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Adjustment Budget Journal

Adjustment Budget Entry Type

A new temporary faculty position will be funded for current year only. Fund the
position with current year operating M&O budget.

e Commitment Control

e Budget Journals

e Add new value tab

e Select Add

e Ledger Group - ORG

e Budget Entry Type — Adjustment

e Long Description — Budget new faculty position
e Click on Budget Lines

e Key in Speed-type or cost center combo

e Account B5009 Debit - $50,000

e Click on plus sign

e Account B5XXX Credit $50,000

e Select “Budget Pre-Check” and click Process
e Click Save

e Click Approval 2 Tab

e Select Appropriate path

e Approval Action — Approve

e Click Apply

e Click OK to workflow notification prompt
e Click Documents to print

e Print Journal Entry Details (for your files)
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Add a New Value
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Journal Date: [09/1302014
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Find an Existing Value | Add a New Value
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Control ChartField: Project
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*Budget Entry Type:

[ Adjustment |

Parent Budget Options

|| Generate Parent Budget{s)
["] use Default Entry Event

Budget Type:
Parent Budget Entry Type:

Expense

Long Description:

Transfer budget to new faculty position

[l save | [=inotiy | [ Refresn |

Budget Header | Budget Lines | Budaet Errors | Approval 2 | Approval History | Documents

[CiAdd | 5] Update/Display |

Note: Budget Entry Type should be Adjustment
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Unit: 00730 Journal ID: NEXT Date: 01/13/2014 Budget Header Status: None
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Delete Journal
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Enter cost center information. And the amount
From the dropdown select “Budget Pre-Check” and click Process

After Processing is complete status will change to Checked only or Error.

a) If status is checked only proceed to the next step.
b) If status is error please click on error to see the description.
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Budget Header | Budget Lines | Budget Errors | Approval 2 | Approval History | Documents

Save document to get journal ID. Click approval 2 tab.
ROUTE TO: Select appropriate path. To submit the Budget journal through workflow,
use drop down key under the Approval box, select Approve and click Apply.



Attach a Document
The "Documents™ tab allows the option to print a Journal and/or to attach a document.

2} Enter Budget Journals - Microsoft Internet Explorer
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Budget Header | Budaet Lines | Budaget Errars | Approval 2 | Approval Histary | Documents

&

B mene

To attach a document, click Add New Document.
Note: In order to attach a document, the Budget Journal needs to be saved.

3 Enter Budget Journals - Microsoft Internet Explorer
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Document Upload
Instructions:

1. Select an image file for this transaction by clicking the browse button below
2. Upload the selected file by clicking the upload image button.

Select an Image

Browse... I
Upload Image |

&

[ 5 [ miemet
Select file by clicking Browse, then select upload image.



£} Enter Budget Journals - Microsoft Internet Explorer
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¥ Display Active Documents Only Add New Document

" Secured Document Details
Document Status |ACWE ~| DocumentseqNbr 1
T’%\ Created By TAMEZME
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Last Update User ID
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DateTime
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Once a document has been added, it cannot be deleted. However, if a document was
uploaded by mistake, change the Document Status to Inactive.



Delete budget Journal
If a budget journal needs to be deleted, go to “Budget Lines Tab” and under Budget Header
Status, PROCESS select the drop down to select Delete.
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Fund Balance Budget Journals

Budget Fund Balance
Your manager has asked you to fund the expenses associated with opening a new
computer lab (furniture, computers). Since this is a one-time expense, you are going to
budget your prior year equity to cover these expenses rather than tapping into your
operating budget. For this exercise, we are going to budget fund equity.

Step |
e Commitment Control
e Budget Journals
e Enter Budget Journals
e Add
e Ledger Group - REVEST
e Budget Entry Type — Adjustment
e Long Description — Budget fund equity for new computer training lab.
e Click Budget Lines
e Type in speed type or cost center combo
e Account B4035
e Amount — Positive $616.00
e Click Save
e Select “Budget Pre-Check” and click Process
e Route to appropriate Path(approval 2 tab)
e Approval Action — Approve
e Click Approve
e Click Documents
e Print Journal Entry Details
e Print
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Step 11

* You will enter positive amounts for both journals, but when you print them out, you

Add ( Enter same Journal ID with the next day's date from the
previous Journal for references purposes)

Ledger Group — ORG

Budget Entry Type — Adjustment

Long Description — Budget fund equity for new computer training lab.
Click Budget Lines

Type in speed type or cost center combo

Account — B5009 ( assuming the equip wouldn’t be capital B5008)
Amount — Positive $616.00

Click Save

Select “Budget Pre-Check” and click Process

Route to appropriate path (approval 2 tab)

Approval Action - Approve

Click Documents

Print Journal Entry Details

Print

will see a negative amount on the REVEST journal. This is not an error!

Whenever the budget needs to be increased, be it revenue or expense, enter the amount in
the budget journal as a positive number. On the reports however, "good" revenue will
always be displayed with a minus sign and "good" expense will always be displayed with

a positive figure.
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When requesting to budget Fund Balance or New Revenue, you need to process two

Separate journals, an Org Journal and a REVEST Journal.
IR
=
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[> Purchasing Unit: onT20 Journal ID:  MNEXT Date: 0snoszo04
[ Accounts Payable ] .
[> Asset Management FiscalYear: 2004 Period: 12
prcammitmenticontiol # : IF Budget Header Status: M
[» Define Control Budgets Ledger Group: al
[» Define Budget Security )
~ Maintain Budgets Control ChartField: PROJECT_ID
~ B
Budget Entry Type &=
Enter Budget Transfar — - ®
Mass Delete Budget © Original & Adjustment
Journals
[> Past Contral Budget )
Joumnals o Budget Type: Expense
[* Budget Check Long Description:
[ Review Budget Activities Reguest Budget Fund Elalance| ;l
[* Review Budget Check
Exceptions
[> General Ledger =l
[> Set Up Financials/Supply
Chain
[> worklist [SESTD =TT Edd )| (] Updste/Display |
P Tree Manager Budget Header | Budget Lines | Budget Errors | Approval | Approval History | Cocuments

[> Reporting Tools
[> PeopleTools
Change My Password
My Personalizations
My Systern Profile
Wy Dictionary =
[ | mtermet

gstart ‘ e & 2 B >>|J 5] tnbo - Microscf .| BDefine Budget(. .| | Upgraded Finan... | [ZEnter Budget .. WRequest tabud... | [frd @ W TR BE  +w13em
Enter all info for the ORG journal.
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Copy Journal
Delete Journal

| view 2 BTy
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Post Journal

Refresh Joumal Fr—

e i o
i Account Fund Program Bud Ref

Delete  Line Ledger Speed Type
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O 2 ORG_BD @, [B5009 @, [4042 (@, [HOO70 @, [a1362 (@, [BP2014 (@, [NA @, | Set Options| [-50,000.00
Lines to add: 1 & [= Joumalline Copy Down From Line: I Seembe Budoel Regod Lines
Total Lines: 2 Total Debits: 50.000.00 Total Credits: 50,000.00
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Budaet Header | Budget Lines | Budget Erors | Approval 2 | Approval History | Documents

1 Enter cost center information. And the amount

2 From the dropdown select “Budget Pre-Check” and click Process

3 After Processing is complete status will change to Checked only or Error.
a. If status is checked only proceed to the next step. (c)
b. If status is error please click on error to see the description.
c. Go to approval 2 tab to select a path, “approve and apply”
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| Budget Header Y BudgetLines ) BudgetErrors |* Approval j” Approval Histary )" Documents

Unit: aa73a Journal ID:  NEXT Date: 0211052004
FiscalYear: 2004 Period: 12
“Ledger Group: REWYEST ﬂ Budget Header Status:

Control ChartField: FUND_CODE

Budget Entry Type

' Original = Adjustment

Budget Type: Revenue

Long Description:
Reguest Budget Fund Balance ;l

& save] ([ElNetity Bk Add ] (8 UpdateiDisplay|

Budget Header | Budget Lines | Budget Exrors | Approval | Approval History | Docurments

[ [ | |4 meermet
astart | ] @ (5 D> “ | ©|Inbax - Microsaf . | FD=Fine Budgst(E.. | -1 Upgraded Finan. . IlaEnter Budget ...  #Request to Bud.. |.Q] @& MR SBE  aismm

Enter all info for REVEST journal.
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UHS
Homn || Addie Favoriles | Siegn ol

Finance

Favorites Main Menu > Commitment Control > Budget Journals >  Enter Budget Joumnals
I Now Window () Helo [ Personalize Page [ hitp

Budget Erors | Approwai 2 Approval History  Documents

Budget Header  TFEFIITT
012014 Budget Header Statuas:

NEXT Date:

Uitz 00730 Journal i:

ures 21 3] B Fnl T 3 o0 2 T Lt

@ [enaz @ [HoaTO

- Lines
G""’T"""‘P’"‘ Base Cusency Detais [ Post Ul
Deicts Ling  Legoer Sepss Tyve Account Eung Dent Frogmm  Busl et LCetesn Joums) | e
[ S ] ORG_RD @ 'A5036 @ 4042 @ [HooTO @, [ate62 @ [RPI014 @, [NA A, | SetOptions 50,000 00
] 2 ' D42 [Hoaro @ [aeer @ [BP701d @ [NA 9, | Set Options |-50,000 00 2
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([} Bave. | || Nobty % Pafosh
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1 Enter cost center information. And the amount

2 From the dropdown select “Budget Pre-Check” and click Process

3 After Processing is complete status will change to Checked only or Error.
a. If status is checked only proceed to the next step. (c)
b. If status is error please click on error to see the description.
c. Goto approval 2 tab to select a path, “approve and apply”

Be sure to enter the REVEST number as a positive. (The amount on the report will print
as a negative.)
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REQUEST TO BUDGET
FUND BALANCE

Division Department

Cost Center Title Cost Center

Budgeted During Budget Cycle:
Estimated Fund Balance
Estimated Revenue
Endowment Earnings

Total Income

Estimated Carry forward
Personnel
M&O

Total Expenditures

Additional Fund Balance to be budgeted Date Received
Amount of Fund Balance remaining as unbudgeted

Why was the additional fund balance being requested not budgeted during the budget cycle?

How will the additional fund balance expended in FY 2005?

APPROVALS:
Department Chair Date Business Administrator Date
Dean Date Vice President Date
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REQUEST TO BUDGET
NEW REVENUE

Division Department

Cost Center Title Cost Center

Budgeted During Budget Cycle:
Estimated Fund Balance
Estimated Revenue
Endowment Earnings

Total Income

Estimated Carryforward
Personnel
M&O

Total Expenditures

NEW REVENUE RECEIVED Date Received

AMOUNT REQUESTING TO BE BUDGETED

Why was this new revenue unforeseen?

How will this new revenue be expended in FY 2005?

APPROVALS:
Department Chair Date Business Administrator Date
Dean Date Vice President Date

15



cost center 1026/HOI8Y FO426/NA. (19014)
Bus:ilneas unit 00730  un:1v9rsity of Houston
Fund 1026 E '- G STATE SUPPORT-FD
ooptio HO181 BUDGET
Program Cod.Q P04 26 BUDGET
Proj gct NA NA
R9.s:pono.ib1Q EHARDT THOMAS

Bao

DOYsCriptl.on

currgnt Budget RQference
No Revenue Pound.

85006 L3-SALARY AND WAGES
85009 L3-MAINTBNANCE AND OPERATICONS

Total ExXpensa

Prior Budget RQfgrenc&s
No R&venue Found.
85009 L3-MAINTENANCE AND OPERATIONS

Totctl HXpense

Grand TOtdl RQVQnUoe
Grel.nd Totel.l Expense

e
(Orl.gl.n.oil)

255,79S.00
57.90200

313,700.00

[ee]e)

0.00
313,700.00

PGriod EndGd August 31, 2004 (ThroUQh Porl.od ).

current
(Ori.g + Adj}

260,944 .00
so0'228.00

311,172.00

280.23

280.23

0.00
311,452.23

UNIVERSITY OF HOUSTON - SYSTEM

Revenue L Expense - Budget Noda sumrn.ar

Curr

Rev/Exp

23.797.02
1,995.96

25.792.98

0.00

0.00

0.00
25.792.98

YTD Rev/

260,

Exp

783.98

28,968.14

289,

290,

16

752 .12

282.53

0.00
034 .65

PTO ReV/Exp

260,783.98
28,968 .14

289,752.12

282.53

0.00
290,034.65

Open ComJn.it

0.00
580.23

580.23

0.00

0.00

0.00
580.23

So
ComJnitmant

0.00
614 .00

0.00

0.00

0.00
614.00

P.iigg No.
Report 1D
O.jii.tab.ot1JQ

Run D.ottQ
Run Tine

Budget
Av.-.11loible

160.02
20,065.63

20,225.65

-2 .30

0.00
20,223.35

Tt Avel.:1l

o.It
39 .9t

6 .5t

-0 .St

-O.Sst

o.ot
6.st-

UGLS1074.1
FSPRD
02/28/2005
03:32:42 PM



Cost Center

1026/HO181/FO426 /MA (15014)

Business Unit : ao720 tniversity of Houston
Fund : 1026 E & @ STATE SUPPORT-FD 1-UH
DeptID : HO1E1 BUDGET
Program Code : FD426 BUDCET OFFICE
Froject : NA A
Responaible : EHARDT , THOMAS

2004 Beginning
Acct Descripticn Year Balance (0}
10100 CALCULATED CLAIM ON CASH 222,589.65
10500 STATE BANK -220,272.50
10711 UHS PAYROLL oo
10714 UHS PAYROLL DD SETTLEMENT oo
12118 PAYROLL RECEIVAELE FR STATE EE)
20100 ACCOUNTS PAYABLE -810.54
21100 PAYROLL CLEARING -18,680.63
21107 EMPLOYEE MEDICARE TAX DEDUCTIO -344.04
21112 PAYEL DED FED INC TX -2,263.50
21112 PAYROLL DEDUCT FICA -1,471.06
21114 ORP DEDUCT -530.21
21115 PAYRL DED TX DEF ANN -1,075.7z2
21117 PAYRL DED HOSF INS -651.45
21118 PAYROLL DED LTD INS -110.63
21115 PAYROLL DED LIFE INS -31.85
21121 TRSE DEDUCT -1,052.35
21144 CHARITABELE CONTRIEUTION DEDUCT -1.33
2114€ PRETAX PARKING DEDUCTIONS .00
21152 CAMPUS RECREATION CTR DEDUCT -24.a5
20100 CUR UNREST GEN'L FND 1,364,374.62
22100 OTHER FUND ADDITIONS 0.00
23500 NMT FROM CUR UNE CE -1,655,3242.00
27400 NMT TO CUR UNE GEN

285,270.91

EXDENSE SUMMARY
REVENUE SUMMARY i

FUND EQUITY -835.46
OPEN COMMITMENT z80.232
AVAILAELE FUND EQUITY

-515.22
(Adjusted for Commitments) =

UNIVERSITY OF HOUSTOM - SYSTEM

Ealance Shest
Period Ended August 31, 2004 (Through Pericd 12).

Beginning Balance
Rug 0l, 2004 (12)

ARugust Balance
Actiwvity (127

Aug 21, 2004 (12)

2465,296.17
-220,272.30

22z,847.54
-220,272.30

21, 8E54.7&

1,364,974.563 o.0o 1,364,974.563
-E1.24 o.00 -E1.24
-1,%66,414.00 o.oo -1,%66,414.00
289,370.31 o.00 289,370.31
264,241.67 25, 792.98 250, 034.65
o.oo o.oo o.oo

-47,878.03 25, 79z.38

-22,085.05
5

26,269.32 80.23

-21,808.71 1o2.8%9 -21,504.82
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Ealance
Aug 31, 2003 {12)

-12&,809.8%

-156,603.51

-125,809.8%
z80.22

-125,529.56

Page Mo.
Report ID
Database
Fun Date
Run Time

2
UGLS1074.6
FSPRD
az/28/2008
03:32:42 FM



Original Budget Journals

Original Budget Entry Type

This is an example of funding a permanent, new Director's position that will start in the
middle of the fiscal year; this is an on-going commitment. To fund this position, we
are going to move M&O. We only need $50,000 for this FY — need $60,000 going
forward. Because of the nature of this entry, you will use two different budget entry
types, which will require two different journals.

e Commitment Control

e Budget Journals

e Enter Budget Journals

e Add

e Ledger Group — ORG

e Budget Entry Type — Original

e Long Description — Fund new position

e Budget Lines

e Key in Speed type or cost center combo
e Account B5009

e Amount Debit -$60,000

e Click plus sign located under journal line
e Account BSXXX

e Amount Credit $60,000

e Click Save

e Select “Budget Pre-Check” and click Process
e Click Approval2 tab

e Select Appropriate path

e Approval Action — Approve

e Click Apply

e Click OK to workflow notification prompt
» Click Documents tab

e Print Journal Entry Details
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New Journal — Enter Budget Journals

 Add

e Ledger Group — ORG

e Budget Entry Type — Adjustment

e Long Description — Fund New Position FY06
e Click Budget Lines

e Key in Speed type or cost center combo

e Account B5XXX

e Amount Debit $-10,000

e Click plus sign located under journal line

e Account B5009

e Amount Credit $10,000

e Click Save

e Select “Budget Pre-Check” and click Process
e Click Approval 2 tab

e Select Appropriate Path

e Click Apply

e Click OK to workflow notification prompt

e Click Document tab to print

e Print Journal Entry Details (for your files)
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EMPLOYEE - Microsoft Internet Explorer =T

File Edit Wiew Favorites Tools  Help |
Back = - 2D 4 | Qsearch GgFavortes @reda (A | Eh- S ] - 2 & 4

Address [&) http:fpyxis. fast.uh.edu: 9880/ pspisBtst/EMPLOYEE [ERP fhfPtab=DEFALLT | @ |Links 22
SF - - Search web |~ - | Emal + @ My vahont ¥ olympics + ] Games + 57 Persanals + T LAUNCH - | SignIn | -

@UHS Finance
wa?  Test DB

Personalize Content | Layout

Search:
@

[> my Favarites
[» Business Processes
[> Custom Reports
[ Computer Operations
[ vendors
[ Purchasing
[» Accounts Payable
[> Asset Management
~ Commitment Control
[> Define Cantrol Budgets
[> Define Budget Security
[> Maintain Budgets
[> Budget Check
[» Review Budget Activities
[> Review Budget Check Exceptions
[> General Ledger
[> Set Up Financials/Supply Chain
[ worklist
[> Tree Manager
[* Reporting Tools
[> PeopleToals
Change bty Password
iy Persanalizations
Ity Svstern Profile
hty Dictionarny

" PeopleSoft
=l

&) [ [ [# mternet
i#lstart |J & (5 & »|| |Ojmbox - mic... | BBoefine Bud... | Bpocumentt... | i Fw: Test 0. |[ZjEMPLOYEE .. [V I-RROSE w5

Select “Commitment Control”; “Maintain Budgets”; “Budget Journals”; ‘Enter Budget
Journals”

nter Budget Journ. crosoft Internet Explorer =]

File  Edit  View Favorites Tools  Help |

Back + = - ) & | Qisearch GFavorites vedia (B | By S =1 = & 4L
Address [{&)] http:{{pyxis.Fast.uh. edu; 3880jpsp/FsBtst [EMPLOYEE/ER PjcMANAGE_COMMITMENT_CONTROL.KK_BUDGET_ENTRY,GEL =] P |unks >
T - 2 | EImail - @My vahoo! ¥ Olympics - [ Games + 57 Personals - %0 LAUNCH -

mUHS Finance
Wt Test DB

I =] Hew wWindow | Help

[> My Favorites
[> Business Processes
[» Custorm Reports Budget Entry
[> Computer Operations
[ vendors Eind an Existing Value ) Add a New Value
[> Purchasing

[> Accounts Payable
[» Asset Wanagement Business Unit: IDUT3U Q)
= Commitment Gontral

[* Define Control Budgets Sounatlin: INEXT

I> Define Budget Security Journal Date: |nar23fznna [Ext]|

= Maintain Budgets

Search Web Sign In

~~ Budget Journals

Add

Enter Budget Transfer
Mass Delete Budnget
Journals Find an Existing Walue |AddaNewVa\ue
[> Post Contral Budget
Journals
[» Budget Check
[» Review Budget Activities
[» Review Budget Check
Exceptions
[* General Ledger
[* Set Up Financials/Supply
Chain
[ worklist
[> Tree manager
[> Reporting Tools
[> PeopleTools
Change Wy Password
Wty Personalizations
ity Systern Profile
ity Dictionary =

[&
g Start H ’
Select “Add”

[ [ |4 meemet
& 5 & || [Slmboc-Mic,., | WfDefine Bud... | Hpocument1, | -1 Fw: Test b... |[& ]Enter Bud.. [maWIRBE=E 105t
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=} Enter Budget Journals - Microsoft Internet Explorer =T

File Edit Wiew Favorites Tools  Help |

Back = - 2D 4 | @search GFavortes veda (A | Eh- S =1 2 @ 4
Address [&) http:fpyxis. fast.uh.edu: 9880/ pspisBtst/EMPLOYEE [ERP /e MANAGE_COMMITMENT_COMTROL.KK_BUDGET_ENTRY.GEL =l @6 |Links =

¥ - & Search web | =
&UHS Finance
wa?  Test DB

Ii g =

[ My Favarites
> Business Processes

- | Emal + @ My vahont ¥ olympics + ] Games + 57 Persanals + T LAUNCH - | SignIn | -

Mew window | Help

I Custam Reports { Budget Header \_ Budgetines | BudgetErrors )" Approval ) Approval History ) Documents
[» Computer Operations

[> vendors

[» Purchasing Unit: oorFz0 Journal ID: NEXT Date: 082372004

[ Accounts Payable ) .

[> Asset Management Fiscal Year: 2004 Period: 12

=7 Commitment Contral *Ledger Group: ORG @ Budget Header Status: 1

[> Define Control Budgets
[> Define Budget Security .
<7 Maintain Budgets Control ChartField: PROJECT_ID

~7 Budget Journals

= Enter 8
Enter Budget Transfer
Mass Delete Budaet
Journals
[ Post Control Budget
Journals
[> Budget Check Long Description:
[> Review Budget Activities Fund permanent position ;I
[> Review Budget Check
Exceptions
[» General Ledger =l
[> Set Up Financials/Supply
S \u(’:\f';?l‘(r\}st B savel  ([Elnotity [ Add | |2 Update/Display
[* Tree Manager
[> Reparting Tools
[* PeopleTools
Chande My Password
ity Personalizations
hity Systern Profile

Budpet Entry Type )

© Adjustment

Budget Type: Expense

Budget Header | Budget Lines | Budaet Errors | Approval | Approval History | Documents

Ity Dictionary =
oo T e
i#lstart |J & (5 & »|| [Slmbox - vic... | Boefine Bud... | Eoocumentt... | L Fw: Test 0... | [&Enter Bud.. [V I-EROSE 1wssam
Fill in all fields. Make sure that the “Budget Entry Type” Original is selected

: Database: F$915BX Last Refreshed on Jan 10, 20

Favorites Main Menu > Commitment Control > Budget Journals >  Enter Budget Joumnals

I Now Window () Helo [ Personalize Page [ hitp

Budget Header @TFEPRIIIERY Budget Erors | Approwai 2 | Approval History  Documents

unit: 00730 Jowmal 10: NEXT Date: 01122014 Bugget Meader Status: 3

“Process: hinck s

Delete Journal
Ede Chartfelds

£ wheh ol A Base Curtency Detads FTTH Post Journal
Deicis Ling  Ledoer Speed Type Agsgunt Eund Dt Progmm  Bust Bef ] | e
[ S ] ORG_RD @ 'A5036 @ 4042 @ [HooTO @, [at262 @ [API014 @, [na A, | SetOptions 50,000 00
] 2z oRG_BO | i, (B0 i, [anaz @, [HOOTO Q& [atBEz @ [BP701a A [NA 9, | Set Optons! 50,000 00 2
Lings to ada: [T @ = Joumalune Copy Dwn From Line: To: L Soacats Bugsel Radod Lines J

Total Lines: 2 Total Debits: 50.000.00 Total Credits: 0,000 0

[} Bave | || Nobly o Rufosh

Biagoul Heagr | Bedget Lines | Budel Enes | Avorovil 2 | Avoroyal Heslon | Decurents

1 Enter cost center information. And the amount

2 From the dropdown select “Budget Pre-Check” and click Process

3 After Processing is complete status will change to Checked only or Error.
a. If status is checked only proceed to the next step. (c)
b. If status is error please click on error to see the description.
c. Go to approval 2 tab to select a path, “approve and apply”
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) Enter Budget Journals - Microsoft Internet Explorer

JFne Edt ¥iew Favorites Tools  Help ﬁ

| wpack - = - D 2} | Qsearch [GFavoites fMeda | Eh- S = = A5 0@ B % Smybutton1 2 5]
| search the web | [25earch [ -] Address [&] hetps:jmy.uh.edu:3980/pspifspre /EMPLOYEEERP/cMANAGE_COMMITMENT_CONTI ™| @ Go “Lwnks »| & -

s Finance
-
Search: Mew window | Heln | Customize Page | &, 2

&

i BudgetHeader | BudagetLines | BudaetErrors | Approval 2 Y Approval History | Documents |

[ My Favarites

[ Business Processes
[» Custom Repons

> Computer Operations
[ wendors

> Purchasing

[» Accounts Payahle

[ Asset Management *Please selectthe appropriate approval path:

Unit: 007320 Journal ID: MEXT Date: 09/06/2005 Budget Header Status: Department HO181

= Commitrnent Contral Jrnl Source:
[» Define Control Budoets " Dept - Bagt IAdmmlstralmn and Finance LI
> Define Budget Security FDE[I‘-CDIIIDN-BI?IQ(
=7 Maintain Budgets " Dept - CollDiv - Prov - Bdgt

" Dept - CollDiv - Plant - Bdgt

— Enter Budcet Transfar
— Mass Delete Budoet

Approval Instance:

Journals
[» Post Control Budget Approval Status: Pending
Journals
> Review Budget Activities BU: 00730 Journal ID: NEXT
[» Review Budget Check Approval Action: Iﬁ
Exceptions Date:  09/06/2005
[» General Ledger |
[> Set Up Financials/Supply OperiD: TAMEZME Apply
Chain
[ WWorklist Source: PS/GL Online Entry Panel
[> Application Diagnostics L D P |-
[> Tree Manager ong Description: =

I» Reporting Tools

[» PeopleToals

— Chance bty Password
— hiy Personalizations

— Dty Svstern Profile
— My Dictionary i lLI
.| >

= BRE
Select Appropriate path: Approve and click Apply.

To fund the remainder of the year, all of the $60,000 will not be expended. Therefore,
Another budget journal is required to adjust the position funding.
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=} Enter Budget Journals - Microsoft Internet Explorer =T

File Edit Wiew Favorites Tools  Help |

GBack - = - (D | @usearch (Favorites @veda (B | By S =1 @ &

Address [&) http:fpyxis. fast.uh.edu: 9880/ pspisBtst/EMPLOYEE [ERP /e MANAGE_COMMITMENT_COMTROL.KK_BUDGET_ENTRY.GEL | @ |Links >

¥ - & Search web | =
&UHS Finance
wa?  Test DB

Ii g =

[ My Favarites
> Business Processes

- | Emal + @ My vahont ¥ olympics + ] Games + 57 Persanals + T LAUNCH - | SignIn | -

Mew window | Help

I Custam Reports { Budget Header \_ Budgetines | BudgetErrors )" Approval ) Approval History ) Documents
[» Computer Operations
[> vendors
[» Purchasing Unit: oorFz0 Journal ID: NEXT Date: 082372004
[> Accounts Payable ] )
[ Asset Management Fiscal Year: 2004 Period: 12
%CSQ;;’E@::;SDE”J?Q‘EIS *Ledger Group: ORG =Y} Budget Header Status: |
[> Define Budget Security .
<7 Maintain Budgets Control ChartField: PROJECT_ID
~7 Budget Journals

= Enter 8
Enter Budget Transfer

Budget Entry Type F&%

Mass Delete Budaet " Original & Adjustment
Journals
3 Sg‘j:r%?;tml Budget Budget Type: Expense
[> Budget Check Long Description:
[> Review Budget Activities Move $10,000 to M&D, to leave a balance of $50,000 in new position for this fiscal year. ;I
[> Review Budget Check
Exceptions

[» General Ledger =l
[> Set Up Financials/Supply
S \u(’:\f';?l‘(r\}st B save] ([ElMotity Ekadd | (] UpdatesDisplay

[* Tree Manager

[> Reparting Tools

[* PeopleTools
Chande My Password
ity Personalizations
hity Systern Profile
Ity Dictionary =

&] Done [ [ [# mternet
i#lstart |J & (5 & »|| [Slmbox - vic... | Boefine bud... | ElFeTRANG... | - Fw: TestD...| JBudetErr... [[ElEnter Bud.. [ RSWIRBESE 112eam

Fill in all fields. Be sure to select “Adjustment” as the Budget Entry Type.

Budget Header | Budget Lines | Budaet Errors | Approval | Approval History | Documents

atabase: F5915BX Last Refreshed on

Favorites Main Menu > Commitment Control > Budget Journals >  Enter Budget Joumnals

4 Hew Window (7} Help [ Personalize Page [ hito

Budget Header @TFEPRIIIERY Budget Erors | Approwai 2 | Approval History  Documents

Uit 00730 dournal 1 HEXT Date: Q2014 Budget Header Statuas: Mo

Budget Pre-Check PO
Copy Journisl
Delete Journal

“Process:

= (i) Ede Chartfelds
jase Cusrency Detads

s arel e Post Journal
Deicis Ling  Ledoer Speed Type Agsgunt Eund Dt Progmm  Bust Bef ] Az
[ S ] ORG_RD @ 'A5036 @ 4042 @ [HooTO @, [at262 @ [API014 @, [na A, | SetOptions 50,000 00
] 2z oRG_BO | i, (B0 i, [anaz @, [HOOTO Q& [atBEz @ [BP701a A [NA 9, | Set Optons! 50,000 00 2
Lines to add: [T3 @ = dswnelLing Sopy Dewn From Line: Tor | Genarate Budget Penad Lines ]

Total Lines: 2 Total Debits: 50.000.00 Total Credits: 0,000 0

[} Bave | || Nobly o Rufosh

Budasl Header | Budget Lines | Budoel Eness | Avorovil 2 | Avoroval Hislory | Ducurmunts

1 Enter cost center information. And the amount

2 From the dropdown select “Budget Pre-Check” and click Process

3 After Processing is complete status will change to Checked only or Error.
a. If status is checked only proceed to the next step. (c)
b. If status is error please click on error to see the description.
c. Goto approval 2 tab to select a path, “approve and apply”
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Enter Budget Journals - Microsoft Internet Explorer - — o] =

J Fil=  Edit View Favorites Tools  Help |-
| wgak - = - D 3 | @isearch GlFavarites Medin B EN- S = H A5 0O B 20 My Buttont P 5]
|| Search the wes | [D5earch [-] address [@] hitps:imy.uh.edu:a5a0/pspifsprd /EMPLOYEE/ERP/c/MANAGE_COMMITHENT_COMTRI | @ 6o |JL|nks ?|| &y -

—r% UHS
5 Finance

Mews Window | Help | Customize Page | (B, =

/ BudgetHeader ) Budgeilines ) BudgeiErmors | Approval 2 Y Approval History | Documents

Unit: 00730 Journal ID: MEKT Date: 09/06/2005 Budget Header Status: N Department HO1&1

Please select the appropriate approval path: Jrnl Source:

" Dept - Bugt Administration and Finance =1
” Dept - CollDiv - Bdgt

" Dept - CollDiv - Prov - Bdgt

" Dept - CollDiv - Plant - Bdgt

Approval Instance:

Approval Status: Pending

BU: oo7z0 Journal ID: NEXT

Approval Action:
Date: 09/0B8i2005

OperlD: TAMEZME

Source: PS/GL Online Entry Panel

Long Description:

=l E
|&] Done [ |3 [# Internet g

Select Path: then select approve and apply to submit. Click “OK” at prompt.
Click Document tab to print journal for your files.
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Budget Reports

Budget Available By Budget Node
131

File Edit Wiew Favortes Tools  Help |
wBack ~ = - D 2% | @search [Gravortes meda o | Bh- Showl - e &

address [{€] hitp:/fpyxis.Fast uh.sdu; 9880/ pspiFsBtst [EMPLOYEE [ERP hy?Ptab—DEFALLT =] &Feo |unks >
T - & Search Web | Camal ~ @ My vahoo! ¥ olympics -~ ] Games ~ 5 Personals - %0 LAUNCH - | SignIn

@UHS Finance

@t Test DB
Fersonalize Content | Lavout Help
Search:

@

[ my Favarites
[> Business Processes
[ Custom Reports
[ Cormputer Operations
[ vendors
[ Purchasing
[ Accounts Payahle
[ Asset Management
~ Commitment Control
[ Define Control Budaets
[> Define Budnet Security
[> Maintain Budgets
[> Budget Check
= Review Budget Activities
[> Budget Inquiry
[> Budoget Reports
[* Review Budaget Check Exceptions
[ General Ledger
[> Set Up FinancialsiSupply Chain
[ worklist
[ Tree Manager
[ Reporting Tools
[ PeopleTools
Change My Passwaord
ity Personalizations
hiy Systern Profile

My Dictionary O
B |
[& [T e mternee
Mstart||| (] @ S B 7| [Slinbox - Micr... | FDefine Budg,..| @Pcoud ora .. |[EjempLovee . EiDocuments ... [ WRIRE=S  zi1em
Select” Commitment Control”; “Review Budget Activities”; “Budget Inquiry”
43} Budget Det Microsoft Internet Explorer == x|

Fle Edit tiew Favorites Tools Help |
Back - = - @) ¢} | ‘@search [ElFavorites @Meda 4 | Bh- &b =1 o &

Address [@&] hitp:/jpysis Fast.uh.edu: 9880]pspiFsBtst [EMPLOYEE/ERP/C/MANAGE_COMMITMENT_CONTROL.KK_ING_BD_DETAIL.GBL ~| @an ‘L\nks &
Y - 2 | E=9mail - @ My vshoo! F Olympics - ] Games ~ 5 Personals ~ b LAUNCH ~

@UHS Finance
6 Test DB

F_é!

[ My Favorites .
[ Business Processes Budget Details

> Custom Reparts Enter any information you have and click Search. Leave fields hlank for a list of all values.
[* Computer Operations
[> vendors ¢ Find an Basting Value
[> Purchasing alel= LU

[> Accounts Payahle

[» Asset Management Business Unit: = > oo730 ﬂ
~ Commitment Control
[> Define Contral Budgets Ledger Group: = | ORG =y

Search Web Sign In

Mew Window | Help =]

[> Define Budget Security . =
R hEE Account: [begins with =] | ]
> Budget Check Department: [beging with -] |HO181 Q)
~ Review Budget Activities - -
< Budget Inguiry Fund Code: [begins with =] [T0z6 <
Program Code: | begins with ;I |A2DED ﬂ
Budiets Crveriew
Ledger nguiry Set Budget Referem:e:lbegms wnhL”EIF'QDDzi Q)
Activity Log . i r——
B Budgel Reports Chartfield 1: [begins with ][ a
[ Review Budget Check Project: I begins with = |NA =Y}
Exceptiohs

[> General Ledger
[» Set Up Financials/Supply Search Claar | Basic Search E Save Search Criteria
Chain
[> worklist
[> Tree Manager Search Results

[ Reporting Tools [A] t2ef2 [¥]
Ledger Group A Department Fund Code Program Code Budget Reference Ch:

[> PeopleToals
Change hiv Passward
Wy Personalizations 220 BP2004 blank)
bty Systern Profile Ho181 1026 A2060 BP2004 blanky A
by Dictionary =

(=l
& [ [ [4 ntermet
i#fStart H o @ 5 @D 7| [Slnbox - vir... | Bvefine sudg...| @rcbud ora . |[EBudget De... Hoocumentt .. [DeWRIBES 214em

Select “Budget Details”. Enter all fields and click “Search”
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Overall Budget Available
181 x

File Edit Wiew Favorites Tools Help i
EBack - = - (D Y | @isearch [ElFavorites Emeda o4 | B S o] - e &L

Address |@ hitp: {fpyxis. Fast ,uh.edu:9820/psp/Fsatst EMPLOYEE/ERP h/kab=DEFALLT = @an |Links >
¥ - 2

@UHS Finance
o Test DB

Personalize Content | Layout

Search Weh |~

Menu |

Search:
@

[> My Favorites
[> Business Processes
[> Custom Reports
[» Computer Operations
[> vendors
[> Purchasing
[ Accounts Payahle
[ Asset Management
~ Commitment Contral
[> Define Control Budgets
[ Define Budget Security
[> Maintain Budgets
[ Budget Check
=7 Review Budget Activities
[> Budget Inquiry
[> Budget Reports
[ Review Budget Check Exceptions
[ General Ledger
[* Set Up Financials/Supply Chain
[ worklist
[> Tree manager
[> Reporting Tools
[> PeopleTools
Change My Password
My Personalizations
ity Systern Profile

Mty Dictionary =
A =
& [ [ [ tntermet
dhsean||| [ @ 5 & || [Olcbox - mier... | Bosine sudy...| @pcbud ors . |[E]emPLOYEE .. Bipocuments ... [I@eVLDBE = 2u1em

Select “Commitment Control”, “Review Budget Activities”, “Budget Inquiry”

3 Budgets Overview - Microsoft Internet Explorer — =] x|

File Edt View Favorites Tools Help |

EBack - = - (D Y | ‘isearch [alFavorites vedia O | Eh- S =0 & £

Address [&] http: /fpyxis.Fast . edu:9880/pspifsBtstEMPLOTEEERP/C/MANAGE_COMMITMENT_CONTROL.KK_INQ_LEDGER, GBL = @an |Links 8|

Y- 2]
@UHS Finance
vau?  Test DB

H
I ®;I Search | Clear I Delste | Refreshl ;I

[> My F avorites Amount Criteria

[> Business Processes Budget Type

[» Custormn Reports

Search web |~ | Camal ~ @ ry vahoo! % Ohmpics - I Games ~ 5 Personals ~  §b LAUMCH ~ [ sianIn

[ Computer Operations "Business Unit: (00730 Q| © Ledger Group Ledger Group: ORG Q| organization Ladger Group
[ vendors R R
[» Purchasing O Ledger Inquiry Set  Ledger Inquiry Set:

e
[» Asset Management TimeSpan
57 Commitment Cantral *Type of Calendar: Summary Accly Per | =
[» Define Control Budgets I stat Code
[> Define Budget Security
[> maintain Budgets

[> Budget Check From Eaci o -+ Include Closin
< Review Budgst Activities Select Ledger Group Calendar ID From Year Period To Year To Period Adjustment Period Adjustments g

= Budoet [nouiry (s}

Budget Details ~ ORG Fr W Q) |—1 =Y W =Y m Ql # ~
ket‘f-' T ChartFieId Criteria Budget Status
chivity Log s M T v, e
B Budget Reports Short Name ChartField ChartField Value To Value F Open
[> Review Budgst Chack Account ACCOUNT [ & [= Q) = Closed
Exceptions

D> Genaral Ledger DeptiD DEFTID [Ho1en @ [Ho1et Y] ¥ Hod
[> Set Up FinancialsiSupply

Chain Fund FUND_CODE [10z6 @ [10z6 Y]
[ wvorklist

P PROGRAM_CODE 42060 A206D

[* Tree Manager L - I 4l I &l
[> Repaorting Tools Bud Ref BUDGET_REF [ePz004 < [eP2004 =Y
[» PeopleTools )

Change My Passward Project PROJECT_ID [ha &) [na =Y

hiy Personalizations e

iy Systerm Profile

My Dictionary = (& save EHatity | (4 Rafresh [ 2dd | | Update/Display Ll

& [ [ [ tntermet
hstart||| (] @ G0 D || [Olnbex-micr... | Wofine sudy...| @Pcbudore .| [Ebudgets 0., @]checkBuda... [CRmaevrD80 = zeom

Select “Budget Overview”, enter in cost center information. If the wildcard is selected on
the overview panel, the system will generate information for more than one account.
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1074 Report

3 Employee-facing registry content ernet Explorer ] 5|
| Fle Edt wiew Favortes Tools Help |

| ©Bak - = - @ ¢t | Dsearch (CiFavortes @hmveda (| BN S =1 5] 48 | B i ] B 202 My eutton: 2 @
| search the web | [P 5earch [+] address [@] https:ijmy uh.edu:9980ipspifsprdfEMPLOYEE JERP/h2tab=DEFALILT =] @ao |JLinks ”H & -

P UHS MARTHA E. TAMEZ
S Finance
FPersonalize Content | Layout

Search:

Heln

> My Favorites
[> Business Processes
-~ Custom Reports
~ GL
PSFT LS CR
— Deptverification Rpt {1074y
— Budget Suramary (1063}
— Fund Eaty By Dept Ran{Dept Yerification Rpt (10743
— Eund Eaqty by Deptree (016400
— Eund Eaty by Fund Rance (01 6E)
— Euty by Deptree Lyl3 (060-0
— Euty by Deptree Lyl4 (070-H)
— Endowrnent Reports
— Direct Cost Expendilures
— Indirect Cost Expenditures
— Unbudgeted FE with Exp Budgets
— Unbudgeted FE with Exp/Rey Bud
[ AP
[ PO
[- BUDGET
[ AFR
— Delete Run Contral 1D
[» Computer Operations
- Wendors
> Purchasing
[» Accounts Pavable
[ Asset Managerment
[ Commitment Control
[» General Ledger
[> SetUp FinancialsiSupply Chain
[ Wiorklist
> Application Diagnostics
[ Tree Manager

hitps: /fmy.uh.edu: 9980 pspjFsprd/EMPLOYEE/ERPjcfUHS_84_REPORT_MENU.UGLS1074_PG.GBEL?FolderPath=PORTAL_ROOT_OBIECT.UHS_84_MENU,GL [& [ tnternet A

Custom Reports, GL, Dept Verification RPT 1074

J File Edit View Favorites Tools  Help |

| wpak - = - D &4 | @search GFevorites vedin B | E- S v - H A5 0@ B I My Button1 P 5]
| search the web | [25earch [~] address [&] hetpsiyimy. uh. edu:9980jpspiFsprd EMPLOYEE/ERPjc/UHS_B4_REPORT_MENMULUGLS | (@ Go “Lwnks »| & -
5 UHS
o

B Finance

Mew window | Help | B

Dept Verification Rpt {1074)

— Budget Surmmary (10631 Enter any information you have and click Search. Leave fields blank for a list ofall values.
— Eund Eqty By Dept
Eande (016} { Find an Existing Value _Add a New Value |
— Fund Eaty by Deptres
- %ﬁ by Fund Search by: Run Control ID begins with ||
Range (016E) it
S ETTEAE I case Sensitive
(0G0-0)
— Euty by Deptree Lvld4 Search I Advanced Search
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Lookup Cost Centers

Lookup Speed Type By Cost Center
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Lookup Cost Center By Speed Type
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SpeedType
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Lookup FRS by Cost Center
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Create Cost Center

Cost Center Request Information

The following should be completely filled in when submitting a Request for Chartfield
Action- Program form:

- The Effective Date is the day the action will become active.

- Action Requested indicates appropriate action.

- Business Unit (00730 Houston) (00783 System).

- Program should be left blank.

- Short Description should describe cost center.

- Program Manager is the authority over the cost center.

- Long Description explains the use of the cost center.

- NACUBO Function will determine what the program will start with (A, B, C...).
- Signatures must be original and dated.

The following should be completely filled in when submitting a Request for Cost Center
Action form:

- The Effective Date is the day the action will become active.

- Action Requested indicates appropriate action.

- Source of funds explains where the funds come from.

- Use of funds the use of the funds.

- Business Unit (00730 Houston) (00783 System).

- Fund is a four digit number with the leading number designating the fund group and
followed by three characters that are unique to a source of funds.

- Program should be left blank, unless it already exists.

- Project ID in most cases will be NA.

- Signatures must be original and dated.

Once submitted to the Budget Office, an email will be sent to the initiator with the cost
center information.
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Classification of Expenditures. In their general purpose financial statements, public institutions are required to classify expenditures by function.
The following functional classifications are used:

FUNCTION UH PS Program Code

e Educational and General

e Instruction AXXXX
e Research BXXXX
e Public Service CXXXX
e Academic Support DXXXX
e Student Services EXXXX
e [Institutional Support FXXXX
e Operation and Maintenance of Plant GXXXX
e Scholarships and Fellowships HXXXX
e Auxiliary Enterprises IXXXX

o Depreciation (UH) LXXXX
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FUNCTION

INCLUDES

EXCLUDES

Education & General

Instruction, research, public service, academic support,
student services, institutional support, operation and
maintenance of plant, and scholarships and fellowships.

Auxiliary enterprises, hospitals, or independent
operations.

Instruction (AXXX)

Credit and noncredit courses; academic vocational, and technical
instruction; remedial and tutorial instruction; and regular,
special, and extension sessions

Departmental research and public service that are not
separately budgeted

Department chairpersons and administrators for whom
instruction is an important role

Open university, short courses, and home study activities falling
within this classification and offered for credit.

Formally organized and/or separately budgeted
instructional activities (offered either for credit or not for credit)
that are carried out during a summer session, interim
session, or other period not common with the institution’s
regular term.

Formally organized and/or separately budgeted
instructional activities that do not generally result in credit toward
any formal postsecondary degree or certificate.

Noncredit instructional offerings carried out by the
institution’s extension division as well as noncredit
offerings that are part of the adult education or continuing
education program.

Activities associated with programs leading toward a degree
or certificate at a level below the higher education level, such as
adult basic education

Formally organized and/or separately budgeted
instructional activities that give students the basic
knowledge and skills required by the institution before they
can undertake formal academic course work leading to a
postsecondary degree or certificate. (Generally are termed
preparatory, remedial, developmental, or special educational
services.)

Academic  instruction when the  primary
assignment is administration — for example,
academic deans.
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FUNCTION

INCLUDES

EXCLUDES

Research (BXXXX)

Activities specifically organized to produce research,
whether commissioned by an agency external to the
institution or separately budgeted by an organizational unit
within the institution.

Individual and/or project research as well as that of institutes
and research centers.

Departmental research that is separately budgeted for
research is included in this category.

Research activities that are part of a formal research
organization created to manage a number of research
efforts.

Departmental research that is not separately
budgeted. Such expenditures are included in the
instructional category.

Federally funded research and development
centers, which, for public institutions, should
continue to be classified as independent
operations.

Public Service (CXXXX)

Activities  established primarily to provide non-
instructional services beneficial to individuals and groups external
to the institution.

Community service programs (excluding instructional
activities) and cooperative extension services. Included in this
category are conferences, institutes, general advisory
services, reference bureaus, radio and television,
consulting, and similar non-instructional services to
particular sectors of the community.

Public broadcasting services operated outside the context
of the institution’s instruction, research, and academic
support programs.

Academic Support (DXXXX)

Support services for the institution’s primary missions:
instruction, research, and public service.

Libraries, museums, and galleries.

Demonstration schools associated with a department, school,
or college of education.

Audio-visual services

Computing support

Academic administration (including academic deans but not
department chairpersons)

Personnel development providing administration support and
management direction to the three primary missions (instruction,
research, public service).

Academic deans (including deans of research, deans of graduate
schools, and college deans)

Formally organized and/or separately budgeted
academic advising.

Sabbaticals, faculty awards, and organized faculty
development programs.

For institutions that currently charge some of the
expenses — for example, computing support —
directly to the various operating units of the
institution, this category does not reflect such
expenses.

Administrative data processing, which is classified as
institutional support

Department chairpersons (which are included in the
appropriate primary function categories).

Office of the chief academic officer of the
institution (but should be classified as institutional
support).
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FUNCTION

INCLUDES

EXCLUDES

Student Services (EXXXX)

Student activities, cultural events, student newspapers,
intramural athletics, student organizations, intercollegiate
athletics (if the program is not operated as an essentially self-
supporting activity), counseling and career guidance (excluding
informal academic counseling by the faculty), student aid
administration, and student health service (if not operated as an
essentially self-supporting activity).

Offices of admissions and the registrar.

Office of enroliment management.

Counseling and Career Guidance

Financial Aid Administration

Student Admissions

Student Records

Student Health Services (that are not self-supporting; health
services that are self-supporting are reported as auxiliary
enterprises)

Chief administrative officer for student affairs,
whose activities are institution-wide and therefore should
be classified as institutional support.

Formal academic counseling activities (academic
support) and informal academic counseling
services (instruction) provided by the faculty in
relation to course assignments.

Grants to students, which should be classified as either
revenue reductions, agency transactions, or expenses,
as discussed elsewhere in this manual.

Institutional Support (FXXXX)

Central executive-level activities concerned  with
management and long-range planning for the entire
institution.

Governing board, president, chief academic officer, chief
business officer, chief student affairs officer, and chief
development officer.

planning and programming, and legal services; fiscal
operations, including the investment office; administrative data
processing; space management; employee personnel
and records; logistical activities that provide procurement,
storerooms, printing, and transportation services to the
institution; support services to faculty and staff that are not
operated as auxiliary enterprises; and activities concerned with
community and alumni relations, including development and fund
raising.

Accounting office, bursars office, and internal and
external audits.

Personnel administration, space management, purchase and
maintenance of supplies and materials, campus- wide
communication and transportation services, general stores, and
printing shops.

Alumni, institution-wide development and fund raising.
Unallocated interest expense

Allocations of institutional support should be made to
auxiliary enterprises, hospitals, and any other
activities not reported under the educational and
general heading of expenses.
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FUNCTION

INCLUDES

EXCLUDES

Operations& Maintenance of Plant
(GXXXX)

Operation and maintenance of the physical plant, in all
cases net of the amount charged to auxiliary enterprises,
hospitals, and independent operations. It includes all
expenditures for operations established toprovide services
and maintenance related to grounds and facilities. Also
included are utilities, fire protection, property insurance,
safety, security, safety services, and similar items.

Physical Plant Administration

Building Maintenance

Custodial Services

Utilities

Landscape and Grounds Maintenance

Major Repairs and Renovations

Security and Safety

Logistical Services

Operations and Maintenance Information Technology

Institutional plant fund accounts.
Depreciation.

Scholarships
& Fellowships (HXXXX)

Scholarships and fellowships — from restricted or unrestricted
current funds-in the form of grants to students, resulting from
selection by the institution or from an entitlement program.
Trainee stipends, prizes, and awards.

Aid to students in the form of tuition or fee remissions also should
be included in this category.

Grants-in-aid, trainee stipends, tuition and fee waivers, and
prizes.

Trainee stipends awarded to individuals who are not
enrolled in formal course work should be charged to
instruction, research, or public service.

When services are required in exchange for financial
assistance, as in the College Work-Study program,
charges should be classified as expenditures of the
department or organizational unit to which the service is
rendered.

Remission of tuition or fees granted because of faculty
or staff status, or family relationship of students to
faculty or staff, should be recorded as staff benefit
expenditures in the appropriate functional expenditure
category.

Auxiliary Enterprises (IXXXX)

Residence halls, food services, intercollegiate athletics (only if
essentially self-supporting), college stores, faculty clubs, faculty
and staff parking, and faculty housing.

Student health services, when operated as an auxiliary
enterprise, also are included.

Intercollegiate sports program when the program is operated in
accordance with the definition of an auxiliary enterprise, which
means that it is essentially self- supporting.

38




FUNCTION

INCLUDES

EXCLUDES

Depreciation (LXXXX)

Depreciation expense on capital assets including Land, Buildings
& Building Improvements, Infrastructure, Facilities &

Improvements, Equipment, etc.
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. g‘ REQUEST FOR CHARTFIELD ACTION - PROGRAM

"?t.rmul‘\‘
Effective Date Action Requested
MIM[D D |Y |Y |Y [Y El Inactivate Existing Program

D Create New Program - Leave Program field blank.

|:| Change Program Manager

Business Unit |:|:|:|:|:|

Program |:|:|:|:|:| Initiator to leave this field blank on requests for new Programs.
snortDescription | | | [ [ [ [ [[ [T T TIT[IITTIITIIITITT]
ProgramManager [ | | | [ [ [ [ [[ [T IIITITITTTITT[[T]]

Long Description

NACUBO Expense Function

I:] Instruction D Academic Support I:] Physical Plant
D Research |:| Student Services D Scholarships & Fellowships
D Public Service |:| Institutional Support D Auxiliary Enterprises
Signatur Last Name,First Name Department Date
e
Initiator | | | | |
Manager | | I | |

Accounting Approval: | |

Budget Office Approval: | |

Program entered by: | |

Reporting Tree Review

PROGRAM
ADMIN_EXCLUDE [ ] confirmed  [_] Modified by | |
NACUBO_FUNCTION || Confirmed || Modified by | |
NCAA_PROGRAMS || Confirmed  [_] Modified by | |
PROGRAMDETAIL
EOC [ confirmed  [_] Modified by | |
INT_BEARING_PROGS |_| Confirmed || Modified by | |
PSGL004revA
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Cost Center Action Form

Effective date of action: |:|

Action requested (check appropriate boxes):

|:| Inactivate cost center

|:|Create cost center (use existing chartfield values) AND |:|Replaces existing cost center
|:|Create cost center (new chartfield value(s) required) AND DReplaces existing cost center
DCreate/change Cost Center Manager as follows: Empl ID: |:| Manager Name: |

Source of funds for new cost centers:

Use of funds for new cost centers:

Comments (optional):

Create/inactivate Chartfield description (optional) Cost center to be replaced

(If replacing existing cost center)
Business Unit |:|

|
Fund :| | :|
Dept ID 1 I 1]
|
|

Program [ 1 [ 1
Project> [ ] L1

Attachments (check all that apply):

DRequest(s) for creating chartfield, if applicable (new fund, dept, program, or project)

[ ]To inactivate attach current period reports 1074-1 and 1074-6.

Verify the following on the attached reports:
Original budget (base budget) is zero
All commitments are zero
Asset and liability account balances are zero
Total of all fund equity accounts are zero

|:|Other supporting documents. Describe: |

College/Division Approval:

Name Phone Date Form is Completed
Initiator: [ [ [ |

College/Division Admin: | | |  Note: Completed form and attachments must
be emailed to the Budget Office by the
College/Division Administrator.

Budget Office Action:
Name Date Action is Completed

Budget Office Employee: |

SpeedType for New Cost Center: [ 1 FRS Account for New Cost Center (UHD Only): [ |
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POSITION REQUEST NAVIGATION

ORACLE N

Favorites - Main Menu
Personalize Content | Layout
Menu E A E

Search:
&)

[ Benefits

[» Enterprise Learning

[ HR Self Service

[ Manager Self Sernvice

[> Organizational Development
[» Payroll for Marth America
[ Self Sernvice

[ Set Up HRMS

[ SetUp SACR

[> Student Financials

[: UHS HRMS Benefits

[ UHS HREMS Budget

[ UHS HEMS HR

[ UHS HREMS Payroll

[ UHS HRMS Positions

[ Waorkforce Administration
[ Waorklist

[» Reporting Tools

[ PeopleTools

[ Data Models

— Signon As Senvice Account
- P.AS.S. (Self Senice)

— Change My Password

— My Personalizations

— My System Profile

— My System Profile

— My Dictionary

— To Poral Hub

Hire employ:
personal and
labor relatior

‘ ﬁ Base Navigation Page

ORACLE _

Favorites Main Menu > HR Setf‘Sert.rice

ﬁ HR Self Service

Companents specifically for core HR office use

'HR eForms Home Page
! HR &Forms Home Page

44

Select HR Self Service

Select HR eForms Home Page



o

Most Visited { | Getting Started 3 Latest Headlines (8] Oracle Enterprise Perfau.

ORACLE S

orites Main Menu > [}epartmentv Self Service » eForms Home Page

Zlectronic Forms (eForms) Home Page

My Worklist
Work the items that have been routed to you.

Bari 3 new eForm, which wil then be routed to the appropriate approvers.

Resubmit, Change, or Withdraw an eForm

Make changes to an eForm that has been recycled or needs to be updated. Only
forms that have not had final approval or been processed into the system will be
accessile.

View an eform
View a recently submitted eForm, including workflow history and form status. eForms
submitted in the last month are listed here. This is a read-only view.

Look Up an Archived eForm
Review an archived eForm. eForms submitted more than a month ago will be listed
here. This is a read-only view.

Select Start a New eForm

ORACLE

Favorites Main Menu Departmentv Self Service > eForms Home Page

Start a New electronic Form (eForm)

ﬂpf Personnel Action Request (ePAR)
I

Uze this form to submit a request to hire, edit existing job data,
change employment status or add additional pay for an employee.
Personnel Action Request (ePAR)

Eljo: Position Request (ePRF)
- Uze this form to submit a request to create a new postion; reclassify an

existing position; change department, FTE, or funding on & posttion; or
inactivate a postion

[ Person of Interest (ePOl)

? Use this form to request a PeopleSoft ID for a non-employee,
non-student. P3 IDs are needed for access to many campus 8ervices,
including parking, email and Cougar1Card.

Select Position Request (ePRF)



| ORACLE T

3

Favaortes Main Menu > Deuartment' Seff Service » eForms Home Page

Add Position Request (PRF)

Position Search
Choose a checkbax below for the position action you wish to request: Create a New Position, Update an Existing Position or

Inactivate an Existing Posttion. .
et ‘ it : Select: Create a New Position or
To create a new position, click the appropriate checkbox and the Add bution will display. Click Add to request a new position. Lo .
Update an Existing Position

To update orinactivate an existing position, click the appropriate chackbox and a position search table will appear. Ifyou know the
position number enter i, and click Search. Otherwise, enter the information you have and click Search.

Search Fields
[ Create a New Position
[ Update an Existing Position
[/ nactivate an Existing Position

SETE ————— |

Favorttes - Main Menu > Department Self Service > eForms Home Page
I

Add Position Request (PRF)

Position Search
Choose a checkbox below for the position action you wish to request Create a New Position, Update an Existing Position or

Inactivate an Existing Position
To create @ new position, click the appropriate checkbox and the Add button will display. Click Add to request a new position.
To update or inactivate an existing position, click the appropriate checkbox and a position search table will appear. If you know the
position number, enter it, and click Search. Otherwise, enter the information you have and click Search.
Search Fields
[Clcreate a New Position

Update an Existing Position
Select: Update an Existing Position

[Tl inactivate an Existing Position

Existing Position Search

Position Number:| |
Department:  [HO2t——¢ .
e TEER Populate all of the appropriate cells
Job Title: |cus_lomer senvice rep 2

Search I Clear Cancel

o5
Customize | Find | View Al | @| u

Position Result
Incumbents

=Vacant>

Customer Semvice Rep 2
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ORACLE  EESSSSSSSSSms———————

Favorites Main Menu > DepartmentvSelf Service » eForms Home Page

Add Position Request (PRF)

roel g

Step 1 of 3: Position Information
Complete the fields below with the appropriate position information that is being requested.

Review for accuracy

Position Information

Requested Action: Update Existing Position eFormID: 284368

*Effective Date: 09/01/2012 Position Data
Position Number:

Present Job D9E3 Customer Service Rep 2

Code/Title:
Incumbent{s): =Vacant=

Department Information

*Department: HO210 Q. Admissions
Business Unit: HR730 U of H Main

*Location Code:  |H2023 2, Admissions

_  Reports To @0\ AsstDir, Admissions

Position:
Job Classification Information
Reg/Temp: Reqular
| *Empl Class: Support Staff -
) Use Existing Job Code ") Update Existing Job Code
© Create New Job Code '@ No Change
" Current:

Job CodelTitle: D9E3 Customer Service Rep 2Salary Plan: UHMN  Salary Grade: 105 Annual Salary:

[8 Standard Hours/FTE

*  =standard Hours; [40.00 FTE: 1.00

‘ =< §earch I Next == ||

ORACLE

avorites Main Menu > Department Self Service > eForms Home Page

Add Position Request (PRF)

Step 2 of 3: Budget Information
Complete the fields below with the appropriate budget information that is being requested

Position Information

Reguested Action: Update Existing Position eForm ID: 284368

Position Number:
seses deds @ Enter funding source.

CodelTitle:
Incumbent{s): =\acant=

T Percentage of distribution
should total 100%.

*Speedtype(s] LCombination Code{s]) i ‘a Funding End Bate

00730-36924 i 2064-HOZ210-E0241-NA 100.000 [54] [=]

|
I—Dlsmulruorr‘:ricrja.l: 100.000

| == Previous Mext == ||
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ORACLE N

Fawvorites Main Menu > DepartmentvSerI‘ Service > eForms Home Page

Add Position Request (PRF)

Step 3 of 3: Finalize Form
Enter any relevant information requested where indicated and/or comments in the "Your Comment” field to be inch

this form.

Position Information

Regquested Action: Update Existing Position .
Verify document for

Position Number: @
ProposedJob completeness and
appropriate approval.

CodelTitle:

Incumbent({s): =Vacant=
Action{s) & Reason(s)
[ JAsion  fRessn |

Action

1

Add Mew Document I

Description

| Viewl

Your Comment: . Ifnecessary, apply comments.
pleaze type vour cummM

Comment History:
|

Created Date/Time
0813012 7:49:54AM  [=]

Author

Description File size

‘ <<Previous | Hold | Submit ||

Submit to the Budget Office.
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~ NOVEMBER 2013 Payroll Schedu

1 2
Pay Day for B102213,
BF & MF102213,
M103113
Run Leave Accrual
Run Reallocation
Process
3 4 5 6 7 8 9
Absences are finalized |B110513 — Approvals &
at 12:00 for B110513  [corrections must be
B110513 - BW Period |week 2 completed by 3:00 Run Reallocation
ends. B110513-BW today Process
Timesheets are due in
B110513 - Pay lines  [Payroll by 12:00 Noon |ePARs Due in HR for
are created. Run Final Reports for  |M113013
Off Cycle for BF110513 [BF/MF110513
& MF110513 B110513 - BW Trial is
available.
10 11 12 13 14 15 16
Absences are finalized |B120313 Timesheets
B110513 - BW Final at |M113013 - Paylines  |at 12:00 for B111913 [are printed Pay Day for B110513,
9:00 a. m. are created. week 1 MF / BF 110513
M113013 - Mthly Trial
ePARs Due in HR for  [corrections are due by [M113013 - Mthly Final
B111913 12:00 at 9:00 a. m.
M113013 - Mthly Trial |Absences are finalized |Run Reallocation
is available. at 12:00 for M113013  |Process
17 18 19 20 21 22 23
Absences are finalized [B111913 — Approvals &
B111913 - BW Period |[at 12:00 for B111913 [corrections must be B111913 - BW Final at
ends week 2 completed by 3:00 9:00 a.m.
B111913-BW today
Off Cycle for BF111913 [Timesheets are due in Run Reallocation
& MF111913 Payroll at 8:00 a.m. Process
Run Final Reports for
B111913 - Pay lines  [BF/MF111913
are created. B111913 - BW Trial is
available.
24 25 26 27 28 29 30
Run Reallocation
Process HOLIDAY HOLIDAY
Absences are finalized
at 12:00 for B120313
week 1 Pay Day for B111913
ePARs Due in HR for
B120313
B121713 Timesheets
are printed
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REVENUE & EXPENDITURE BUDGET NODES

Revenue Budget Account Values (B4XXX)

Budget Actual
Account Description Account Range
B4001 TUITION 40100-40299
B4002 DESIGNATED TUITION 40300-40499
B4003 STUDENT SERVICE FEES 40500-40699
B4004 OTHER FEES 40700-40999
B4005 REMISSIONS AND EXEMPTIONS 41000-41099
55500-55999
B4006 GENERAL REVENUE APPROPRIATION 41100-41103
41106-41111
41113-41299
B4007 OTHER GENERAL REVENUE 41400-41499
B4008 STAFF BENEFITS 41300-41399
B4009 HIGHER EDUCATION ASSISTANCE 41105-41105
41500-41599
B4010 FEDERAL GRANTS AND CONTRACTS 41600-41799
B4011 INDIRECT COST RECOVERED - FED 41800-41899
B4012 FED PASS THRU FROM STATE AGENC 41900-41999
B4013 IDC RECOVERED - FED PASS THRU 42000-42099
B4014 STATE GRANTS AND CONTRACTS 42201-42299
B4015 INDIRECT COST RECOVERED - STAT 42100-42199
B4016 STATE PASS THRU FROM STATE AGN 42401-42403
42406-42408
42410-42499
B4017 IDC RECOVERED - STATE PASS THR 42300-42399
B4018 LOCAL GRANTS AND CONTRACTS 42500-42599
B4019 IDC RECOVERED - LOCAL 42600-42699
B4020 PRIVATE GIFTS 42900-43099
44400-44428
44440-44440
B4021 PRIVATE GRANTS AND CONTRACTS 43100-43100
43102-43199
B4022 IDC RECOVERED - PRIVATE GRANT 42800-42899
B4023 IDC RECOVERED-PRIVATE CONTRACT 42700-42799
B4024 INC/DEC IN FAIR VALUE OF INV 43200-43299
B4025 OTHER INVESTMENT INCOME 43300-43499
B4026 ENDOWMENT INCOME DISTRIBUTION 43500-43599
B4027 SALES AND SERVICES - E&G 43600-43630
43635-43636
43639-43999
B4028 SALES AND SERVICES - AUXILIARY 43631-43634
43637-43638
44000-44399
B4029 OTHER SOURCES 44429-44439
44441-44799
49504-49504
B4030 AMONG FUNDS-MANDATORY 44801-44899
B4031 AMONG FUNDS-NON-MANDATORY 44900-44999
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Budget Actual
Account Description Account Range
B4032 AMONG COMPONENTS-MANDATORY 44800-44800
45000-45099
B4033 AMONG COMPONENTS-NON-MANDATORY 45100-45199
B4034 ENCUMBRANCES 45200-45299
B4035 FUND BALANCE 45300-45399
B4036 RECOVERED COSTS 50050-50053
50055-50099
B4037 SHARED APPROPRIATIONS 41104-41104
B4038 GEN'L REV - SALARY INCREASE 41112-41112
B4039 LICENSE PLATE SCHOLARSHIP 42200-42200
B4040 TEXAS GRANT PROGRAM 42400-42400
B4041 TCWS (TX COLLEGE WORK STUDY) 42404-42404
B4042 TASP (DEVELOPMENTAL EDUC) 42405-42405
B4043 TEXAS EXCELLENCE FUND 42409-42409
B4044 ENDOWMENT TRANSFER 43101-43101

Expense Budget Account Values by Level (B5XXX)

Level1 Budget Actual
Account Description Account Range
B5000 TOTAL EXPENSES BUDGET 50000-50049

50054-50054
50100-55499
56000-59999

Level 2 |Budget Actual
Account Description Account Range
B5001 L2 - DEFINED EXPENSES 50000-50049
B5002 L2 - SALARY AND WAGES 50100-51999
B5003 L2 - FRINGE BENEFITS 58000-58999
B5004 L2 - MAINTENANCE AND OPERATIONS 50054-50054

52000-55499
56000-57999
59000-59998
B5062 L2 - RESEARCH RESERVE 59999-59999

** SYSTEMWIDE DEFAULT LEVEL FOR ALL NON-PROJECT/GRANT COST CENTERS
Level 3  Budget Actual
Account Description Account Range
B5005 L3 - COST OF GOODS sOLD 50000-50024
B5006 L3-SALARY AND WAGES 50100-50120
50122-50139
50220-50999
51400-51999
B5034 S&W TENURE TRACK FACULTY 50140-50149

51




Budget Actual
Account Description Account Range
B5035 S&W NON TENURE TRACK FACULTY 50150-50159
B5036 S&W ADJUNCT FACULTY 50160-50169
B5037 S&W GRADUATE ASSISTANTS 50170-50179
B5038 S&W EXEMPT STAFF 50121-50121
50180-50189
B5039 S&W NON EXEMPT STAFF 50190-50199
B5040 S&W STUDENT EMPLOYEES 50200-50209
B5055 L3-S&W, SUMMER INSTR SALARIES 50210-50219
B5007 L3 - FRINGE BENEFITS 51000-51399
B5008 L3 - CAPITAL OUTLAY 58000-58999
B5009 L3 - MAINTENANCE AND OPERATIONS 50054-50054

52000-52107

52108-52108

52109-52204

52206-52213

52216-52299

52300-52302

52303-52599

52606-52816

52817-52817

52818-53106

53108-53109

53114-53299

53300-53304

53305-53525

53526-53526

53527-53799

53800-53820

53821-53823

53824-53824

53825-53849

53850-53899

53900-53900

53902-53949

53950-53950

53951-54705

54710-54736

54738-54738

54740-54801

54803-54813

54814-54814

54815-54818

54822-54822

54823-54900

54901-54901

54903-54903

54906-54909

54911-54949
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Budget

Actual

Account

Description

Account Range

54950-54952

54953-54999

55000-55000

55001-55107

55109-55299

55319-55404

55405-55405

55406-55499

56001-56099

56120-56123

56129-56136

56139-56499

56500-56502

56503-56520

56521-56599

56600-56699

56700-57999

59000-59998

B5066

L3 - TRAVEL AND BUSINESS EXPENSE

54910-54910

56000-56000

56100-56119

56124-56128

56137-56138

52205-52205

52214-52215

53107-53107

53110-53113

53901-53901

54802-54802

54902-54902

54904-54905

55108-55108

B5067

L3 - SCHOLARSHIPS AND FELLOWSHIP

54819-54821

55300-55318

B5063

L3 - RESEARCH RESERVE

59999-59999

B5027

L3 - BAD DEBT EXPENSE

50025-50049

B5073

L3 - PURCHASED UTILITY

52600-52605

B5076

L3 - DEPT SERVICE

54706-54709

54737-54737

54739-54739

Level 4

Budget

Actual

Account

Description

Account Range

B5011

L4 - SALARY AND WAGES

50100-50120

50122-50139

50220-50999

51400-51999

B5041

L4 - S&W, TENURE TRACK FACULTY

50140-50149

B5043

L4 - S&W, NON TENURE TRACK FAC

50150-50159
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Budget Actual
Account Description Account Range
B5045 L4 - S&W, ADJUNCT FACULTY 50160-50169
B5047 L4 - S&W, GRADUATE ASSISTANTS 50170-50179
B5049 L4 - S&W, EXEMPT STAFF 50121-50121
50180-50189
B5051 L4 - S&W, NON EXEMPT STAFF 50190-50199
B5053 L4 - S&W, STUDENT EMPLOYEES 50200-50209
B5056 L4 - S&W, SUMMER INSTR SALARIES 50210-50219
B5012 L4 - FRINGE BENEFITS 51000-51399
B5013 L4 - CAPITAL OUTLAY 58000-58999
B5014 L4 - TRAVEL 52300-52302
53300-53304
53950-53950
54822-54822
54950-54952
55000-55000
56001-56099
56120-56123
56129-56136
56139-56499
B5015 L4 - MAINTENANCE AND OPERATIONS 50054-50054

52000-52107

52108-52108

52109-52204

52206-52213

52216-52299

52303-52816

52817-52817

52818-53106

53108-53109

53114-53299

53305-53525

53526-53526

53527-53799

53800-53820

53821-53823

53824-53824

53825-53849

53850-53899

53900-53900

53902-53949

53951-54801

54803-54813

54814-54814

54815-54818

54823-54900

54901-54901

54903-54903

54906-54909
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Budget

Actual

Account

Description

Account Range

54911-54949

54953-54999

55001-55107

55109-55299

55319-55404

55405-55405

55406-55499

56500-56502

56503-56520

56521-56599

56600-56699

56700-57999

59000-59998

B5070

L4 - TRAVEL AND BUSINESS EXP

52205-52205

52214-52215

53107-53107

53110-53113

53901-53901

54802-54802

54902-54902

54904-54905

54910-54910

55108-55108

56000-56000

56100-56119

56124-56128

56137-56138

B5068

L4 - SCHOLARSHIP AND FELLOWSHIP

54819-54821

55300-55318

B5064

L4 - RESEARCH RESERVE

59999-59999

B5028

L4 - COST OF GOODS SOLD

50000-50024

B5032

L4 - BAD DEBT EXPENSE

50025-50049

Level 5

Budget

Actual

Account

Description

Account Range

B5017

L5 - SALARY AND WAGES

50100-50120

50122-50139

50220-50999

51400-51999

B5042

L5 - S&W, TENURE TRACK FACULTY

50140-50149

B5044

L5 - S&W, NON TENURE TRACK FAC

50150-50159

B5046

L5 - S&W, ADJUNCT FACULTY

50160-50169

B5048

L5 - S&W, GRADUATE ASSISTANTS

50170-50179

B5050

L5 - S&W, EXEMPT STAFF

50121-50121

50180-50189

B5052

L5 - S&W, NON EXEMPT STAFF

50190-50199

B5054

L5 - S&W, STUDENT EMPLOYEES

50200-50209

B5057

L5 - S&W, SUMMER INSTR SALARIES

50210-50219
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Budget

Actual

Account

Description

Account Range

B5018

L5 - FRINGE BENEFITS

51000-51399

B5019

L5 - CAPITAL OUTLAY

58000-58999

B5020

L5 - TRAVEL

52300-52302

53300-53304

53950-53950

54822-54822

54950-54952

55000-55000

56001-56099

56120-56123

56129-56136

56139-56499

B5021

L5 - INDIRECT COST

56503-56520

56600-56699

B5022

L5 - TUITION AND FEES GRANT

55405-55405

56700-57999

B5023

L5 - CONTRACTING OF SERVICES

52108-52108

53824-53824

53850-53899

B5024

L5 - PASS THROUGH

53800-53820

53825-53849

B5025

L5 - MAINTENANCE & OPERATIONS

50054-50054

52000-52107

52109-52204

52206-52213

52216-52299

52303-52816

52818-53106

53108-53109

53114-53299

53305-53525

53527-53799

53821-53823

53900-53900

53902-53949

53951-54801

54803-54813

54815-54818

54823-54900

54901-54901

54903-54903

54906-54909

54911-54949

54953-54999

55001-55107

55109-55299

55319-55404

55406-55499
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Budget

Actual

Account

Description

Account Range

56500-56502

56521-56599

59000-59998

B5061

L5 - TAXABLE WAGE BENEFITS

52817-52817

53526-53526

54814-54814

B5071

L5 - TRAVEL EXPENSE

54910-54910

56000-56000

56100-56119

56124-56128

56137-56138

B5072

L5 - BUSINESS EXPENSE

52205-52205

52214-52215

53107-53107

53110-53113

53901-53901

54802-54802

54902-54902

54904-54905

55108-55108

B5069

L5 - SCHOLARSHIPS & FELLOWSHIPS

54819-54821

55300-55318

B5065

L5 - RESEARCH RESERVE

59999-59999

B5029

L5 - COST OF GOODS SOLD

50000-50024

B5033

L5 - BAD DEBT EXPENSE

50025-50049
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Salary and Wage Budget Nodes and Accounts

Budget Node  Account

B5034

B5035

B5036

B5037

B5038

B5039

B5040

B5055

B5058

S&W TENURE TRACK FACULTY

50140 RANKED FACULTY SALARIES

50141 ADMINISTRATIVE STIPENDS, FACULTY
50142 CHAIR/PROFESSOR STIPENDS, FACULTY

S&W NON TENURE TRACK FACULTY

50150 VISITING FACULTY SALARIES

50151 CLINICAL FACULTY SALARIES

50152 INSTRUCTIONAL FACULTY SALARIES
50153 RESEARCH FACULTY SALARIES

S&W ADJUNCT FACULTY

50160 LECTURER SALARIES

50161 CONTINUING EDUCATION INSTRUCTOR SALARIES
50162 SUMMER SALARIES

S&W GRADUATE ASSISTANTS

50170 INSTRUCTIONAL ASSISTANTS SALARIES
50171 TEACHING ASSISTANTS SALARIES

50172 TEACHING FELLOWS SALARIES

50173 RESEARCH ASSISTANTS SALARIES

50174 GRADUATE ASSISTANTS

S&W EXEMPT STAFF

50180 PROF & ADMIN STAFF SALARIES, EXEMPT
50181 OTHER SUPPORT STAFF SALARIES, EXEMPT
50182 RESEARCH STAFF SALARIES, EXEMPT
50183 STIPENDS & OVERLOAD

S&W NON EXEMPT STAFF

50190 ADMINISTRATIVE STAFF SALARIES, NON EXEMPT
50191 OTHER SUPPORT STAFF SALARIES, NON EXEMPT
50192 RESEARCH STAFF SALARIES, NON EXEMPT

S&W STUDENT EMPLOYEES

50200 COLLEGE WORK STUDY WAGES, FEDERAL
50201 NON COLLEGE WORK STUDY WAGES
50202 COLLEGE WORK STUDY WAGES, TEXAS

S&W SUMMER INSTRUCTION

50210 SUMMER INSTRUCTION, TENURE TRACK

50211 SUMMER INSTRUCTION, NON-TENURE TRACK
50212 SUMMER INSTRUCTION, ADJUCT FACULTY

50213 SUMMER INSTRUCTION, GRADUATE ASSISTANTS

S&W CONTRACT PROFESSIONAL ATHLETICS
50121 ATHLETICS COACHES SALARIES
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Revenue and Expenditure Budget Nodes

[> Wy Favorites

[ Business Processes

[» Custom Reports

[» Computer Operations

[» Budget Development Module

[-Vendors

[» Purchasing

[ Accounts Payable

[ Asset Management

> Commitment Control

[ General Ledger

[> Set Up Financials/Supply
Chain

7 Tree Manager
I» Tree Utilities

— Tree Auditor
- Tree Structure
[ Reparting Tools
[ PeopleTools
— Chanae Wy Password
— Wy Personalizations
= My System Profile
— Wy Dictionary
- Return to Portal Hub

| Addto Favorites

Home

New Windaw | Help |,

Tree Viewer

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

Find an Existing Value

Maximum number of rows to return (up to 300) }300

Search by:  Tree Name

Search |Advanced Search

= begins with|

Select: Tree Manager > Tree Viewer

St UHS

g@g Finance
Menu &
Search:

®
[+ My Favorites
|- Business Processes
[ Custom Reports
[- Computer Operations
(- Budget Development Module
[- Vendors
[ Purchasing
[+ Accounts Payable
(- Asset Management
[ Commitment Control
[- General Ledger
[ Set Up Financials/Supply
Chain
[~ Tree Manager
[» Tree Utilities

— Tree Auditor
— Tree Structure
(- Reporting Tools
|- PeapleToals
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary
— Return to Portal Hub

Home | Addt

New Window | Help | &}

Tree Viewer

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

Find an Existing Value

Maximum number of rows to return (up to 300): 300
~ begins withBUD

Enter BUD for BUD EXPENSE or BUD
REVENUE

Search by: Tree Name

Search |Advanced Search

Search Results

BUD EXPEMWSE 00797 (blank) 09/01/2010  Budget Rollup for Expenses DEFAULT Valid Tree
BUD EXPENSE 00797 (blank) 09/01/2009  Budget Rollup for Expenses DEFAULT Valid Tree
BUD EXPENSE 00797 (blank) 09/071/2007  Budget Rollup for Expenses DEFAULT Valid Tree
BUD EXPENSE 00797 (blank) 09/01/2006 Budget Rollup for Expenses DEFAULT Valid Tree
BUD EXPENSE 00797 (blank) 09/071/2005  Budget Rollup for Expenses DEFAULT Valid Tree
BUD EXPENSE 00797 (blank) 09/01/2004 Budget Rollup for Expenses DEFAULT Valid Tree
BUD EXPENSE 00797 (blank) 09/01/2003  Budget Rollup for Expenses BUDGET Valid Tree
BUD EXPENSE 00797 (blank) 08/31/1998 Budget Rollup for Expenses BUDGET Valid Tree
BUD PERIOD 00759 (blank) 08i31/1998  Budget Period Tree BUDGET Valid Tree
BUD PERIOD 00765 (blank) 08/311998 Budget Period Tree BUDGET Valid Tree
BUD PERIOD 00783 (blank) 08311998  Budget Period Tree BUDGET Valid Tree
BUD PERIOD 00784 (blank) 08/3111998 Budget Period Tree BUDGET Valid Tree
BUD PERIOD 00797 (blank) 08/311998  Budget Period BUDGET Valid Tree
BUD REVEMNUE 00797 (blank) 09/01/2010 Budget Rollup - Revenue  DEFAULT Valid Tree
BUD REVENUE 00797 (blank) 09/01/2005 Budget Rollup - Revenue  DEFAULT Valid Tree
BUD REVENUE 00797 (blank) 09/01/2004 Budget Rollup - Revenue  DEFAULT Valid Tree
BUD REVEMUE 00797 (blank) 09/01/2002  Budget Rollup - Revenue  BUDGET Valid Tree
BUD REVENUE 00797 (blank) 08/31/1998 Budget Rollup - Revenue  BUDGET Valid Tree
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[

f=t UHS
@5 Finance

Search:
&) :
b My Favorites Tree Viewer
[» Business Processes SetiD: 00797 Last Audit:  Valid Tree
[: Custom Reports . i
> Computer Operations Effective Date: 09/01/2010  Status: Active
[» Budget Development Module
[ Vendors
[> Purchasing
[» Accounts Payable
[» Asset Management
[» Commitment Control
I General Ledger
1> Set Up Financials/Supply
Ll [ B5000 - TOTAL EXPENSES BUDGET

Pl B5001 - L2 - DEFINED EXPENSES
I» Tree Utilities S o :
— Tree Manager B5002 - L2-5ALARY AND WAGES SeleCt Prlnt Format
| Tree View B5003 - L2-FRINGE BENEFITS
e B5004 - L2-MAINTENANCE AND OPERATIONS
B5062 - L2-RESEARCH RESERVE

Mew Window | Help | Customize Page |,

Tree Hame: BUD_EXPENSE Budget Rollup for Expenses

— Tree Structure
[> Reporting Tools
[ PeopleTools
— Change My Password
— My Personalizations [=] Notify |
— My System Profile
— My Dictionary
— Return to Portal Hub

| Tree Viewe: [ % - B - = d v Page~ Safely~ Tools+

N UHS ﬂ
;Z“i‘-’ Finance

Mew Window | Help | Customize Page

My Favorites Tree Viewer
[> Business Processes SetiD: 00797 Last Audit:  Valid Tree
[+ Custom Reports il _ . )
[» Computer Operations Effective Date: 08/01/2010  Status: Active
i egr?gs:sﬂemlopmem D Tree Hame: BUD_EXPEMNSE Budget Rollup for Expenses
> Purchasing
[+ Accounts Payable
[> Asset
> Commitment Control
[> General Ledger
[» Set Up Financials/Supply
Chain 85000~ TOTAL EXPENSES BUDGET
¢ Ttee Manager E 1= ESDD?:EQZL DE;’INEIﬁ E‘f::’ENSES
[ Tree Utilities Bemit) T
2 B5005-L3-COST OF COODS LD Refer to budget node level 3 to process budget journals
: E B5028 - L4 - COST OF GOODS SOLD
— Tree Audilor ] k e
~ Tree Structure B B5029 - L5- COST OF GOODS SOLD
[ Reporting Taols : B [50000 - 50024]
[» PeopleTools [ B5027 - L3 - BAD DEBT EXPENSE
E :
Change fl; Feseward ! (% 55032 - L4 - BAD DEBT EXPENSE
= My Personalizations : :
— My System Profile [ B5023 - L5 - BAD DEBT EXPENSE
= My Dictionary  # [50025 - 50049]
e " [ BS002 - L2-SALARY AND WAGES

(5 B5058 - L3-S&W CONTRACT PROF ATHLETICS
# [50121] - ATHLETICS COACHES SAL-1.00 FTE
~ [ B5006 - L3-SALARY AND WAGES
“ [ B5011 - L4 - SALARY AND WAGES
“ 25 B5017 - L5 - SALARY AND WAGES
¥ [50100 - 50120]
# [50122 - 50139]
4 [50220 - 50999]
" # [51400 - 51999]
(% B5034 - L3-88W, TENURE TRACK FACULTY
* [ B5041 - L4-S&W TENURE TRACK FACULTY
" [ B5042 - L5-88W TENURE TRACK FACULTY
" # [50140 - 50149]
(% B5035 - L3-88W, NON TENURE TRACK FAC
* [ B5043 - L4-S&W NON TENURE TRACK FAC
" [ B5044 - L5-88W NON TENURE TRACK FAC
" # [50150 - 50150]
[ B5036 - L3-S8W, ADJUNCT FACULTY
* [ B5045 - L4-S&W ADJUNCT FACULTY
" [ B5046 - L5-8&W ADJUNCT FACULTY
" # [50160 - 50169]
[ B5037 - L3-S8W, GRADUATE ASSISTANTS

-~ = - & ann
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‘@ Tree Manager

Finance

Search:
@

e
i‘-&;‘; UHS
S

[ Wy Favorites

[ Business Processes

[ Custom Reports

[: Computer Operations

> Budget Development Module

> Vendors

[> Purchasing

[» Accounts Payable

[» Asset Management

[> Commitment Control

[» General Ledger

[» Set Up Financials/Supply
Chain

7 Tree Manager
[> Tree Utilities

- Tree Viewer
- Tree Auditor
— Tree Structure
[: Reporting Tools
[: PeopleTools
- Change Wy Password
- My Personalizations
= My System Profile
I~ My Dictionary
- Return to Portal Hub

DEPARTMENT ID TREE

ﬁ L 3 @ v Pagev Safetyv Tools+ @v

Tree Manager

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

Find an Existing Tree ate New Tree

Maximum number of rows to return (up to 300): 300

Search by:

Tree Name

Search | Advanced Search

Find an Existing Tree | Create New Tree

= begins with DEPT

Home \

Go to Tree Manager.
Search by: Tree Name & Dept

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

08i31/2007

08i31/2013
08131/2012
08/31/2011
08i31/2010
08i31/2009
08i31/2008
08/31/2007
08/31/2013
08/31/2012
08i31/2011
08/31/2010
08i31/2009
08/31/2008
08i31/2007
08/31/2007
08i31/2013
08/31/2013
08i31/2012
08/31/2011
08i31/2010
08/31/2009
08i31/2008
08/31/2007
08/31/2008
08/31/2009
08i31/2010
08/31/2011
08i31/2011
08/31/2012
08i31/2012

P
| @ e
. L
Menu &
Search: °
(> My Favorites Tree Manager
[> Business Processes
> Custom Reports
(> Computer Operations
(> Budget Development Module
(> Purchasing
(> Accounts Payable Maximum number of rows to return {up to 200} W
(- Asset Management — —
(> Commitment Control Search by: Tree Name
(- General Ledger
[ (S):‘aLiJnD Financials/Supply Sy | T
[~ Tree Manager
I Tree Utilities Search Results
— Tree Auditor
— Tree Structure DEPTID BDM 00730 (blank)
|| ||> Reporting Tools DEPTID BDM 00759 (blank)
Ez::ﬁ‘emmi e DEPTID BDW 00759 (blank)
e DEPTID BOM 00758 (blank)
_J—M System Profile DEPTID EDM 00759 (blank)
I~ My Dictionary DEPTID BODM 00759 (blank)
[~ Return fo Poriai Hud DEPTID BDM 00759 (blank)
DEPTID BDM 00759 (blank)
DEPTID BDM 00765 (blank)
DEPTID BDM 00765 (blank)
DEPTID BDM 00765 (blank)
DEPTID BDM 00765 (blank)
DEPTID BDM 00765 (blank)
DEPTID BDM 00765 (blank)
DEPTID BDM 00765 (blank)
DEPTID BDM 00783 (blank)
DEPTID BDM 00784 (blank)
DEPTID BDM 00784 (blank)
DEPTID BDM 00784 (blank)
DEPTID BDM 007234 (blank)
DEPTID BDM 00784 (blank)
DEPTID BDM 00784 (blank)
DEPTID BDM 00724 (blank)
DEPTID BDM 00784 (blank)
DEPTID BOM 2008 00765 (blank)
DEPTID BDM 2009 00765 (blank)
DEPTID BOM 2010 00765 (blank)
DEPTID BDM 2011 00765 (blank)
DEPTID BDM 2011 00784 (blank)
DEPTID BOM 2012 00765 (blank)
- DEPTID BDM 2012 00784 (blank)
B DEPTID BDM 2013 00765 (blank)

08/31/2013

« begins with| DEPT

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

Add to Favorites \ Sign out

New Window | Help | B

m

Select: Dept Rollup and set ID (00730 or

00783); select current effective date.

DptiD Rptg Tree for BOM Tbl A DEFAULT Draft Tree
DptiD Rptg Tree for BDM Toi A DEFAULT Valid Tree
DptiD Rptg Tree for BDM Tl A DEFAULT Valid Tree
DptiD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptiD Rptg Tree for BDM Tbl A DEFAULT Valid Tree
DptiD Rptg Tree for BDOM Tbl A DEFAULT Valid Tree
DptiD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptlD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptiD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptlD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptlD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptlD Rptg Tree for BDM Tbl A DEFAULT Valid Tree
DptiD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptlD Rptg Tree for BDOM Tbl A DEFAULT Valid Tree
DptD Rpig Tree for BDM Tbl A DEFAULT Valid Tree
DptiD Rptg Tree for BOM Tbl A DEFAULT Draft Tree

ADMINISTRATION DptiD Rpig Tree for BDM Tbl A DEFAULT Valid Tree

USES

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

DptD Rpig Tree for BDM Tl A DEFAULT Valid Tree
DptiD Rptg Tree for BOM Thl A DEFAULT Valid Tree
DptiD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptliD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptiD Rptg Tree for BOM Tbl A DEFAULT Draft Tree
DptiD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptlD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptiD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptlD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptlD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptlD Rptg Tree for BDM Tbl A DEFAULT Valid Tree
DptiD Rptg Tree for BOM Tbl A DEFAULT Valid Tree
DptlD Rptg Tree for BDOM Tbl A DEFAULT Valid Tree
DptD Rpig Tree for BDM Tbl A DEFAULT Valid Tree
DptiD Rptg Tree for BDM Thl A DEFAULT Valid Tree
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‘ (& Tree Manager

ﬁ - >3 @ v Pagev Safety~ Tools+

fats  UHS
5’@’5 Finance

Search:
®

[> My Favorites

[ Business Processes

[» Custom Repors

[ Computer Operations

[» Budget Development Module

[» Vendors

[» Purchasing

[» Accounts Payable

[» Asset Management

[» Commitment Control

[» General Ledger

[» Set Up Financials/Supply
Chain

[~ Tree Manager
[ Tree Utilities

— Tree Viewer
- Tree Auditor
— Tree Structure
[ Reporting Tools
[ PeopleTools
— Change My Password
— My Personalizations
= My System Profile
- My Dictionary
— Return to Portal Hub

New Window | Help | Customize Page

Tree Manager

SetD: 00730 Last Audit:  Valid Tree
Effective Date: 08/31/2013  Status: Active
Tree Name: DEPTID_ROLLUP DEPTID_DETAIL

Save As Close Tree Definition Display Options Print Format

( Hoo00AIDUNDERARTEN TS T 4

H0395 - CHANCELLOR/PRESIDENT PH
H0399 - UNIVERSITY ADVANCEMENT PH
HO396 - ACADEMIC AFFAIRS PH

HO397 - ADMINISTRATION & FINANCE PH
HO401 - STUDENT AFFAIRS PH

HO400 - RESEARCH (PH)

HO0402 - ATHLETICS PH

HO459 - INSTITUTIONAL PH

=] Motify |

Select: Print Format

| @ Tree Manzger

M- v [ @ v Page~ Safety~v Took~v @~

Py UHS
Y Finance

Search:

®
[ My Favorites
[- Business Pracesses
(- Custom Reports
- Computer Operations
(- Budget Development Module
[ Vendors
> Purchasing
(- Accounts Payable
> Asset Management
> Commitment Control
[ General Ledger
> Set Up FinancialsiSupply
Chain
[ Tree Manager
[> Tree Utilities
— Tree Viewer
— Tree Auditor
— Tree Structure
- Reporting Tools
> PeopleTools
|- Change My Passward
|- My Personalizations
|- My Svstem Profile
- My Dictionary
- Return to Portal HUD

Mew Window | Help | Customize Page | B}

Tree Manager

SetiD: 00730 Last Audit:  Valid Tree
Effective Date: 08/21/2012  Status: Active
Tree Name: DEPTID_ROLLUP DEPTID_DETAIL

Tree Definition Display Options Print Format

Save As Close

Collapse All | Expand All

f
" [% H0395 - CHANCELLOR/PRESIDENT PH
[ HODO01 - PRESIDENT

[ Hooo0 - ALL UH DEPARTMENTS T

H0379 - OFFICE OF SPECIAL EVENTS
I~ 2 H0431 - STAFF COUNCIL
= HOD19 - GENERAL COUNSEL
“ 2 HOD20 - OFFICE EQUAL OPPORTUNITY SRVS
[ HO176 - CONTRACT ADMINISTRATION
25 HO560 - COMMUNITY RELATI & INST ACCESS
% H0216 - CENTER FOR STUDENTS WIDISABILI
= HO577 - LGBT RESOURCE CENTER
= HDB78 - WOMEN'S RESOURCE CENTER
[ H0398 - UNIVERSITY ADVANCEMENT PH

* [ HOD26 - UNIVERSITY ADVANCEMENT

[ H0D27 - DEVELOPMENT
| 5 10028 - PLANNED GIVING

I 2 HOD29 - ANNUAL GIVING
2 HOD30 - UNIVERSITY ADVANCEMENT SUPPORT
 HD031 - UA TECHNICAL SUPPORT
% HD022 - DONOR & ALUMNI RECORDS
% HO033 - PROSPECT MANAGEMENT & RESEARCH
= HD034 - ADVANCEMENT INFORMATION SVCS
% HO035 - ADVANCEMENT EVENTS
% H0153 - (INACTIVE) DEVELOPMENT OFFICE
% H0039 - UNIVERSITY RELATIONS
2 HOD40 - UNIV COMMUNICATION
= HO036 - MARKETING
% HD037 - MULTIMEDIA MARKETING
% HO038 - INTERNAL COMMUNICATIONS
 HO151 - (INACTIVE) VP FOR EXTER RELATN
% H0152 - (INACTIVE) UNIVERSITY RELATION
* [ H0396 - ACADEMIC AFFAIRS PH

C#inass aman aranemne o

Select printer icon to print
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University of Houston

Budget Office Staff Assignments - Division/College

Administrator
Division / College Budget Staff Administrator Phone Ext
Academic Affairs Anika Chowdhury Sabrina Hassumani 38454
Engineering Anika Chowdhury Steve Bangerter 38132
Pharmacy Anika Chowdhury Cecillia Rodriguez 31254
Social Work Anika Chowdhury Marsha Wright 38133
Library Anika Chowdhury Mark Cooper 39806
CLASS Anika Chowdhury David McMullan 32988
College of Business Anika Chowdhury Sara Brown 34613
Hobby Anika Chowdhury Betsy Roguer 34253
Law Anika Chowdhury Jessica Claiborne 32112
Technology Anika Chowdhury Maria Martinez 35950
Education Anika Chowdhury Paul Roch 30709
College of Nursing Anika Chowdhury Shammas, Samer 30694
Architecture Anika Chowdhury Avani Dave 32365
Optometry Anika Chowdhury LaSaundra Cotright 32055
College of Arts Anika Chowdhury Ornela Santee 36889
University Advancement Grecia Cobos Steve Mueller/Susan Johnston 38190/38903
Research Grecia Cobos Elyse Davis/Cris Milligan 33515/39201
NSM Grecia Cobos Fred McGhee 38631
HRM Grecia Cobos Deepu Kurian 32453
Honors Grecia Cobos Lorena Lopez 39008
A&F Mayra Rodriguez Pam Muscerello / Linda Garza 38761
Student Affairs Mayra Rodriguez Georgeann Smith 38761
President Mayra Rodriguez TaShawna Wilson 28831
Institutional Mayra Rodriguez Barbara Duarte 34397
University Mktg & Media Mayra Rodriguez Jason Gregory 38903
Athletics Sameer Iftikharuddin |Brandon Maddox 28831/39516
College of Medicine Sameer Iftikharuddin |Lewis, Paule Anne/ Amos Jeremekia 32643
Budget Office Staff Phone Extension email addres
Barbara Daurte, Asst VP, Budget & Analysis 3-4397 BLDuarte@central.uh.edu
Karen James, Dept Bus Admin 3-0665 kiames@central.uh.edu
Shabana Mohiuddin, Director Bud Oper 3-0656 srmohiuddin@central.uh.edu
Mayra Rodriguez, Supervisor Bud Oper 3-0651 merodri3@central.uh.edu
Sameer Iftikharuddin, Financial Special Projects |3-0653 siftikha@Central. UH.EDU
Anika Chowdhury 3.6509 aachowd3@Central. UH.EDU
Grecia Cobos 3.6639 gcobos2@Central. UH.EDU
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