BUDGETING ANALYSIS TOOL
Job Aide: Amendment Process in BAT

This job aide will guide you through the steps to review the B-Prep process.
In the steps below you will:

o Verify that Preferences for Entity are set correctly
Navigate the Task List and choose the B-Prep web form
Validate data properly moved to Budget to B-Prep scenario and all the attrition/furlough
accounts have been cleared in B-Prep Scenario

e Validate rounding results

This job aid will guide you through the steps to review the Amendment process.

The BAT amendment process will be used to reflect any approved budget amendment during the
current fiscal year. The BAT amendment process will prepare the budget transaction(s) that will
be posted into the FAMIS system. It should not be used to correct or adjust the current year
budget loads in FAMIS. If a department wants to correct their budget in FAMIS other than
amendment related corrections, then the department will need to prepare a FAMIS budget
transaction form, and submit it to the Finance department.

In the steps below you will:

¢ Navigate the Task List and choose the Amendment web form
e Enter data properly in the Amendment scenario
¢ Validate data results

Job Aide BAT Amendment (A): Enter Adjusted Value in Amendment Form

Step Action Notes
1 On the left-hand navigation pane of the page, select My Task List >

Operating Preparation > Financial > Amend Adopted

Budget.

Forms

Manage Task Lists

Decision Package Types

My Task List

= ILI Operating PrEEErati-::-r'I
= F

o Develop Current Year Forecast
59 Seed Forecast Data

i Develop Revenue and Expense Budget by
& Calculate Attrition

o BREP Adjustments

“*{Amend Adopted Budget |
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Step
2.

Action

At the top of the Amendment Form, find the Point of View (POV) display,

and select the correct FAMIS financial member combination for Entity
(FAMIS Index-code), Fund, Activity (FAMIS Project), and Project
(FAMIS Grant). Click the drop-down arrow to view the available
members.

Navigate File Edit View Favorites Tools  Adm on  Help
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Task List Status

| Task - Amend Adopted Budget-MDC Adjust Expense and Revenue Detail (Project and Grant) - Task Irstructions

After setting the correct POV, locate the Adjustment column, and identify

), Request: Current Service Level
B B = G ]E
FY15 FY15 FY1415
Budgat Adjustment
Adopted Budget | Working | Working

YesrTotal | BegBalsnce | BegBalance

EMPLOYEE REGULAR (00110) 14,614,813 14,614,813 B
FLEX DOLLARS (00122) 205,000 206,000
LONGEVITY PAYMENTS (00125) 167,000 167,000
UNIFORM & LIEU OF ALLOWANCES (00136) 61,000 61,000
EMPLOYEE QVERTIME OT (00150) 469,000 469,000
) SALARIES (001) 15,517,813 15,517,813
SOCIAL SECURITY (01010) 954,705 954,705
RETIREMENT (01011) 2,783,000 2,783,000
HEALTH CONTRIBUTION REIMBURSEMENT (01076) (8311) (8511)
GROUP HEALTH INSURANCE (01110) 1,844,000 1,344,000
GROUP LIFE INSURANCE (01111) 28,000 28,000
MICA MEDICARE HOSPITAL INSURANCE (01113) 224,000 224,000
DENTAL PLANS (01114) 58,000 58,000
WORKER'S COMPENSATION INSURANCE (01115) 645,000 645,000

) FRINGE BENEFITS (010) 6,527,794 6,527,734 =

the Account(s) (FAMIS Sub-Object Code) where the current budget has

been changed as a result of the approved Budget Amendment.

Navigate File Edit View Favorites Tools Adm N Help
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Task List Status
[ Task - Amend Adopted Budget-MDC Adjust Expense and Revenue Detail (Project and Grant) “. Task Instructions
) Request: Current Service Levl
- - - - 3]
FY15 Fris FY14-15
Budget i 4
Adopt=d Budget | Working | Warking
YearTotal BegBalance | BegBalance
EMPLOYEE REGULAR (00110) 14,614,813 14,614,813 -
FLEX DOLLARS (00122) 206,000 206,000 B
LONGEVITY PAYMENTS (00125) 167,000 167,000
UNIFORM & LTEU OF ALLOWANCES (00136) 61,000 61,000
EMPLOYEE OVERTIME OT (00160) 469,000 469,000
] SALARIES (001) 15,517,813 15,517,813
SOCIAL SECURITY (01010) 954,705 954,705
RETIREMENT (01011) 2,783,000 2,783,000
HEALTH CONTRIBUTION REIMBURSEMENT (01076) (8,911) (8,911)
T s )
GROUP LIFE INSURANCE (01111) 28,000 28,000
MICA MEDICARE HOSPITAL INSURANCE (01113) 224,000 224,000
DENTAL PLANS (01114) 58,000 58,000
N WORKER'S COMPENSATION INSURANCE (01115) 645,000 645,000
] FRINGE BENEFITS (010) 6,527,794 6,527,734 =
POLICE & FIRE RETIREE HEALTH INS SUPP {03510) 27,000 27,000
] POST EMPLOYMENT BENEFITS (035) 27,000 27,000
] PERSONMEL SERVICES (01) 22,072,607 22,072,607

Click the Save icon on the toolbar to submit data to the database.

Mavigate File Edit View Favorites Toole  Administration Help
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Notes

If users are unsure of
the correct FAMIS
financial member
combination, then users
can find it by going to
FAMIS, and selecting
the 5300 screen and
entering the index-code
that will display the
combination.

In these Account(s),
enter the amount
needed to adjust the
budget. For example if
the current budget in
the account is
$100,000, and the
budget amendment
reduce it to $90,000,
then you will need to
enter -10,000

Repeat steps 2 and 3
until all Index-Codes
have been adjusted for
the Budget
Amendment.
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Job Aide BAT Amendment (B): Validating Budget Amendment changes by using BAT
Amendment Report

Step
1.

Action Notes
From the BAT Workspace page, click the Explore button on the toolbar.

Mavigate File View Favorites Tools Help

ﬁ r. L "% Expl.nre

A list of folders display. These folders contain BAT reports and will
display based on your security access.

Folders /
-| [J] Roat 1| | Name
+| [ BAT Reparts [ BAT Reports
[[J Sample Content [[J Sample Content
[ Shared Workspace Pages [[J Shared Workspace Pages
+| [ Users [[] Users

In the left pane, click the + next to the BAT reports folder to display
reporting files.
Folders
| [ Root
[Z] &7 BAT Reports
[] 5ample Content
[ Shared Workspace Pages
+| [ Users
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Step Action

4. Click the Operating Plan folder and the reports display the content
window.
/BAT Reports{Operating Plan
! | #%|Name iBS Modified Description
=] BAT Amendment Appropriations Report Finzncial Reporti.. | 3/23/15 1:15 PM
“::| BAT Amendment Expense by Entity Financial Reporti...  3/23/15 4:11 PM

=] BAT Amendment Revenue by Entity Financial Reporti... | 3/23/15 3:58 FM

propriatins Report by Fund Finzncial Reporti.. | 12/11/14 4:37 PM
BAT Appropriations Report Financial Reporti... | 1/25/15 4:12 PM

BAT Appropriations Report Naming Breakout Financial Reporti... | 12/11/14 4:37 PM
I_] BAT BPREP Appropriations Report Financial Reporti_. | 121114 4:38 PM
I_] BAT BPREP Expense by Entity Financial Reporti.. | 3/23/15 4:14 PM
I_] BAT BPREP Revenue by Entity Financial Reporti.. | 121114 4:38 PM
5. Follow instructions in the BAT Training Guide Activity (section 31B,

page 337) for steps on choosing and opening BAT Operating Plan
Reports

Notes

The BAT Amendment
Scenario has the
following three
Operating Plan
reporting files.

1. BAT Amendment
Appropriations
Report

e Provides a
summary of the
budget information
by Accounts
(FAMIS Sub-Object
Code), at the
dimension level
member selected
by the user at the
Entity (FAMIS
Organization/Index-
Code), Fund,
Activity (FAMIS
Project), and
Project (FAMIS
Grant)

2. BAT Amendment
Expense by Entity

e Provides a
summary of the
expense budget for
all the lowest level
members in an
Entity

3. BAT Amendment
Revenue by Entity

e Provides a
summary of the
Revenue budget for
all the lowest level
members in an
Entity



