BUDGET DEVELOPMENT 101
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                                                                                                                                                                    Exhibit 1 

Opening Models

The QSS system has an area that allows districts the ability to create and store budgets, make calculations, estimate costs and a variety of other tasks without making actual changes to the general ledger. The area, which is within the budget system, is called the budget development system.  Within the budget development system are blank models ready to create one budget model (07/08) and one estimated actuals model (06/07).   

In order to open two models within the budget development system, choose the budget development module option. Then choose the F4 key – Model Control. Next, select the 

F5 key – Budget Models. Two models will need to be opened. One to represent the budget year and one to represent the current year estimated actuals.

Select models that are currently closed. Enter that model number and type in a description to help you identify the model. Use descriptions such as “06/07 Estimated Actuals or 07/08 Budget”. After a description is entered, use the F4 key to cycle the status from closed to open. Then use the F7 key to update. In the example (Exhibit 1) model 04 was created to represent the 06/07 estimated actuals and model 05 to represent the 07/08 budget.

Getting Information into the Models

Two empty models have now been opened and information will need to be entered into them. The account codes and budget amounts can either be entered manually or can be moved in from other sources such as the general ledger, working budget, revised budget, approved budget, or from another budget development model. The current year working budget is a logical source of information to roll into both models to be a good starting point for the 07/08 budget as well as the 06/07 estimated actuals.

From the budget development module main screen menu choose the F3 – Next Keys. Next select the F5 – TFR to Bud Dev. 

In the example screen-shot below (Exhibit 2), the working budget is being used as the Source budget to be transferred into the empty budget model (Target). Therefore, enter a W in the source box. Next, tab down to the source fiscal year field. Be sure to select the correct fiscal year for the source information being selected. 

If the source is a budget development model, tab down again and enter the model number. Important: whether or not a source model is entered, an A (Add) should be entered after the source model. Next, tab down to the target fiscal year. This is the same fiscal year in which your new models were opened. Next, tab over to and enter the target model number for the information to be transferred into. Repeat this process for both the 07/08 budget and the 06/07 estimated actuals.
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                                                                                                                                                                                               Exhibit 2                                                                                                                                                                                                      
Comparative Budget Report

The comparative budget report is a tool to review the information contained in the budget development models. The flexibility of this report allows the user to create a specific report based on the needs and criteria of the user. There are two main areas that are the most commonly used to tailor reports. The first area is the “sort sequence / rollup level field”.  In exhibit 3, a selection has been made in the sort sequence by fund (FD). The results of this report will show each fund by object. If resource had been chosen instead, then the results of the report would have shown each resource, by object, in every fund.  

Any two digit field code can be used (FD, RE, FN, GO etc). Up to 12 codes can be used for any one search.     

Another very important search modifier on this screen is the Detail line format. Singularly changing one criterion can yield a report with 2 pages versus a report with 500 pages. Selection 1 is the typical way this report is generated—by object. Selection 1 is the most basic summary report. The other extreme is selection 3 – all 33 digits of the account field. There will be times when it is necessary to run reports that show the entire account code. Always view the report in browse mode prior to printing. Also, for a clue, check number of pages of the report.
Once all the parameters have been chosen, the F7 key will allow the user to enter and update the information and then select the remainder of the necessary data on the second page (Exhibit 4). The second page allows the user to display 7 separate columns of information at one time. The information can come from almost any source. To select the information, choose which year the information is being pulled. Choose the source the information is to be pulled (working budget, general ledger, budget development, etc). Decide whether the information is budget information or actual information and then select B or A. 

The system also allows the user to add and subtract columns. In the “Calc Columns” row enter 2-1 to subtract the figures in column 1 from those in column 2. This feature is handy to review district budgets for variances.
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                                                                                                                                                                                                      Exhibit 3  
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                                                                                                                                     Exhibit 4      
Making changes to the models

Now that all the account codes have been entered into the models, it is now necessary to change the budget amounts to the proper amount for the budget year as well as the estimated actual year.

Within the budget development module is the F5 – “Budget/Actuals” key. This will be the process through which you change the amounts in your models. The process is slow and labor intensive. Each individual, 33-digit, account code will need to be entered into the system. 

Be sure the year and model number are correct (Exhibit 5). Since you will be working on two models (06/07 estimated actuals and 07/08 budget) be certain that you are making changes to the correct model. Sometimes it helps to put the estimated actuals model in one year and the budget model in a different year. Once you are sure that you are updating the correct model, enter the 33-digit account code that needs to have the budget amount changed. If the account has a current budget it will appear under the column “Current Budget”. If this is not the correct amount enter the correct amount in the column “Enter Amount”. If you are replacing an amount, you must tab over one space and enter “R” for replace. If you don’t, the amount entered will automatically be added to the current budget amount. If you are not replacing an amount, you may simply enter each amount and depress the enter key. Whether replacing an amount or not, the F7 key – Update Data, must be entered after every entry in order for the update to take place. 

Again, each individual 33-digit account line will be entered with this method.
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                                                                                                                                                                                                        Exhibit 5

Transferring information from QSS to SACS software

Once all the information has been entered and updated in the two models, it will now be necessary to transfer the information to the SACS software so that it can be reviewed by the County Office and submitted to the State. 

Within the budget system is a menu topic named “SACS Financial Reporting System”. Select this item. This menu item directs the QSS system to create a file of information from the two models that the district has created to represent both the estimated actuals and the budget. 

 The SACS Financial Reporting System has several choices for the type of information that the user would like to choose. The choices are for budgets, unaudited actuals, and for the two mid-year interim reports. Select the item “Budget Export File”.

First, give the export file a title (Exhibit 6). Tab over to the Budget Fiscal Year box and for the 07/08 budget the fiscal year should be 08. Next, tab to the Export file box. The export file number is 201 plus your district number. So for Arvin as an example, their export file number is 20101, Greenfield is 20132, etc. Next, select your district’s budget process (S1 = single adoption, D1 = dual adoption July 1, or D2 = dual adoption Sept 8. Tab down to select the source for your 07/08 budget. In our example we used a budget development model 05, in year 08 to be our budget model. The budget source will be B for budget development. Then tab across to enter the budget development year and model number. Next, tab down to the estimated actuals source. Remember that the estimated actuals were in model 04, in year 07. The estimated actuals source will be B for budget development, year 08 model 05. When finished select F7 to continue. 

The second page allows the user to select which funds and specific accounts should be downloaded. Create a file for all funds and all accounts. Press F7 to launch the job.  Be sure that the job is finished before progressing to the next step.

The next step is to transfer the model information out of QSS. Proceed to the SACS Financial Reporting System and select the item “Transfer SACS file from HP to PC”. Enter the HP file name: Edd201dd. The dd stands for the district number. For district 97 the file name is E9720197. See Exhibit 7. 
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                                                                                                                                                                                                        Exhibit 6

Leave the PC file name as it is {}. Tab down to Purge existing PC files and enter a Y for yes. Next depress the F7 key – Download to PC. The next screen will ask you where you would like to save the new created and exported file. It is suggested that the files are saved to the desktop. Be sure that you know the file name and where it was saved before leaving this section.

[image: image7.png]@SS File Transfer Utility - Download from HP to PC

WP file name: E9720197.ESACS
PC file name: ¢

Purge existing PC file: Y Y - Yes, N = No

Transfer method: A A - Ascii, B = Binary, L - Labels





                                                                                                                                                                                                       Exhibit 7

Importing file into SACS software

Download and install the newest SACS software from the CDE website at http://www.cde.ca.gov/fg/sf/fr/.

Open the software and go to the set-up menu. From the set-up menu choose “LEA Preference”. Select your district from the list of all LEA’s in the state. Next, choose the reporting period (Single Budget July 1, Dual Budget July 1, or Dual Budget Sept 8). Once the correct preferences have been selected depress the “Save/Close” button. 

To pull information into the SACS software select File, then Import, then click the Browse button. Use the Browse selection to find the file that was suggested to be saved on the desktop. Once the file has been found, click on the file name and then click on the “Import” button (Exhibit 8). 
This process has now imported all the financial information generated in the QSS system into the state software. The next step is to run a “Technical Review Checklist”. This report will alert the district to all the account coding errors and technical accounting errors that will need to be corrected before being submitted to the County Office.

Any account code changes will need to be made in QSS and then a new download file will need to be created and re-imported back into the SACS software until the district receives a clean TRC report. 
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