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For more information and specific user guides, navigate to:

SABHRS Documentation >  Financials > User Guides > General Ledger
 State Budget Basics

Overview

Financial transactions process in SABHRS through the use of ChartFields to monitor and report the financial condition of an agency. The ChartFields used by the State of Montana are as follows:

	Field Name
	Description

	 Business Unit
	The major organizational identifier required to achieve effective control over the State’s financial activities. In some instances, additional general ledger business units are recorded to facilitate more efficient accounting practices. Agencies may establish multiple business units in the accounts payable (AP) and accounts receivable (AR) modules to facilitate their internal business processes.

	Account
	Alphanumeric code used to designate resources and expenditures (e.g., expense, asset, revenue, liability, fund balance, etc.) to a clearly defined purpose.  

	Fund Code
	An independent fiscal or accounting entity with a self-balancing set of accounts provided to record assets and other resources, together with all related liabilities, obligations, reserves, and equities, and changes therein. Funds are segregated for the purpose of carrying on specific governmental activities or attaining certain objectives in accordance with regulations, restrictions, or limitations. 

	Organization (Org)
	Value used to establish agency reporting structure and capture revenue and expenditure activity for a designated area, function, or organizational grouping within the agency.

	Program Code
	Designates a year; used to determine if the budget, and thus expenditures/revenues, are associated with the current fiscal year or the previous (also known as prior or reverted) fiscal year.

	Sub-Classification
(Sub-Class)
	Along with a given fund and year, identifies the source of appropriate authority. The first three characters indicate the agency program, the fourth indicates the source of authority, and the fifth character is assigned by the agency. This field is used for budgeted expenses and non-budgeted transfers, but is not required on revenues, except for non-budgeted transfers.  

	Project
	Optional field for agency use in agency reporting structures; use recommended for all revenue and expense accounts.


Budget Types

The following chart defines the budget types used by the State of Montana:

	
	Appropriations
	Organization
	Revenue/Estimate
	Project/Grant

	Budget Keys
	Account

Fund

Organization

Program

Sub-Class
	Account

Fund

Organization

Program

Sub-Class
	Account

Fund

Organization

Program
	        Varies

	Budgetary Control
	Control
	Track with Budget
	Track with Budget
	Agency Specified

	Type
	Expenditure
	Expenditure
	Revenue
	Projects


Controlled Budget Inquiry

Users may review their controlled budgets to view the total appropriated budget amount, budget journals, expenditure totals, encumbrances, and other budget activity. Users may view this information in the following places: 

· Budgets Overview

· Budget Details

· Manager’s Reporting Tool

· GLS8020 (Budget Status Report)

· MTGL0106 Report (Part B)

· MTGL0111 Report (Part B)

· Data Mine

Budget Details

The online budget inquiry tool allows users to view details and drill down to budget exceptions that exist against the budget or a list of budgets within the same ledger group. To review the details related to a specific budget, navigate to:

Commitment Control > Review Budget Activities > Budget Details

Business Unit and Ledger Group are required fields. You may enter these values or click the lookup icon [image: image2.bmp] and select a value from a list. Enter the other fields by which you wish to search, and click the Search button to retrieve a list of budgets that meet the criteria you specified.

[image: image99.wmf] 

Hint: If you regularly search for a specific budget, use the Save Search Criteria function to minimize the time spent entering the search criteria. 

Select a budget to review by clicking any of the links in the associated row. 
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The Budget Details page displays the budget chartfields associated with the budget, the ledger group, the total available budget authority including any adjustments, the total amount expended against this budget, the total remaining available budget, and whether any financial documents against this budget are failing. 
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Clicking the Attributes link displays the Budget Attributes page, which provides the status and budgetary control associated with the budget. 
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Click the OK button to return to the Budget Details page. 

Clicking the Parent / Children link displays the Parent & Children page that displays information such as whether the budget is a parent or child to another budget, the chartfield information and amounts for the budget. If the budget is a child, the parent budget is listed. 
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Click the OK button to return to the Budget Details page. 

The Budget Details page also provides links to the Ledger, Budget Journal, and/or Activity log:
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Simply click the associated icon to view the desired information. 

Click the Display Chart button to view a chart of the budget. 
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Budget Exceptions

Any budget exceptions associated with the budget will be summarized on the Budget Details screen. Two types of errors are identified: exception errors and exception warnings. 

	
	Errors
	Warnings

	Potential Cause
	Budget is closed

No budget exists

Exceeds budget tolerance
	Budget date and accounting date differ

Exceeds non-controlled budget (orgs, rev/est)

	Result
	Transaction halts
	Transaction proceeds


The total number of exceptions is listed in the Budget Exceptions section of the Budget Details page. 
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Click the Budget Exceptions link to open another window that displays the Budget Exceptions page with the details related to the exception(s). 

[image: image100.wmf]Tip: You may also navigate to this component through the menu: 

Commitment Control > Review Budget Check Exceptions > Budget Exceptions
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The Budget Exceptions page provides information about the exception, including the type of error, transaction type that caused the exception, amount, and the identifying number of the transaction (e.g., journal ID, voucher ID, etc.). 

[image: image101.wmf]Note: By default, Exception Errors are displayed. If you want to review Exception Warnings, you must click the drop down arrow next to the Exception Type field and select Warning and then click the Search button.

To return to the Budget Details page, simply close the current window. 
Clicking the Advanced Transaction Criteria link displays the Refine Inquiry Criteria page, allowing you to refine your search/inquiry criteria for specific errors or warnings you wish to review. 

Drill Down

In order to drill down to the transaction or further details related to the budget, you may click any of the drill down icons. It may be helpful to show all the columns (customize the page or click the Show All Columns icon[image: image11.bmp]) in order to see the available drill down icons. 
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Clicking the various icons take you to different screens with more detail related to the exception: 

You may click the Budget Checking icon [image: image13.bmp] to budget check the document again or click the Budget Check Details icon [image: image14.bmp] to view the commitment control details. 
Click the OK button to return to the previous page.

Budgets Overview

The Budgets Overview inquiry displays the total sum of all budgets that meet user-specified criteria, as well as provides the total of each individual budget within the parent budget. 

To review budgets in the Budgets Overview inquiry, navigate to:

Commitment Control > Review Budget Activities > Budgets Overview

The inquiry saves the search criteria used to retrieve and display budget information on the Budgets Overview page. Because each named inquiry stores your search criteria (selected ledger, chartfield values/ranges, budget period, etc.), you may want to set up several inquiries for reviewing different budgets (e.g., one for ORG budgets, one for APPROP budgets, one for General Fund, etc.) to save keystrokes, and ultimately, time. 
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When setting up an inquiry, keep in mind that the names cannot be deleted once established, nor can they contain spaces.

Click the Search button to search for existing inquiries, or go to the Add a New Value page to set up a new inquiry. 

Enter a description for the budget inquiry. This description can be edited at a later time, if desired. 

The Business Unit field populates with your agency identifier, by default. In the Ledger Group field, enter or select the ledger group you wish to review. 
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Although the Budget Period fields populate with the current fiscal year, you may modify these to review prior year budgets. 

In the ChartField Criteria section, specify the values you wish to inquire upon or select a ChartField Value Set. To establish a new ChartField Value Set, click the Update/Add link. 
When you have entered the desired parameters, click the Search button to retrieve the budgets that meet your criteria. 

The Ledger Totals section displays the total budget amount, expenses, and available and remaining balance totals for the budgets displayed in your search results.
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The Budget Overview Results section lists the individual budgets that meet the criteria you specified. 

Download the displayed information into Excel by clicking the Download icon [image: image18.bmp]. 

Drill Down

Various tools are provided to assist with researching agency budgets and exceptions. 
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Click the Show Budget Details icon to view the budget details screen. 
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Click the Show Budget Transaction Types icon to view the associated information.
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Clicking a link in the Budget or Expense column will take you to the Activity Log where you can drill to the transaction.
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Trees

Trees are the graphical representations of the relationships between budgets and organizations, projects, etc. During budgetary tracking, the translate rules in the Commitment Control Budget Definitions module look to the trees to find translate values (such as rollup hierarchies) on the tree. Each agency is responsible for creating and maintaining their trees.

The two types of trees used by the State of Montana are organization (“org”) translate trees and reporting trees. Org translate trees tell the system where to find the budget for various transactions when they are processed. Only one org tree can be effective at any given time. Reporting trees are used by some agencies to provide various ways of analyzing agency budget data, or for defining the organizational rollup in the agency. 

View an Existing Tree

Tree Viewer allows a user to view or print existing trees. To view an existing tree, navigate to:


Tree Manager > Tree Viewer

The current naming convention in use provides for each tree name to begin with the agency number, for identification purposes. Users may enter the agency number into the Tree Name or SetID field to search for the agency trees.
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Other criteria by which a user may search include effective date, description, structure, or by draft or valid tree status. Enter the desired criteria and click the Search button. 

The list of results can be sorted by clicking any of the column headings; click once to sort in ascending order, twice to sort in descending order. Select the desired tree to view by clicking any of the links in the associated row.
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The top section of the screen summarizes the agency, tree name, effective date, and status of the tree (e.g., Active, Draft, etc.). 

The number of values within the tree is displayed in the blue Search Results Header bar. You may view the tree with all nodes collapsed or expanded, or a combination of collapsed and expanded nodes. 

Collapse/Expand Nodes

The Collapse function will collapse all nodes currently open within the tree to level one. The Expand function will open all branches within the tree to the lowest level within each node. 

To expand or collapse all nodes, click the associated link on the header bar. To expand only a specific node, click the yellow folder [image: image25.bmp] of the node to be expanded, or select the node and click the Expand Node Hierarchy icon [image: image26.bmp]. 
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Click the folder of an expanded node [image: image28.bmp] to collapse the node. 

Display Options

You may choose how the tree displays, and with what information, by customizing the Display Options. Click the Display Options link to go to the Configure User Options page. 
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You can change the default action for dragging and dropping nodes on the tree by selecting the appropriate radio button. 

Check the Select the Display Levels select box and click the Update button to insert the level name next to the node. 
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Search within a Tree

The Find tool is useful when searching for a specific node or value within a tree, especially if the tree is very large. 
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Click the Find link to open the Find Value page. 

Enter the value name or description for which you wish to search, and click the Find button. Clicking the Close button will return you to the tree without searching.

[image: image32.png]Find Value

‘Organization:

Description:

[lcase Sensitive Search
BExact Matching





The system displays the portion of the tree that contains the first instance of the value you entered. 
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Print a Tree

Clicking the Print Format link displays a preview of how the tree will look when printed. You may print the entire tree or just a selected portion, based upon the node selected when you enter the print format page. 

Select the desired node to print, or select the top node if you wish to print the entire tree.

To return to the previous page, click the Return button.

Click the printer icon in your browser (e.g., Internet Explorer, Mozilla Firefox, etc.) window to print the tree or selected tree node. 
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Printing is one of the few occasions where it is acceptable to use the browser icons. 
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Click the Return button to go back to the previous page when you have printed the tree. 

To close the tree and return to the search page, click the Close link. 

Budget Translation

Ruleset Translations

A ruleset is attached to a translation that tells the system where to find the related budgets for the chartfields used on financial transactions.

Each agency has at least one ruleset, which tells the system how to map the chartfields used on a source transaction to a budget. If an agency has different translations (e.g. some budgets with first level account and some with second level account and/or some budgets with first level org and some budgets with a detail org), then more than one ruleset is needed.

With APPROP and ORG budgets, rulesets are governed by the subclass, meaning that within a single subclass, all translations must be the same.  For example, because the accounts have different translate levels (from the translate tree), an ORG budget cannot be set up using the following:

	Fund
	Account
	Org
	Subclass

	01100
	61000
	1
	790H1

	01100
	62200
	1
	790H1


In revenue/estimate budgets, rulesets are governed by fund, meaning that within a single fund, all translations must be the same.  For example, two revenue budgets could not use the following set up, because the two budgets have different account translations within the same fund: 

	Fund
	Account
	Org

	01100
	503000
	1

	01100
	503010
	1


If no translation is desired, leave the Tree Name and Level Name fields blank in the Keys and Translations page for the specific chartfield.

Budget Definition

To review control budget definitions, navigate to:

Commitment Control > Define Control Budgets > Budget Definitions

Enter your agency identifier in the SetID Value field. Search for budgets based on the ledger group or description by clicking the lookup icon [image: image35.bmp] and selecting the appropriate budget ledger from the list of valid values. Click the Search button to display a list of budgets that match your criteria. 
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Select the budget you wish to review by clicking one of the links in the associated row. 

Control Budget Options

The control budget options page displays the control options for each ledger group within an agency. On this page, the ruleset chartfield and controls are defined, including on which chartfield the translation rules will be required and on what chartfield budgetary control will be established, for example. 

The Ruleset and Control ChartFields section displays the chartfields upon which the ruleset and controls are based. 

In the Commitment Control Options section are displayed the Control Option and Budget Status. 
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Control options allow you to determine the level of budgetary control. Typically, appropriation budgets are set up with a Control option, and organization budgets are set up with the Tracking with Budget control option. 

Budget status determines whether a budget is open (allowing transactions) or closed (disallowing transactions). Regardless of the type of budget, only the Accounting and Financial Services Division (AFSD) can change this status. 

Ruleset Chartfield

The ruleset chartfield page displays the range of values to be used for the translation rules. If an agency were using different translations for different sub-classifications, it is on this page those translations would be listed, either individually or by range. 
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Keys and Translations

The keys and translations page is where an agency will establish the translations for the Account and Organization chartfields. These translations tell the system at which level it should look for the values specified in order to record the revenues and expenditures against the appropriate budget. 
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Although the Sub-classification, Fund, and Program fields do not need translations, they do need to be listed here in order to require those fields be populated with valid values on budgeted transaction lines. 

In an ORG budget, the keys and translations are at a lower level than the appropriation budget for the account and organization chartfields. This allows ORG budgets to be established at a lower level than the parent appropriation budget. 
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OBPP must give prior approval for an agency to use a level other than first for the account field, and for any other level than level one for the organization chartfield.
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Control ChartField

The control chartfield page helps users to determine whether a fund is budgeted or non-budgeted. If all funds are controlled, the All Control Values box is checked. However, if an agency uses funds that are not controlled, the All Control Values box is not checked, and the controlled funds are listed in ranges in the ChartField values section. Any funds that fall outside the ranges listed in this section are non-budgeted funds. 
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Excluded Account Types

The Excluded Account Types page displays those accounts and/or account types that do not require budgetary control, even if the fund does require budgetary control.
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[image: image104.wmf]As in every module, Commitment Control pages contain links at the bottom of the page that duplicate the “index divider” navigational tabs at the top of the page. These links are provided as a matter of convenience, to allow you to move from one page to another without having to scroll to the top or bottom of the current page. 

Budget Journals

Budgets are created and modified through the use of budget journals. Journals affecting the appropriations, revenue/estimate, organization, and project/grant budgets are entered in the Commitment Control module. Conversely, standard budget journals are entered through the General Ledger module as a regular journal. 

Budget Journal Security

Budget security has been implemented to disallow agencies from posting their APPROP and ORG budget journals. Once an APPROP or ORG budget journal is entered and saved by the agency, the status of the journal will change to “S,” for Security Error. Further processing of the journal will be done by OBPP. Agencies may enter and post their own REV/EST and PROJ/GRNT budget journals, however. 

Enter a Journal

To create a budget journal, navigate to:

Commitment Control > Budget Journals > Enter Budget Journals
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The Business Unit field populates by default with your agency’s identifier.

The Journal ID displays “NEXT” and will automatically assign the next available journal number to the journal. If your agency is not using automatic numbering, you can overwrite this value with a specific journal number. 

The Journal Date field defaults to the current date. This date determines the fiscal year against which the transaction will be processed. For example, during fiscal year end festivities, if the current date is July 10, 2011, but the journal affects FY2011 transactions, the journal date should be changed to a date in the appropriate fiscal year, such as June 30, 2011. 

Click the Add button when all fields have been completed. 

Budget Header

The header page defines the affected ledger group, journal type, and a description of the journal. 
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In the Ledger Group field, you may either type in a ledger group or select one from a list of valid values (APPROP, ORG, REV/EST, etc.) by clicking the lookup icon [image: image45.bmp]. 

The Budget Entry Type functionality is not currently used by OBPP, however, agencies can designate whether the journal is an original budget journal (new) or an adjustment to an existing budget by selecting the appropriate option from the drop down list. 
The first 30 characters in the Long Description field will be used by OBPP as the brief summary description of the transaction. Agencies may use the remaining space to provide any additional information, if desired. 

Budget Lines

Enter the details of your budget transaction on the lines page. 

[image: image105.wmf]Note: OBPP recommends customizing the Budget Lines page to display only those chartfields that are used by your agency (see Appendix A).
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Chartfields
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When entering budget journals, refer to the recommendations for using the journal screens as outlined by OBPP (Appendix A).  

	ChartFields
	Used In

	Budget Period
	Approp, Org, Rev/Est

	Speed Type
	Not Used

	Account
	Approp, Org, Rev/Est

	Fund
	Approp, Org, Rev/Est

	Organization
	Approp, Org, Rev/Est

	Program
	Approp, Org, Rev/Est

	Sub-Classification
	Approp, Org


To insert additional lines, enter the number of lines to add and click the Insert Lines icon. 
Click the Journal Line Copy Down link to select which chartfield values are copied into inserted journal lines. 

Check the select box in the Copy Down column in every row whose value you wish to copy into new journal lines. Click the box again to remove the check mark to prevent that value from copying into new journal lines. When finished, click the OK button to return to the journal or click the Cancel button to cancel your changes. 

You may delete any unwanted journal lines by clicking the Delete select box of the line to delete and click the [image: image47.bmp] Delete Selected Journal Lines icon. 
Line Details

When making changes to your APPROP and/or ORG budgets, you must enter a reference number on all transaction lines within the journal. To access this field, you can either customize the view so that the Reference field appears on the Chartfields and Amounts page, or you can navigate to the Base Currency Details page.
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Budget Errors

You may review errors by clicking the Budget Header Status Error link. Lines with errors are marked as such, for your convenience. 
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Journal Processing

The Budget Header Status of the journal indicates the current status of the journal.

	Status
	Description

	N
	Nothing has been done yet

	S
	Security; awaiting further processing by OBPP

	V
	Valid chartfield entries, but journal is prevented from posting (ORG budget exceeds parent APPROP budget, for example)

	E
	Errors exist

	P
	Posted


When you have finished entering an APPROP or ORG budget journal, click the Save button. You may post the REV/EST and PROJ/GRNT budget journals, however.

To initiate journal processing, select “Post Journal” from the Process drop down list and click the Process button. 
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A message appears, to confirm that you want to post the journal. 
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Click the Yes button to continue processing the journal; click No to return to the journal without processing.
Copy a Journal

Users may create a copy of an existing journal by using the “copy journal” process. To copy a journal, navigate to:  


Commitment Control > Budget Journals > Enter Budget Journals
Click the Find an Existing Value tab to view the search page. Enter the desired search criteria or the ID of the journal you wish to copy and click the Search button.
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Click the Budget Lines tab or link and select Copy Journal from the Process drop down list then click the Process button. 
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On the Budget Journal Copy screen, select or enter the desired options for the new journal. 
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When all fields have been completed to your satisfaction, click the OK button. 
A message appears, instructing you to save the newly copied journal. Click the OK button, and then click the Save Button.
Search for a Journal

To find an existing budget journal, navigate to:

Commitment Control > Budget Journals > Enter Budget Journals

The Add a New Value page displays, by default. To search for a journal, click the Find an Existing Value tab. 
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In the Business Unit field, enter your agency’s identifier or click the lookup icon to display a list of valid values.

Enter any other information known about the journal you wish to review, including journal ID, date, budget header status, description, or the User ID of the person who created the journal. You can expand your search options by selecting other parameters from the drop down lists.

Click the search button to retrieve a list of results that match your criteria. 

Select the journal to review by clicking one of the links in the associated row. 
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[image: image107.wmf] 

To view other journals in the list, simply click the Next in List or Previous in List buttons, rather than navigating back to the list of results. 

Reporting

To run standard reports, you will follow these basic steps:

1. Select the report you want to run and create (or select) a Run Control ID.

2. Enter parameters and run the desired report.

3. View, print, or save the resulting data.

Step 1 – Set a Run Control

Because running a report is a process, a Run Control ID (name) is required in order for the system to return the information you have requested in the form of a report.  A run control is a database record that tells the system what settings you want for the report. There are no limits on how many run controls you may have, and it is strongly suggested that you create a unique run control for each type of report you run. Once you have created and saved a run control, you may re-use it or edit the parameters you entered for the report, however, you cannot delete a run control once it has been established.   

Navigate to the Budget Status report through the following path: 

Manager Reports > Budget Status

[image: image108.wmf]Remember the Budgets Overview and Budget Details pages provide valuable budget information that can be downloaded to Excel, but are not considered “reports.” 

Select an existing Run Control ID or add a new one. 


To select an existing Run Control ID:

· Click the Search button on the Find an Existing Value tab 

· Click the name of the desired Run Control ID 

To add a new Run Control ID:

· Click the Add a New Value tab

· Enter a name for the run control

· Click the Add button

Step 2 – Enter Report Parameters

On this page, you will enter parameters for the required and optional fields. The Business Unit and Ledger Group fields are required, designated with an asterisk (*) by the chartfield name. 
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Indicate the fields you wish to include in the report by clicking the select box in the Include CF column for the desired field. To display a subtotal for a chartfield select the Subtotal checkbox associated with the chartfield.
To change the order in which the chartfields appear in the report, in the Sequence column simply type the number of the order you want that field to appear. 

The Value and ChartField TO Value columns can be used to specifically define the parameters for your report. The wildcard character (%) cannot be used in these fields to indicate a partial value. You must enter exact values or leave these fields blank to retrieve all information for the fields selected. 

Once you have specified the report parameters, click the Run button. 

On the Process scheduler page, select an output type and format from the options available, and click the OK button. 
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Step 3 – View Report

Reports can be viewed through the report repositories - Process Monitor and Report Manager - based on your personal preference. To view your report, click the link to the preferred report repository. 
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Hot Tip: If you selected the Window output type, it is not necessary to check the status or navigate elsewhere to view the report. When the report has completed, it will automatically be displayed in a new window.

Standard Budgets

Standard budgets are a management tool that allows users to maintain non-controlled budgets at a more detailed level than the controlled budgets. Standard budgets are compared to Actuals expenditures and can be viewed in the following places:

· Data Mine

· Manager’s Reporting Tool

· MTGL0106 Reports (Part E)

· MTGL0111 Reports (Part D)

· Queries (e.g., MTGL_STANDARD_BUDGETS_LEVELX)


More Standard Budgets information is available on the Governor’s Office server. 

Standard budgets can be created in one of two ways: 

1. Entering journals online, or

2. Spreadsheet journal import process (especially useful when loading budgets with many lines). 

Enter Standard Budget Journal Online

To create a standard budget, navigate to:


General Ledger > Journals > Journal Entry > Create/Update Journal Entries

By default, the Add a New Value page is displayed with your business unit, a journal ID of “NEXT,” and the current date. 
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If you do not wish to use automatic numbering, enter the desired journal ID number here. Accepting the “NEXT” default value will allow the system to assign the next available journal ID number to this journal when it is saved. 

The Journal Date field can be overridden with the journal date of your choice, provided the date is within the current fiscal period, and no earlier than the first day of the current month.  

Click the Add button to go to the journal header page. 

Header

The header page contains the basic information about the journal, including the source of the journal, the ledger group and ledger affected by the journal, and a description of the transaction or purpose of the journal. 
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Enter a description of the purpose of the journal, if desired. 

In the Ledger Group field, enter STD_BUDG or select it from a list by clicking the lookup icon [image: image62.bmp]. 

The default Source is listed as ONL (online), however, you may select or enter a different source. 

When you have completed the header information, navigate to the Lines page. 

Lines

Enter your budget information in the journal lines. You may use system maintained accounts and detail level or budget establishment organizations to create standard budgets. Although you may use projects in standard budgets, agencies that use projects are not required to include projects.
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Agencies may use one or more speedcharts in standard budget journals. SpeedCharts are a saved set of values that can be used repeatedly when coding transactions and reduce the number of keystrokes users must enter thereby saving precious time when entering accounting information. To use SpeedCharts, click the Multi-speedcharts button.
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Enter the SpeedChart number or click the lookup button to select one from a list. Enter the amount and if desired, account. Any account values you enter will override any account values within the SpeedChart. If additional rows are needed for multiple SpeedCharts, insert lines as needed by clicking the Insert Journal Lines [image: image65.bmp] icon. You can enter multiple lines at one time by entering a number in the Lines to add box and then clicking the insert lines icon.  To delete a SpeedChart line, mark the Select checkbox at the end of the line to be deleted and click the Delete a Row [image: image66.bmp] button.

When all lines are completed, click the Explode!! button. When the speedcharts are exploded, any existing rows in the journal are replaced with the lines from the SpeedChart(s). After exploding, you can insert additional rows as necessary into the journal. 

Because existing rows in the journal are deleted, it’s best to enter SpeedChart lines first, and then add any additional lines that you will be entering manually. 

To insert one or more additional lines, input the number of additional lines desired in the Lines to add field and click the Insert Journal Lines icon [image: image67.bmp]. 

The system will automatically copy the values from the above line into the inserted lines based upon the configuration you select. 

To change the fields that are copied into inserted lines, click the Template List link.
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In the Journal Line Copy Down section, select the values to be copied down by clicking the select box under the field you wish to copy. You can remove any values already selected by clicking the select box to remove the check mark. Only those fields selected will copy information into additional lines. When finished selecting which fields to copy, click the OK button to return to the journal lines page.
To delete lines, mark the select box next to the line to be deleted and click the Delete Selected Journal Lines button [image: image69.bmp]. 

Edit and Post Journal

Standard budget journals are not required to balance, and agencies can post their own standard budget journals after they have successfully passed edit checking. 
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When you have finished entering journal lines, run the processes to edit and post the journal by selecting the appropriate functions from the Process drop down list.

The Journal Status is listed in the Totals section. If errors are found during the edit checking process, the journal status changes to “E,” and the errors are listed on the Totals page. A journal must have a valid status (“V”) before it can be posted. 
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Many agencies have multi-line standard budget journals; these agencies may wish to utilize the spreadsheet journal import function, for efficiency. 

Import Standard Budget Journal

Spreadsheet Journal Import allows an agency to mass load journal lines, or prepare a journal with a large number of lines in an Excel spreadsheet, and then import that journal into the SABHRS system. This tool can be used to upload regular journals (ACTUALS ledger) and/or Standard Budget journals (STD_BUDG ledger).

Initial Setup

In order to utilize the spreadsheet journal entry tool, you must first save the required files to your local or network drive. The files can be obtained by contacting the GL Help Desk at 444-4681. The files necessary are the following:

a. Spreadsheet Journal STANDARD BUDGETS.xls and/or Spreadsheet Journal ACTUALS.xls

b. JRNLMCRO.xla

c. GLLOG.xlt

Spreadsheet Journal Setup

The first time you use the spreadsheet journal import tool, you need to set up the defaults for the system. To set the defaults, open the Spreadsheet Journal STANDARD BUDGET file. 

When the following message appears, click the Enable Macros button: 
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If you do not see the message, go to Excel and open a worksheet. Click Tools, Macro, Security… Click the radio button next to the “Medium” option, click the OK button, and then try to open the journal spreadsheet again.  

Within the spreadsheet you opened, click the Setup button. 
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A dialogue box titled Define Options and Defaults will open, prompting you to enter the default values.
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Enter or ensure these values have been entered or selected, then click the OK button. 

Click the Yes button if another dialogue box appears: 
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Add or Edit Journal Sheet

The first time spreadsheet journal entry is used, you will need to add a new sheet and give it a name. Subsequent usage of the tool will allow you to modify existing sheets. 

Click the New button to create a new sheet or the Edit button to modify an existing journal sheet. One journal sheet can have multiple journals. 

Select the name of an existing sheet or enter a journal sheet name to open the selected journal.


Enter Journal Header

Enter a new journal header or edit an existing journal header. 
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Click the [image: image77.bmp] to enter a new journal header or click the [image: image78.bmp] to modify an existing journal. (The first time you use this tool, you will need to enter a new journal header)
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Once the journal header information has been provided, click the OK button. 

Enter Journal Lines

Similar to entering a journal online, you can insert lines either in a block [image: image80.png]


 or one line at a time [image: image81.bmp], by clicking the appropriate button. If you opt to enter more than one line at a time, this dialogue box will appear:
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Enter the number of lines you wish to insert and click the Insert button. 

If you complete one line before inserting the remaining lines, you have the option to copy the data down from the previous line. To copy information from the previous line, check the Copy data from line box. 
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Click the Insert button to insert the number of lines you selected. 

When importing Standard Budget Journals, you must complete the Business Unit, Ledger (must be in UPPERCASE), Account, Org, Program, Budget Period, and Monetary Amount fields. If desired, you may also complete the Fund, Subclass, Project, and/or Description chartfields. 

Avoid using SpeedCharts and special characters (e.g., %, &, etc.) in the lines fields. It is not necessary to complete the currency fields, as this value is automatically populated in the system. 

You may delete a single line [image: image84.bmp] or multiple lines [image: image85.bmp] at a time by clicking the appropriate button. 
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In the Delete Block of Lines dialogue box, indicate which lines you wish to delete by entering the line numbers. Click the Delete button to delete the selected lines. 

At any time, you can click the [image: image87.bmp] icon to edit the spreadsheet for amounts with more than 2 decimal places.

Once you have completed your journal(s), click the home icon [image: image88.bmp] located in the journal header to return to the home page. 

Click the Write File icon and select the Journal Sheet to save. 

Enter the path and filename of the drive in which you want to save the spreadsheet and click the OK button to save your file to an importable XML or TXT file.
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Import Spreadsheet Journal 

Log into the SABHRS Financials system and navigate to:


General Ledger > Journals > Import Journals > Spreadsheet Journals
Select an existing run control or add a new one. 

You should maintain the defaults as displayed, aside from the last two. You may change the options for invalid or already existing journals by selecting another option from the drop down list (e.g., instead of skip an existing journal, select “update” to replace it). Click the Add button.
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A file attachment window will open. Click the Browse button, select the file to upload, and click the Upload button.
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To view the spreadsheet being imported, click the View button. Click the Run button.
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When the Process Scheduler Request page opens, click OK to initialize the import process. Click the Process Monitor link to view the progress of the import process. 

Click the Refresh button until the Run Status displays Success (unless it is scheduled – in that case, the status will display as Queued). 


Note: A status of Success does not automatically mean the journal was successfully imported. To ensure your journal imported, check the Message Log. 

Troubleshooting

Once the import process has completed, you can troubleshoot any errors in the Process Monitor. Click: 

Details > View Log/Trace > Message Log 
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If you receive an error indicating 0 journals were imported, click the View/Log/Trace link, and click the Message Log link to view specific errors (e.g., invalid account/org/project, etc.). 
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If the journal was successfully created, the journal id of the newly imported journal can be found in this file as well.
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View Imported Journal(s)

To view imported journals, navigate to: 


General Ledger > Journals > Journal Entry > Create/Update Journal Entries
Click the Find an Existing Value tab and enter your search criteria (e.g., journal ID, date, etc.) and click the Search button.
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The journal header and lines pages will be displayed, and will be saved when you edit check the journal. If necessary, you may make other changes and/or budget check the journal, as well. When the Journal Status is a V, you may post the journal.
Appendix A
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Enter appropriate Business Unit

Budget Entry - 
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Journal ID

Use "NEXT"

Budget Entry - 

Add a new Value

Journal Date

This date should be the date the journal is being created with the following 

exceptions.  Journals created during the fiscal year end closing period must 

be dated 6/30/200x.  Journals created for a future fiscal year must be dated 

7/1/200x of the affected fiscal year.

Budget Header

Ledger Group

Depending upon the type of journal, enter "approp", "org", or "rev/est"

Budget Header

Budget Entry 

Type

For Agency Use Only - OBPP does not plan to use this field.  It is 

recommended leave the box "Original" marked as the default.  If an agency 

determines another use for the field, they may use it as they need to.

Budget Header

Long 

Description

Enter a brief description of the transaction (preferably less than 30 

characters).

Budget Header

Currency

Leave as default - field not used

Budget Header

Rate Type 

Leave as default - field not used

Budget Header

Exchange Rate

Leave as default - field not used

Budget Header

Cur Effdt

Leave as default - field not used

Budget Lines

Budget Period

Enter the fiscal year for which the journal is processing.

Budget Lines

Account

Enter "ALL" for approp journals and the affected first or second level account 

on org journals.

Budget Lines

Fund

Enter the number of the affected fund.

Budget Lines

Org

Enter "All" for approp journals and the affected org for org journals.

Budget Lines

Program

Enter the program year of the appropriation.

Budget Lines

Sub-Class

Enter the affected sub-class. Note that if a new subclass is being requested 

as part of the BCD, or if the agency is requesting to rename an existing 

subclass, this field should be left blank. OBPP will fill in the subclass after the 

subclass is created or renamed, and prior to posting the journal. 

Budget Lines

Amount

Enter the amount of the transaction.

Budget Lines

Ref

Enter the 5-character BCD reference number. Do not include the 3-digit 

program code.

Budget Lines

Journal Line 

Description

This field populates automatically with the name of the subclass and cannot 

be changed by the agency.
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LAST UPDATED 11/13/2006

SABHRS FINANCIALS BUDGET JOURNAL SCREEN USAGE

     NOTE:  After a journal is saved, it will appear with an "S" status.  The system will not perform any edits or 

checks on the journal data.

Journals should be combined as much as possible or where it is practical.

     1. Org journals may be combined for op plan changes.  However, when appropriations are affected, positive 

and neg org budget changes must be recorded on separate org journals.

OBPP recommends customizing your Budget Lines page so that only the following fields can be seen: Delete, 

Line, Ledger, Budget Period, Account, Fund, Org, Program, Sub-Class, Amount, C Fwd Ind, Ref, and Journal Line 

Description.



Some or all of the remaining fields can be hidden: SpeedType, Set Options, Entry Event, Currency, Tab Base 

Currency Details, Rate Type, Exchange Rate,  > > , Base Currency, Base Amount, Journal Class, Cumulative 

Begin Date, and End Date. The Entry Event field can only be hidden when it appears, which is when there is more 

than one line in the journal.  
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