Georgetown University

Salary Budget Detail Report


The salary budget detail report compares employee salary and fringe per cost center and account to the CAB budget amount for the cost center account combination and reports the surplus or (shortfall) in CAB.  This report is used during the budget process to check that CAB amounts are sufficient to fund employee salaries to be uploaded to the Genesys payroll system.

Navigate from:

Go > Process Financial Information > GT Financial Planning >
Report > Salary Budget Detail > Update/Display > 
Enter run control ID or select OK and choose run control ID from list.

Note: Select ADD instead of Update/Display the very first time the report is requested so that a run control ID may be created.
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Enter the run control parameters.

· Budget Period (required field) – Type the appropriate budget period.  

· Account From/To – Type an account range.  The “Account From” field must have a value of 70000 or greater.  The “To” field must have a value that is the same or greater than the value in the “Account From” field.  

· Campus (required if cost is blank) – Click the drop-down arrow, select a campus and click OK.

· School – Click the drop-down arrow, select a school and click OK.

· Division – Click the drop-down arrow, select a division and click OK.

· Department - Click the drop-down arrow, select a department and click OK.

· Program - Click the drop-down arrow, select a program and click OK.

· Cost Center (required if campus is blank) – 
· To view cost centers housed within one of the hierarchy levels, leave this field blank.  The example above will return all cost centers housed in program 200098 (Neurology).

· To view a single cost center, type the cost center in this field.  Skip the hierarchy fields unless you know your cost center falls within the levels specified.  Note:  If you were to add a main campus cost center to the panel in our example, your report would not return any data.  Based on the hierarchy levels specified, the system will search Neurology for the main campus cost center, find it doesn’t exist and display no detail on the report.
Click the stoplight button on the toolbar to initiate the report request.
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Send the output to the printer and assign the printer port, usually LPT1, and select OK.

The report is totaled by account code for employees’ salary.  The current approved budget amount for that account code is shown below, and the surplus or (shortfall) is shown below these two amounts.

Notes:  

Student salary, accounts 70400-70499, are excluded from this report.

The budgeted amount for RX salaries and fringe accounts is derived from the award budget segment table which allocates the project budget into GU’s fiscal year.
Use of Hierarchy Values

For this report, hierarchy values must be entered in order.  If you know you want to see salary budget detail for the program level Neurology, you must enter the campus, then the school, then the division, then the department, then the program.
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If you want to see salary budget detail for cost centers in the Clinical Sciences division, you must enter the campus, then the school, then the division.  Leave department and program blank.
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If you know you will be running reports for certain sections several times throughout the budget planning season, you can create new run control ids that always have the hierarchy values filled in.  For example, you might need to run reports for each of the departments that fall under Clinical Sciences.  You can create a run control id called “Neuro.”

1. Click Report, Salary Budget Detail, Add

2. Type NEURO next to Run Control ID.
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3. Click OK.

4. Fill in the run control parameters Budget Period, Account From, To, Campus, School, Division, and Department.
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5. Save.

Now you can select NEURO from your list of run control ids the next time you need to run this report for the Neurology department.
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Create a run control id for each department that falls under Clinical Sciences (Anesthesia, Emergency Medicine, Family Medicine, etc.) to save time filling in the hierarchy values.
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Run Time 16:58:36











Home
Annual
Dist

Budgeted


Account
Emplid
Name

Jobcode
Dept
Amt

Pct

Amt

Begin Dt
End Dt
Campus: 20
Medical Center
School: 2008 BGRO
Division: 2028 Clinical Sciences
Dept: 20070
Neurology
Program: 200098 Neurology
GX0000000
70105

888888888
BULLDOG,ANN
9530

0000
145,000.00
100.00
 72,500.00
07/01/2010
12/31/2010
70105

888888888
BULLDOG,ANN
9530

0000
148,625.00
100.00
 74,312.50
01/01/2011
06/30/2011


70105

888888889
HOYA,JAMES
9550

0000
 80,000.00
 80.00
 32,000.00
07/01/2010
12/31/2010


70105

888888889
HOYA,JAMES
9550

0000
 82,000.00
 80.00
 32,800.00
01/01/2011
06/30/2011















----------


Account 70105 Total
Commitments







211,612.50







Current Approved Budget





210,500.00






Surplus (Shortfall)





 -1,112.50
70607

888888888
BULLDOG,ANN
9530

0000
145,000.00
100.00
 11,600.00
07/01/2010
12/31/2010
70607

888888888
BULLDOG,ANN
9530

0000
148,625.00
100.00
 11,890.00
01/01/2011
06/30/2011


70607

888888889
HOYA,JAMES
9550

0000
 80,000.00
 80.00
  5,120.00
07/01/2010
12/31/2010


70607

888888889
HOYA,JAMES
9550

0000
 82,000.00
 80.00
  5,248.00
01/01/2011
06/30/2011















----------



Account 70607 Total
Commitments







 33,585.00






Current Approved Budget





 34,000.00






Surplus (Shortfall)





    415.00















----------

Center (GX0000-00) Total

Commitments







245,197.50







Current Approved Budget





244,500.00







Surplus (Shortfall)





   -697.50
Revised March 9, 2010
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