HTnl.km I Mudtgles; 010000

Stal Dradec 109172000 End Date; 1002200 SalayfHiz Wage: [k Rt 076500 =|
Full Time Equavalence: 10000 Creddt Flag: N

Bisdgel Days: nm ﬂ
HRIS Standad Hours: 206800 Poot Doc Flage N Date Fram:  10/00 2002 ; e
Fiscal Yoar, 2003 Accourling Pesod. 1 Dale Ta: 102042002 Budget Amk: 00
[__Eg-mw | Actimity I | Rencurce Typn | Resouircs Catogor: | Rewieei Houis | Actual Haue -I

This read-only panel displays the salary adjustment history from HRIS as well as
adjustments the user has made in the Global Salary Adjustments Utility Panel that only
affect forecasting. No modifications can be made here.

Section A has employee information, based upon input for that individual from either the
Request for Personnel (Req), or the Request for Change in Employee Status (108). The
number of hours budgeted for the individual for the period selected in the Forecast Entry
Panel, the standard number of hours for the period and the number of remaining hours
yet to be assigned for that period are also reflected here.

Section B represents, for the most part, Human Resource codes assigned to the
employee from either the Personnel Req or the 108. It displays the salary information for
the employee and the pertinent information used in calculating the labor costs.

As the default, the highest effective dated information is reflected, as noted by the
“Effective Date”, with history information available by using the scroll bar on the right of
the section.

Note: This may include escalation for future years.
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Salary / Distribution Panel (continued)

The “Sys Flag” displays the origin of the data as either generated by this system or HRIS.
The following information about the employee is captured from a feed from the HRIS
system or an update via the Personnel Forecast:

‘Department” refers to the organizational assignment of the employee.
“Workgroup” is optional, and is a subset of the department assignment.

“Pay Plan ID” refers to the employee’s job classification, i.e. A2,

“Pay Plan TypeZ2” provides a job function subset to the Pay Plan ID.

“Title” refers to the employee’s position.

“SPO Code” offers 6 choices: Scientific, Professional, Other, Manager, Tech, and
Union.

“Freq Code” refers to the time-keeping/pay periods for the employee: hourly,
weekly, or month.

“‘Exempt Code” refers being exempt or non-exempt from overtime pay
“‘Percentage” refers to the part-time (or full-time) factor or the employee.
‘Employee Status classifies the individual as a regular, long-term (disabled), or
temporary employee.

“FTE Status” refers to either a Full-, or Part-time, or Leave of Absence (LOA)
status.

“Union Code” refers to a non-union or union affiliation, with there being 3 union
choices — IBEW, LIGU, and OCAW.

“‘Multiplier” is the factor used for calculating shift premium for BNL Firefighters.

In this panel the “Start Date” and “End Date” parameters are specific to salary and /or
position. “Current Salary” changes can be viewed using the scroll bar on the upper right.
The Hourly Rate is calculated by period using the current effective salary. If the End
Date field for the current salary is populated, and there are no other salary records, it is
considered either the termination or transfer date. If that’s the case, you may not see any
forecast hours after the End Date posted.

The “Full Time Equivalent” represents the amount of time in a fiscal year the employee
has been assigned. Currently isn’t being populated. The “Credit Flag” indicates whether
the employee’s charges are credited elsewhere.

Section C posts the “HRIS Standard Hours” for the employee and gives the assignment
information for the employee for each of the 12 accounting periods of the budget cycle
selected on the Forecast Entry Panel.

Note: The “Post Doc Flag” may show both “Y” and “N” entries for the same employee, but for
different periods.
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Salary / Distribution Panel (continued)

Using the outside scroll bar, the various time fields change — The “Date From” and “Date
To” fields reflect the beginning and ending of the accounting period selected. The
‘Budget Days”, “Budget Hours”, and “Budget Amt” are dependent upon the
assignment for a given period and will reflect that

assignment in the specified units. The “Fiscal Year” and the “Accounting Period” for
that fiscal year can also be viewed in this section.

If actual charges exist, they are fed to this panel from LCDS. The distribution of
forecasted amounts and hours can be compared with actual amounts and hours by
Project by period. Summary of the released data can be viewed on the “Release
Distribution” Panel. Accounting period 1 is displayed as the default with the other periods
available by using the scroll bar on the right.

Note: The Effort Type codes used for actual costs in the LCDS differ from those used by the
Budget Module
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USE | Personnel Forecasting | Forecast Distribution

Forecast Distribution Panel

Eludul:c! -:md FL'I':".:':IEIII'H.I - U'i"! - Pﬂsur|r|u| Fl.lr':".:':ll'a'll'll.l

File Edt View Go Favoite: Use Pocess Repol: Help

Bl&8 x| aas sle =E A= 2lsl=] =]l ]

Foreeaet Ertty | Fatecast Pricfe | Salsy / Disribusicn  Forecas! Distibuion | Budgst Exee Distsbasion | Salary Adjustments | Haidaye |

X
SellD: ENL  EmpllD: EEFDIN  Dizplay Amount © Display Hours

Project 1D Activity 1D Type Categ Revized Actual Released Dept :I
0z572 02572 SCEN 102 26.791 .08 non 267TNO8 EE

17004 17004 SCIEM 102 8,930,357 (Tl 89037 EE

Budget and Forecasting - Uze - Personnel Forecasting
File Edt ‘“iew Go Favonles Use Process RAepoils  Help

a#|@x| aanl se =] =] o] o] #le]s)r |

Forecast Eniiy | Forecast Prodle | Salay / Distibusion  Forscast Distibuion | Budget Evec Distribution | Salay Adiustments | Holidays |

SefiD: BNl EmpliD: EEFDO03  Displep Amourt = D i
Project 1D Activity 1D Type Categ Aevised  Actual Aclcased  Dept 2]
057 02572 SCIEN 102 120065 000 120085 EE
1700 17004 SCIEN 102 4023 » 42 EE

This panel is a read-only panel that displays a summary of the distribution to the projects
and activities.

Note: To reflect the most current update, an assignment release is necessary.

The user has the ability to select the display in hours or dollar amounts using the radio
buttons at the top of the panel.

The assignment entries are summarized by resource category for the year selected in the
Forecast Entry Panel. No modifications can be made here.
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USE | Personnel Forecasting | Cost Plan Distribution

Cost Plan Distribution Panel

Budget and Forecasting - Use - Personnel Forecasting H=1 3
File Edit %iew Go Favortes Use Process Reports Help

Blg|# x| |las gw =z S5 2lslo] #e|4]E ]

Forecast Entry I Forecast Profile | Salary / Distribution I Forecast Distnbution bBUngt Exec Distribution I Salam Adjustments | Holidays I

‘SelID: BHL EmpllD: EEPDOO03 Last Activity: 11/04/2002 Release Date: 11/01/2002 Release By: CARRERAS ‘
Project ID Activity ID Type Categ Current Amt Revized Amt Released Amt Dept FTE Reject :I
02572 02572 SCIEM 102 26,791.09 26.791.09 2679103 EE 0320 [~
17004 17004 SCIEM 102 8.930.37 893037 893037 EE 022a0 [

This read-only panel displays a summary of labor assignments that have been released
and represent the labor that will be released to either the current year cost plan or one of
the budget submission cost plans. Any modifications in progress but not yet released will
not be reflected.

The assignment entries are summarized by resource category for the year selected in the
Forecast Entry Panel.

If a project from another department is part of the labor assignment, the receiving
department has the ability to either accept or reject that portion of the assignment. If the
box in the reject column is checked, clicking on that box will display the comments
entered when the rejection was made. If rejected, the individual’s labor is no longer fully
distributed and must be returned to the home department for re-assignment.
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USE | Personnel Forecasting | Salary Adjustments

Salary Adjustments Panel

Budget and Forecasting - Use - Personnel Forecasting H=E3
File Edit ‘View Go Favortes Usze Process Reports Help

Bl @ x| alas| el alz| 25| 2lslo] #vlsl]

Forecast Entr_l,ll Forecast F'rofilel Salary / Distributionl Forecast Distributionl Budget Exec Distribution = alary Adiustments I Holidaysl

SetiD: BML EmpliD: EEFDOO3 Dept Code: EE

Eff Date Group Sel Adjustment Code Adjust Flag Update
01/ /2003 |Funct Dept «| EE Percentage - 4.00 Period - by
01/0 /2008 |Funct Dept «| EE Percentage - 4.00 Period - by

01/01/2005  |Funct Dept «| EE Percentage - 4.00 Period - N

This panel is an information panel that displays a listing of the salary adjustments for this
employee. No modifications can be made here.

Page 31

F:\PS Documentation\Budget Module DRAFT (v7.2) as of 1-23-03.doc



USE | Personnel Forecasting | Holidays

Holidays Panel

Budget and Forecasting - Use - Personnel Forecasting

i File Edit “iew Go Favortes Use Proces: Reports Help

gl&@(x| |las slel BE| S5 Sikel] #lela]2 | "
FarecastEntry] Forecast F'n:nﬁle] Salal}l.v'DistributiDnl FolecastDistlibutiDn] Budget Exec DiSUibUtiDH] Salary Adjustments  Holidaps l
SetlD: EBHL
Calendar I Calendar Year Holiday Date Holiday Mame ﬂ
EC 200z 09/02/2002  Labor Day
BC 2002 1141142002 Weterans Day
BC 2002 11/28/2002  Thanksgiving Day
BC 2002 11/29/2002  Day after Thankagiving
EC 2002 1242442002 Christmas Eve  [Hrs=0.50]
BC 2002 12/25/2002  Christrnas Day
EC 2003 01/01/2003  MewYears Day
EC 2003 01/20/2003  Flaating Holiday
EC 2003 02172003 Presidents Day
BC 2003 05/26/2003  Memarial Day
EBC 2003 07/04/2003  Independence Day
EC 2003 07/07/2003  Floating Holiday
EC 2003 09/01/2003  Labor Day
BC 2003 1141142003 Veterans Day |

A listing of the holidays for each calendar year is displayed on this panel for information
purposes only. This is a central file that cannot be modified by user organizations.
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Forecast Utilities

USE | Assign Dummy Employee

This panel could be accessed using the USE menu and selecting “Assign Dummy
Employee” option, and then selecting either the Add or Correction option. It is used for
creating dummy or phantom employees and is necessary when you have potential open
requisitions, or if you are creating a proposal during budget submission and would like to
budget labor for that project.

&

Add -- Azsign Dummy Employee | — Once an Employee ID is assigned, the
Department Code precedes it, so there is no

EmplID: I 4/ need to input the department code in the

Employee ID field.

: I Cancel
Operator ID: —l Suggestion: The Employee ID field should be

i no more than 5 characters in length in order to
BNL Dept Code: I ﬂ Prevent truncation on reporting.
I

There is no need to input the Department Code in the Employee ID field. The
Department Code precedes the Employee ID (EmplID) when it is assigned.

And, it is suggested that the ID field be 5 characters or less in length to prevent truncation
on reporting.

Cormrection -- Aszign Dummy Employee

EmplID: | ok

Operator 1D: I Cancel
BHL Dept Code: I ﬂ Usze Query

Hew Quern |

HA

Last Hame: I

There are times during cost plan development for the current fiscal year and during
development of new proposals where you may need to create a phantom employee
record. These phantom (or dummy) employees are treated as any other regular
employee for all labor assignments.

Tip: It may be beneficial to use the Last Name and First Name fields for description of the
Dummy Employee, since it offers the flexibility of changing.
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USE | Assign Dummy Employee (continued)

Budget and Forecasting - Use - Aszign Dummy Employee =] B3
File Edit “iew Go Favortez Use FProcess Reportz Help
ol el@x| akaEl &= om) = Elel] sl
Brl Forecast Em I
SetlD: EBHL EmpliD: EES280 Dept: EE  Environmental Sciences Dept Sectiun:l Status: Il:—ﬂ
Last Name: First Name: [M-8290 Middle Initial: | | Division: EE
| [ ;l

Eff Date: |1IJJ'I]1 /1999 & Start Date: [10/01/1999 ﬂ End Date: I 0/02/1999 ﬂ
Salary: I 10.,000.00 Full Time/Equivalence: I 1.0000| Fte Status: |Full Time

Title: IHESEAHCH ASSOCIATE Employee Statls: |Reqular

SP0 Code: IScienlific vI Freq Code: IMnnthI}l vl Exempt\Code: |Mon Exempt

Union Code: INl:ln Union vI orkgroup:
Credit Dept Flag ™
Hourly Rate: 000000 Spftem Generated Flag: IMan

o

Dvertime Only
A

Hercentage:| 100.00

]

/]

|

/

Start date needs to be equal
to or greater than the Date of
Entry (effective date).

Can only be a positive
number and can be
greater than 1.0.

The drop-down menu Optional Input
provides the choice of

none, daily, hourly, weekly

or monthly. Only the

weekly or monthly options

should be used.

Tip:

|

Only Open or Closed
status values are
available.

If checked, no FTE’s are
calculated for this
dummy employee.

Using the Close status eliminates access to any assignment data. However, if this

assignment has been previously released to either the Current Year or Budget Submission data
with an open status, it will remain there after the status has changed to closed.

A dummy employee can be used to represent more than one, or a fraction of a full time
equivalent (FTE) employee. In this case, the salary amount and the FTE factor is

calculated based on the value that this employee represents.
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USE | Assign Dummy Employee (continued)

The Credit Department Flag is used to offset the amounts and the FTE within your own
organization by entering a project where the credit should go.

SPO Code: Fm.u. +| Fieg Code: [Monthly j Exempl Code: |Em.pi =
Union Code: |Mon Union | ‘wWorkgiowp:

Ciedit Dept Flaa @ * Project 1D; #| mctivitg 1p:| +
" Past Doc Flag =]

Howly B 000000 System Generabe

If checked, the specified project gets The new fields that appear — Project and

an FTE credit as well as the corresponding Activity 10's, when the Credit Flag is
dollar armount generated by the durmmy checked, are used to identify where the
employes(s). offsetting entries are to be applied.

Tip: This is useful when planned cross-charges are anticipated, but specific employees have not
been identified.

Note: In the case of a reduction in force, an offsetting entry would be assigned to a project
entitled “Unsupported Personnel” within the department.

Note: Remember - g (SAVE) before exiting the panel.
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USE | Global Salary Adjustments

This panel could be accessed using the USE menu and selecting “Assign Dummy
Employee” option, and then selecting either the Add or Correction option. It allows you to

make the future salary adjustments, which are not reflected on the salary records from
HRIS.

Add -- Salary Adjustments

SetlD: BNL
Operator 1D: I Cancel |
BNL Dept Code: | ﬂ

Cormrection -- Global Salary Adjustments

SetlD: BHL Ok

Operator 1D: IPEIAEALI] Cancel
BNL Dept Code: | #] Use Query

M e Qe

b

The Forecast system allows you to make these future amount adjustments by creating a
log of these expected changes and calculating the forecasted amounts, taking these
changes into account.

These adjustments can be made active or inactive at any time. If at some point in the
future, HRIS records are updated for the individual or group, you can delete or inactivate
these entries.

It also comes in handy when you know in advance, that a certain individual or group of
individuals may be more or less productive during a certain period, or in cases where
their salary may change after a certain date.
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USE | Global Salary Adjustments (continued)

Budget and Forecasting - Use - Salaay Adpustments

Fie Edil Veem Go Fzwoites LUse Process Bepots Help

glalmx| ] sl Ee| g 8] #lz]-e]]

Bri Farecast Sa |

A

SetiD: BHL Dept Code: TT

Effective Date  Group Selection Adpustment Code Status Flag ;I
06/26/2000 & |[Emphd =] [TTEE2415 :||su...,. =|[ ®3zo000  [Actwe =] [0 4
09182000 & ||Emplid j TTEE2415 + || T eaminate j 09429, 2 ﬂ Auctive :I
10/01/2000  #|[Funct Dept =] [1T Peicentage =||  1.00 Active =]

01/01/2001 & |[Funct Dept =] [11 Pecentage  =]|  5.56 reT—

01N /2002 #||Funct Dept = 1T Percenlage = 5.00 Active =

0/ s2n03 #|[Funct Dept =] 1T Percentage = 5.00 IAhive =

\:'TIT'TI?'

VYalid Yalues X

| Dverride HRIS
Forecast Ending Penod

T erminate

The Adjustment Code drop-down menu offers five choices as to how to manipulate the
personnel data.

The Valid Values drop-down menu provides three choices; however, only the Override
HRIS, which overrides anything; and the Forecast Ending Period, which can be
overridden by HRIS, options should be used.

(The Effective Date option should be removed, per discussions.)
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USE | Assign Forecast Groups

Add -- Azsign Forecast Groups

SetlD: BML

Dperator 1D: Im Cancel |
BNL Dept Code: [LW +]
Group Code: * IW

This utility provides the option of reclassifying personnel in groupings other than those
previously defined, such as by project or work group.

USE | Department Cross-Charges

This screen is the first panel in the process.

'Update!Displa}l -- Department Cross Charges

SetlD: IEH]! ak
Operator 1D: IPEIAEALI] Cancel
BNL Dept Code: | P | Use Query

/ Mew Query

The Department Code entered here represents the department that is authorizing select
projects to be charged by other departments for labor assignments/cross-charges.

pIE

Note: Remember - E (SAVE) before exiting the panel.
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USE | Department Cross-Charges (continued)

There are various degrees of authorization that can be granted, as seen in the next panel:

Budget and Forecasting - Use - Department Cross Charges = [=]E3
File Edit “iew Go Favoites Use Process Repots Help

Sle @ alala] =E sls| 8] elel2] #lelsl ]
Bnl Farecast Cd |

‘SetID: EML Dept Code: EE ‘
Dept Project ID Achivity ID EmpliD Ceiling Hours Ceiling Amount .
R +| [05100 +| [05100 +| [13505 + 176.00
DA +| [05281 ¥ N ¥
DA +| [17004 '+| [17004 4| [zz157 | 04400
DA +| [17004 +| [17004 4| [22323 | 104400
DA +| [s6028 +| [88351 " "
DA +| [87576 4] 4 "
DA +| [87579 +| [e7s7a \ +|[10z10 4|
DA |[igja7594 | \ E k 8
DO | +| |0500 | |u5uuu \ +| \ |
10 |+ [02519 \ +| [02519 \ | 14448\ s 40.00
MA #| [05241 '\ +| [o5241 \ +| [22653 \ #|| {6200
MD +| [05281 \ +| [o5281 \ +|[MD25004 1\ 4| _K 3999.00
NE_ 4| \ [ N NE RN _ﬁ
NN |+ [15M40 \ #| [15040 \ [#| [13548 \1 12|1|is\ \
PO 4| 05!519 \ #]| [02519 \ +| [16867 + 80.00 \
SM 3| ?Euuu \ +| [os000 +|[17930 k \ \ =
These ceilings are
Blanket Authorization o Cﬂircr;?iﬂ)g : nly
Authorization is given at the Authorization g '
is given to the Project Level is given only at
charging (regardless of the activity Authorization to
department. activitv). level. charge a specific

employee only.

The left-most department code represents the charging organization.

This panel is used in situations when an organization expects to utilize manpower from
other organizations (internal to the lab). As exemplified above, authorization can be
granted to the organization that will fulfill the manpower needs at various different levels —
the department level, the project level, the activity level, and the employee level. Ceiling
hours and amounts can be entered here; however, they do not limit the amount of
incoming charges. This can only be used as a reference guideline.
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USE | Department Cross-Charges (continued)

The Project ID field specifies the project that is authorized for charges. It is one of the
projects from the authorizing department. The Activity ID, if required, can be entered
here to further restrict the charges. If a particular employee is authorized to charge, then
the Employee ID can be entered. If any of the charging department’s employees are
acceptable, then this field can be left blank.

Once a project is authorized or “opened” for a cross charge, the authorized department
can assign the labor to your project and develop their forecast. This panel is available to
only authorized users.

If a project from another department is part of this labor assignment, the receiving
department has the ability to either accept or reject that portion of the assignment. If
rejected, the individual’s labor is no longer fully distributed and must be returned to the
home department for re-assignment.
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BNL Budget System

USE - Current Year Cost Plan

Budget and Forecasting

File Edt “iew Go Favortes | Use Process Reportz Help

EI ﬁlﬁ'l xl ;ltl | Ferzonnel Forecasting 3 |<}:|||:[>| +I¢Iﬁ'|£|

Current Y'ear Cost Plan Budaget Executable

Farecast Costs

Budget Submizzi k .

ShmE LR Project Budget Expenze
Budget Proposal 3 Report Output
Ferzonnel Forecasting Propozal  # Cornments
Change Propozal &lloc Fates Allocations
Assian D Erol R |ndirect Costs
GISSET c L:mmid.mp nyee . |ndirect Costs 2

u:u. al Salary Adustrents Dffsat Costs
Azzign Forecast Groups 3

Revenue
Department Cross Charges 3
Department Aporoyal r

Drop-down Menu

Cost plan development has two steps — a labor forecast as well as the other costs related
to the project being built up. This is the section where the full cost plan for the current
year is developed. All cost plans are developed at the activity level and then
summarized by the system at the project level. All labor assignments must be made in
the Personnel Forecast section and released. From the Current Year Cost Plan section
the labor cost updates can then be extracted; and all labor resource categories that have
costs built up will then be included in the cost plan.
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Panels Available for User Input:

The Update/Display Panel is the first to appear for each of the drop-down choices
— Budget Executable, Forecast Costs, etc. You can either key in the department
code or the project number, you don’t have to input both fields. The Operator ID
field is automatically populated based upon the user’s ID.

Update/Display -- Current Year Cost Plan

BHL Dept Code: I

Project 1D: I

IFEIA.EA.LI]

Operator 1D:

(]
Cancel

Ilze Queny

RS

Mew Querny

The List Panel pops up once either a BNL Dept Code and/or a Project ID is
entered in the Update/Display Panel. From the List Panel, you have three options;
however, only the first choice, “Select” will direct you to a user input panel with
update access. “Detail” provides read-only access.

Lizt

i

02529 PGIACALD MO 00000
02568 PGIACALD MO 00000
02569 PGIACALD SMO7 00000
02572 PGIACALD MO 00000
02573 PGIACALD MO 00000
02574 PGlACALD MO 00000
02575 PGIACALD MO 00000
02576 PGIACALD SMO7 00000
02553 PGIACALD MO 00000
02708 PGIACALD SO 00000
02709 PGIACALD SMO7 00000
04037 PGIACALD B 08 b 200
04037F1 PGIACALD E'wfO2hAbd 040
Select I Detail

LAt I E
Dwlfdpple Cavity Bngdwn S pectr
Multiple Hurnidity TORA

R apid Real-Time Measurement
R4T Detec Multi-Dimns Char Sng
Dev Spz Theaory Size Dist Atmoz
Meaz H2o Rads by Claar
Chemistry of the Fhizophere

Int Anlys Carbn&Mitign Meth P
Dwlprnt Heated FACE Appartus
Biomineralization of Actinides
Mini CO2-Dial Verf LT b onit
Analysis Radiation Protection
xfer cost from BER

Cancel
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Panels Available for User Input: (continued):

Budget and Forecasting - Use - Current Year Cost Plan

File Edit View [Go Favorites Usze Process Reports Help
Ble@x| mlaE| slel D= S5 2le=] *e sl |

Budget Executable | Forecast D:ustsl Project Budget Expensel HepnltDutputl Commentsl Allncationsl Indirect Coste | Indirect Costz 2 | Offzet Costs | Revenue

< >

The Budget Executable Panel is project level. Most users input relates
the panel where the cost plan is to defining the report format for output
developed at the activity level, and to a local printer.

summarized at the project level.
The Report Output Panel provides

The Forecast Costs Panel displays choices as to the mode of output —
the labor assignments for a specific distribution, format, location of output,
project that were made in the and retention of reporting.

Personnel Forecast module.
The Comments Panel provides an

The Project Budget Expense area for notes related to the project
Panel shows both the cost plan and that can be input by the user.

the year-to-date expenses,

commitments, and requisitions at the

Panels Available for Reference Only:

Budget and Forecasting - Uze - Current Year Cost Plan

File Edit ‘View Go Favorites Uze Process Reports Help

als x| ol slel == S5 @lel2] #le]slz |

Budget Executable | Farecast Enstsl Project Budget Expensel HepnrlDutputl Commentsl Allocationsl Indirect Costs | Indirect Costs 2 | Offzet Cnstsl Hevenuel

< >

The Allocations Panel is a display-only The Indirect Costs 2 Panel reflects the
panel that shows what rates are applied to actual indirect charges applied to actual
each project for each Direct Resource direct costs.

Category Level (and Indirect Resource

Category) by fiscal year. It also provides The Offset Costs Panel reflects the
information on the offsetting entries that offsetting entries to overhead projects based
would be applied. on the current year cost plan.

The Indirect Costs Panel reflects the The Revenue Panel will only reflect entries
indirect amounts as they apply to the against the current year cost plan if the
resource categories in the cost plan. project currently being accessed is collecting

revenue via a rate; i.e., organizational
burden type projects.
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Cost Plan Utilities that are Available for User Input are:

Department Approval

Dept Approval
Bnl Bud Comment 2

Departrnent Approval
Budaet Office Approval
Project Fundz Transfer

IJzer Defined Fields - Project
Budget Mod Journal Entry
Change Allocation Rates

Once the department has
completed a cost plan and
released it, it is ready to be
granted Department Approval,
which can be done using this
utility.

v w w w R4

Dept Appraval | Brl Bud Comment 2
SetiD: BHL BHL Dept Code: EE Enwvironmental Sciences
B%R Mumber: Prog Tazk: Budget Ref:
Project ID | Approved| Rejected | Current Co=t Pla | Revized Cost Plan | Current Carry Forward | Revisen -
1 85723 I I 4500.00 450000
2 | 36554 I I 35.80
3 | 86555 I I 0902 .3 0902 31
4 | 86583 E I 385
5 |EE-UM v r 14036334 12922324
- ot Appraval | Bnl Bud Comment 2
gML BHML Dept Code: EE Enwiohmental Sciences
. Humber: Prog Taszk: Budget Rel:
-~ Funding | Expected Funding | Cost Plan Status Dept Relea | Dept Release Date| Approval Oprid | Approval Dat
Cost Flan Releazed by Dept| CARRERAS | 010202005
Cost Plan Releazed by Dept | CARRERAS | 0100202003
! 2000000 Cost Plan Releazed by Dept| CARRERAS | 010202003
J Cost Plan Released by Dept | CARRERAS | 0102052003
: 12922524 Cost Plan Releazed by Dept | CARRERAS | 010202003 PGIACAL D 01 JOG2003
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Cost Plan Utilities that are Available for User Input are: (continued)

Update/Display -- Department Approval

Operator 1D: IPEIAE.ALI]
BHL Dept Code: I

Cost Plan Status: j

Cost Plan Approved by Budget
Cost Plan Approved by Dept
Coszt Plan Released by Dept
Current Cost Plan

In Process

Rejected by Budget OFfice
Rejected by Dept

Dept &pproval Bl Bud Comment 2

EML

Buzinessz Umt: BRHL Project: 85723 Releaze No:

G Cost Plan 5tat: CR

Department Comments

Dept Approval Comments
[T Send to Dept Release Official

Comment #: 1

Date Modify: 01/06/2003
[” Send to Budget Office

Y

Budget Office Comments
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Cost Plan Utilities that are Available for User Input are: (continued)

Budget Office Approval

Department Approval

Budget Office Approwal

»

3 Binl Bud Approval
Froject Funds Transfer 3 Bl Bud Comment 3

3

3

Uzer Defined Fields - Project
Budget Mod Journal Entry
Change Allocation R ates

When projects are fully budgeted, released, and given department approval, the
Budget Office approves the cost plans, and runs the SQR process to update the
central file (project resource table). The information is then posted to the Project
Tables and General Ledger.
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Cost Plan Utilities that are Available for User Input are: (continued)

Project Funds Transfer

Department Approval r

Budoget Office &pproyval 4

Project Funds Transfer k Fund Transter Entry
» |
3

Ilzer Defined Fields - Project
Budget bod Jourmal Entry
Change Allocation Rates

Fund Tranzfer Log
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Cost Plan Utilities that are Available for User Input are: (continued)

User Defined Fields — Project
Update project- or activity-related data or expected requisition amount by the user.

Department &pprotal
Budget Office Approsval
Project Funds Tranzfer

]
4
b
]
]

Uzer Defined Fieldz - Project Project Data k pdate/Dizplay
Budget tod Jourmal Entry Froject Data 2 k Comection
Change Allozation B ates Activity [1ata »

Expected ReqAd] »

Budget Mod Journal Entry (Funds Entry)

Entry of new funding, carryover, or expected funding with the related B&R at the
department level (and the project level, if known).

Department Approval
Budget Office Approwval
Project Funds Transfer

|lzer Defined Fields - Project
Budget Mod Journal Entry Add

Change Allozation FBates Update/Dizplay

3
4
3
3
4

Change Allocation Rates
Provides the user with the ability to change existing allocation rates derived at the
organizational level, such as electric power, space, and organizational burden.

Department Approval
Budget Office Approwval
Froject Fundz Tranzfer

Uzer Defined Fields - Project
Budget Mod Journal Entry

b . . .

Chahge Allocation B ates
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Current Year Cost Plan Flow Charts

Personnel Forecast to Cost Plan System Process

Forecast feeds
the productive
dollars (hased on
productive hours)
and Actuals from
the LCDS System

v

Actuals and
Commitments

Allocations and
Rates Tahle

Project Funded Table
containing current year
funding

Project/Activity
related data

Project Resource
Table containing
budgets at the resource
category and type levels

Current Year Cost Plan

User Develops
Budgets in at the
Activity Level by
Resource Type and
Category

v

Calculations are
performed using the
current allocations

rates
v

Total Cost Plan is
compared with the
total available funds

Cost Plan

Total
Funds?

<

Pressing the Sawve icon
wilif save the cost pian
with unassigned UnGs,
ot ol cannot releass it

_ﬂiﬁJ'th unaasigned funds.

Budget Office

Budget initiates process
Department L Office . }:?u_pdate
Approval roject

Pp Approval Resource Table

I

Fressing the Release icon, Hoth
savies ahd releases the cost
plan, You cah press the Save
lean at this e and not reiease

Yes

It gt this time.

%
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Current Year Cost Plan Process

v

Forecast feeds Current Year Cost Plan
the productive
dollars (based on
praductive hours) L g
and Actuals from
the LCDS System User Develops
Budgets in at the .
Actuals and Activity Level by -
Commitments » FHesource Type and
Categoary
) Prassing the Save jcon
Allocations and - # will savie the cost plan
Rates Table gl Calculati with unassigned funds,
alcufations are bt ow cannot refease it
performed using the E e with unassigned funds.
Project Funded Table current allocations T el
containing current year > rates
funding ¢ Budget Office
. initiat
Total Cost Plan is 5 Budget {El L?Jéa;tgrocess
] . compared with the epartment Dffice -
Project/Activity . A | — — Project
welated data - total available funds PRrova Approval Besource Table
&
Project Resource [rm—
Tahle cantaining - Cost Plan IE"
L g =
S:EEQE;S a;rrg?[ rEeSDI;x:ce?s Total S Prassing the Release fcon, bolh
gary P Funds? saves and refeases the cost
& pign, You cah press the Save
icon at this tirme ahd not release
it at this ime.
Yes
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USE | Current Year Cost Plan | Budget Executable

Budget and Forecasting - Use - Cumrent Year Cost Plan =] E3
File Edit “iew Go Favorter Use Process Reports Help

glgl@lx| alaE sel == 2= 2lel2] ezl

-BidQEtEKECUtaHE I Farecast Costsl Project Budaet Expensel HeportDutputl Eommentsl Allocalionsl Indirect Eostsl Indirect Eosts2| Offset Eostsl FAlr

Project: |l]25?2 R/T Detae: Muli-Dirmns Char Sna Status: Open Dept: EE Division: EECA
B&R Mo.: YNO10000D Task Ho: Bud Rel: Start Date: 10/01/200:
Proj Type: [ND Agreement No: Pl: ZELENYUE. & End Date: 09/30/200:
Fund Type: W& WFO Proj Type: Cost Center: LDRD
Fund Year: PWP Mumber: Reimbursable Work: FCR: W
Cozt Plan Status: Coszt Plan Released by Dept
Carry Dver Mew Funding Expected Funding Carry Forward Cost Plan Un Assign Funds
$0.00/[|  $100.000.00 $0.00 | | $0.00) |  $100,000.00 $0.00
. -Usger Options ;I
Activity id: |[|25?2 Direct Costs: $0.00 $50.186.51 I=| Ondine Calculation
R/T Detec Multi-Dimns Char Sng Indirect Costs: $0.00 $49,813.49 || [T} Auto Assign Funds
Status: O Fcr Costs: £0.00 $0.00 7| Calculate all Rows
$0.00 | $100.000.00 $0.00 $0.00 $100.000.00 | $0.00
Tvpe | Category Current Cost Plan Revised Cost Plan Balance Actual Amt |~
1 MATER | 300 ¥ .614.00 ¥ GBS .54 ¥ GBS .54
2 RCALC 770 -0.96
3 RECHG | 607 271 .40 271.40
4 RECHG | 605 34 67 3467
i SCIEM 100 334414 313650 313650
I SCIEM 102 26,791.09 26,791.09 26,791.09
Gl TECH 100 1218331 1218331 1215331
I TRAY 290 100,00 =
1] [ ’ Zi

The user enters the direct amount only for anticipated costs other than labor. All
burdens and overhead charges are automatically calculated and included.
Current boilerplate information about the project is retrieved from the project
tables and any new funding during the year is read from the distribution uploaded
by the Budget Office and further refined by the department.

Section A - Project Boilerplate

The Project Number and Title are followed by the

Status, which could be:

Budgeted - project (and/or activity) is in existence, but will not
accept costs, commitments, or requisitions.
Note: This status accommodates the need to budget
expected funding on projects anticipated, but not yet
funded.

Open - project (and/or activity) is “Open” and authorized to
accept all costs and commitments
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Section A — Project Boilerplate (continued)

Hold

project (and/or activity) on “Hold” and will not allow
new requests or commitments to be placed against it.
Payments will be allowed on existing commitments,
telephone expenses, labor, etc.

project (and/or activity) is “Closed” and will not accept
additional costs and commitments

project (and/or activity) is temporarily put into “J”
status so that a journal voucher which includes
reference to this specific activity can take effect;
however, no other costs, commitments or requisitions
from applications other than from a JV generated by
only the Budget Office or Fiscal will be accepted.
project (and/or activity) is complete and any remaining
funds have been reallocated or deobligated. This
means there are NO funds available to accept further
charges.

Note: Projects and Activities that have a "Z” status are
not included in standard reports.

Closed

Journal

froZen

Dept, represents the 2-character department code; and it can be further
Defined (as an option) at a lower level within the organization — namely
Division, which is 4-character field with the first two characters being the
department code. It is used to assist an organization in segregating
and reporting information within their organization.

B&R No. (Budget and Reporting Number) correlates with DOE activities
and are used for the reporting and controlling accounting activity. If the
project is for an indirect activity, the B&R will always be YNO100000. Also,
User projects and some Inter-Laboratory projects do not have B&R’s, they
are left blank.

Task No. refers to the Program Task Number which is required on all
projects that are funded by the DOE EM program. This is commonly
referred to as the Activity Data Sheet (ADS) number.

Bud Ref refers to the Budget Reference Number assigned by DOE. ltis a
supplementary data code that further defines the nature of funds and can
include the following:

AlIP - Accelerator Improvement Project

EQU - All capital not related to construction, which could be
followed by an identification number for a major item of
equipment (MIE)
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Section A — Project Boilerplate (continued)

GPE - General Purpose Equipment

GPP - General Plant Project

PRN - Construction Project number, followed by the
identification number for a line item

Start Date refers to the date the project is activated.

Proj Type relates to the type of project, which fall into these
categories -- YTD (year-to-date) or LTD (life-to-date) or miscellaneous.

CAP (Capital) CONST (Construction) ERROR (when
IND (indirect) FAB (Fabrication) blank, computer
INV (SPS Inventory) NFA (Non-Federal populates field)
OFA (Other Federal Agencies) FT (Fund Type)
Agencies) NORPT (Non-reportable)
OP (Operating) OLABS (Other
RGRNT (Research Laboratories)
Grant) OTHER (miscellaneous)
STORE (S&M Inventory) WN (Non-Federal Agencies
UNSPT (Unsupported) without advance payment required)

Agreement No. refers to all Inter-Laboratory Work Order (IWO),
Reimbursable Agreement Number (AGR) for Work for Others (both
Federal and non-Federal agencies) and Collaborative Research and
Development Agreement (CRADA) projects.

Note: The requesting organization is required to provide the agreement number
for all CRADA projects or activities, while the Budget Office will provide the
required agreement number for all INOs and WEFOs.

PI refers to the Principal Investigator, which is populated by the owner
organization using the User Defined Field option.

End Date may or may not be specified, dependent on the term of the
project (or lack thereof).

Fund Type refers to the 2-character assignment given by DOE and

corresponds to the B&R assigned to the project/activity.

WFO Project Type is a further breakdown of all Work for Other projects,
which provides more detail on the source of funding being utilized.

Cost Center is the node definition for a project used to identify what
indirect rates are to be applied to the project.
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Section A — Project Boilerplate (continued)
Fund Year defines when the project is initially funded.

FWP No refers to the Field Work Proposal number that is assigned to
each and every DOE project that is created. This is extremely useful
during Budget Submission, when requests for funds are submitted via an
FWP (or other proposal) format to Headquarters.

Reimbursable Work refers to the number required for all programs within
the 40, 60 and 65 series B&R structure. With the exception of the NRC
Programs, the Budget Office will provide this number. The NRC task
number must be provided by the requesting organization.

FCR represents the Full Cost Recovery to be charged for all work
performed against non-DOE research programs.

Note: Waivers of FCR for non-DOE research programs are detailed in DOE
Order 481.1B.

Section B — Cost Plan Status

In Process (IP) - a revision to a cost plan has been made but it has not
yet been released.

Cost Plan Status: |n Process @

Note: The revised cost plan can be saved with Unassigned Funds while in the “In
Process” status.

Cost Plan Released by Dept (CR) — a revised cost plan is released by the
department.

Cost Plan S5tatus: Cost Plan Releazed by Dept

Cost Plan Approved by Dept (CA) — a revised cost plan is approved by the
Department after it has been released.

Cost Plan Status: Cost Plan Approved by Dept
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Section B — Cost Plan Status (continued)

Cost Plan Approved by the Budget Office (CB) — a revised cost plan that
has been approved by the department can now be approved by the
Budget Office and then SQR’d.

Current Cost Plan (CP) — Once an SQR is done (after the Budget Office
has given its approval, the revised cost plan becomes the current cost
plan.

Cost Plan Status: Curent Cozst Plan

Cost Plan Status: Curment Cozt Plan

Rejected by Budget Office (RB) — a rejection by the Budget Office
automatically sends it back to the department.

Rejected by Dept (RD) — a rejection by the department automatically
sends it back to the originating department. When cross-charges are
used, this cost plan status is used to reject unacceptable charges.

Section C - Project Level Summary
Carry Dver Mew Funding Expected Funding Cany Forward Cost Plan Un Assign Funds
| £14,861.92 | £83.344.00 | $216.656.00 | $0.00 | $314,881.92 | $0.00

T 11

Cost Plan for the

Carryover — funds
remaining from a
prior fiscal year

Expected Funding —
additional funds expected
prior to year-end

New Funding — new
funds received in the
current vear

Carryforward — funds
received but not expected
to be expensed in the
current year

current year detailed
by Resource Type
and Resource
Category
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Section D — Activity Level Summary

Carry Over Mew Funding Expected Funding

Carry Forward Cost Plan

Un Aszzign Funds

$14.881.92 $83.344.00 I

$216.656.00 |

$0.00 $314.881.92 |

$0.00

Activity id: [05044 Direct Costs:

Anthropogne Asrosal Pertur
Status: 0

Indirect Costs:

Fer Costs:

$0.00 $103.116.83

$0.00 $211.765.09

$0.00 $0.00

Usger Options

[ Calculate all Rows

uto Aszign Frunds

$14.881.92 I $83.344.00 $216.656.00

$0.00 $314.881.92 |

$0.00

Is available for user input, allowing
the user to allocate the total
carryover, new funding and expected
funding at the activity level.

Only display the
project level totals.
It is not available for
user input.

On-line Calculation
— when checked the
system updates the
overheads (bottom
line cost plan for
each entry)

Auto Assign Funds
— will automatically
assign the balance
of funds to the active
resource revised
cost plan cell.

Note: You can only
use this option to
assign positive
amounts, not negative.

Calculate all Rows
— provides the ability
to recalculate all
rows project-wide as
well as its offsetting
entries.

Note: Pressing the
calculate button, when
it pops up recalculates
the current activity
level entries ONLY.
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Section E — Cost Plan Detail Input Area

This is the 1 snapshot of three, which depicts the 1% eight lines of cost plan
entries that have been made from the leftmost view.

Note: The salary and wage resource categories
are populated through the Forecast System and
are not accessible for revision using this panel;

therefore, they are “grayed out”.

Type | Category| Current Cost Plan | Revised Cost Plan I Current Carry Fwd | Revized Carry Fwd Balance Actr-
i |ostur |27 300,00 3000 249 36
2 |matEr |300 500,00 500.00 f s00.0"
3 |MATER |31a 1,331 .72 1,33 .72 |\ / 133172 |
4 |MeTAD 100 5,790 55 sa0a522 |\ / £,035.39 |
= |prRoF 1m0 1092379 ﬁ 1339993\ / 959579
6 |PURH [213 10000/ 100000 O\ / 200,02
7_|rechc |eom / \ / 211
8 |rEcHc |09 / \ / -105.09
Lu] 1ISh] A00 Tu it | I:"I'/l:‘T T =] w = \ I =T AT T
‘| / ' A /

z \ /

Note: The white areas shown above are
available for user input. The cost plan
entries for the current year are entered in
the Revised Cost Plan column, while costs
to be incurred in a subsequent fiscal year
are to be entered in the Revised Carry Fwd
column.

This is the 2" and middle snapshot of the three, which shows you more
information regarding the cost plan, but is not available for user input. Again itis
displaying the 1! through 8" lines of cost plan entries.

Actual Amt | Actual Amt Mth | Commit Amt | Req Amt | Indirect CP Cost | Composite CP Rate I Indirect CF Costs
1 50,64 , 117.60 39.20000000 k
2 241.24 45.24500000 \
3 -9382 67 542.53 45.24734702 \
4 73526 1458616 214 79776354 \
5 132500 2346406 2147977731 \
& 799.95 170.45 1704300000 \
7 211 2.1 \
] 105.09 105.09 \ 1
o‘ 4o onTon AT 4 4 Q44 TOTTAC \\ .El

The Indirect CP Cost column shows a
summary of indirect costs applied to the
direct cost plan entry for a specific
resource category.

The Composite CP Rate column
provides the approximate rate used by
calculating:

Indirect CP Costs

Direct CP Costs
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Section E — Cost Plan Detail Input Area (continued)

This is the 3™ snapshot of three, which depicts the 1! eight lines of cost plan
entries that have been made from the rightmost view.

Commit Amt

Req Amt

Indirect CP Cost

Composite CP Rate

Indirect CF Costs

Indirect CF Rate

117 .60

38.20000000

241 .24

48 24500000

64253

4824734702

14,586 16

214 79776354

23,464 06

21479777321

170.48

1704300000

AT A A

Q44 TOTTAC

I

File Edit

Yiew Go Favontes

lze Procezs Reportz

Budget and Forecasting - Use - Current Year Cost Plan

Help

Ble@x| e sel == GE| kel £lelsalz]

Budget Executable | Forecast Costs I Froject Budget E:-:penl'&}[ngen RD'-.-'-.-'|F'“tI I:Dmmentsl Allocations I

Taawr AT mme i

Y-fC™ Depi: Tumas

=t Center

Project: Iﬂﬁﬂ*ﬂ Anthropogne Serosol Pertur Status: Ope
B&A Mo.: FKP12020010 Task Mo: Bud Rel:
Proj Type: OF Agreement Ho: Pl: SCHWARTZ, S

SR L WA

After highlighting a row and pressing the Insert Row button, an

additional line can be inserted in the cost plan panel.

| MaTER

Staws: 0O For Cosks. | $0.00 I - $0.00
$14.881.92 $83.344.00 $216.656.00 $13.466.99 I $301.414.92
Type | Category Current Cost Plan Revised Cost Plan Current Carry Fwd
1 DETUT |27 300.00 300.00
2 |MATER | 300 S00.00 S00.00

4 . G,731.98
2 MG"@D 100 6, 730.63 10,359.55
g |PROF 100 10,923.79 10,359.55
7 | PURHI 3 1,000.00 1,000.00
g |RCALC |70 -0.01
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Section E — Cost Plan Detail Input Area (continued)

Type | Category Current Co=t Plan Revized
1 D=TUT 211 300.00
2 MATER | 300 S00.00
3 MATER 319 1,331 .72
4 [~
g =
I6
:," .....
& Budge
CAPED] Capital Equiprment
OSTUT Chgtributed Utilibhes
ERRORA t apping errors - category 000
MATER kd atenial
- ||M0ODC Mizcelaneous Oth Direct Costs
OaLsy Allocated Semvices - Other
ORCHG Recharge Services - Other
asF Other Spare Parts |
OWVER Owerhead
FLRHI Furchazed - High Yalue
FURLE FPurchazed Labor
F'LIHLEI Furchaszed - L_c_lw Walla

These snapshots show you both the Resource Type drop down menu and
the Resource Category drop down menu from which to make your choices.

Note: The Resource Category menu is not available until you choose a Resource

Type | Category Current Co=t Plan Revized Cost
1 DSTUT |27 300.00
2 MATER |300 S00.00
3 MATER |319 1,331.72
4 |MATER I~
S |MGTAD  [VRL A E4
G PROF
7 PURHI
8 |RCALC katerial
9 locous 1317 Senzitive Equipment
1 2 Equipment - Low Walue
K1 151 Demurage/Deposits
B Freight
A8 Cr. Card Purch - Ta=able L Eq
213 Credit Card Purchases
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USE | Current Year Cost Plan | Forecast Costs

This panel gives the user information regarding the status of labor assignments
coming in from the Personnel Forecast.

Budget and Forecasting - Use - Current Year Cost Plan M =13
File Edit View Go Favortes Use Process FReports Help

Blz(8x| BlaE| se 5= 25 olel=] e ls] ]

Budget Executable ‘FDTBCESt Costs I Project Budget Expensel HeportUutputl Commenlsl .ﬁ.llocationsl Indirect Costz | Indirect Costz 2 | Offset Costsl R L

SetiD: BHL  Project ID: 02572

Activity ID Type Categ Current Amt Revized Amt  Released Amt

02&72 SCIEMN 102 A 26.731.03 A 26.791.03 A 26.,791.09
02572 TECH 100 12,1833 121830 121833
02572 SCIEM 100 334414 313650 313650

FTE Dept EmpliD Heject LI
06320 EE  EEPDOOZ |
03490 EE EETECH |
E\I

r
-

00560 EE 21994 -
A

Total: 42 318_54 12, 11090 42 110.90 1. 0870

\

This button allows you (if

The Current Amt you have the security
column reflects the access) to either show the
fully approved and employee name(s) or life
released data to the numbher(s). Itis a toggle
switch.
BNL budget.
The Revised Amt column If checked, this entry’s labor cost
can be brought into the is not passed on to the cost plan,

but is does not impact the

Current Year Cost Plan Personnel Forecast entry.

once the lightning bolt
button has been pressed. Note: The user would need to revise

the Personnel Forecast entry for this
revision to be comvlete.

The Released Amt column

displays the salary and If pressed, this
wage data that has been provides a short cut
sent to the Current Year to the Personnel
Cost Plan from the Forecast for that
Personnel Forecast soecific individual.
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USE | Current Year Cost Plan | Project Budget Expense

The system also extracts actual costs and displays them for the user to facilitate
interim adjustments.

Budget and Forecasting - Use - Cumrent Year Cost Plan !EE

File Edit %iew Go Favortes Use Process Reports Help
ale|®(x| akae| elel == S5 2l £lelsl ]

BudgetExecutablel Forecast Costs EIUiBCtBUdQBt Expense I HeportUutputl Eommentsl ﬂllocationsl Indirect Eoslsl Indirect EostsZI Offset Eostsl Fd | P|

‘ Business Unit: EML  Project: 02572 ‘

[ Print BE Report by Project id i Current Cost Plan Group Name: IBU-I ﬂ Commit Melhod:l j
[ Print BE Report by Activity id i+ Revised Cost Plan | [ Rollup Group Breaks [ Adjust Req Flag [ Add CF in Bal
[ Print Forecast Data |¥ | Break on Becource Category || Show Amount Flag G e (Cosis (L
I | Show Emplid " | Break by Employee IX I | Apply Burden I.ﬁclual Costs j
rs
SALARY Load Actual: Date: 11M05/2002 Fiscal Year: 2003 Accounting Period: 1
Category Cost Plan Carry Foward  Actual Mth Actual Ytd Commitment Requisition Balance ;I
00 Base Salary 15,313.81 0.00 0.00 0.00 .00 000 15,313.81
102 Ease Salany - Research Assoc 2E,791.08 0.00 0.00 0.00 oo oo 2E,73109
120 Faid Absence 283418 o.oo0 o.oo0 o.oo0 oo oon 283406
13 Reszearch Aszoc, Paid Absence 4.956.35 0.00 0.00 0.00 0.ag 0o 495635
140 Fringe Benefit 702558 0.00 0.00 0.00 0.00 n.oo 702652
1 Fringe - Regearch Azsociate 07a. 77 o.oo0 o.oo0 o.oo0 oo oon 907477
ZI
Sub Total > EEQ0E.7E 0.00 0.00 0.00 0.00 n.oo EE,00E.TE | ;I
(Elierod] Tl == 3333333 0.00 308.07 306.07 000 10550 3358742

Group Mame: IBU-1 ﬂ

I alid Values

Commit Method: J

BN |BUA
BML BL-2 Cateqory Type Commit
BHL EU-TE1 Forecast Release Commit

EML BU-TEME

BML ExP FUNDS
BML NRC-1

BML RHIC1

ActuallProjected Costs Option:
Actual Costs j

Actual Costs
Projected Costs

q 2]

Group Names are pre-defined groupings of resource categories and their
corresponding subtotals that accommodate specific reporting requirements.

Note: The most commonly used group name, and default, is BU-1.
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USE | Current Year Cost Plan | Report Output

Budget and Forecasting - Use - Current Year Cost Plan =] 3
File Edit “iew Go Favoites Use Process Reportz Help

ale@x| akaE| sle 5= SE=] @el=] #else])

BudgetEHecutabIeI Farecast Eostsl Project Budget Expense ﬁEDDFlUUlDUt I Commentsl Allocationsl Indirect Costsl Indirect Eostle Offset Costsl AP

~Digtribution Option ~Run Location—Report Format -Report Retention P ing Buttons
' Non Distibution List || = Giigni ' Hard Copy Dutput | * Mone " One Month
" PDF Dutput " Dne Da " One Quarter ‘ ‘ |
) Distribution List . Sever P v % & I
" Excel Dutput ' Dne Week  One Year
Select |(Instance Date Time Retain Until |Dep | Sub Div | Project ID Scope Id [~ |
T
4 .3
Report Description: I
-Output Dptions Email Fields
Printer Path: . . ™
LPT1 Mail To: J
Printer Type: LI
IDefauIt v| Subject:
lnl Text: d

The Reporting option in the Budget System is accessible in two ways. First
option is through the Current Year Cost Plan panels and the other through
Report Option on the Main Task Bar of Budget and Forecast system. The later is
normally used for Batch operations where you can print Summaries, Multiple
Projects using Scope definitions (Scopes are explained elsewhere). Both
Reporting options offer the same interface.

Reporting through Current Year Cost Plan Panels.

The ‘Report Output’ panel is active only when the type of report that you want to
print is selected including other criteria that you can specify. This selection is
available in ‘Project Budget Expense’ tab.

You are required to chose between Report By Project ID and Report by Activity
ID. This selection will set the final report in either Project Level or in
Project/Activity level.

Other options include: Current Versus Revised Cost Plan, Selection of different
Group Break Downs (BU-1 being the default), Rollup Group Breaks (Summarizes
on the Group Level) and Commitment Method. You can opt to print related
Forecast details with Actual labor, Actual + Projected cost or Projected costs.
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Budget and Forecasting - Use - Current Year Cost Plan

File Edit Yiew Go Favorites

Use Process

Reports  Help

8| - 10] x|

gle@x| alae| sel == S| @lel] 2elslz]]

Budget Executable I Forecast Costs  Project Budget Expense |Rep0rt Oukput I Comments I Allocations I Indirect Costs I Indirect Costs 2 I OFfset Costs 4 I ’l

‘ Business Unit: BMNL  Project: 03035

= |

r
r

int BE Report by Project id

t BE Report by Activity id

" Current Cost Plan

(¥ Revised Cost Plan

Group Name: IBU-I ﬂ

l_ Rollup Group Breaks

I_ Adjust Req Flag

Commit Melhod:l - l

[ Add CF in Bal

[ Print Forecast Data

|¥ Break on Hesource Category

[" | Break by Employee ID

| | Show Amount Flag
| | Apply Burden

ActualiProjected Costs Option:

I.Flclual Costs

=

Once the report parameters are set in the Project Budget Expense panel, the

Report Output panel can be used to produce reports.

Budget Executable | Farecast Costsl Project Budget Expense Report %UtDUt |C0mments | Allacations | Indirect Casts | Indirect Casts 2| OffFset Casts

-Diztribution Dption -Run Location—Report Format ~Report Retention Procezsing Buttons
& MNon Distribution List | & f* Hard Copy Output * Mone " One Month
" PDF Dutput " DOne Da " DOne Quarter
" Dishribution List " Server e & H & i
" Excel Dutput " One wWeek  One Year
Select |Instance Date Time Retain Until |Dep | Sub Div |Project 1D Scope Id = |
1 r

4]

1

rOutput Options

Report Description: I

Printer Path:

i

JLPT1
Printer Type:
IDefauIl v|

Email Fields

Mail To:

Subject:

"]

Text:

Eudget Executablel Forecast Costs I Project Budget Expense  Feport Cubpuk |Comments| Allocationsl Indirect Costs | Indirect Costs 2 | OFFset Costs

Distribution Dption

| Non Distribution List

" Distribution List

rRun Location—;

& Client
" Server

o

rReport Format

" Hard Copy

" Excel Dutput

" Mone

Dutput
t " One Day

rReport Retention

" One'week ¢ OneYear

rProcessing Buttons

(" Dne Month
" One Quarter

AE
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Budget Executablel Farecast Costsl Project Budget Expense  Feport Qutput Commentsl nllocationsl Indirect Costs | Indirect Costs 2 | OFFset Costs )|

Distribution Dption rRun Location—Report Format—— Report Retention Proceszing Buttons
= Mon Distribution List || & " Hard Copy Output ¥ None " One Month
) ' " PDF Dutput " Dne Da " One Quarter
! Distribution, List " Server F ¥ E &= i
" Ezcel Output " OneWeek ¢ One Year

ActuallProjected Costs Optio

Actual Costs

[none)
Actual « Projected Costs

Commit ﬁ:ud: j
[ Adjus q F|[none)

Cateqgory Type Commit al Yes
| —|Forecast Release Commit

Projected Costs

Budget and Forecasting - Use - Current Year Cost Plan 8| - 0] x|

File Edit “iew Go Favorites Use Process Reports  Help

als(8x| ElaE| el == S=] Blel] vl

Budget Executabls I Forecask Costs  Project Budget Expense |Rep0rt Oukput I Cormments | Allocations | Indirect Costs | Indirect Costs 2 | Offset Costs 4 I ’l

‘ Business Unit: BML  Project: 03035 g ‘
N int BE Report by Project id {~ Current Cost Plan Group Name: IBU-I ﬂ Commit Melhod:l .l
N t BE Report by Activity id (¥ Revised CostPlan | [ Rollup Group Breaks [ Adjust ReqFlag [ AddCF in Bal
l_ Print Forecast Data |7 Break on Besource Category l_ Show Amount Flag A LU LB (e
I_ Break by Employee IIX l_ Apply Burden I.Flclual Costs j
Select |Instance Date Time Retain Until |Dep | Sub Div | Project ID Scope Id =
T
Report Description: I
-Output Options Email Fields

Printer Path:

Mail To:
[LPT1 arte
Printer Type:

IDeI‘auIt v I Subject:

Text:

[

K &
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USE | Current Year Cost Plan | Comments

Budget and Forecasting - Use - Cumrent Year Cost Plan
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USE | Current Year Cost Plan | Allocations

Budget and Forecasting - Use - Current Year Cost Plan M=] B3
File Edit %Yiew Go Favortes Use Procezs Reportz Help

als8(x| Akaal sle == S=| 2] vl

BudgetExecutahlel Forecast Costsl Froject Budget Expense' HeportDutputl IIIomments*-‘3“'00@“0”S I Indirect Costs | Indirect Costle Offzet Costsl A ¥

rFigcal Year ;I
Fiscal Year: 2003 EFff Date: 10/01/2002 Descrpbion: Fiscal Year 1939
-Allocation Process Steps .
Process Step: FPAID_ABS Descrnphion: Paid Absence —
Process Group: MO_ALLOCT Seq: 1 Request Number: 2 |
rTarget And Offset Property .
Effective Date: 10/16/2002 Sequence: 1 ey [miee 1 :I
Target Project ID: Target Activity 1D: Field Source: B
Target Resource Type: Target Category: 130
Offzet Project ID: 02718 Dffset Activity ID: 02715
Offzet Resource Type: Offset Category: 904 Cumrent: 185000 [Dept):
Firgt:  18.5000 President: 18.5000 Reviged: 18.5000 Budget: 185000 Out ¥r:
[Dept): [Dept): [Dept): [Dept): [Dept): LI
-Direct Rezource Category - ;|
Category Type CatType Field Source
100 D
101 D
105 D

-Indirect Regsource Category

TTET

Each project, depending upon the cost center, has applicable overheads detailed
on this panel. The section descriptions are as follows:

Section A — Allocation Process Steps

This section provides the name and description of the indirect rate. Use the
second (middle) scroll bar to navigate between rates.

Section B — Target and Offset Property

This section provides effective date for current indirect rates, as well as target
resource type and category. It also gives offset project and activity, resource
type and category, and rates for all years. Use the inside scroll bar to navigate
through all the rates that apply to this project.

Tip: Toggle the inside scroll bar buttons to receive the history on the current indirect
rate.
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USE | Current Year Cost Plan | Allocations (continued)

Section C — Direct Resource Category
This section displays the direct resource categories on which a rate is applied.

Section D - Indirect Resource Category
This section displays the indirect resource categories on which a rate is applied.

Page 71

F:\PS Documentation\Budget Module DRAFT (v7.2) as of 1-23-03.doc



USE | Current Year Cost Plan | Indirect Costs

Budget and Forecasting - Use - Cumrent Year Cost Plan

Bla|#x| *alala] s ==
Sl=lal S5 A e = =

[ o e ]

This panel provides indirect cost detail as it applies to the cost plan that has been
developed.
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USE | Current Year Cost Plan | Indirect Costs 2

This panel provides the indirect cost detail as it applies to the actual costs
incurred.
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USE | Current Year Cost Plan | Offset Costs

Budget and Forecasting - Use - Cumrent Year Cost Plan

‘lolex| sjais) Sl o) |-

_ Budget Executable | Forecast Casts | Project Budget Evpense | Riepat Output | Comments | Allcations | Indirect Costs | Indect Costs 2
A
.

This panel provides information regarding the Indirect Costs panel’s offsetting
entries.
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USE | Current Year Cost Plan | Revenue

Budget and Forecasting - Use - Current Year Coszt Plan
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