P

. t‘.w :l_:u']! n ' i

FISCAL

Budget to Actual

AGENCY USER MANUAL

%Children’s
Services
Council




Children’s Services Council of Broward SAMIS Fiscal

User Manual

TABLE OF CONTENTS

TABLE OF CONTENTS ...ttt h bbbt s b bRt R bt e e e e et e e bt Rt eh b b e e st e e nennean e

CHAPTER 9 - BUDGET TO ACTUAL ..ottt ettt

CREATING/EDITING A BUDGET TO ACTUAL DOCUMENT .. .vttiiitiii ettt e e s st te s sttt s e s sabeessssbassssabasesssbbassssnbassesabanassssbnness
SAVING/FORWARDING THE BUDGET TO ACTUAL DOCUMENT ....viiiittiie s ittiie e ettt e e sttt e e s sitts s sbaa e e s sbbaessssbassssabanasssrbaneas
OPENING A SAVED BUDGET TO ACTUAL DOCUMENT IN THE CREATOR’S QUEUE .....ciitiiiiiiisiiieeiiee s sireesiee st

CHAPTER 10 - BUDGET TO ACTUAL REPORT ...ttt ane s

Children’s Services Council of Broward 2
10/01/09



Children’s Services Council of Broward SAMIS Fiscal

User Manual

Chapter 9 - Budget to Actual

At the end of the FY, the Budget to Actual module allows the agency to enter final year end actual
expenses for a program that has an approved budget and is reimbursed utilizing a unit of cost rate.
This will allow the CSC to negotiate reasonable rates for future fiscal year. The Budget to Actual
document is one the Workflow documents and incorporates the Workflow Rules. There can only be
one Budget to Actual document per FY.

There are four status categories for Budget to Actual documents - Edit, Submitted, Approved,
and Rejected. A Budget to Actual document may have only one status at any given time. The
status categories determine who can edit and approve the Budget to Actual documents.

Status Description

Edit When a Budget to Actual document is created it is considered in edit mode.
Edit indicates that the Budget to Actual document is still on the agency side of
the workflow chain. The Creator may have saved the Budget to Actual
document for editing or forwarded the document for review or submission. The
Budget to Actual document has not yet been “Submitted” to CSC by the
Submitter for approval. The Budget to Actual document must be in or returned
to the Creator’s queue for any changes.

Submitted Submitted indicates the submitter has “Submitted” the Budget to Actual
document to the CSC for “Approval”. The agency can only view the Budget to
Actual document in this status through Fiscal Search or Consolidated Reports.
CSC Reviewers will review the document and make comments but cannot
change any of the data on the document.

Approved Approved indicates that the CSC Approver has reviewed and approved the
Budget to Actual document. The document can’t be edited by CSC or Program
users once it is approved; the document is no longer in any user’s workflow
gueue. This completes the Budget to Actual document for the FY.

Rejected Rejected indicates that a Reviewer or Submitter at the agency level or a CSC
Reviewer or CSC Approver has reviewed and rejected the Budget to Actual
document. The Creator may again edit the request and forward the document to
the Submitter for submission to CSC. Once re-submitted, it is again in
“Submitted” status, and the cycle begins anew.
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Creating/Editing a Budget to Actual Document

1. From the SAMIS Main Menu, select My Approval Queue.

2. Inthe Agency — Program drop down box select the Agency/Program combination in which
the user will be creating a Budget to Actual document for.

In the Fiscal Area drop down box select Budget to Actuals.

In the Fiscal Year box, select the FY for the corresponding budget.

Select the Create Budget to Actual button. The following Budget to Actual Summary
page will display.

o~ w

Budget To Actual Smuninary ;‘
Agency - Program: PACE - MOST RFP
Fiscal Year: 05-06
CSC Program Allocation:  $129,911
Budget To Actual Status: Edit
Reviewed By: oseymoreA
[Salary Accounts
Original Amended Actual Difference
Account #  Title Approved Budget Expense from
Budget DOriginal
1 Reqular Salaties and Wages 85,356 0 0 85,356
2 1CA 6,532 o o 6,532
3 Total Gther Fringe (not including FICA) 9,008 0 0 9,098
0 0 0 0
] ] 0 0
] o 1] 0
Salary Totals: 100,986 0 (1] 100,986
Expense Accounts
Original Amended Actual Difference
Account #  Title Appraved Budget Expense from
Budget Original
001 testing for cateqories 0 o 1] o
1000 Staff Training 1] a s} a
1200 Local or Out of Town Staff Travel 200 a s} 290
1300 Contractual Services - Consultant - Prof Fees 0 0 1] 0
1400 Space & Utlities 0 0 0 0
1500 i - 1 item 0 a 0 0
1600 Expenses 5,425 1] 0 5,425
a010 Flex Funds - Cost Reimbursernent - 2010 0 0 [z} 0
8020 Value Added - 8020 0 0 0 0
8050 Cost Reimbursement - 8050 1] a 0 0
6090 Start-Up - Cost Reimbursernent 0 0 a 0
809z t-Lip - Salari nefits - 0 1] 0 0
8093 Start-Up - Supplies - 8093 0 o 1] o
8094 Start-Up - Training - 8094 0 0 0 0
6095 Start-Up - Purchase Services - 8095 0 0 a a
B900 Adrinistrative Cost 23,210 1) 1] 23,210
9020 Child Care - 9020 0 o 0 0
Q0208 Child Care 0-5 - 90204, 0 0 u] o
90208 Child Care 0-5 TANE 0 0 u] a
Q060 Flex Funds - 9060 0 1] 0 0
9165 Fixed Cost Reimbursement - 9165 0 1] 0 0
Q165 Cast Relmbursement - 9165 0 0 0 1]
Q165 Cost Relmbursernent fAdministration - 9165 0 0 1} 1]
9165 Cost Reimbursernent fCultural Arts 0 0 0 o
9190 Start-up - 9190 o] [u] o o
0220 - GP After School - 9220 GP 1] 120,000 o a
0221 - GP Mon School Days - 9221 GP u] 9,911 u] o
Expense Totals: 28,925 129,911 0 28,925
Grand Totals: 129,911 129,911 (1] 129,911
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The Budget to Actual Summary Page displays the Account # and Account Title for each GL
item that is not noted as being a Unit Cost expense. The Budget to Actual document will
display the Original Approved Budget and the Amended Budget for the fiscal year.

The Actual Expense column is the column that will be populated by the user to record the actual
expenses for the year. The Difference from Original column is calculated by subtracting the
Actual Expense from the Original Approved Budget.

Recording Salary Expenses

1. Click on the hyperlink for Regular Salaries & Wages under the Salary Accounts on the
general ledger.
2. All positions will display.

Agency - Program: PACE - MOST RFP

Fiscal Year: 05-06

CSC Program allocation: $129,911

Budget To Actual Status:  Edit

Reviewed By: oseymoref

Account: 1 - Regular Salaries and Wages
Driginal Program Budget: $85,356

Position Staff Original Amended Actual Difference

Approved Budget Expense from
Budget Original

Prodram 17,420 0 u] 17,420

Coordinator

Program &ide 10,036 u} a 10,036

BT Counselor 19,200 0 u] 19,300

P/T Counselor 19,300 o a 19,300

BIT Counselor 19,200 0 u] 19,300

Original New

Budget

Comments:

Comments:

3. Click the hyperlink to open a position to enter the actual expense for wages, FICA, and Other
Fringe in the Actual Expense fields.

Agency - Program: PACE - MDSINRFP
Fiscal Year: 05-06

CSC Program Allocation:  $129,911
Budget To Actual Status: Edit
Reviewed By: oseymoref
Account: 1 - Regular Salaries an
Original Program Budget: $0

Position: Program Coordinator
Staff:

Original Actual Difference
Account Approved Budget Expense from
Budget Driginal
Regular Salaries and Wages 17,420 il il 17,420
FICA (7.65%) 1,333 il il 1,333
Total Other Fringe (not 2,482
including FICA) 2,482 0 0
0 o i 0
i o i 0
0 ] 0 o
Total Salary and Fringe: 21,235 1] 1] 21,235
[ sae | [ Back )
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4. View the original budget comments for the line item in the Original Budget Comments

box.

You may enter in a comment regarding the actual expense recorded in the Comments field.

Select Save to save the changes.

7. Select Back to return to the Regular Salaries and Wages Summary page. The actual
expense will be brought forw.

ISRl

Agency - Program: PACE - MOST RFP
Fiscal Year: 05-06

CSC Program Allocation:  $129,911
Budget To Actual Status: Edit

Reviewed By: oseymored
Account: 1 - Regular Salaries and Wages
Original Program Budget: $85,356

Position Staff Original Amended Actual Difference
from
Budget Original

Program 17,420 0 17,000 420
Coordinator

Program Aide 10,036 1] 0 10,036
P/T Counselor 19,300 1] 1] 19,300
BT Caounselor 19,300 1} 0 19,300
BT Counselor 19,300 1] 1] 19,300

8. Continue Steps 1-7 until all actual expenses have been entered for all positions.

Recording Expense Accounts Actual Expenses

1. Click on the hyperlink under the Title column for the general ledger line item that you want
to record actual expenses on. The following page will display.

L R SERVICES
) SOUNCHL Budget To Actual Expense Detail

“Uur focus is v childeen”

Agency - Program: PACE - MOST RFP

Fiscal Year: 05-06

CSC Program Allocation:  $129,911

Budget To Actual Status: Edit

Reviewed By: oseymores

Account: 1200 - Local or Out of Town Staff Travel

Original Program Budget: $290

Original Amended Actual Difference
Approved Budget Expense from
Budget Original
290 o o 290
Original
Biadoot 6/19/2007 New
Comments:
Comments:
Bk

no

Enter the actual expense for the line item that was selected in the Actual Expense field.

3. View the original budget comments for the line item in the Original Budget Comments
box.

4. Enter in a comment regarding the actual expense recorded in the Comments field

5. Select Save to save the changes or Back to go back without saving.

6. Select Back to return to the Budget to Actual Summary page.
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The actual expense will be brought forward.

Expense Accounts
Original Amended Actual Difference
Account #  Title Approved Budget Expense from
Original

oot testing for categories il 0
1000 Staff Training 0 a
1200 Local or Out of Town Staff Trave! 290 0 250 -0
1300 Contractual Services - Consultant - Prof Fees a a a o
1400 Space & Utiities 1) a o o
1500 Eauipment - more than $750 per itern a a o o
1600 Expenses 5,425 a a 5,425
2010 Elex Funds - Cost Reimbursernent - 8010 o a o o
8020 Walue Added - 8020 o a a o
8050 Cost Reimbursement - 8050 o a a ]
8090 Start-Up - Cost Reimbursement 1) a a o
8092 Start-Up - SalariesfBenafits - 8092 a a a o
809z Start-Up - Supplies - 8093 o] o o o
8094 Start-Up - Training - 8094 1] a a o
8095 Start-Up - Purchase Services - 8095 o a a o
8000 Administrative Cost 23,210 o o 23,210
9020 Child Care - 9020 a a o
90204 Child Care 0-5 - 90204 a a o
90208 Child Care 0-5 TANF o] o o o

7. Continue entering each actual expense on all applicable line items.
8. The Expense Totals and Grand Totals will update as entries are made.

Saving/Forwarding the Budget to Actual Document

Once all sections of the Budget to Actual document are complete, the Budget to Actual can be saved
or forwarded to the next person in the workflow chain. The bottom of the Budget to Actual
Summary page displays as follows.

1. Enter in any comments regarding the Budget to Actual document in the Narrative box. This
narrative will always stay with the document and can be viewed by any one who views this
document through workflow or reporting.

2. Enter any Email comments you have in the Email Comments box. These comments will be
e-mailed to the next person in the workflow chain. They will receive these comments in the
same e-mail in which they are notified that they have a document in their queue.

3. Select Save to save the Budget To Actual document but keep it in the creator’s queue for
further modification at a later time, OR

4. Select Forward which also saves the reimbursement and forwards it to the next person in the
workflow chain, OR

5. Select Delete to delete the Budget to Actual document (The document can only be deleted
by the Creator), OR

6. Select Back to return to the previous page without saving.

Comment Log

Original Budget Comments: [;;o - =]
I

Budget to Actual History: =
=

Add Comment: =
=

Email Comment: =
=

* Email will only be sent for approvals and rejections unless it was checked in the Approval Chain Setup.
Delete Save Forward Back

‘Your zezsion will expire in about 13 minutes and 26 seconds.
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Opening a Saved Budget to Actual document in the Creator’s Queue

Once a Budget to Actual document has been created and saved, the user can access the document by
clicking on My Approval Queue from the SAMIS Main Menu. All documents that are in the users
queue will display. Clicking on the ID for the Budget to Actual document will open the document.
Remember, the Budget to Actual dogument must be in the users queue in order for them to see it

under My Approval Queue.

SERVICES
&,‘ f}un NCIL

blm

v Approval Cmene

Agency - Program:

E¥My Workload

Fmendmet

Back to Menu

NOTE: The document must be “submitted” to CSC to complete process on the Agency side.
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Chapter 10 - Budget to Actual Report

The Budget to Actual Report is accessed through the SAMIS Main Menu by selecting Consolidated
Reports. The Budget to Actual Report is listed under the Budget category.

Budget Budget To Actual
Budget Amendment Detail

Budget To Actual
Individual Salary and Fringe

Agancy - R ~
Program: PME - MOST AFP

Qriginal Budget Salary and Fringe Axcd 0506 v
Program Budgst Yo .
e e Bl B fext o9 0] 0F
Reimbur sermants

Adjustments

oG

Attendance

Measurable Objectives

wWorkfiow

Funding

Waiting List

Group Activity

Pasition Managenmet

| RunReport | [ Back To Meru |

= " o z e ' - .. .

Select the Agency/program combination for the report from the Agency-Program drop down
list. .

1.

2.

3.

Select the FY for the Budget to Actual the user wants to view from the Fiscal Year drop
down box. .

Select the desired Report Format by selecting the radio button next to the desired report
format.

Select Run Report

The report will display all of the information entered in the Budget to Actual Module for the selected
Program and FY.

NOTE: Agency does not have to submit hard copy of report, CSC will run reports.
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Budget To Actual Status: Edit

Budget To Actual Report
PACE - MOST RFP

FY 05-06

Contract #: 03-2810

CSC Allocation: $129,911
CSC Allocation
Amount Allocation Type ‘Comment
$12 Onginal
512!
Salary Items
Position/Person/GL inal Amended Actual Difference Percent
Approved Budget Expense from Underi{Over)
Budget Original
PIT Counselor
Regular Salaries and Wages 19,300 1] 18,000 1,300 7%
19,300 0 19,300 a 0%
Regular Salaries and W 19,300 0 19,300 0 0%
FICA 1477 0 1477 0 0%
FICA 1477 0 1477 0 0%
FICA 1477 0 1377 100 7%
Total Other Fringe (not including FICA) 1,570 0 1,400 170 1%
Total Other Fringe (not including FICA) 1,484 1] 1.434 i} 0%
Total Other Fringe (not including FICA) 1,480 1] 1.4380 [1] 0%
0 0 0 o 0%
¢ o o 2 0%
Tatal L Pl 7HE: 1570 %
Jatal o 2e.298 1570 %
Preyrase Alde
Fagulan Sukilss wind Wayss 10,098 2 10056 Q 57
FiCA et i [ Ui
Tofal Cther Filngs fnot Inchuding FICA) 2082 2082 i 0%
g 0 i 0%
@ 0 i 0%
) n [ 19
Total 12588 2 12,888 g %
Tatal 17 FiBE " 17850 [ %
Pregram Coordinator
Ragular Balarlar and Wagen 17420 17000 420 %
FIC& 1532 1,300 2 2%
Total Cthr Mringss frt Imehuding FIC&) 48T 2,400 N 2
@ 2 L} Q 0
v v v U Vi
0 0 0 i 0%
Tatal 21228 o} 0D 53E i)
Total 21236 ] P 1] G55 by
Salary Total 00LEEE 0 5,531 1108 2%

Expemse [lems
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Budget to Actual Workflow

Creator Begins
Budget to Actual
Document

A 4

Forward to
Reviewer(s)

(Reviewers are ontional)

A 4

Forward to
Submitter <

Y
Submit
To
CSC

l

Rebort
Approved
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