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Run Control IDs

Budget Activity Reports

Enter any information you have and click Search. Leave fields blank for a list of all values.

Budget Activity Reports

‘ Find an BExisting Value || Add a New Value

Find an Existing Value || Add a Mew Value |_—_

= Search Criteria

Run Control ID: |

[ 1Case Sensitive

| Search || Clear |Elasic Search |Q[.2] Save Search Criteria

Find an Existing Value | Add a New Value

The first time you run a Budget Activity

Report, you will need to select the box
“Add a New Value”

Run Control 1D: | Budget_Activity

Find an Existing Value | Add a New Value

After selecting “Add a New Value”, you will be
directed to the page above. In the blank box beside
“Run Control ID” You will type “Budget_Activity”
and then select the “Add” button.




Run Control IDs

Budgetiiictivity Reports

Enter anyjilformation you have and click Search. Leave fields blank for

Find an Existing Value | Add a MNew Value

= Search Criteria

Run Control 1D:

|tase Sensitive

| Search ” Clear |Elasic Search |g[.=] Save Search Criteria

Search Resulis
View All First u] 1of1 |_ﬂ Last

Run Control ID TR
Code

Budget_Activity Report English —

Find an Existing Value | Add a New Value

If you have previously set up a Run
Control ID for your Budget Activity
Reports, then you will select the tab
labeled “Find and Existing Value”. From
this page you will press the “Search
Button” while the Run Control ID field is
empty. This will populate any run
controls that you have for this report.
You will select the correct option and
you will be directed to the next page.




Settingup your Budget Activity Report

If this is the first time that you have run a Budget Activity Report, you will be
given a parameter page with blank fields.

| Budget Activity Reports |

Run Control ID Budget_Activity

Budget Activity Detail Report: [

Business Unit: 73000 l‘l‘,

All Fiscal Periods: []

From Fiscal Year:

To Fiscal Year

P

From Fund Code: |%

£ P

To Fund Code: L

From Acctg Period:
To Acctg Period:

Report Manager Process Monitor

Budget Activity Summary Report: [ ]

Budget Reference:

From Project: Y% Q@

To Project: % Q@,
From Department: @ From Account: o @
To Department: @, To Account: o Q@

(s Add  #] Update/Display |




Detailws. Summary

The first thing that you will need to do is select which format you

would like for your report to be in. A box must be selected in order
to run you Budget Activity Report. Your options are Budget Activity
Detail Report and Budget Activity Summary Report, as seen below.

Budget Activity Detail Report: [ ] Budget Activity Summary Report: [ ]
The Detail Report will The Summary Report will
provide you with a provide you with totals of
breakdown of every your budget and
expenditure line by line in expenditures. You will not be

your budget. You will be
able to see specific charges
for specific vendors.

able to see specifics, but you
will be able to see total
calculated amounts.




Business Unit

Business Unit: 73000 “1.1

* The Business Unit identifies which institution the report should be pulling
information from. At GHC our Business Unit is 73000 for all PS reports. This
box should be automatically populated.

* If you ever accidently delete the information in the field, you can select the
magnifying glass to search for Georgia Highlands College.

!

Look Up Business Unit 3]

Business Unit:
Description: | begins with

| Loak Up || Clear || Cancel |BﬂSiC Lookup

Help

Search Results
View 100 First Lﬂ 10f1 Lﬂ Last
Business Unit Description

Georgia Highlands College



Budget Reference, Fiscal Year, and Accounting Periods

Both the Budget Reference and the Fiscal Year fields must be the same value.
According to the example, we would enter “2020” into all three boxes.

The Budget Reference is the fiscal year that you are
requesting information from.

Budget Reference:

Leave this box blank

All Fiscal Periods: [ The fiscal year runs from July 15t to June 30th.
i Example:
From Fiscal Year: - Date Range: July 1, 2019-June 30, 2020
fo Fiscal Year - Fiscal Year: 2020
From Acctg Period: The Accounting Periods run on the same calendar as
To Acctg Period: the fiscal years. Period 1 is July and Period 12 is June.

Because you always want to see all of your activity, you
will enter a “From Acctg Period” Date of “1” and a “To
Acctg Period” Date of “12”.




Project

This field will always have the % sign in both boxes. We use the Project category for
things like grants that are awarded to the college. Though there is a field in the Budget
Activity Report to enter a Project, the Budget Activity Report will not actually give
accurate information for a Project Budget. There is another report that can be
generated for budgets that involve project codes.

From Project: Yo Q@
To Project: % Q@

Side Note: If you are interested in receiving a grant, please contact the Accounting Office
PRIOR to any application or acceptance. All grants must be maintained by the Accounting
Office. Many times there are stipulations or requirements that GHC is not able to consent
to. It is of the upmost importance to always get full approval from any department that will
be involved in a grant prior to signing any contracts or accepting any funds.




Fund Codes

Fund codes are used to tell us what the source of the money is in the departments. The
funds are broken into categories such as State Appropriations, Tuition, Student Activities,
Fees, Auxiliary Funds, etc. Some departments are funded through more than one Fund
Source. Because of this, we like to keep these fields populated with the % so that you will
be able to see any funds that you have in your department.

From Fund Code: |% l‘l.;
To Fund Code: %o Q‘a




Departments

Each department at GHC has a department number. In
Accounting, we use these numbers to track expenditures
by department. Please ensure that you place your
department number in both the “From Department” field
and the “To Department” field. If you are not sure what
your department number is you can use the magnifying
glass to search.

From Department:

>

To Department: @,

A box will pop up for you to search for your department. If you
Look Up From Department know the first few numbers, you can enter them into the field
labeled “Department” and press search. If you do not know

>etd: e your department number, you can look up the department by

Manager Name:| begins with ~ the last name of the budget manager. If you would like to look
up the number by the budget manager, you will enter the
LookUp | Clear | Cancel BasiclLockup —managers last name into the field labeled “Manager Name” and
press search.




Accounts

Accounts are used to categorize budgeted amounts and expenditures. The
four main account categories are Personal Services (5XXXXX), Travel
(6XXXXX), Operating Supplies (7XXXXX), and Equipment (8XXXXX). Since
we are looking at our entire budget, you will make sure that your fields are
filled with %.

From Account: Yo =
To Account: o ':1“




Completed Parameters

Once you have entered all of the fields in your budget activity report, your report
should look like the below screen shot. The only thing that will differ is the type
of report, summary or detail, and the department number.

Budget Activity Reports

Run Control ID Budget_Activity_Report Report Manager Process Mnnitnrl$|
Budget Activity Detail Report: Budget Activity Summary Report: D
Business Unit: 73000 Budget Reference: 2020

All Fiscal Pericds: D

From Fiscal Year: 20200, From Acctg Period: 1 From Project: % )

To Fiscal Year 20200 To Acctg Period: 12 To Project: % 0

From Fund Code: | % Q From Department: 5200820 Q From Account: % Q

To Fund Code: % Q, To Department: 6200820 Q To Account: % Q
Cept CFV Set:

i Save |||[ahReturn to Search Eh Add || ¥ Update/Display




Runningthe Budget Activity Report

Run
left.

After you have clicked Run, a box will pop up with
the Process Scheduler Request. You will confirm
that your Budget Activity Report box is selected and
then you will click “OK”.

New
Budget Activity Reports

Run Centrol ID Budget_Activity Report Managd

Process Monitor

Budget Activity Summary Report: ]

76670
Budget Activity Detail Report:

73000 @, 2016

Business Unit: Budget Reference:

All Fiscal Periods: [

From Fiscal Year: 2016 Qﬁ From Acctg Period: 1 From Project: % Q§

To Fiscal Year 2016/@, To Acctg Period: 12 To Project: % @
From Fund Code: % @ From Department: 6200630 |@, From Account: % @
ToFund Code: % To Department: 6200630 [, To Account: % Q

/& save |[@ Retum to Search | {1 Bevioicinlic

B Add | [ 5 UpaaemiEnay

OK

Click the “Run” button as shown to the

Process Scheduler Request

User ID hhenders Run Control ID Budget_Activity
Server Name Run Date [07/20/2015 G
Recurrence‘ v ‘ Run Time 9:02:23AM | Reset to Current Date/Time
Time Zone @,
Process List
Select Description Process Name Process Type “Type *Format Distribution
Budget Activity Reports BORRG045 SQR Report [web w|[PDF v Distribution

Cancel

After you click OK, you will be taken back to the
parameters page where you will then click the “Process
Monitor” hyperlink.

Help




Process:Manitor Page

This is the page you will be directed to after clicking the Process Monitor hyperlink. This is where you will wait for your report to be

generated. Some things that we are looking at on this page are

1. Run Status- This will begin by saying “Queued” and will say “Success” when the report is finished.

2. Distribution Status- This will begin by saying “N/A” and will say “Posted” when the report is finished.

3. Details- This is the hyper link that you will click when you are ready to view the report.

4. Refresh Button- The refresh button is what you will press until your Run Status and Distribution Status are showing as
“Success” and “Posted”. You may have to click the Refresh button multiple times.

Process List Server List

View Process Request For

User ID hhenders @, Type v H Last V| 1 Refresh 4 i i i
seve| V] Name @ Instance © Once all of your screen is d|splay|_ng
RunStts[ V] Distibuton Stotus 2] Save On Refrech the correct information as shqwn in
the screen shot above, you will then
Process List Personalize | Find |V\EW All | @ | ﬁ First \ﬂ 10f1 |ﬂ Last CIiCk On the “Details” hyperlink.
Select Instance  Seq. Process Type Process Name  User Run Date/Time RunS@tus g o" Detals
7667012 SQAR Report BORRG045 hhenders 07/30/2015 9:02:23AM EDT Success Posted Details

Go back to Budget Activity Reports

[F save |=] Notify

Process List | Server List




Process'Detail>View Log Trace

Process Detail [E5]
Help
Process
e To7012 Type SR Repor Once you have clicked Details, you will have a box pop up
Name BORRGO045 Description Budget Activity Reports Iabeled PFOCGSS Detall- In thIS bOX, yOU Wl” C“Ck the

Run Status Syccess Distribution Status Pgsted hyperlink “View Log Trace”
Run Update Process

Run Control ID Budget_Activity Hold Request

Location Seryver Queue Request

Server PSUNX3 Cancel Request

@]
Recurrence Restart Request
Date/Time Actions
Request Created On 07/30/2015 9:04:51AM EDT Parameters Transfer
Run Anytime After 07/30/2015 9:02:23AM EDT Message Log .
View Log/Trace
Began Process At 07/30/2015 9:05:18AM EDT Batch Timings
Ended Process At 07/30/2015 9.05:49AM EDT Report
ReportID: 6799156 Process Instance: 7667012 Message Log
OK | Gancel
) Name: BORRGO45 Process Type: SQAR Report
Run Status: Success
Budget Activity Reports
Distribution Details
Distribution Node: DNODE Expiration Date: |1[]-"28*'2015
You will then have a new box pop up that is labeled File List
o h o h " I k h f Name File Size (bytes) Datetime Created
Vlew Log Trace' T IS IS wnere yOU will clic t € p SQR_BORRG045_7667012.log 1,844 07/30/2015 9:05:49.781197AM EDT
Opt|0n_ borrg045 7667012 out 8,020 07/30/2015 9:05:49.781197AM EDT
I bong[l45_7687012_Detail,pdf| 7,619 07/30/2015 9:05:49 781197AM EDT
Distribute To
Distribution ID Type *Distribution ID

User hhenders




Budget/Activity Report

BUDGET ACTIVITY REPORT - Detail
Georgia Highlands College

Budget Manager: Henderscon,Haley R Budget Ref. 2016 From Fiscal Year: 2016 To Fiscal Year: 2016
Departmsnt: 6200630 Budget Office A1l Fiscal Periocds: Ho Bect Period From: 1 (JUL2015) Acct Period To: 12 (JUNZ01E&)
Pund Code: 10500 Tuition
Program/ APDPROP ORG
Account Jrnl/Tran Class Budgeted Budgeted Pre-Encum Encumbrance Expended Bemaining
Date Type DocumentID Line Description Vendor Check
500000 Persgonal Services 16200 / 11000 37,848.00
521000 Ealaries-Professional/Admin 16200 / 11000 17,710.00
Totals 0.00 0.00 0.00 17,710.00
551000 FICA 16200 / 11000 1,355.00
Totals 0.00 0.00 0.00 1,355.00
552000 Retirement Systems 16200 / 11000 5,055.00
Totals 0.00 0.00 0.00 5,055.00
553000 Group Insurance 16200 / 11000 13,728.00
Totals 0.00 0.00 0.00 13,728.00
Personal Services Total 37,B848.00 37,848.00 0.00 0.00 0.00 37,848.00
500000 Travel - Budgetary Account 16200 / 11000 2,142.00
Travel - Budgetary Account Total 2,142.00 0.00 0.00 0.00 0.00 2,142.00
J00000 Oper Supp and Exp-Budget Acct 16200 / 11000 1,B858.00
714000 Eupplies and Materials 16200 / 11000 0.00
714100 Supplies & Materials Expense
07/16/15 PO 0000510263 1 Miscellanscus supplies STAPLESBEUS 0.00 179.07 0.00
07/23/15 Vechr 05301218 1 Enc Liguidation: 0000510283/1 STAPLECEUS 0.00 -52.48 0.00
07/23/15 Vchr 05301218 1 Miscellaneous supplies ETAPLECBUS 0.00 0.00 52.48
Totals 0.00 126.59 52.48 -179.07
Oper Supp and Exp-Budget Acct Total 1,858.00 0.00 0.00 126.59 52.48 1,678.93

Report ID: BORRGO45 Date: 07/30/2015 @ 09:05:1% DB=FFROD Version#: 4.40




Budget/Activity Report

BUDGET ACTIVITY REPORT - Detail
Georgia Highlands College

Budget Manager: Hendsrson,Haley R Budget BRef. 201& From Fizcal Year. 2016 To Fiscal Year: 2016
Department. 6200630 Budget Office 211 Fiscal Pericds: No Acct Period From: 1 (JUL2015) Acct Pericd Ton 12 (JUN201&}
Fund Code: 10500 Tuition
Program/ APPROP ORG
Account Jrnl/Tran Class EBudgeted Bu ted Pre-Encum Encumbrance Expended Bemaining
Date Iype DocumentID Line Description Yendor Check

Totals for Dept/Fund/Program/Class.

6200630 / 10500 16200 / 11000 41,848.00 37,848.00 0.00 126.59 52.48 41,668.03
Totals for Dept/Fund:

200630 / 10500 41,848.00 37,848.00 0.00 126.59 52.48 41,668.03




Budget’/Activity Report- Header

The header of the Budget Activity Report will tell you the Budget Manager,
the Department name and number, the Fund name and number, the Budget
Reference, the Fiscal Year, and the Accounting Periods.

BUDGET ACTIVITY REPORT - Detail
ZFeorgia Highlands Colleage

Budget Manager: Henderscn,Haley R Budget Ref. 2016 From Fiscal Year: 201& To Fiscal Year: 2016
Departmanta 6200630 Budget Office All Fiscal Pericds: Ho Beooct Periocd Froma 1 (JUL2015) Acct Pericd Ton 12 (JUN201&)
Fund Code: 10500 Tuition




Budget'Activity Report-Columns

Program/
Clasg
Dascription




Budget/Activity Report-Personal Services

This is the section of the report that shows you information for your personal services. Personal Services are identified by
the account numbers that begin with “5”. As we mentioned previously, Personal Services are budgeted at the ORG level
meaning that each subaccount has a set budget.

Program/ APPROP oORG

Bccount Jrnl/Tran Class Budgeted Bu ted Pre-Encum Encumbrance Expended Remaining

Date Type DocumentID Line Description Vendor Check
500000 Personal Services 15200 / 11000 37,848.00
521000 ESalaries-Professional/Admin 16200 / 11000 17,710.00

Totals 0.00 0.00 0.00 17,710.00
551000 FICA 16200 / 11000 1,355.00

Totals 0.00 0.00 0.00 1,355.00
552000 Retirement ESystems 1200 / 11000 5,055.00

Totals 0.00 0.00 0.00 5,055.00
SE53000 Group Insurance 1200 / 11000 13, 728.00

Totals 0.00 0.00 0.00 13,728.00
Persconal Services Total 37,848.00 37,848.00 0.00 0.00 0.00 37,6848.00

As you see above, there are multiple things that get charged to the
Personal Services budget other than the salaries. Benefits, Taxes, and
Retirement are all budgeted here as well. Though it is not listed above,
some budgets also have a subaccount for Casual Labor. This subaccount
must be monitored by the Budget Manager of the department to ensure
that the budget is not exceeded.




Budget/Activity Report-Travel

Progran/ APTEOP ORC
Account JrmlfTran Class Eudoatad Budgatad Pre-Encum Eocumbrance Expandad Remaining
Date Typs DocumentID Lioe Dascription ¥andor Chack
£00000 Travel - Budgatary Account 1£200 / 11000 Z,142.00
£41000 Traval - Employes 1£200 / 11000 0.o0
641130 Traval-Employaas-Maals

09/24/15 ExRpt O0OOS41E70 1 Handarocm, Halay 004621 0.00 o.o0 E.2E

09/24/15 ExEpt O000S41870 2 Handarscn, Halay 004621 0.00 o.o0 £.75

09/24/15 ExRpt 0000S41870 3 Handarscm, Halay 004621 0.00 o.o0 15.00

09/24/15 ExEpt O000S41870 ] Handarscn, Halay 004621 0.00 o.o0 7.00

09/24/15 ExEpt O000S41E70 5 Handarscn, Halay 004621 0.00 o.o0 2.00

09/24/15 ExRpt O0O0S41E70 & Handarocm, Halay 004621 0.00 o.o0 15.00

12/02/15 ExEpt O0O00S40476 1 Handarscm, Halay 004737 0.00 o.o0 4.50

12/02/15 ExRpt O0O0S4047E 5 Handarocm, Halay 004737 0.00 o.o0 E.2E

12/02/15 ExEpt O0O00S40476 & Handarscm, Halay 004737 0.00 o.o0 11.25

641140 Traval-Employaas-Lodging
09/24/15 ExEpt O000S41870 7 Handarscm, Ealay 0.00 o.o0 438.00
12/02/15 ExEpt O0O00S40476 ] Handarscm, Ealay 0.00 o.o0 109.00
Totals 0.00 n.o0 525.00 -625.00

Travel - Eudgatary Account Total 2,142.00 0.00 1.00 0.0 £25.00 1,516.00

In the travel account line, you will see any
expenses related to employee travel. Please
note that Registration fees are not paid from
the Travel line, though they are generally
associated with travel. These expenses will
be reflected in OSE.




Budget/Activity Report-OSE

Progran ADTREOP
Acoocunt Jroml/Trao Class Eudgated Ead Pre-Encum Eocumbrance Expandad Remaining
Data Type DocumentIl [Lioe Descripticn Vandor Chack
Jopood Opar Supp and Exp-Buedgat Koot 1&200 ¢ 11000 1,858.00
T12000 HMotor Vahicla Exp 1£200 4 11000 0,00
712100 Mobtor Vehicle Exp
0%/30/18 JE OOO02ZEEEL 11 Sapt'lE - Vehiclae Raport Roma/f 0.00 o.oo LEZ.5Q
Totals 0.00 o.on 16Z2.50 -1E2.50
T14000 Supplics and Materials 1&200 ¢ 11000 a.00
714100 Supplias & Matarizls Expanss
a7/16f15 PO ODO0S10ZES 1 Miscellaneous supplias ETAFLESETS .00 17907 000
O7/23F1E Vchr 05301212 1 Miscellanecus supplias ETAPLESEUS 126530 0.00 o.oo EZ.48
a7f23718 Vehr OE301Z18 1 Enc Liguidation: 00005102&371 ETAFLESET= .00 -E2_48 000
08/03/15 7Vchr 05301309 1 Enc Liguidatiom: 00005102&351 ETAFLEIETS .00 -108.3& Q.00
UB/O03F1E Vchr OE301309 1 Miscellanecus supplias ETAPLESEUS 126520 0.00 o.oo L0E.3€
08/03/15 7Vchr 05301310 1 Enc Liguidatiom: 00005102&351 ETAFLEIETS 0.00 -18.33 a.00
0B/03/1E 7Vchr O0E301310 1 Miscellanecus supplias ETAFLESEUS 1Z2e832D0 .00 0.0 18.23
10431515 JE EXTI016004 175 PCard - Oct"1ls 0.00 o.oo z.7e
10/31718 JE EXTI01E004 176 PCard - Oct 1S 0.00 o.oo 41.87
10431515 JE EXTI016004 177 Pard - Oct"15 .00 0.0 20 .85
11/10/18 Vchr OE302E4Z 1 NOV 18 PETTYCREH 127940 0.00 o.oo 29.31
Totals d.00 o.on d61.8E -4EL.B6
TIT000 Other Oparating Expensa 1200 4 11000 0.00
FE7100 Othar Oparating Expansa
11530718 JE 0000240362 7 Now'lfE - Dapbt. CopySPrint .00 o.o0 EE.13
727110 Oth Opar Exp - Registration
UB/2TF1E Vchr OEI01E09 1 201E SUMMIT REC FISCAL AFFAIRS REECENTESD 127044 0.00 o.oo 2HE. 0D
Totals d.00 o.on 34315 -343.15
Opar Supp apd Exp-Budget Acct Total i1, B5B.00 0.00 0.00 O.o00 967 .55 B50.45




Congratulations!
YOU ran your
Budget Activity

Report!

h‘



