INSTRUCTIONS FOR COMPLETING BUDGET PREP WORKBOOKS

Basic Workbook Format

· The standard Budget Prep Workbook contains three worksheets.

· The three worksheets are titled “detail”, “summary”, and “line_item_names”.

· All expense and revenue budget entries are to be made in the “detail” worksheet.

· The “summary” worksheet contains formulas that will automatically identify fund and departmental activity values and summarize the associated budget amounts.

· The “line_item_names” worksheet provides data for a table look-up to determine line item names.  This worksheet will normally not be accessed by the typical user.
“Detail” Worksheet Instructions

· Expense and revenue budget lines can be included in the same worksheet.

· The “detail” worksheet comes pre-loaded with all non-zero budget amounts that existed in the General Ledger for the beginning budget.  “Multi-year” budgets from the Grants Management module are not included.

· Budget amounts can be modified by entering the new amount over the existing amount.

· New lines can be added, but ONLY at the end of the existing records.
· Data validation has been added to the “detail” page so that it will only allow the entry of numeric values of the correct length.  This feature includes a “pop-up” explanation of the field as well as a error message if the entry is invalid.  (This feature can be turned off if it significantly reduces the calculation response time on your computer.)
· If you do not want a displayed budget line to be created for the new year, either enter a zero budget (no zero amounts will be loaded in Oracle) or erase the individual entries for the budget line.  DO NOT DELETE ANY WORKSHEET LINES.  Doing so will adversely affect the summary formulas.

· After adding new lines or erasing existing lines, you can re-sort the budget lines into any order you may want.  The formulas on the "summary” page will not be affected by the sort.

· For your convenience, the far right column of the “detail” worksheet will automatically display the title of the line item used on the row.  The display will be blank if no line item was entered on the row.  If the entered line item is invalid, the message “INVALID VALUE – DO NOT USE” will appear.  Line item values that have been end-dated or disabled will display “DO NOT USE – LINE ITEM NO LONGER VALID”.

“Summary” Worksheet Instructions

· The “summary” worksheet is designed to summarize the budget amounts shown on the “detail” worksheet.

· Two sections of fund level summary data are shown.

· The first is the “FUND AND LINE ITEM GROUPING SUMMARY MATRIX”.  This section identifies the funds shown on the “detail” worksheets and summarizes the budget amounts by the line item groupings of revenue (REV), personal services (PS), fringes (FR), travel (TRAV), equipment (EQ), operating (OPER).  The operating category includes all expense line items not included in any of the previous categories.

· The second section is the “FUND AND DEPARTMENTAL ACTIVITY SUMMARY MATRIX”.  This section summarizes expense budgets within each of the listed funds by departmental activity.  No revenue budgets are included in this summary.

· At the top of each section is a “Variance Calculation” that summarizes the amounts from the “detail” worksheet, summarizes the totals from the summary section immediately below, and calculates a variance amount.  This variance amount should always be zero.  The display of a non-zero amount indicates that a formula or data problem exists.  In that case, contact the Office of Budget Planning for assistance. 

“Line_item_name” Worksheet Instructions

· The “line_item_names” worksheet only serves to provide data for a table look-up to determine line item names.

· The typical user will never need to access the “line_item_names” worksheet.

General Information

· Budget Prep Workbooks are transmitted electronically to the appropriate EBO as an e-mail attachment.

· Annualized non-grant revenue and expense budgets for the new fiscal year are to be entered by each EBO into unit specific Budget Prep Workbooks.

· After revenue and expense budget amounts have been balanced and verified as accurate by each EBO, the workbooks are to be transmitted electronically to the Office of Budget Planning as an e-mail attachment.

· Completed workbooks should be sent to BUDMOD@mail.wvu.edu
Key Points to Remember

· Budget amounts can be modified on the “Detail” worksheet by entering the new amount OVER the existing amount.

· ONLY add new lines at the end of the existing records on the “Detail” worksheet.

· DO NOT delete lines on the “Detail” worksheet.

· If you do not want a displayed budget line to be created for the new year, either enter a zero budget (no zero amounts will be loaded in Oracle) or erase the individual entries for the budget line.  DO NOT DELETE ANY WORKSHEET LINES.  Doing so will adversely affect the summary formulas.

· Always check the two “Variance Calculation” sections at the top of the “Summary” worksheet.  One is above the “FUND AND LINE ITEM GROUPING SUMMARY MATRIX” section and the other is above the “FUND AND DEPARTMENTAL ACTIVITY SUMMARY MATRIX”.  If either displays a variance amount that is not zero, there is a formula problem in your workbook.

· Please contact the Office of Budget Planning if a formula problem is encountered.

· For assistance, please contact the following at the Office of Budget Planning

· Tammy Dalton at X3-4761 or Tammy.Dalton@mail.wvu.edu
· David Watkins at X3-3732 or David.Watkins@mail.wvu.edu
