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 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 
queue.  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. In the Agency – Program drop down box select the Agency/Program combination in which 

the user will be creating a Budget to Actual document for. 
3. In the Fiscal Area drop down box select Budget to Actuals. 
4. In the Fiscal Year box, select the FY for the corresponding budget. 
5. Select the Create Budget to Actual button.  The following Budget to Actual Summary 

page will display.   
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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.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Click the hyperlink to open a position to enter the actual expense for wages, FICA, and Other 

Fringe in the Actual Expense fields. 
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4. View the original budget comments for the line item in the Original Budget Comments 
box. 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. 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. 
 
 
 
 
 
 
 
 
 
 
 

 
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. 
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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 document must be in the users queue in order for them to see it 
under My Approval Queue.   
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

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. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the Agency/program combination for the report from the Agency-Program drop down 
list. . 
1. Select the FY for the Budget to Actual the user wants to view from the Fiscal Year drop 

down box. . 
2. Select the desired Report Format by selecting the radio button next to the desired report 

format.   
3. 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 Workflow 
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