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2010-2011 BUDGET DEVELOPMENT TIMETABLE

January 15, 2010 
Governor expected to roll out 2010-11 Proposed Budget.


(Note:  Changes to Budgeting Model, as defined in Strategic Plan 2013, Goal No. 1, are being implemented in FY10-11.  However, the model is a work in progress and modifications may be necessary.) 
March 12, 2010
PRP’s, Strategic, and Master plan budget requirements are due to Fiscal Services for input into PeopleSoft Financials. 

March 12, 2010 
Designated budget development forms due to Fiscal Services for input into PeopleSoft Financials.

March 31, 2010
Fiscal Services will project revenue; input all salaries with grade/step impacts (including benefits); and input fixed non-discretionary costs beginning January 19, 2010, through March 31, 2010.  All other discretionary items will be input from Divisional PRP’s, Strategic, and Master planning documents.  This includes all State funded Categorical programs.
April 6, 2010
Strategic Planning Council and Budget Committee will begin budget review of Unrestricted and Categorical budgets. 
May 4, 2010
SPC finalizes review and approval of Unrestricted and Categorical budgets.

April 30, 2010
Restricted programs (except State funded Categorical programs) submit budget development forms to Fiscal Services - proposed budgets are acceptable.  Attach grant letter, if applicable.

May 3-14, 2010
Fiscal Services inputs Restricted budgets into PeopleSoft Financials.

June 1, 2010
Budget Development finalized for Tentative Budget and printed for Governing Board Approval.

June 8, 2010
Governing Board approves Tentative Budget.

July 16, 2010
All final Restricted budgets submitted to Fiscal Services.

August 20, 2010
Final revisions to Adopted Budget input by Fiscal Services.  Last date to enter Data into PeopleSoft is August 20, 2010.

Sept. 6-10, 2010
Proposed Adopted Budget available for Public Inspection.

Sept. 14, 2010
Presentation of Proposed Budget to Governing Board.  Governing Board to hold Public Hearing on Proposed Budget.     

Budget Development Form Directions
NOTES:  
If you have never had nVision training, please contact Traci Sickinger at ext. 3112.  nVision training is mandatory, only if you have never had it, before proceeding with the Budget Development Form Directions.

It is strongly suggested that you complete your budget development form using Excel, rather than hand-writing your request, in order for the formulas to be calculated properly.
 Part I - Scope Definition
1. Logon to PeopleSoft Financials

2. From the Menu Bar, select Reporting Tools, PS/nVision, Define Scope
[image: image3.png]050 plo EEIES

Fle Edt View Favortes

N &

Q- © - 1] B D] Pt Serornie @2 1 5~ UK B

ddress [] hit:fpccdpsfb0t palomar.edujpspipaliaprd/EMPLOYEEERP/s/WEBLIB_PTPP_SC,HOMEPAGE.FieldFormula.IScript_AppHP7pt_fname=PT_REPORTING_TOOLs&Folderpati x| [E3 Go | Links >

Google

o [ £ sooknate~ [ popupscay | ' check N Awalik = 1) usorl [ Sendtor O setings~ & -

PeopleSoft.

search:

b My Favorites

> Supplier Contracts

b vendors

b Purchasing

1 ePracurement

1 Accounts Payahle

> Commitrent Cantral

i General Ledger

b Set Up Financials/Supply
Chain

b Query
b Painvision
- Report Manager
b PeopleTools
- Change iy Password
|- v Personalzations

[/ psinvision

Design and creste S Excel spreadshest reports on PeopleSott cta

== Define Report Book == Define Report Request = Define Scope
Idertify i the reports o be nchice ina Provide report-specifc nformation prior to Idertify the scops that wil slow mutiple
Report Book. runring & PSivision report reportnstances crestion

&
start

CPHeo=Ee |

[ [ [ [ memet
Inbox - Microsoft Outook. | ] Budget Development Ins... | &1 Base Navigation Page - . | D RS 1zem





3. Under the Scope Definition, you will need to make sure you are on the Find an Existing Value tab.  Since you have already had nVision training, you will have a scope that has been defined and you can use it for budget development.  If you do not have a predefined scope, please contact Traci Sickinger at ext. 3112 or Brandi Taveuveu at ext. 2880 to create one.  
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4. The SetID should be PALMR.  You can type PALMR or select it from the magnifying glass.
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Or
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5. For Report Scope, type in the name of your scope.  The same scope used for the Account Activity report is also used for the Budget Development Form.  
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6. The following is an example, do not use scope BYT as your scope:
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7. After you have typed in the name of your scope, select Search.  This will open the scope for you.  In order to see all of the fields within your scope, you will need to select View All.  Reviewing your scope gives you the opportunity to verify your scope fields.  If you do not need to make any changes to your scope, then you are ready to run your report.  If you do have to make changes to your scope, select save so that you can run your report.
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Part II - Report Request
1. On the menu bar select Reporting Tools, PS/nVision, Define Report Request

2. Type PALMR in the Business Unit or you can select PALMR by using the magnifying glass (similar to the directions under Scope Definition).
3. Type BGT in Report ID
4. Click Search 
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5. Select the appropriate Report ID in the Search Results – (see above panel):

a. Note:  “BGTDEV1 – Budget Dev Unr FY10-11” is for Unrestricted budgets only.  Budgeting for Unrestricted budgets is currently being discussed at the VP level.
b. Designated/Restricted use “BGTDEV2 – Budget Dev Desig/Rest FY10-11”  
6. After you have selected the appropriate Report ID, the nVision Report Request tab will appear.
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7. Select Scope and Delivery Templates to enter your scope name.

[image: image12.png]Define Report Request - Windows Internet Explorer
% ~ [2] htps/focedpsfib0 1 palomar.edujpsp/palfBprd[EMPLOYEE/ERPc/REPORT_BOOKS.NVS_REPORT_REQUEST.GBLIPORTALPAF ¥ | 42| [ X | [cocdle [o]]

[

Fle Edt View Favores Tooks Help

orkist | _Add o Favoris

N
nVision Web Output q
Business Unit: PALMR ReportiD: BGTDEV2
Report Scope:
/@ Enter your report scope. ‘Scope Definition
Folder ame:
General “ GENERAL
Directory Name Template:
Enter a Folder name for your instances.
Use varables to create unique Folder
_ Define Report Book names. fthe foder doesnt exist PSiision
= Define Re will reate the folder in Report Hanager.
— Define Scope [Examples: Reports\%SFV%- %RID%.htm,
~ Reportllanager RFY4% (RTTH
[ PeopleTools Content Description Template:
- Change iy Password 6RTT% %SFV PROGRAM_CODEW, Enter a descripton ofthe reportnstances for
|- iy Personalizations = dentiicatin in Report Manager. Use variables fo
dynamically create the descriptions.
Examples: Stmt. Rev & Exp, Vacation Register - %SFV%
Security Template:
Enter user Ds or variables o give access f report
instances in e Content Repasitory:

Examples: "UVP1:U:SMITHJ", "U:VP 1R Manager”, "%
'DES DEPTID.OPRID.OPRID%" m

| 3 @uemet





8. After entering your scope name in the Report Scope field, click OK.  You will return to the nVision Report Request tab.
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9. Make sure that BUDGET DEV DES & REST is in the Layout field.   
10. Be sure that the As Of Reporting Date is set to Specify and the date is 06/30/2010.
11. Verify that the Output Options are Web (Type) and Microsoft Excel Files (*.xls) (Format).
12. Click the Run Report button.    
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13. Click OK.  This will return you to the nVision Report Request tab.
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14. Click Report Manager.
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15. Make sure you are on the Administration tab.  Click the Refresh button, if necessary, so that the Budget Dev Desig/Rest FY10-11 (prj/grt name) description is on the screen.  You will notice that the project/grant has been added to the name.
16. Click the Details link.
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17. Click the Name of the Report in order to open up the Budget Development nVision report.
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18. There are three tabs at the bottom of the spreadsheet.  Please read the Instructions and FAQ’s tabs. Keep in mind that budgeting is done at the budget pool level, not the individual expenditure account level.  If it is easier for you to fill in individual budget values for each expense account, be sure to total the amounts for the pool.  Remember that Fiscal Services must have all of the chartfield values (fund, department, program, project/grant, class, and account) for each Budget Development Form submitted.
19. Save the spreadsheet and submit it according to the timetable calendar.  
20. Submit grant document or award letters, if available at this time.



PALOMAR COMMUNITY COLLEGE DISTRICT
2010-11 BUDGET DEVELOPMENT

FREQUENTLY ASKED QUESTIONS
UNRESTRICTED 0000000
Q.
How do I develop my budget?

A.  Budgeting for Unrestricted budgets is currently being discussed at the VP level.
DESIGNATED & RESTRICTED
Q.
What do I have to budget?

A.
Fiscal Services will budget all salaried positions.  We will also budget all benefits.  Your responsibility is to budget hourly and overtime in 130010, 140010, 230010 and 240010 salaries, 400010 supplies, 500010 other operating expenses, 600010 capital outlay, and 700010 other outgo.  Fiscal will work with departments with unique needs, as required.  

Q.
I still need to know projected fringe benefit rates to do my own forecasting.  Where can I get those rates?
A.
You will be able to find the FY10-11 Benefits Worksheet under the Budget section on the Fiscal Services webpage.
Q.
Do I add in my expected carryover?

A.
No, please budget only FY10-11 anticipated income and expense.  If you have an award letter, please submit it along with the budget development form.

Q.
What if I do not know what the award will be for next year?

A.
A general rule of thumb is to budget 80% to 90% of the prior year’s award.  You should be as conservative as possible to avoid overspending, if the final award is less than expected.

Q.
What if a project is not continuing next year?
A.
Print out the budget development form, leave the request for FY10-11 blank, and note on the form in red ink “Discontinued.”  
Q.
Who do I call for help?

A.
For general nVision questions, call the Helpdesk at ext. 2140.


For nVision training, call Traci Sickinger at ext. 3112.


For general budget questions, call Brandi Taveuveu at ext. 2880.


For any other questions, call Phyllis Laderman at ext. 2119.
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