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Overview  
 
The Office of Financial Planning, Strategic Development, Administrative Software along 
with CedarCrestone an On-line budgeting tool using a custom Position Budget page and 
PeopleSoft delivered Standard Budget functionality in order to facilitate the departments 
in creating a current year forecast and a monthly line item budget for the following year. 
 
Below is a process overview describing the budget tool functionality for salaries and 
expenditures.
 

Salaries and Benefits  
 

2008-09 Forecasted Amount 

Time period Initial Data Source 
Action Required by 

Budget Manager 
Goal 

Jul 1, 2008- 
Jan 31, 2009 

Actual expenditures in the 
Panthersoft system for  
Jul 1, 2008-Jan 31, 2009 

No action 

Project FY 2008-09 salaries 
and benefits by using current 
year actual salary and benefit 
expenditures in Panthersoft 

Feb 1, 2009-  
Jun 30, 2009 

Original position file  
(filled positions only) 

Update projections based 
on pending salary actions 
to become effective 
between Feb 1-  
Jun 30, 2009 

To project final salary and 
benefit expenditures by line 
item as of Jun 30, 2009 

 
 

2009-10 (Budget) Requested Amount 

Time period Initial Data Source 
Action Required by 

Budget Manager 
Goal 

Jul 1, 2009- 
Jun 30, 2010 

 
 
Position file  
(Filled and budgeted 
unfilled)  
 

 

Update position file to 
reflect any changes in 
positions or salaries  

Create a monthly line-item 
budget that best reflects the 
departments anticipated 
salary and benefit 
expenditures for FY 2009-10 

 
 
 
 
 
 
 
 
 
 
 



Office of Financial Planning & Strategic Development  FY 2009-10 Budget Manual  
 

 

FIU 4 REVISED - 3/11/2009    

Revenues and Non -Personnel  Expenditures  

 
 

2008-09 Forecasted Amount 

Time period Initial Data Source 
Action Required by 

Budget Manager 
Goal 

Jul 1, 2008- 
Jan 31,2009 

Actual amounts in the 
Panthersoft system for  
Jul 1, 2008-Jan 31, 2009 

No action 

Project FY 2008-09 
revenues and expenses 
using current year actual in 
Panther Soft 

Feb 1, 2009- 
Jun 30, 2009 

Not populated 

Fill in projections based on 
knowledge of revenues, 
expenditures and/or 
pre/encumbrances that have 
not yet been reflected in the 
forecast 

To project out final 
expenditures and revenues 
by line item as of  
Jun 30, 2009 

 
 
 

2009-10 (Budget) Requested Amount 

Time period Initial Data Source  
Action Required by 

Budget Manager 
Goal 

Jul 1, 2009- 
Jun 30,2010 

Not populated 

Input requested amount 
based on knowledge of 
expected revenues and 
expenditures that are not 
currently reflected in the 
2009-10 request 

Create a monthly line-item 
budget that reflects the 
departments anticipated 
activities for FY 2009-10  
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Chapter 1 -Reviewing FY 2008-09 Original Budget (optional)   
Note: The original budget is view only; you cannot change the data in 
the tool. 
 
 
Navigation:  
 

 General 
Ledger 

 Maintain 
Standard 
Budgets 

 Detail 
Budget 
Maintenance 

  

 
In the Ledger field enter DEPTBUD then click on the Search Button. 
On the following screen enter Fiscal year = 2009 and the Department ID.  

 
 
Click on the Query link to proceed to the following screen.   
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Please note the screen below will be blank until you click on the óyellowô calculate 
button.
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Click on the link for the account that you would like to view 
 
 

 
 
 
If applicable, click on view all to see the monthly budgeted amount for the accounts.  
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Chapter 2 - Reviewing and updating FY 2008-09 Forecast  
 
 
Navigation:  
 

 General 
Ledger 

 Maintain 
Standard 
Budgets 

 Detail 
Budget 
Maintenance 

 

 

 
In the Ledger field enter ACTUAL then click on the Search Button. 
 
On the following screen enter Fiscal year = 2009 and the Department ID.   

 
 
Click on the Query link to proceed to the following screen.   
Please note the screen below will be blank until you click on the óyellowô calculate 
button. 
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Updating Forecast  
 

Incorporating changes in Forecast for all accounts  

 
a) Click on the link for the account that will be changed  

 
 
b) The Detail Budget Maintenance page will show every month from July 2008 (Period 
1) ï January 2009 (Period 7) as read only since these are actuals and therefore cannot 
be changed.   
You will have the ability to change the amounts for this account for the remaining 
months February 2009 (Period 8) ï June 2009 (Period 12). 
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Using the Calculator Tool 
 

At the bottom of this page is a link for a Calculator.  This calculator is very useful and 
can be used for various calculation types. 

 

 
 

 Spread Evenly by Period: This option allows an amount to be entered in the 
Change Value field and spreads this amount over the remaining months.   

      e.g. $200 spread evenly over 5 months allocates $40 per month.   
 

 Add by Period: This option allows an amount to be entered in the Change Value 
field and adds this amount to the specified month(s). e.g. If February ï June has 
an existing value of $200 and the change value entered is $100, the system 
allocates $300 per month.   

 

 Adjust by Percent: This option allows an amount to be entered in the Change 
Value field and adjusts the amounts by a user defined percentage. e.g.  If 
February ï June has a value of $200 and a change value of 5% is selected the 
system allocates $210 per month.  Type in the calculator 5 if need and increase 
of 5% or -5 if a decrease of 5% 

 

 Repeat Amount by Period: This option allows an amount to be entered in the 
Change Value field and repeats the amount for the remaining months.   e.g.  If 
February ï June has a value of $200 and you set the change value to $100, the 
system allocates $100 per month.   

 
Once you have made your changes on the Calculator click on the OK button to see your 
changes reflected monthly.   
 
Once all changes have been made to this account click on the Save button to go back 
to the main page and continue with your forecast for another account.   
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Also by clicking on Data by Year link and clicking on YES when you get the following 
message to save your changes in PeopleSoft.   

 

 
 

Permanent Salaries and Benefits  
 

The forecast for Permanent Salaries and Benefits will be based on a projection of filled 
positions for the remaining five months of the year.   

If you need to make changes to this forecast to account for anticipated new hires, salary 
changes or separations through June 2009, use the Salary Forecast tool.  The Salary 
Forecast tool is a Vision report that provides filled and unfilled position salaries and 
benefits by department ID, which you can save onto your computer and manipulate as 
necessary.   

Note: Any changes made to this report should be copied into the forecast column within 
Detail Budget Maintenance. 
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Accessing the Salary Forecast Report 
 
 
Navigation:  
 

 Reporting 
Tools 

 PS/nVision 

 Define 
Report 
Request 

 

 
 

a- In the report ID field, enter FC<first six digits of department ID> 
b- Click on Scope and Delivery Templates to type 9 digits of the department ID (if this 

is not correct) 
c- Save it and run the report.  
d- Open the forecast salaries report on Report Manager, run the report and save it. 
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Click on the tab that corresponds to the group of employees whose positions will be 
modified or in which new positions will be added. 

Step 1:  Delete Unfilled Positions 

 Find all unfilled positions that will not be filled in FY 2008-09 

 Delete the entire row on the Excel spreadsheet 

Step 2:  Enter Position Changes 
 

Separations of Employment 

 Find the row for the employee separating employment. 

 Delete the amounts populated in the Salary and Benefits sections for the 
corresponding months during which the employee will not be paid. 

New Employee or Position 

 Copy the row of the last employee or position on the worksheet. 

 Insert copied cells into the row immediately below the copied row. 

 Modify the employee ID, First Name and Last Name, if known; otherwise clear the 
contents of the fields. 

 Modify the annual amount field to reflect the new employeeôs or positions annual 
salary. 

 Calculate the benefits associated with the type of employee and enter the amount 
into the current benefits field.  Use 39% for Staff and 31% for Faculty and 
Administrative. 

 Delete the amounts populated in the Salary and Benefits sections for the 
corresponding months during which the employee will not be paid.   

Rate or FTE Change 

 Copy the row of the existing employee or position whose rate is changing. 

 Insert copied cells into the row immediately below the copied row. 

 Enter the amount of the increase or decrease in pay in the annual amount field. 

 Calculate the benefits associated with the type of employee and enter the amount 
into the current benefits field.  Use 17.5% for Staff and 18.1% for Faculty and 
Administrative. 

 Delete the amounts populated in the Salary and Benefits sections for the 
corresponding months during which the employeeôs increase or FTE change will not 
be in effect.   

Step 3:  Copy Changes to Detail Budget Maintenance 
 

Copy the new monthly amounts calculated for salaries and benefits to the corresponding 
month for each type of account (see instructions below).  
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Chapter 3  - Reviewing and Updating the Requested Budget for FY 2009-10 
 
 
Navigation:  
 

 General 
Ledger 

 Maintain 
Standard 
Budgets 

 Detail 
Budget 
Maintenan
ce 

 

 

 
In the Ledger field enter REQUESTED then click on the Search Button. 
 
Enter Fiscal year = 2010 and the Department ID.   

 
 
 
Click on the Query link to proceed to the next screen. 

  

 Incorporating changes in Requested for all accounts  

 
This screen shows all the budgetary accounts available for FY 2009-10.  Original 
Budget 2008-2009 (Budget Base) and Forecast 2008-2009 (Forecasted amount) will 
also by displayed in the screen, however, any change to Forecast amounts will be made 
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in Ledger Actual (See ñReviewing and updating FY 2008-09 Forecastò section). Please 
note the screen below will be blank until you click on the óyellowô calculate button. 
 
 

 
 
In order to make changes to the amounts for a particular account, click on the account 
link.  
 

 
The following Detail Budget Maintenance page will appear and you will be able to make 
changes for periods 1, July 2009 ï August 2010.  In order to view all 12 months click on 
the View All Link. Use the calculator option as necessary to adjust the requested 
budget. Refer to pages 5 to 7 on how to use this tool.   



Office of Financial Planning & Strategic Development  FY 2009-10 Budget Manual  
 

 

FIU 17 REVISED - 3/11/2009    

 

  
Once you have made all changes click on the Data by Year link to go back to the main 
page and continue with your requested budget for another account.   
 

 
 

Make sure to click on YES when you get the following message to save your changes in 
People Soft.   

 


