Quick Steps for Budget Prep

Budget Prep Quick Steps —

Salary Planner

Step 1: Access Salary Planner

In RaiderlLink, go to the A&F Work Tools tab.
Select Budget Prep in the Budget Office Channel.
Select Salary Planner Menu

Click Edit Scenario Menu.

PwWNPR

Select the appropriate scenario:
Note XX = Upcoming Fiscal Year

Chart T (TTU)

e Extract ID: TTU FY20xx Extract

e Scenario: TxxSAL

o Filter Criteria: Position Attributes

Or

Chart S (TTUSA)

e Extract ID: TTUSA FY20xx Extract
e Scenario: SxxSAL

o Filter Criteria: Position Attributes

On the Position Filters screen

e Select ALL or filter by Organization or Employee Class

® Check to Include Pooled Positions and Vacant Positions
e Click List by Employee

Step 2: Review Employees

Verify the following for each employee:
* Annual Salary
o FTE

Important:

e Submit End Job or Termination ePAFs for employee appointment(s) that be will be ending this FY

(before or on 8/31)
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¢ Contact the Budget Office via email at ambud@ttu.edu if an ePAF update (salary or FTE change) is

not reflected in Salary Planner.
If Merit is approved:

e Run HR341 - Merit Eligibility Report - List all employees with eligibility status.
Location: Cognos — Content - Team Content - TTU Budget - Budget Prep - 5. Merit

e Click R# / Employee Name to open the Employee Detail screen
e Enter a Merit Percent or Merit Amount in the merit section (not equity)

e Press Enter and then Tab to calculate and navigate to the next field
e Save changes and then select Next to get to the next employee

Common reasons for not awarded merit:

* Not benefit eligible

e Supplement positions

¢ Hired after eligibility date

* Recent job change (promotion, reclass, salary increase)

After reviewing all employees, select List by Position. (at the bottom of the screen)

Step 3: Review Positions

Run the following report to review positions by Position Organization, including single, pooled, and
vacant positions. This report provides all the information needed to determine whether updates or
changes are required.

This report mirrors the “List by Position” screen
Includes FOP distribution, position type, merit change amounts, and incumbent names for single
positions

Location:
Cognos - Content - Team Content - TTU Budget - Budget Prep - Salary Planner - 1. To Begin
Salary Planner Process - HR299 Positions Roster by Position Organization

To review or update pooled incumbent FOP allocations, navigate to the List by Position screen and
select the Employee link.

Important:

Keep in mind the Position Budget automatically feeds into Budget Development in the corresponding
budget pools 6A1, 6A2, and 6A4.
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For faculty, verify that allocations are correctly split between:
e Instruction (100)
e Research (200)
e Dean titles should be allocated to Academic Support (400).

Do not include grants ending in the current fiscal year in Position Labor Distribution.
Temp FOPs (18T funds) may be used for grant-funded positions.

If changes are needed, please navigate to the List by Position screen and update all position types as
instructed below

Always enter comments for changes in Salary Planner (except merit).

3a: Single Positions

If the Proposed Budget does not match the Estimated FY Budget:
¢ Enter the adjustment (+/-) in the Change Amount column.

If distribution is correct:
¢ Ensure Proposed Job Distribution = Position Distribution
¢ If not, select Copy Position Distribution to Jobs

If distribution is incorrect:
e Update FOAP(s) and/or percentages as needed
e Select Copy Position Distribution to Jobs
e Save changes

3b: Pooled Positions

To adjust pooled budgets:

¢ Enter Change % or Amount on the List by Position screen
¢ Proposed Budget should reflect the estimated annual cost
¢ Budget does not need to match incumbent salary

If an FTE change is required:
o Email ambud@ttu.edu

To change funding:

1. Click Distribution
2. Update FOAP(s) and/or percentages as needed
3. Save changes
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Notes:

e Distribution shows all incumbents assigned to the pooled position
¢ Do not copy position distribution to jobs for pooled
e Temp FOPs (18T funds) may be used on pooled incumbents when funding sources are uncertain.

To make a change to a pooled position incumbent:

If an FTE change is required:
¢ Email ambud@ttu.edu

If Job labor distribution change is required:
¢ Navigate back to the list by position screen
¢ Find the position
e Select the employee link where you will see all the incumbent names — select the employee you
want to change:
1. Click Distribution
2. Update FOAP(s) and/or percentages as needed
3. Save changes
4. Do not copy position distribution to jobs for pooled

3c: Vacant Positions

To adjust budgets:
¢ Enter Change % or Amount on the List by Position screen

Requirements:
¢ Vacant positions must be budgeted at least at the minimum pay grade
¢ Positions below minimum pay grade will be cancelled

To change funding:

1. Click Distribution
2. Update FOAP(s) and/or percentages as needed
3. Save changes

Step 4: Review Cognos Edit Reports

Location:
Cognos — Content - Team Content - TTU Budget -Budget Prep - Salary Planner — 3. Edits to Check for
Salary Planner Errors
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HR284 — Salary Increase
Identifies salary increases outside of the merit column.

HR289 - Salary Increase by FOAP
Displays salary increases by FOP.

HR300C - Position vs Jobs Comparison
Identifies salary or labor differences between position and job.

HR312 - Job Labor = 0%
Correct employee labor distributions.

HR313 — Position Budget > 0 and Proposed = 0
Vacant positions zeroed out without comments will be cancelled.

HR315 — Negative Position Salary
Correct negative position salary.

HR316 — Negative Job Salary
Correct negative job salary.

HR317 - Position Labor = 0%
Update position labor distribution.

HR319 - Position Budget # Employee Salary Single Position
Correct budget discrepancies for single positions.

HR324 - Position Labor # 100%
All position funding must equal 100%.

HR325 - Job Labor # 100%
All employee funding must equal 100%.

HR326 — Terminated Fund/Org
Correct labor distributions using terminated funds/orgs.

Merit Reports

Location:

Cognos — Content - Team Content - TTU Budget - Budget Prep - 5. Merit

HR271 - Ineligible Merit Recipient
Lists employees incorrectly receiving merit.

HR285 — Merit Eligible Report
Lists employees eligible for merit (does not include evaluation score).
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HR286 — Merit Ineligible Report
Lists employees not eligible for merit.

Key Reminders

¢ Do not enter grants ending this FY in Position Labor Distribution

e Temp FOPs (18T funds) may be used for grant-funded positions and/or pooled incumbents when
funding sources are uncertain

e Submit End Job or Termination ePAFs for appointments ending this FY

Per Financial Aid, Work Study deadlines:

¢ Federal Work Study: End by 8/15
e State/Local Work Study: End by 8/31

There should be no incumbents on “W” positions in Salary Planner.

Reminder, always enter comments for changes in Salary Planner (except merit).

Budget Development
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These steps apply only to Budget Book funds. All non-Budget Book funds will be removed
from the system.

Budget Book funds are funds not used as a match to a sponsored program and begin with:
11A, 11B, 12A, 14C, 16A, 16B, 16D, 16E, 16F, 16G, 16H, 16K, 17A, 17C, 18A,18B (excluding
18B002), 18C, 18D, 18V, 31A.

Step 1: Access Budget Development

1. Go to RaiderLink - A&F Work Tools
2. Select Budget Prep
3. Click Budget Development Quick Update
Enter:
e Chart of Accounts (T or S)
® Budget ID (T20xx / S20xx) xx = upcoming FY
¢ Budget Phase (TxxDPT / SxxDPT)
Select the FOP and click Submit.
Under Check to Include, select only:
1. Revenue Accounts
2. Labor Accounts
3. Expenses
4. Transfers
¢ Do not select Deleted Items. Funds must be budgeted using 3-digit account pools.
e Click Submit to review the budget.

Step 2: Adjust Budget Pools

Salary pools automatically populate from Salary Planner:
* 6A1

* 6A2

* 6A4

To change salary amounts:
¢ Update Position Labor Distribution in Salary Planner

To adjust operational pools:
1. Enter change in Change Value
2. Click Calculate
3. Review New Budget
4. Click Post
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Budget Development Reports
Complete the following:

6A5 — Longevity
Use Cognos reports HR302 or HR269.

6B4 — Fringe

Use HR336 or HR269 for estimates.
Exceptions (Centrally covered):
¢ 11 and 12 fund types

¢ 14C006

¢ 14C007

¢ 16A196

¢ 16A199

¢ 16A201

* 16A262

¢ 16A569

¢ 16A658

¢ 16A769

620 — Overloads
Use for anticipated overloads and/or upcoming appointment changes

528 — Prior Year Fund Balance
Requires approval from Assistance Vice President Crista McCune.

7P2 - Exemptions Add for TA, RA, GPTI positions.
Estimate Grid: TTU Graduate Tuition & Fees Waivers | Office of Research Services | Research Home |

TU
Exceptions (Centrally covered):
¢ 14C004
¢ 16A196
* 16A262
¢ 16A569

Also, budget for:
¢ Mail Stop Fee (7C0)
e Communications Fee (7D0)

Add justification comments on the budget pool in BD when:
* Revenue increases occur

e Estimates differ from Cognos reports

Run Cognos report FI217 to verify targets.
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Step 3: Balance the Budget

Review the Budget Development summary totals and compare the following:

¢ Proposed Budget column
® FI217 — Target Report

Make any necessary adjustments to ensure budgets align with target amounts, while adhering to the
SP and BD guidelines outlined above.

Keep in mind that Position Budget data automatically flows into Budget Development within budget
pools 6A1, 6A2, and 6A4. Any changes to these pools must be completed within Salary Planner at the
position level.

Reference:

FI1218 — Target Calculation Report

Shows how FOP targets are calculated.

Step 4: Review Cognos Edit Reports

Edit reports are in:
Team Content > TTU Budget > Budget Prep > 4. Budget Development > 2. Edits to Check in Budget
Development for Errors

FI217 - TTU/TTUSA Target Report
Compares the budget target to the current Proposed Budget in Budget Development and identifies
where targets have not been met. Budgets exceeding the target amount must be reduced.

FI1164 Target out of Balance Report by FOP.
Compares the budget targets to the current Proposed Budget in Budget Development by FOP and
identifies where targets have not been met. Budgets exceeding the target amount must be reduced.

HR302 - Longevity Estimate vs Budget Development
Compares the Longevity Estimate to the Proposed Budget. Any difference requires a comment in the
6A5 budget pool in Budget Development.

HR305 — Budget Not in Whole Dollars
Identifies budgets entered in Budget Development that are not in whole dollar amounts.

HR306 — Budgets with Negative Account Codes
Lists negative budgets that must be corrected.
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HR307 — Not a Budget Account Code
Lists budgets that were not entered using 3-digit account codes.

HR308 - Salary Budget No Longevity Budget
If a FOP is listed, run the Longevity Estimate Report and enter the amount from the report in Budget
Development.

HR309 - Salary Budget No Fringe Budget
If a FOP is listed, run the Fringe Estimate Report and enter the amount from the report in Budget
Development.

HR336 — All Fringe Estimates vs Budget
Identifies FOPs with salary budgets but insufficient funding in 6B4 (fringe).

Step 5: Final Step Certification of Completion

Complete the Budget Prep: Lock Submission Checklist:

https://www.depts.ttu.edu/budget/budgetPrep/documents/bprep/Budget Prep Submission Checkli

st_FY26.pdf

Send to level 5 (or higher) approvers to request to be locked out of Salary Planner and Budget
Development. Please CC the budget office at ambud@ttu.edu on this request.
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