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ACCESSING THE SYSTEM

Departments will be able to access GovMax through the internet at https://cop.fiscalgov.com

PASSWORD/SECURITY

There will be multiple levels of security. Each user will need to enter their username and password to
gain access to the GovMax system. If you have forgotten either one of these items, contact Karen
Bento, your System Administrator, to obtain this information. The GovMax system will not allow you
to enter an area that you are not authorized to be in.

After typing the web address, the following screen will appear.

Complete the two fields with your user name and password. Initially you will be given a password, after
familiarity with the login process you will want to change your password.

The next screen displays the databases available. The first option should be Default, which is the
production version of GovMax.

You may also see a Training database which can be used as a sandbox. Anything you do in this training
database will NOT affect your production.

NOTE: the position salaries have been set to $20,000 in the Training database.

User Name: mj-sa

Database: Default -

Trajnin; - Sandbox
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MAIN WORKSPACE

The main workspace has several components such as a breadcrumb at the top, icons in the center to
select modules, left navigation, and global announcements at the bottom of the workspace.

& Maximizing Performance, [nvestments and Results® i 0 li

My Default Work Scope v

Budgeting
Accounts
Position Budgeting
Budget lssues

Grants .. p, Budgeting ' Capital Projects
- - ‘ Manage the budgeting areas of the application. Plan and manage your capital expenditures anising
R

My Wk Scope Pertormance
Manage your assigned work scope. Customize your The & Management pace is Io

Reparting work scope by crealing sub-scopes. manage the

Lookups

Budgeting Lookups & . User Profile - Reporting
Position Budgeting Lookups "}ﬁ Allows you to manage your user profile or change Provides access to the reporting area of GovMax.
Capital Project Lookups your password.

Settings

Customization Lookups Settings
System Settings Manage the background parts for the Accounts, The seltings area conltains oplions 1o the different
Organization Settings Position, Budget Issues, Grants and CIP settings of GovMan.

Performance Settings
Position Settings

Budgeting Settings
e _

About GovMax
You currently have no global announcements,

IBREADCRUMB

The breadcrumb displays your name, the work scope you are currently using, an option to log out of
GovMax, and a Help icon which displays help topics for each of the modules in GovMax.

Home | Welcome MJ SA My Default Work Scope ¥ Logout @

As you move through the GovMax application, you will see the breadcrumb expand to display the sub
modules with links to move back up through these levels.
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IICONS

The icons are used to access the various modules in GovMax:

Budgeting “\i Capital Projects
Manage the budgeting areas of the application. & ~ Plan and manage your capital expenditures arising
from long-term work program.

My Work Scope Performance

Manage your assigned work scope. Customize your The Performance Management workspace is used to

work scope by creating sub-scopes. manage the objectives, measures, challenges and
actions of the organization.

& . User Profile l - Reporting

= 'J'] Allows you to manage your user profile or change .{ﬂ’ Provides access to the reporting area of GovMax.
your password.
Lookups %, Settings
Manage the background parts for the Accounts, r The settings area contains options to the different
Position, Budget Issues, Grants and CIP settings of GovMax.
workspaces.

Depending on the permissions you have, you may or may NOT see all of the icons listed above.
Budgeting Manage the budgeting areas: Accounts, Position Budgeting, Budget Issues and Grants.
Capital Projects  Plan and mange your capital expenditures arising from long-term work programs.

My Work Scope  Manage your assigned work scope. Custome your work scope by creating new work
scopes and filtering by department, division, cost center, etc.

Performance Manage the objectives, measures, challenges and actions of the organization.

User Profile* Manage your user profile or change your password.

Reporting Provides access to the reporting area of GovMax.

Lookups Manage the background parts for the Accounts, Positions, Budget Issues, Grants, and

Capital Project workspaces.
Settings Options to modify GovMax settings and user permissions.

NOTE* It is important that you change your password as soon as possible to maintain proper security.
You can do this under User Profile.

User Profile

User Name: mj-sa Main Phone:
First Name:" MJ Other Phone:
Last Name:* SA Mobile Phone:
Primary E-mail:* go port@scgov. B
Confirm E-mail:* govmassuppont@scgov.* | Change Passw
Reset Workscopes: Reset Work Scopes at

* Required Fields
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ILEFT NAVIGATION

The left navigation allows you to quickly access areas of GovMax that are used most often. For example,
rather than clicking on the Budgeting icon in the middle of the workspace, then clicking on Accounts,
simply click on Accounts in the left navigation to go directly to that module.

Budgeting
Accounts

Position Budgeting

Budget Issues
Grants

Capital Projects
Performance
User Profile
Reporting

Lookups
Budgeting Lookups
Position Budgeting Lookups
Capital Project Lookups

Settings
Customization

System Settings
Organization Settings
Performance Settings
Position Settings
Budgeting Settings
Report Settings
About GovMax

I GLOBAL ANNOUNCEMENTS

The System Administrator may publish announcements such as deadlines or system maintenance.

You currently have no global announcements.

NOTE: when you first log in, make sure you check Global Announcements for any messages that may
have been posted.
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ACCOUNTS

(Home — Budgeting — Accounts)

ACCESSING ACCOUNTS

The Account grid below displays a single line for each account, which is separated by Expenditures and
Revenues (tabs at top of grid).

Reporting =
Home | | A
Business Center - Expenditures Revenues
e -
(5203 - udicial Add Accoun! xport Accounts  Export Account Details
= 08 - Publc Sofety Search Filer_Account Cove - [ Evact| Search | [Reset |
(3 0401 - Police Depast B eait 7 Refresh List
(0402 - E-511 Account Code Object Object Name FY2014 FY2015  FY 2012 FY 2013 Adopted FY 201
@  100-20-301-3020-000000-000 511 forVacancySav -$39,189 -$39.189 S0 539,189 5391
acli] =] 100-20-301-3020-000000-000 511199 Bene-Adjust $70252 §70252 S0 §70.252 $70,25
[S100-20-300-30X || /5)  100-20-301-3020-000000-000 521202 Contractual-Disposal Fees  $8.500  $8500 S0 $8.500 8,500
(905 - Public Works/General S || [ 199-20-301-3020-000000-000 521905 Conlractual-Gthes $132000 $132000 S0 $132,000 51320
L96- PublicHealth 7 113 100-20-301-3020-000000.000 522110 Maint-Equipment $30000 $30000 SO $30000 530,00
i B 100-20-301-3020-000000-000 522130 Maint-Security System S4000  S4000 S0 54000 54,000
m @  100-20-301-3020-000000-000 524 irs-Buildin $4000  $4000 S0 54000 $4,000
FY 2012 Actual of/[@  100-20201-3020-000000-000 524959 Repairs-Cther $19000 $19.000 SO $19.000 519,00 _
FY 2013 Buaget 543492199 |15y 100-20-301-3020-000000-000 531102 Supp-Fire 535500 $38500 SO 535500 3850
AN s 544402199 ||/@  100-20-201-3020-000000-000 531103 Sugp-Weapons ang Ammunition 350 $350 S0 530 5350
Expenditures of|[@  100-20-2013020-000000-000 531201 Supp-Lawn 50 50 0 s 0
Otner oll[®  100-20201-3020-000000-000 531301 Supp-Beds and Bedding $6000  $6.000 S0 $6.000 $6,000
Balance m2>1” i':-‘f T ——— -I.T S T - e o :"
Annualized i bl 1] = L il 65items in 2 pages
Revenus Cantar f

To edit an account, you can drill in using the tree on the left side.

Budget Work Scope

Business Center v
DL vE - l\lUll'l}EPdlL"lEllLdl

(2203 - Judicial
(<[22 04 - Public Safety
' [ 0401 - Police Departn
(3 0402 - E-011
[ 0403 - Security and A
B 0404 - Fire, Rescue A
- (22 100-20-301-302(
-1 05 - Public Works/General §
(228 06 - Public Health 4

) —— :
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Or use the Search Filter to filter by Account Code, Account Object, etc.

Home ] Budgeting | Accounts

My Default Work Scope  ~ Logout @ |

Budget Work Scope Acco

Business Center
(=l | Business Center

I [ 03 - Judicial
(22304 - Public Safety

~[_00 - Fund Administration
[ 01 - General Government
] [ 02 - Non-Departmental

(22405 - Public Works/General §

e it B,
P es

-

Add Account Export Accounts Export Account Details

Search Fitter Account Code
ES Edit

Refresh List
Account Code

Object Object Name

~ 100-20-301-3020|

FY 2014

FY 2015 FY 2012 FY 2013 Adopted FY 2013 A

100-10-101-1010-000000-000 501000 Sal-Full-time

100-10-100-1000-000000-000 620102 Motor Pool Charges
100-10-100-1000-000000-000 630101 Risk Management Charges

50
$5,145
$90,012

$0 $0 50 50
$5145 S0 §5,145 5,145
$90,012 $0 185,661 $185,661

dget Work Scope

siness Center -
[ Business Center =
-[400 - Fund Administration
001 - General Government
(202 - Non-Departmental
-[003 - Judicial
(2 04 - Public Safety
(05 - Public Works/General §
(2106 - Public Health
(907 - Parks, Recreation, and ¢ _

[—— v

penditure Center

2012 Actual o
2013 Budget 544,492 199
nded 544,492 199
umbrances 1]
enditures o
er 1]
ance 544,492,199
walized [

Add Account Export Accounts Export Account Details

Expenditures Revenues

Search Filter Account Code 100-20-301-3020
B Eait 7 Refresh List
Account Code Object Object Name

FY 2012

[ Exact | Searcn | (Reset

FY 2013

Adopted FY 201

T T T S TRV T CuRR Gy
100-20-301-3020-000000-000 531301 Supp-Beds and Bedding
100-20-301-3020-000000-000 531602 Supp-Medical
100-20-301-3020-000000-000 531701 Supp-Custodial
100-20-301-3020-000000-000 531910 Supp-Kitchen Equipment
100-20-301-3020-000000-000 531914 Supp-Office and Printing
100-20-301-3020-000000-000 531915 Supp-Paint
100-20-301-3020-000000-000 531916 Supp-Protective Clothing
100-20-301-3020-000000-000 531917 Supp-Uniforms.
100-20-301-3020-000000-000 531918 Supp-Video

100-20-301-3020-000000-000 532120 Mat-Construction

100-20-301-3020-000000-000 532130 Mat-Electrical
|

50
50
50
50
50
50
50
0
0

56,000
$61,000
$12,000
51,500
$17.000
50
$53.460

$6,000
$61,00
$1200
$1,500
517,00
50

553,46
$65,00
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The cost center, account object code and the name of the selected account is displayed in the header at
the top of the add/edit section.

The account displays in short format so that more details will display in the Account Detail grid. If you
want to view additional information on this account, click the Show More Information link.

There is also a totals grid which holds the totals for the account details listed for the selected account.

Account - ( 100-20-301-3020-000000-000 / 531999 ) 531939

Information Change Log

Add Detail Recalculate Add Alignments

Account Code 100-20-301-3020-000000-000 - Fire Rescue and Emergency Svcs
Account Object 531999 - Supp-Other

Change Rate Code - none -

Do Not Apply Rate Code [l

Annualized 0

Assumption 0

Show More Information
Below are the account details for the selected account. Select a forecast budget year to view details specified for that year.

/. Delete More Options All Years - | |
JL Object Code Name Description JL Code Name FY 2014 FY 2015 FY 2013 Actual FY 2013 Amended FY 2013 Adopted JL Obje
Supply equipment $12,000 $12,000 50 50 $12,000

« [ 11l ] B

Wy l.i.llil&| L) 1items in 1 pages
| FY2012| FY 2013 Amended | Encumbrances | YTD Actual | Balance | Annualized
| 0] 12,000 12,000 0] 0] 12,000 0
[ Apply || save | cancel |

ITABS

There are five tabs on the account screen, each of which holds data pertaining to the selected account.

Account - ( 100-20-301-3020-000000-000 / 531999 ) 531999

Information Change Log \

Page 9



GovMax V5: Portsmouth User Manual

EDITING ACCOUNT DETAIL

The account detail grid on the add/edit account screen contains a list of all account details associated
with the account.

Account - ( 100-20-301-3020-000000-000 / 531999 ) 531999

: 100-20-301-3020-000000-000 - Fire Rescue and Emergency Sves
Account Object 531999 - Supp-Other

l JL Object Code Name Desanipbon JL Code Name FY 2014 FY 2015 FY 2013 Acual FY 2013 Amended FY 2013 Adopted JL Obj{

] Supply equipment $12.000 $12.000 50 $0 $12,000

10ems in 1 pages

Double clicking an account detail, or clicking the row and selecting the edit button from the more
options menu item will display the account detail in edit mode.

The account detail section contains six tabs at the top of the screen.

Account Detail - ( 100-20-301-3020-000000-000 / 531999 ) Supp-Other

Information \ Change Log \

Screens that you will be using are explained below.
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Information

The information tab displays the account data at the top of the screen. This data is read-only. Below is
the account detail data which can be edited by the user.

Account Detail - ( 100-20-301-3020-000000-000 / 531999 ) Supp-Other
Information - Custom ‘ \ Notes Change Log

Business Center:
Business Unit:
Account Code:
Fund:

Account Object:

Description

JL Code

JL Object Code
Grant

Service Level
Budget Issue
Position Number
Project Number
Additive Code
Annualized

Is Forecasted
Funding Code
Appropriated To Date

Project Activity

04 - Public Safety

0404 - Fire, Rescue And Emergency
100-20-301-3020-000000-000 - Fire Rescue and Emergency Svcs
100 - General Fund

531999 - Supp-Other

Supply equipment
Please Select...

Please Select ~
Please Select.. v
1-Service Level 1 v

Please Select... hd

[NA ~

(A -

0

No =

(/A v

[12000.000000000000 |

(A -
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Budget
The budget tab displays a grid holding all the budget values for the selected account detail.

Account Detail - ( 100-20-301-3020-000000-000 / 531999 ) Supp-Other

A |
Information Custom Budget \ History Notes Change Log

Business Center: 04 - Public Safety
Business Unit: 0404 - Fire, Rescue And Emergency
Account Code: 100-20-301-3020-000000-000 - Fire Rescue and Emergency Svcs
Fund: 100 - General Fund
Account Object: 531999 - Supp-Other
Budget Total
FY 2014 12,000 $12,000
FY 2015 12,000 $120000 | 0
(_Apply_ || save ] cancel || Delete |

You can enter the annual budget value and press tab on the keyboard to divide the value evenly to each
of the budget columns. If the value entered cannot be evenly divided in the budget columns, the
application will round the value up so the amount can be evenly dispersed among each of the budget
columns. The budget value can also be entered directly into any of the budget columns.

There is also functionality in the grid to add a percentage increase to the budget values either by budget
period or by fiscal year. This can be achieved by typing the percentage number into the increase textbox
and pressing tab on the keyboard.

For example, in the above visual, to increase the amount in FY2015 by 5%, enter 5 into the textbox
located in the right column of the grid in the FY2015 row and press tab.

Budget Total
FY 2014 ' 12,000 $12,000

12600
$24,600.00

[ Apply | save ][‘Ca-ncel || Delete |

Notice that the amount in the FY2015 field is increased by 5%, and the totals are also updated to show
the changes.

Select the Apply button to save the changes to the database and remain on the page or select the Save
button to save the changes and return to the Accounts page. The City of Portsmouth budgets annually,
so users will only need to enter amounts for FY2016. Do not use the % increase uncheck the “auto
apply to subsequent years” before selecting the Apply button or the Save button.
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ADDING ACCOUNT DETAIL

To create new account detail, you can either select the Add Detail link at the top of the account or click
the New button in the green bar above the account detail.

O U0 U U D20-000000-000

ion Custom Motes History Change Log
Add Detail Recalculate Add Alignments
Account Code 100-20-301-3020-000000-000 - Fire Rescue and Emergency Svcs
Account Object 531999 - Supp-Other
Change Rate Code - none -
Do Not Apply Rate Code
Annualized o
Assumption 0

Show More Information

the account details for the selected account. Select a forecast budget year to view details specified for that year.

B tew  SDelete  MoreOptions [NRCEIRG

&bject Code Name Description JL Code Name FY 2014 FY 2015 FY 2013 Actual FY 2013 A ded FY 2013 Adopted JL Obijg

a Supply equipment $12,000 $12,000 30 50 $12,000

Add a description for this detail.

Add Account Detail

Business Center: 04 - Public Safety

Business Unit: 0404 - Fire, Rescue And Emergency

Account Code: 100-20-301-3020-000000-000 - Fire Rescue and Emergency Svcs
Fund: 100 - General Fund

Account Object: 531999 - Supp-Other

Description

JL Code Please Select.. ~

JL Object Code Please Select.. «

Grant Please Select.. «

Service Level 1-Service Level 1 «

Budget Issue Please Select... -
Additive Code

Annualized
Is Forecasted No =
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ISERVICE LEVELS

Service Level 1 —-Budget requests must be justified by account for all requests. Core programs and
services which cannot be reflected in Service Level 1 should be reflected in Service Level 2, except
personnel, benefits and internal service charges.

Service Level 2 — Do not use Service Level 2 for FY2016 budget requests. Service Level 1 should be used
for all requests except NEW mandates.

Service Level 3 — Mandated new programs or expansion funding based on Federal/State mandates or
City Council direction should be requested within this service level. Please utilize the Budget Issues
component, which is explained in the next section, to document your funding needs.

NOTE: for service level 3, do NOT add new account detail here. Use budget issues.

Add Account Detail

Business Center: 04 - Public Safety

Business Unit: 0404 - Fire, Rescue And Emergency

Account Code: 100-20-301-3020-000000-000 - Fire Rescue and Emergency Svcs
Fund: 100 - General Fund

Account Object: 531999 - Supp-Other

Description

JL Code Please Select... «

JL Object Code Please Select...

Grant Please Select... v

1- Service Level 1 ~
1 - Service Level 1

Budget Issue 2 - Service Level 2 | v
3 - Service Level 3

Additive Code 4 - Service Level 4
Annualized
Is Forecasted No

[ Apply | save | cancel |

Justifications must be added to the “Notes Tab” for each account requested, as shown on page 16.

All non-mandated budget requests will be reflected as Service Level 1. If justifications are not sufficient
to reflect the dollars requested, the line will be evaluated and may be reduced or eliminated.

Mandated services, reflected as Service Level 3 Budget Issue, also require justification in the “Notes
Tab.” Please include the source of the mandate in your description and on the “Notes Tab”. Budget
Issues are discussed beginning on page 18.
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Click the Apply button. You will see additional tabs display.

Account Detail - ( 100-20-301-3020-000000-000 / 531999 } Supp-Other

Information ‘ Custom Budget History Notes Change Log
Business Center: 04 - Public Safety
Business Unit: 0404 - Fire, Rescue And Emergency
Account Code: 100-20-301-3020-000000-000 - Fire Rescue and Emergency Svcs
Fund: 100 - General Fund
Account Object: 531999 - Supp-Other
Description General Equipment
JL Code Please Select.. v
JL Object Code Please Select... v
Grant Please Select.. v

Service Level
Budget Issue
Position Number
Project Number
Additive Code
Annualized

Is Forecasted
Funding Code
Appropriated To Date

1 - Service Level1 ~

Please Select...

[NA

(/A

0.000000

No ~
(/A

IO 000000000000

Project Activity (/A v

|_Apply | save | cancel | Delete |

On the Budget tab, add the budget and click the Apply button.

Account Detail - ( 100-20-301-3020-000000-000 / 531998 ) Supp-Other
Information )

Business Center: 04 - Public Safety

Business Unit: 0404 - Fire, Rescue And Emergency

Account Code: 100-20-301-3020-000000-000 - Fire Rescue and Emergency Svcs
Fund: 100 - General Fund

Account Object: 531999 - Supp-Other
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On the Notes tab, add notes to the Notes field.

NOTE: make sure you provide as much detail explanation as needed to justify your request. The notes
should be quantified and equal the amount requested. Amounts not justified will be evaluated and

may be reduced or eliminated.

Account Detail - ( 100-20-301-3020-000000-000 / 531998 ) Supp-Other
Information | Custom | Budget : Histary Motes Change Log

Notes:

[ Appy |[ save || Cancel |[ Dekete |

Click the Save button.
This will take you back to the Account screen. Click the Save button to save and exit the account.

Account - | 100-20-301-3020-000000-000 / 531999 ) 531999
information | Custam | Notes History Change Lag |
J\au Detail Recalculate Add Alignments
[ 100-20-301-3020-000000-000 - Fire Rescue and Emergency Sves

Account Code

Account Object 531999 - Supp-Other
Change Rate Code - none -

Do Not Apply Rate Code ]

Annualized 0

Assumption o

Show More Information
Below are the account detalls for the selected account. Select a forecast budget year to view detalls specified for that year.

B Hew \ Delete  More Options Ll
JL Otject Code Name Description JL Code Name FY 2014 FY 2015 FY 2013 Acual FY 2013 Amended FY 2013 Adopled JL Of
B General Equipment $15,855 $16,542 50 50 0
Supply equipment 512,000 $12,000 50 50 $12.000

ol i J

2iems in 1 pages

{1 L) (o
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You can delete the account detail by selecting the detail then clicking the Delete button in the green bar.

Account - ( 100-20.301-3020-000000-000 / 531999 ) 531999

Information Custom Motes History

Changelog

Add Detail Recalculate Add Alignments

Account Code 100-20-301-3020-000000-000 - Fire Rescue and Emergency Svcs
Account Object 531999 - Supp-Other

Change Rate Code - none -

Do Not Apply Rate Code

Annualized C]

Assumption o

how More Information

| WG

", Delete

More Options

All Years v i |
JL Code Name FY 2014 FY 2015 FY 2013 Actual FY 2013 Amended FY 2013 Adopted JL Ob

Account Detail - ( 100-20-301-3020-000000-000 / 531999 ) Supp-Other

$15,855 $16648 SO S0

$12,000 0

Or use the Delete button in the account detalil.

infgrmation \iCustom Budget | History | MNotes | Changelog
Business Center: 04 - Public Safety
Business Unit: 0404 - Fire, Rescue And Emergency
Account Code: 100-20-301-3020-000000-000 - Fire Rescue and Emergency Sves
Fund: 100 - General Fund
Account Object: 531999 - Supp-Other
Description General Equipment
JL Code Please Select... v
JL Object Code Please Select... v
Grant Please Select... v
Service Level 1- Senvice Level 1
Budget Issue Please Select...
Position Number [wa -]
Project Number [wa
Additive Code
Annualized 0.000000
Is Forecasted Mo
Funding Code |N!A -
Appropriated To Date
Project Activity (A -
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BUDGET ISSUES

If you are going to enter account detail that is designated a Service Level 3, you will need to add a new
budget issue and add the detail to it.
To access budget issues, select Budgeting > Budget Issues or click Budget Issues in the left navigation.

Budgeting
Accounts
PPosition Budgeting
Budget Issues

Grants Budgeting gﬂ Capital Projects
Manage the budgeting areas of the application. Plan and manage your capital expenditures ansing
- fram long-term work program.

EE P o score A
Manage your assigned work scope. Customize your The F P is used to
work scope by creating sub-scopes. manage the objectives, measures, challenges and
actions of the organization,
Lookups

Budgeting Lookups - User Profile = Reporting

Position Budgeting Lookups = Allows you to manage your user profile or change your Provides access to the reporting area of GovMax.

Capital Project Lookups password.

Settings

Customization Lookups Settings
System Settings Manage the backg parts for the A The settings area contains options to the different
Organization Settings Position, Budget Issues, Grants and CIP workspaces. settings of

Performance Settings
Position Settings

Budgeting Settings
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To create a new budget issue, click the Add Issue link above the grid.

Budget Issue
Search Filter Issue Number
Service Level Mandated Issue Type Fund Fund Name
Traffic Sign and F Parking Asset System 3 [ 100 General Fund -
New0011 New Public Computers 3 D o 100 General Fund
2 RFD Mai Support 3 0 00 100 General Fund

New0012 Booking and Warrants Unit 3 (] oo 000 MNiA
New0014 New Position - Clerk Il 3 O o 410 Social Services Fund
New0015 CAMA Software 3 O o 100 General Fund
New0016 Sal - Part-time 3 E] oo 100 General Fund
New0018 New Position - C.A.RE.S. Program Manager 3 [:] oo 410 Social Services Fund
New0019 Librarian | 3 E] oo 100 General Fund
New0020 Addition of Admin Asst Deputy Il 3 L] oo 100 General Fund

] I +

17 tems in 1 pages
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Note that the following fields are automatically filled in and do NOT need to be modified:

Issue Number

Service Level

This defaults to the next incremental number.

All budget issues should be set to Service Level 3.

Budget Status Default is Recommended. If you change this to Not Funded, it will zero out any
budget dollars you add to this budget issue.
Information Budgetltems | MNotes Change Log
Description
Issue Number 37
Title
Strategic Initiative 00-N/A -
Issue Type Please Select... =
Fund Please Select... v
Service Level 3 - Senvice Level 3 +
Budget Status 1-Recommended «
Project Number Please Select... -

Mandated
Issue Administrator

Business Unit

No =
Application Administrator ~
0000 - Fund Revenue -

| Apply ][ Save H Cancel |

The following fields need to be completed:

Description
Title
Fund

Issue Administrator

Business Unit

Enter a description for this budet issue.

Add a title for this budget issue.

Select the appropriate fund from the drop-down list.
Select your name from the drop-down list.

Select the appropriate business unit from the drop-down list.

After completing the field entries, click the Apply button.
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Click on the Budget Items tab.

The budget items tab allows you to enter expenditures, revenues and FTE’s associated with this budget
issue.

Budget Issue
Information | Custom Budget Items . MNotes Changelog

Add Expenditure Add Revenue

I Expenditures Revenues Positions (FTE)

B tvew B Edit /% Delete ¥ Include B Exclude
Organization Code Object Code Object Name FY 2014 Budgeted FY 2015 Budgeted Fund Code Organization Code Name  Fund Name De
[No records to display.

4 | *

(i sl o o P—

|_Apply || Save | Cancel |

1=
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ICREATE NEW ACCOUNT DETAIL

If you need to add a new account detail for this budget issue, click the Add Expenditure or Add Revenue
link or click theselect the tab for Expenditure or Revenue then click the New button on the green bar.
For the following example, we are going to create a new expenditure.

The upper portion of the screen is used to filter to the account.

Budget Issue

Budget Items Change Log A

Add Expenditure Add Revenue

Select the Budgeting Account to add the Expenditure Detail ltem.

Account Code Filter: BusinessUnit ¥ 0707 - Parks, Recreation and Leisure Semices - Recreati »
Account Code: Please select... v
Account Object: Please select... -

Expenditure Detail tem (Quick Setup)

Description:*
JL Code: Please Select...
JL Object Code: Please Select... v

Service Level: 3 - Semvice Level 3

For this example, the Account Code Filter is set to Organization Code then the Account Code is added.

Note that you may see the term Organization Code in some areas of GovMax — this terminology is
generic for Account Code, which is specific to Portsmouth.

Budwluua-[as‘,lPMSl_nokvl

Add Expenditure Add Revenue

Select the Budgeting Account to add the Expenditure Detail tem.

Account Code Filter: Organization Code  ~  100-35.6006001 |
Account Code: -

Account Object: -

Expenditure Detail Item (Quick Setup)

Description:*

JL Code:

Please Select . =
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Click the Search button. Select the filtered Account Code in the drop-down list.

Budget Issue - 38 ) Pokey Smokey Il

Information Custom Budget Items

.. Motes Change Log

Add Expenditure Add Revenue
Select the Budgeting Account to add the Expenditure Detail ltem.

Account Code Filter: Organization Code *  100-35-600-6001 Search

Account Code: Please select...

Account Object:

This will further filter the Account Objects that have accounts created for the Account Code.

Account Code Filter: Organization Code ~  100-35-600-6001 Search
Account Code: 100-35-600-6001-000000-000 - Recreation +
Account Object: Please select... -
Expendlture Detai 390099 - Budgetary Fund Balance @
500000 - Operating Fund
Description:* 500100 - School Grants Fund
500200 - City Funds - Schools
JL Code: 500400 - Reprographics Operations Fund
) 500500 - School Textbook Fund
JL Object Code: 500600 - Risk Management and Insurance Fund
caricalilavar 501000 - Sal-Full-time
. 501100 - Sal-Part-time
501200 - Accrued Payroll
501300 - Retirement Incentive Savings

501400 - SAL EMPLOYEE BONUS
510000 - Sal-Overtime

510001 - Allow-Automotive

510002 - Allow-Clothing

510003 - Allow-Deferred Compensation
510004 - Allow-Education
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Select the appropriate Account Object.
Add a Description.

Note that you will leave the Service Level set at 3.

Budget Issue - ( 38 ) Pokey Smokey II

Information Custom Budget Items m Change Log

Add Expenditure Add Revenue

Select the Budgeting Account to add the Expenditure Detail ltem.

Account Code Filter: Organization Code > 100-35-600-6001
Account Code: 100-36-600-6001-000000-000 - Recreation ~
Account Object: 501000 - Sal-Full-time -

Expenditure Detail ltem (Quick Setup)

Description:* Pokey Smokey Il
JL Code: Please Select. . «
JL Object Code: Please Select... «

3-Senvice Level 3 =

Click the Apply button.

Add the account detail dollars.

Budget Issue - ( 38 ) Pokey Smokey I

Add Expenditure Add Revenue

Select the Budgeting Account to add the Expenditure Detail Item.

Business Center: 07 - Parks, Recreation, and Cultural

Business Unit: 0707 - Parks, Recreation and Leisure Senvices - Recreation
Account Code: 100-35-600-6001-000000-000 - Recreation

Fund: 100 - General Fund

Account Object: 501000 - Sal-Full-time

Expenditure Detail ltem (Quick Setup)

Description:* Pokey Smokey Il

JL Code: Please Select . v
JL Object Code: Please Select... ¥

Service Level: 3 - Senice Level 3

Click the Save button.
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Budget Issue - ( 38 ) Pokey Smokey I

Information | Custom | Budgetitems | Notes \ Changelog
Add Expenditure Add Revenue
o U e W
B vew B Edit s pelete 7 include B Exclude
Organization Code Object Code Object Name FY 2014 Budgeted FY 2015 Budgeted Fund Code Organization Code Name Fund Name D
B (3038006001 so1000 SalFul-time  $22,700 $22.700 100 Recreation General FundfQ
4 | 11 | *
Lﬂ.]udllh&.lm 1 ftems in 1 pages
[ Apply | Save | cancel
Continue adding new expenditures or revenues using the steps above.
If you are finished, click the Save button to exit the budget issue.
The following screen displays this entry under the Account.
Home | | | Account My Default Work Scope ~ Logout @

Account - ( 100-35-600-6001-000000-000 / 501000 ) 501000

Add Detail Recalculate Add Alignments

Account Code 100-35-600-6001-000000-000 - Recreation
il Government .

Account Object 501000 - Sal-Full-time
epartmental
| Change Rate Code - None -
Safety Do Not Apply Rate Code (5]

forks/s d (I

Assumption 0

Recreation, and B
= || Show More Information

4 Delete More Options

All Years « | |

JL Object Code Name  Description

Below are the account details for the selected account. Select a forecast budget year to view details specified for that year.

JL Code Name  FY 2014 FY 2015 FY 2013 Actual FY 2013 Amended FY 2013 Adopted JL Objec]

$22,700 522,700 S0

50 50

Pokey Smokey I
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And you can see that it is set at Service Level 3 and tied to this budget issue.

Account Detail - ( 100-35-600-6001-000000-000 / 501000 ) Sal-Full-time

Information Custom Budget History Notes Changelog
Business Center: 07 - Parks, Recreation, and Cultural
Business Unit: 0707 - Parks, Recreation and Leisure Senices - Recreation
Account Code: 100-35-600-6001-000000-000 - Recreation
Fund: 100 - General Fund
Account Object: 501000 - Sal-Full-time
Description Pokey Smokey Il
JL Code Please Select.. v
JL Object Code Please Select... v
Grant Please Select.. v
Service Level 3 - Senice Level 3 =
Budget Issue 38 - Pokey Smokey Il v
Position Number | NFA -
Proiect Numb [ A -

IINCLUDE EXISTING ACCOUNT DETAIL

For the following example, we are going to use the following existing account detail
currently set to Service Level 1.

. Note thatitis

Account - { 100-35-600.6001-000000-000 / 542010 ) 542010
Add Detail Recalculate Add Alignments

Account Code 100-35-600-6001-000000-000 - Recreation

Account Object 542010 - Tele-Telephone

Change Rate Code - none -

Do Not Apply Rate Code [

Annualized [0

Business Center: 07 - Parks, Recreation, and Cultural
Assumption 0 _ _ )
how More | ; Business Unit: 0707 - Parks, Recreation and Leisure Senices
Il rmatis

/5 Delete

Below are the account details for the selected account. Select a forecast budget year to view det g
| W

More Options

JL Obgect Code Name  Description

All Years » |

Fund: 100 - General Fund

L Code Name FY 2014 FY 2015 FY 2013 Actu| ACcount Object: 542010 - Tele-Telephone

T

Pagers for Recreation Staff

$1652 S1652 S0
Pagers for Recreation Staff

100-35-600-6001-000000-000 - Recreation

JL Code Please Select... ~
JL Object Code Please Select.. «
Grant Please Select... «
Service Level 1- Senice Level 1 v
Budget Issue Please Select...
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To align an expenditure that already exists in the system to the budget issue, select the include button
located in the grid menu.

Budget Issue - ( 38 ) Pokey Smokey Il
| \ Budget Items .

B vew BEledit <pelete 7 inciude B Exclude

Organization Code Object Code O -

014 Budgeted FY 2015 Budgeted Fund Code Organization Code Name  Fund Name D¢

Bl JO0REEOnC00 s01000  sakFultime $22700 522,700 100 Recreation General Fundg

A new grid will display below the expenditure/revenue grid.

Budget Item Search

Use the search filter below and include the budget items you wish to align to this budget issue.
B include 7 Include Al ™7 Hide

Search Filter Account Code - 1 Exact | Search | | Reset |

E_ ization Code Organization Code Name  Object Code Object Name Fund Name Fund Code Description FY 2014 Budgeted FY 2015 Budget
o records to display.

«| 1 ] 3
@bm& IL 0 items in 1 pages

__Aeply | Save | Cancel |

Use the search filter drop down list to search for items to populate the grid.

Search Filter Account Code A
Please select...
Account Code
Account Object
Business Center
Business Unit

Department
Division
Fund
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Click the Search button to display the account details.

Budget Item Search

Use the search filter below and include the budget items you wish to align to this budget issue.

BJ include 77 Include Al 7 Hide

Search Filter Account Code ~ 100-35-600-6001 (] Exact [ Search | [Reset |
(4] ization Code Or ization Code Name  Object Code Object Name Fund Name Fund Code D pli Fy 2014 Budgeted FY 2015 Bud:
SL4 ADJ -
100-35-600-6001- . . General
L00060.000 Recreation 501100 SalPart-time 100 o gﬁ:_]ﬁrzo...-sa?,m 537,246 @
Salaries -
100-35-600-6001- : : General  Part Time
l000000-000 Recreation 501100 Sal-Pari-time 100 Fund (target -525,000 -525,000
reduction)
100-35-600-5001- " . General Salaries -
1000000-000 Recreation 01100 SakPartiime 100 Fond DS 542,746 542,746
Contract for
100-35-600-6001- . Contractual- General
Lo Recreation 521905 e 100 Sas 3«#& Skports $39,405 $39,405
inn ac can enna Pontenntint Aocen . Senior S
« 11l | »
e [ ) o 294ems in 1 pages

|_Aeply | Save | Cancel |

Scroll down through the list to find the account detail, select it then click the Include button.

Budget Item Search
. the se ter below and include the budget items you wish to align to this budget issue.

[ Include Al "7 Hide

B include

Search Filter Account Code ¥ 100-35-600-6001 DExacll Search | Resetl

(Organization Code Organization Code Name  Object Code Object Name Fund Name Fund Code Description FY 2014 Budgeted FY 2015 Budi

I —

Supp-Office General for -
531914 and Printing 100 Fund Generations $14,500 $14,500

Brochure

Pagers for
Recreation $1,652
Staff

100-35-600-6001- Tele- ’ General

Te: -
Recreation Telephone Fund

000000-000

Advertising
&3605'_60%%6001' Recreation 554010 Advertising 100 ?:::ral E{ggﬂgmn 52,396 $2,296
and Events
100-35-600-6001-  poreation SS5100  Training 100 general  Training  $5,525 $5,525
i
< 1] ] .
lil ulmlLl NJ 29 items in 1 pages

| Apply | Save | Cancel
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Budget Issue - ( 38 ) Pokey Smokey II
Information | Custom Budget Items. | Notes Changelog

Add Expenditure Add Revenue

e e U

B vew B Edit i pelete 7 include B Exclude
Organization Code Object Code Object Name FY 2014 Budgeted FY 2015 Budgeted Fund Code Organization Code Name  Fund Name Do
& 00-35-600-6001-  so1000 SalFultme 522,700 $22,700 100 Recreation General Fund)
Pal
100-35-800-6001- Tele- -
B O ey 542010 Telephone 51652 51,652 100 Recreation thmlF«nﬁlg‘;

< i} ] 3

ILI l;nlljl.;l lél 2iems in 1 pages
[ Apply |[ save | Cancel |

Continue including expenditures using the steps above.
If you are finished, click the Save button to exit the budget issue.

The following screen displays this entry under the Account. You can see that it is set at Service Level 3
and tied to this budget issue.

Account Detail - ( 100-35-600-6001-000000-000 / 542010 ) Tele-Telephone
. Information ! \ \ \ \
Business Center: 07 - Parks, Recreation, and Cultural
Business Unit: 0707 - Parks, Recreation and Leisure Senvices - Recreation
Account Code: 100-35-600-6001-000000-000 - Recreation
Fund: 100 - General Fund

Account Object: 542010 - Tele-Telephone

Description Pagers for Recreation Staff

JL Code Please Select... +

JL Object Code Please Select.. v

Grant Please Select.. v

Service Level 3-Senice Level 3 v

Budget Issue 38 - Pokey Smokey I
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I EDIT AN EXPENDITURE/REVENUE

Select the expenditure or revenue in the grid, then click the Edit button in the green bar or double click
the expenditure to edit it.

Budget Issue - ( 38 ) Pokey Smokey Il

Information Budget Items

Add Expenditure Add Revenue

I Expenglituce: \ Positions (FTE)
B vew B Edit ;< pelete 77 include BJ Exclude
OrganiZalion Cod Object Code Object Name FY 2014 Budgeted FY 2015 Budgeted Fund Code Organization Code Name
100-35-600-6001-000000-000 501000 SakFubtime 522,700 $22,700 100 Recreation

100-35-600-65001-000000-000 501100 Sal-Part-time $156,000 $156,000 Recreation

Tele-Telephone $1,652

Make the necessary changes to the expenditure/revenue and click the Save button.

Budget Issue - ( 38 ) Pokey Smokey I

Information Custom

Add Expenditure Add Revenue

Select the Budgeting Account to add the Expenditure Detail ltem.

Business Center: 07 - Parks, Recreation, and Cultural

Business Unit: 0707 - Parks, Recreation and Leisure Services - Recreation
Account Code: 100-35-600-6001-000000-000 - Recreation

Fund: 100 - General Fund

Account Object: 501100 - Sal-Part-time

Expenditure Detail Item (Quick Setup)

Description:* Pokey Smokey Il
JL Code: Please Select... ~
JL Object Code: Please Select... +

Service Level: 3 - Senvice Level 3 »
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I DELETE AN EXPENDITURE/REVENUE

To delete an expenditure/revenue select the row by single clicking the row and select the delete button
from the grid menu.

Budget Issue - ( 38 ) Pokey Smokey I

Budget Items \

Add Expenditure Add Revenue

Bvew BEedit {pelete 7 include EJ Exclude
et Code  Object Name FY 2014 Budgeted FY 2015 Budgeted Fund Code Organization Code Name

(=]  100-35-600-6001-000000-000 501000 SakFul-time $22,700 522,700 100 Recreation
FJ 100-35-600-6001-000000-000 501100 Sal-Part-time $15,600 $15,600 Recreation

(2] 100-35-600-6001-000000-000 542010 Tele-Telephone  $1,652 $1,652 Recreation

You can also delete the expenditure/revenue by editing the expenditure/revenue and clicking the
Delete button.

[ Apply | Save || Cancel | Delete '

If you included an expenditure, you should exclude it rather than delete it.

Budget Issue - ( 38 ) Pokey Smokey I

Add Expenditure Add Revenue

B vew B edit S5 Delete 7 include B Exclude

Organization Code Object Code Objecttes 4 Budgeted FY 2015 Budgeted Fund Code Organization Code Name

\_i:l 100-35-600-6001-000000-000 501000 SakFulk-time 322,700 322,700 100 Recreation

BT 100-35-600-6001-000000-000 542010 Tele-Telephone  $1,652 Recreation
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This will change the expenditure back to a Service Level 1 and remove its alignment to the budget issue
but will leave it in Accounts.

Account Detail - { 100-35-600-6001-000000-000 / 542010 ) Tele-Telephone
Information |\ Custom | Budget | History | Notes

Business Center: 07 - Parks, Recreation, and Cultural

Business Unit: 0707 - Parks, Recreation and Leisure Senices - Recreation
Account Code: 100-35-600-6001-000000-000 - Recreation

Fund: 100 - General Fund

Account Object: 542010 - Tele-Telephone

Description Pagers for Recreation Staff

JL Code Please Select... ¥

JL Object Code Please Select. v

Grant Please Select...

Service Level 1- Senice Level 1 »

Budget Issue Please Select... -
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DELETING A BUDGET ISSUE
The Information tab contains a delete button which allows you to delete the budget issue.

Budget Issue - ( 38 ) Pokey Smokey Il

Information | Custom Budget Items . Notes Change Log k
Description
Pokey Smokey (Il), a miniature train ride, will resume operation in City Park in the Spring of 2011. -

DF'RLS operated the original Pokey Smokey at Ctty Park for many years. In 2006, the City sold the
perabl int coal-fired steam engine and coaches, and the funds from the sale were

jeposi vmh the P hC y Foundation (now the Southeast Virginia Community

Foundation (SVCF)) to be used toward purchase of a new train (‘Pokey Smokey II'). SCVF has since

raised sufficient funds to p

Business Unit

a new engine and coach for donation to the City.

Issue Number 38
Title Pokey Smokey Il
Strategic Initiative 00-NA -

0707 - Parks, Recreation and Leisure Senvices - Recreation

Issue Type Please Select... v

Fund 100 - General Fund -

Service Level 3 - Senice Level 3 »

Budget Status 1-Recommended »

Project Number Please Select... -
Mandated No

Issue Administrator Karen Bento -

-

[ Apply

Save || Cancel

Selecting the first option “Delete ALL Expenditures, Revenues and Positions items mapped to this budget
issue” will delete the budget issue and all items aligned to it. Selecting the second option “Do NOT
delete budget issue related items (Items will be moved to service level 1) will delete the budget issue
but keep the associated budget items in the system. The budget items will be modified to remove the
budget issue alignment and change the Service Level to 1.

Budget Issue - ( 38 ) Pokey Smokey Il

Information

Budget Items

Issue Number: 38

Budget Status: Recommended

Delete Option:

Please select... -

Delete ALL Expenditures, Revenues and Positions items mapped to this budget issue
Do NOT delete budget issue related items (ltems will be moved to Senvice Level 1)
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Once a delete option has been selected, select the delete button. You will be prompted a second time
to delete.

Budget Issue - ( 38 ) Pokey Smokey Il

Change Log
Issue Number: 38
Budget Status: Recommended
Delete Option:

Do MNOT delete budget issue related items (tems will be moved to Senvice Level 1) -

FY 2014
FY 2015
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STATEMENT MANAGEMENT

You will use the Performance module to manage your Business Unit level statements.

———
mrm == ~ “Maximizing Performance, Investments and Resulls” |fEl*iI_|E[:(-)

Home | Welcome MJ SA My Default Work Scope  ~ Logout @

Budgeting
Accounts
Position Budgeting
Budget Issues

Grants Budgeting iy Capital Projects
. Manage the budgeting areas of the application. Plan and manage your capital expenditures arising
o e ok

vorproe | e Al
your work scope. ( The Pe e

R s
actions organi .

Lookups
Budgeting Lookups . User Profile - Reporting

Position Budgeting Lookups Allows you to manage your user profile or change Provides access to the reporting area of GovMax.
your password.

Capital Project Lookups

Settings

Customization Lookups ﬁ Settings

System Settings Manage the background parts for the Accounts, The settings area contains options to the different
Organization Settings Position, Budget Issues, Grants and CIP settings of GovMax.
workspaces.

Performance Settings

Position Settings
Budgeting Settings

Report Settings

About GovMax

From Performance, select Performance Express.

Performance

Performance Express
Performance Express
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The tree on the left displays Business Centers and Business Units.

Performance Express

[Business Center [+]

[ Enterprise

00 - Fund Administration

01 - General Government

02 - Non-Departmental

03 - Judicial

0301 - Circuit Court Judges

0302 - Circuit Court Clerk

0303 - Magistrate

0304 - General District Court

0305 - Juvenile And Domestic Relations...
0306 - Juvenile Court Senvices

0307 - Commonwealth Attomey

0308 - Sheriff

04 - Public Safety

05 - Public Works/General Senices

06 - Public Health

0601 - Public Health Department

0602 - Behavioral Healthcare Senvices F._|
0603 - Social Senices Fund

0604 - CSA Fund

07 - Parks, Recreation, and Cultural

08 - Community and Economic Development
09 - Education

80 - Capital Improvements

90 - Other Uses
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UPDATING BUSINESS UNIT STATEMENTS

To view levels in the tree, single click. The levels will expand and collapse as you click on each.

Performance Work Scope Performance Express
:Business Center E
| Enterprise
| 00 - Fund Administration
01 - General Government |

02 - Non-Departmental

03 - Judicial

04 - Public Safety

05 - Public Works/General Services

06 - Public Health

07 - Parks, Recreation, and Cultural

08 - Community and Economic Development

09 - Education

80 - Capital Improvements

90 - Other Uses

| | Defautt

To edit levels, double-click.

Double-click on the Business Unit in the tree. Each level is a different color. Business Unit level is purple.
Edit options will display on the right side to update Statements, Objectives and Measures.

Performance Wo

| Enterprise

00 - Fund Administration
0000 - Fund Revenue
01 - General Government

02 - Non-Departmental

:Business Center E]

0000 - Fund Revenue

Home S Obiect M

')

‘ Performance Objectives

There are no items to display

Add New

07 - Parks, Recreation, and Cultural
08-C ity and E ic D

09 - Education

80 - Capital Improvements
90 - Other Uses

03 - Judicial

04 - Public Safety | i |
05 - Public Works/General Senices

06 - Public Health | Budget Allocations |
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Click on the Statements link in the menu. Add Services Provided, Mission Statement, Advisory Board,
Major Budget Variances, Budget Recommendations/Comments, Strategic Goals, and Outcomes and
Accomplishments.

NOTE: we recommend that you add your text to Word and the spell-checker, then cut/paste it into
the fields.

Please make your descriptions as precise and brief as possible since each activity is reported on a
single page in the Budget Book.

Click the Save button.

0000 - Fund Revenue

Home | Statements |Objectives Measures

Statements

Services Provided

The goal of the Juvenile and Domestic Relations District Court is to protect the welfare
of children and families. The court does this by exercising exclusive original
jurisdiction over cases involving the following:

[m] »

Children alleged to be delinquent, abused, neglected, in need of services, supervision
and status offender.
Children charged with wviolating traffic laws. %

Mission Statement

»

The Juvenile and Domestic Relations District Court is a component of the unified court —
system of the Commonwealth of Virginia subordinate to the Supreme Court and subject to

the administrative supervision of the Chief Justice of the Supreme Court in accordance =
with Chapter 4.1 of Title 16.1 Code of Virginia. The purpose of the Juvenile and

hq‘panas"-4nn1é:ji'kﬂn;éEE&SEdiggza'ﬁhu:o‘ii’m'p-ncQE.Hiaj'ui.a-tQs"yilhh-agg-jﬁp%é,.aihun,"‘

Cases are timely
Excellent customer service

m

Due to the current economy, most likely there will be an increase in support petitions,
making the first three goals more challenging.

Outcomes and Accomplishments
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REPORTS

Reports are stored in the Reporting module.

AN Budgeting BTN Capital Projects
Manage the budgeting areas of the application. Ef Plan and manage your capital expenditures arising
from long-term work program.

My Work Scope Performance
Manage your assigned work scope. Customize your The Perfornjance Management workspace is used to

work scope by creating sub-scopes. manage the objectives, measures, challenges and
actions of the organization.
& .. User Profile ir Reporting

"#ﬂ Allows you to manage your user profile or change bl Provides access to the reporting area of GovMax.
your password.
Lookups Settings
Manage the background parts for the Accounts, The settings area contains options to the different
Position, Budget Issues, Grants and CIP settings of GovMax.

workspaces.

From the main work space, select Reporting.
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EXPENDITURE SERVICE LEVEL BUDGET LINE ITEM REPORT

To see service levels, use this report.

From Reporting, select Expenditure.

Reporting
Budget Document Sy Budget Issue
_ . Reports, documents used to produce more ) ious reports available for p ing, analyzing
. formalized Budget Books or Documents for Budget and preparing Budget Issue recommendations.
phase presentations. These reports are not driven Issues are created as enhancements to current
by work scopes. program

Capital Projects | ~ Expenditure
Reports to assist with the management of budgeting| ? Expenditure report formats to assist the users with
capital projects, analysis, impacts, and summary data entry review, analysis, recommendations and

reports. The parameters in these reports are subjec summary reports.
1o the filter settings in the CIP Projects Screen.

Fund Proforma Grant

Summary and Detail Reports available for review Grant reports avai for p
when balancing Funds, Fund Transfers, and Service and recommending Grants.
Levels.

2
Position '_,\ Revenue
@ Position Report formats to assist the users with data : Revenue report formats to assist the users with datal

entry review, analysis, recommendations and entry review, analysis, recommendations and
summary reports. summary reports.

Strategic Performance % Custom
Provides various reports to assist with analysis and Custom Crystal Reports. These reports are not

reporting of Business Plans, Processes, Activities,
Deliverables, Objectives, Measures, and Scorecards
aligned from Enterprise to Employee.

E Queued Reports % Lookups Reports
L = Manages the scheduled reports. L = Print the lookups table data in report format.

driven by work scopes.

Double-click the Expenditure Service Level Budget Line Item report.

Expenditure

P.epor‘t Name Description
xpenditure Budget C
Budget D tC ison Detail

enditure Budget Development Comparison Summary
enditure Budget Summary

enditure Budget Worksheet

enditure Detail ltem Budget

enditure Line tem Budget

enditure Service Level Budget Line ltem I
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Make sure you choose the following options in the drop-down lists:
e 1 Budget Year

FY 2016 Cumulative Report

Show Line Items

Business Center

Business Unit

Organization Code

Expenditure

Report: [1 Budget Year |E|
Service Level: |FY 2016 Cumulative Report [~ |
Report Detail: | Show Line Items [~]
Primary Grouping: |Business Center [~]
Secondary Grouping: |Business Unit [~]
Report Detail Grouping: |Organization Code [~]

Schedule Repo

Click Schedule Report. This will take you to Queued Reports.
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Click on Queued Reports in the breadcrumb to refresh the screen — the report may take a few minutes
to complete if the system is busy.

| My Default Work Scope |Z| Logout

Reporting IIQueued Reports k
Click breadcrumb to refresh

Queued Reports

4 Delete 4 Delete All

Run Date

[Report Name Report Status Report D View Report

ture Service LevelSuccess 141755 1170472014 10:49:27 AM | i) (o

Select Save PDF or View Report

1itemsinl pages

e (el il

Click either View Report to open the report in the Crystal Viewer or click Save to PDF to open the report
in a pdf format.
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EXPENDITURE LINE ITEM BUDGET REPORT

This is a general expenditure report that you can use that does not have the Service Levels.

From Reporting, select Expenditure.

Reporting

Budget Document

, documents used 1o produce more
formalized Budget Books or Documents for Budget
phase presentations. These reports are not driven
by work scopes.

Budget Issue

Various reports
and preparing Budget lssue recommendations.
Issues are created as enhancements to curment
PIOQIAm

Capital Projects

Expenditure

Reports to assist with the manag of budgeting
capital projects, analysis, ts, ry
reports. The parameters in these reports are subjec]
to the filter seftings in the CIP Projects Screen,

report formats to assist the users with
daiaaltry review. analysis, recommendations and
summary reports.

Fund Proforma

Summary and Detall Reports available for review
when balancing Funds, Fund Transfers, and Service
Levels,

Position

Position Report formals to assist the users with data
enlry review, analysis, recommendations and
SUMMary reports.

&

Strategic Performance
Pfumesvanom lepoﬂstoasslst with anarys&s and

Objectives nd
allwed from Enlerpﬂse to Employee.
Queued Reports

Manages the scheduled reports,

Grant

Grant reports available for presenting, analyzing,
and recommending Grants

Revenue

Revenue repor formals to assist the users with data
entry review, analysis, recommendations and
SUMMAry reports.

Custom

Custom Crystal Reports. These reports are not
driven by work scopes.

Lookups Reports
Print the lookups table data in report format

Double-click the Expenditure Line Item Budget report.

Expenditure

Report Name

Description

Expenditure Budget Comparisons

Expenditure Budget Summary

Expenditure Budget Worksheet
Expenditure Detail Item Budget
Expenditure Line ltem Budget |
rxpend'ﬂure Service Level Budget Line Item

Expenditure Budget Development Comparison Detail
Expenditure Budget Development Comparison Summary
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The first drop-down has the option to print notes. Please choose the Print Notes option.
For grouping, select Business Unit and Account Major.

Expenditure

Expenditure Line Item Budget

Report: Print Notes -
Primary Grouping: Business Unit -
Secondary Grouping: Account Major -

I

Schedule Report

Print two copies. One copy for the department records and one copy for the Budget department.

REVENUE LINE ITEM BUDGET REPORT

For department users who have funds, use the following report.
From Reporting, select Revenue.

Reporting
Budget Document 5~ Budgetissue
). Reports, documents used to produce more b | Various reports available for p g ing
and preparing Budget Issue recommendations.

formalized Budget Books or Documents for Budget
phase presentations. These reports are not driven Issues are created as enhancements to current
by work scopes. program.

i i Capital Projects [ ~ Expenditure
ﬁj Reports to assist with the management of budgeting Expenditure report formats to assist the users with
capital projects, analysis, impacts, and summary data enftry review, analysis, recommendations and

reports. The parameters in these reports are subject summary reports.
1o the filter settings in the CIP Projects Screen.
Fund Proforma Grant

@ Summary and Detail Reports available for review Grant reports i for p g "]
when balancing Funds, Fund Transfers, and Service and recommending Grants.
Levels,
Position =] Revenue

y Position Report formats to assist the users with data ? Revenue report formats o assist the users with dat)

entry review, analysis, recommendations and entry review, analysis, recommendations and
summary repors. summary reports.
Strategic Performance E Custom
Provides various reports to assist with anatysis_and Custom Crystal Reports. These reports are not

reporting of Business Plans, Processes, Activities, driven by work scopes.
D Pt

Objectives, . and Scorecards
aligned from Enterprise to Employee.

E Queued Reports E Lookups Reports
L Manages the scheduled reports. L Print the lookups table data in report format.
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Double-click the Revenue Line Item Budget report.

Revenue

Report Name

Revenue Budget Comparisons

Revenue Budget Development Comparison Detail
Revenue Budget Development Comparison Summary
Revenue Budget Summary

Revenue Detail tem Budget
evenue Line ltem Budget

The first drop-down has the option to print notes.

For grouping, select Fund and Account Major.

Revenue

Reven ine Item

Report: Print Notes A
Primary Grouping: Fund A
Secondary Grouping: Account Major -

| Schedule Report

)

Print two copies. Once for the department records and one for the Budget department.
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