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NMSU Senior VP for Administration and Finance Financial Information Processing

Revised Excel AFR_Budget Entry Data Template

The Excel AFR_Budget_Entry data template is used for creating Banner budget related journal
vouchers. Using this template for large JVs will allow the JV to be uploaded into Banner and eliminate
the need to re-key the data. The Excel file name is Electronic_ AFR_Budget_Entry.xlsm.

The following is a brief description of the changes to the template:

e Complete instructions for creating the budget JV and steps to route for approvals

e Addition of 2 new tab pages for formatting and working with data.

e Addition of a Banner rule class code dropdown for budget related codes
(BD01,BD02,BD04,BDC)

e Addition of the originator’s Banner username. This becomes part of the budget JV document
detail record. This can be viewed in Banner to identify who originated the entry.

e Automatic calculation of the Banner fiscal year based on the entered Transaction Date.

e Additional lines text lines were added to populate the JV text fields in Banner. Up to 4 lines of
JV text can be included in order provide a detailed explanation for the JV. This can be viewed in
Banner after the JV has been loaded.

o Data validation and macro code has been added to increase functionality. Checks are in place
that will validate the length of FOAPALS, the description length, exclusion of zero dollar
amounts, and each detail line must contain an index, fund, account, description and amount.
Detail lines must contain no blank rows between entries in order to save paper when printed!

e The amount of data that can be captured for Banner upload has been increased to 712 rows.

Up to 24 formatted pages can be printed if needed. The formatted hard copy and supporting
documents are required for audit documentation!

e Copy and paste has been modified to prevent the user from overwriting formatting and data
validation rules on the first tab page of the template. You may see the following message on the
JV tab page if you try to paste directly into this page. Note: If you have to paste something from
another data source, use the Excel “Paste Values” option!

Direct Pasting Mot Allowed E]

@ Pasting directly (using Paste | Ckrl W) inka this page is nat allowed.

Data validation rules and cell Formats waould be deleted,
If vou need ko paste something, use Paste Yalues,

Please use the Copy To buktkon on the Waork_Tab_For_Copy tab page,
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Setting Up the Excel Budget Template for Usage

The JV template is an Excel macro enabled file that contains Visual Basic for Applications program
code. Please refer to the following sections for saving the template to your user drive and responding to
the Security Warning displayed when a template is first opened.

Saving the Excel Budget Template to Your User Drive

1) Save the template to your user drive on the network.
2) When you use a template and create a JV, you must save the file as an Excel Macro-Enabled

Workbook with a descriptive file name and save it to your user drive. The saved file name is
what you will send for uploading and must have a xIsm file extension!

- — '\__. LH _-‘l.: =
.@f |

Save a copy of the document
Mew
l':‘ Excel Workbook
~u H | Save the file as an Excel Workboak,
7 Open

l":‘ Excel Macro-Enabled Workbook

Save 1558 save the workbaok in the ¥ML-based and
- macro-enabled file format.

l':‘ Excel Binary Workbook
|moea| Save the workhaook in a binary file format
optimized for fast loading and saving.

Save As | Bk

rint » @ Excel 87-2003 Workbook
H | Save a copy of the workbook that is fully
compatible with Excel 97-2003,
Prepare P (= OpenDocument Spreadsheet
Save the workbook in the Open Document

E NP EL

Format,
Send 3
PDF or XP5
Q Publish a copy of the workbook as a PDF or
@ publish » HPS file,
[== =}
=—] Other Formats
-, Open the Save As dialog box to select from
| Hose all possible file types.
| #] Excel Options | |X Exit Excel
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Security Warning

When a template is opened for the first time, you may see a Security Warning illustrated in Figure 1. In
order to use the buttons on any of the tab pages, you will need to click on the Options button. Once you
click on the Options button, click the “Enable this Content” radio button, then click the OK button
(Figure 2). This will enable all macro code for the template.

I.ﬂ—l:') (= e T Sample_Electranic_AFR_Budget_Entryxlsm - Micrasaft Excel i
= Home | Imset  Pagelayout  Formuias  Data  RAeview  View  Developer g - = x
B *cm Times Hew Rom - (10 = |FA o™ ||| B o | e | 7558 g Teat demch % E\;:J 55 / - .g—l £ Aneins ,}f fﬁ
— 43 Copy = — ) 22l co [ Farmt o5 || et - Dolate Ferd DLl 4 Find
P o Pt | LB )t v | 0 | OB AR | i< Coni || ioorn ) SO B (SO e BRI D et e
Cliphaard ] Fant = Alignment Humber f Sryles el Editing
@ Secuity Waming  Macros have been disabled, | Options |66
[ ca - Jo| 100211 [x]
F_x 5 DNNCEN O [ € P G Ho I g
3 Clear All Dats e Banner Usermame Transaction Dare
2 Fage 1 o [ BLDDOE
- — Electronic Budget Eniries o5k Pl Ve
5 BIML: Permasen Alopting D002 Permanmt Adjustment: B004: Temporan Adjetment
G Tndex Descriprion Amouns
7 | Sequence | JVCode |(FOAPAL)| Fand | Aecouse (32 Spaces) (12 Spaces) <o | Referenee
BB 1 EDO | 100211 | 110003 | 811000 |FY 11 Budget Revision 51,00 BUDDOE
9 ] BDA2 - e SHI00_[FY 11 Budast Revvion HUDDOE
10 B BDOZ | 109 Enter the Bannes | 611000 |7 11 Budget Revisom: sde| - BLDDOE
1 ; BDOT | aog Mdexhere G11000 |F¥ 11 Budgel Revision BLDDOE
12 5 BDIE | e Tiome] 613000 [y U1 s SUDDOE
13 [ BDIR | e | 110000 | 613000 frv it SUDDOE
14 7 EDOT | w28 | L0 | 615000 [FY 11 Budge Revision, EUDDOE
15 X BDIY | 100335 | (10003 | 611000 |FY 11 Budger Revision - BUDDOE
16 BOO | 10033 | 110003 | ATIOD [V 11 Budset Revision < BUDDOE
- I BDO: | 10wt | 110003 | 611000 |F¥ 11 Budsel Reviswm - BLDDOE
18 11 BDUI | 10036 | 110008 | 6000 [FY 11 Budget Revison - BLDDOE
R BDO: | 10038 | 110003 | GLL000 [FY Ll Budgel Revision BLDDOE
o] 13 BDIT | wes | 110005 | 611000 fFY Ll 0 SUDDOE
i " BD02 | a6 | 110003 | 6100 [rv il BUDDOE
B EDC | sz | Lo | eloo [Fv i = BUDDOE
B8 EDO: | 100383 | 110000 | SHE000 [FV 11 Budset Revision BUDDOE
24 [E BDOT | 100351 | 19000 | 811000 [FY 11 Budges Revision BUDDOE
T BDUZ | 10092 | 110005 | 600 [F% 11 Budsel Reviswm - BLDDOE
% BDOZ | 100483 | 110005 | SO0 [FY 11 Budget Revison - BLDDOE
7| » BDO: | 10ow9s | 110003 | 611000 [FY Ll Budgel Revision, BLDDOE
w2 BD0Z | 10043 | L0003 | 611000 [£% 1 BudgetRevision SLDDOE
] EDO2 | 109801 | 110000 | 6LL00 [FY 11 BudgetRevisi 2600 - BLDDOE
i Document Teml AR 60
m Arrasl Taml (585,482.00
32 Camplere Explanation 1 (80 spaces) [FY 11 Budger Revision
13 Complete Esplanation 2 {50 spaces) |Feve s e 2
a1 Complete Explanation 3 (50 spaces) |Here s e 5
3 Complese ion 4 (50 spaces) |[Here iz line +
36

T R Ay

WA bW B Waork_Tah_For_Copy - Blnk_Shect © Budget Indrsctions - UPLOAD %31

Figure 1

Microsoft Office Security Options

@ Security Alert - Macro

Macro
Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file.
Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.
Mare information

FlePath:  C:\... Settings\gblack77\My Documents\Feeds\AFR_JV_Entry_Example.xlsm

Open the Trust Center J
Figure 2
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Budget Tab Page

-__E_ )" Sample_Electronic_AFR_Budget_Entry.xlsm - Microsoft Excel - O x
e e PagiJE?'out Fur@\as [@a Riﬁw vﬂ De‘vﬁper @ - - Xl
E&\j ii:iy RN T |A‘_a‘_\ S Wrap Text S EJS‘ _‘4 ,33 j‘“ o @ é::ltﬁsum ’ %? [ﬁ ‘
Foste o Format Palnter B 7 ©- i ] £ Merge & Center | | 8 - % || 08 Fc;rrr;da‘rttlwonn;l- i séi'l [ e P e LU
Clipboard & Font = Alignment ] Number ] Styles Cells i Editing
[ G4 @ f| BDOZ ¥
| A | e | ¢ | b | E £ I G H o 1 I
1 Clear All Data | Print | Banner Username Transaction Date =
2 Page 1 of 6 BUDDOE 08/30/2010 [
% Decaaeais Electronic Budget Entries I%B rls;?)ll‘:(l“r
5 BD01: Permanent AHopting BD02: Permanent Adjustments BD04: Temporary Adjustment S
6 Index Description Amy Banner JV
7 | Sequence | JVCode |(FOAPAL)| Fund | Account (35 Spaces) iz sjitaehers] Reference
8 1 BD02 100211 110003 611000 |EY 11 Budget Revision (51.00)] - BUDDOE
g 2 BD02 100212 110003 511000 [EY 11 Budget Revision ($1.00)| - BUDDOE
10 3 BD02 100214 110003 611000 |EY 11 Budget Revision $30,367.00 £l BUDDOE
1 4 BD02 100230 110000 511000 [EY 11 Budget Revision (520.204.00)| - BUDDOE
12 3 BD02 100224 110000 613000 |FY 11 Budget Revision (51.00)] - BUDDOE
31z 6 BD02 100227 110000 513000 [EY 11 Budget Revision (5200) - BUDDOE
14 7 BD02 100228 110000 613000 |EY 11 Budget Revision (51.00)] - BUDDOE
15 8 BD02 100328 110003 511000 [EY 11 Budget Revision $6.00000 | -+ BUDDOE
16 g BD02 100334 110003 611000 |EY 11 Budget Revision 52,001.00 + BUDDOE
17 10 BD02 100333 110003 511000 [EY 11 Budget Revision S163.00 | + BUDDOE
18 11 BD02 100336 110003 611000 |EY 11 Budget Revision $30,504.00 £l BUDDOE
19 12 BD02 100338 110003 511000 [EY 11 Budget Revision (2.111.00)| - BUDDOE
20 13 BD02 100342 110003 611000 |FY 11 Budget Revision 51.00 + BUDDOCE
21 14 ED02 100346 110003 611000 |FY 11 Budget Revision (51.00)] - BUDDOE
22 13 BD02 100372 110000 611000 |FY 11 Budget Revision 53,000.00 T BUDDOCE
23 16 ED02 100383 110000 611000 |FY 11 Budget Revision (51.00)] - BUDDOE
24 17 BD02 100321 110000 611000 |FY 11 Budget Revision (51,10000)| - BUDDOCE
25 18 ED02 100422 110003 611000 |FY 11 Budget Revision $10,694.00 + BUDDOE
26 19 BD02 100483 110003 611000 |FY 11 Budget Revision 52.00 T BUDDOCE
27 20 ED02 100484 110003 611000 |FY 11 Budget Revision (59.862.00)| - BUDDOE
28 21 BD02 100483 110003 611000 |FY 11 Budget Revision 51.00 + BUDDOCE
29 2 ED02 100301 110000 611000 |FY 11 Budget Revision 52,764.00 + BUDDOE
30 Document Total 33,687,726.00
31 Actual Total (595.482.00)
; Complete Explanation 1 (50 spaces) |FY 11 Budget Revision
33 Complete Explanation 2 (30 spaces) |Here is tine 2
? Complete Explanation 3 (50 spaces) |Here is line 3
35| Complete Explanation 4 (S0 spaces) |Here is line £
36
37 Bud Dos 6461234
38 Originated By / Date / Phone Number Fiscal Monitor Printed Name / Signature / Date Reviewed By / Date
TR | Budget " Work_Tab_Far_Copy " Blank_Sheet Budget Instructions .~ UPLOAD - %1 [
Ready | P | \ ElE]E] e——— +;

Figure 3

The Budget tab page shown in Figure 3 is the primary tab; it will be used to load the Budget JV to
Banner and the Print button uses the information on this tab to print a hard copy of the Budget JV. You
can either enter data directly or copy the data from the Work_Tab_For_Copy tab page. The template has
“buttons” that will clear all data or check for errors and print the Budget JV.
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Budget Tab Page Cell Descriptions

The list below describes the fields on the form. Please note that fields in red are required fields and the
form will not print if they are blank. .

1) Page x of xx: This is a read-only field. The xx value keeps track of the total number of pages
that can contain data and that will be printed.

2) Banner Username: This is the user’s Banner login username (not the Banner 9 digit number.)
This is the first part of your NMSU email address.

3) Transaction Date: The Banner transaction date that the JV will be used to determine the fiscal
period and fiscal year that will be used for posting. This is very important, especially during the
year end accrual period when two fiscal years are open.

4) JV Code: The Banner budget related rule class code (BD01, BD02, BD04, BDC.) The value
selected applies to the entire document.

5) Fiscal Year: This is a read-only value. This is automatically calculated based on the transaction
date.

6) Sequence: This is a read-only value, equivalent to a row number.

7) JV Code: This is a read-only value that is from the JV Code dropdown selection.

8) Index: The Banner index code (6 characters long.

9) Fund: The Banner data enterable fund code (6 characters long).

10) Account: The Banner data enterable account code (6 characters long).

11) Description: The description for the JV transaction (up to 35 characters long).

12) Amount: The JV transaction amount. The amount must be signed. A negative amount must be
entered with a negative sign in front (i.e. -999.99.) A positive amount is entered without a sign.

13) +/-: This is a read-only value. The +/ - indictor is calculated for the sign of the amount column.
“+” is calculated for a positive amount (i.e. 999.99). “-” is calculated for a negative amount (i.e.
-999.99).

14) Reference: This is a read-only value and will contain the originator’s Banner username.

15) Document Total: This is a read-only value. The total sum of the absolute value of all debits and
credits for the entire JV.

16) Actual Total: This is a read-only value. This total sum of credits minus the total sum of debits
for the entire JV.

17) Complete Explanation Lines 1 -4: Explanation lines 1-4 allow the originator to enter a total of
200 characters to describe the purpose of the JV. This will description will provide other users
needed information about the JV. Line 1 must contain at least 10 characters, as it is a required
field. Explanation Lines 2-4, if used, must also contain at least 10 characters.

18) Originated By / Date / Phone Number: The originator’s name, date and phone number.

S:\FIP\JV Templates-Excel\New Templates\BDxx\Excel AFR_Budget_Entry Template Instructions.docx Page 6
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Budget Tab Page Button Descriptions

e Clear All Data: This button will clear all data in the Budget tab page. You will see the
following message when this button is activated.

OK To Clear All Data? X

L] "_n. Ok to clear all data on this page?
L

Click Yes to clear all data, No to cancel.

e Print: This button will run data validation checks and print a hard copy of the Budget JV. You
will see the following message when the button is activated.

0K To Print Hard Copy? X

"'_-, Data will be checked For walidity before printing.
L

If there is something wrong, an error message will appear,

If there are nio errars, a hard copy will prink o wour default printer,

Yes

Click Yes to validate data before printing, No to cancel.
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Sample Error Message

y = Sample_Electronic_AFR_Budget _Entry.xlsm - Microsoft Excel - X
i Pagelayout  Formulas Data Review  View Developer @ - = x
== A = o L 3 3 = - P ik |
0 :;E:; Times NEmeT\' m. - A A'-| | == §| P 3 S Wiap Text General Elg‘l B 1=y _I—‘—‘ =z é‘:‘ffsum ‘%f ﬁ
Pa_ste F Faroat Paniet |n T Hi ||é'4 ;\..| [ = Merge & Center ‘s v Oy Hfﬁg 3| ch:r?nda“l:nn;\ a?ggfgt sqc.fg‘l Insert Delete Forlnat Faie ?.7.'25' ?erl‘:n&-
Clipboard ir} Font 0 Alignment fa MNumber i} Styles Cells Editing
= ( f,| ¥
A B | e | b £ F G H 1
1 Clear All Data | Print | Banner Username Transaction Date =|
% Page 1 of 6 BUDDOE 08/30/2010
3 . . JV Code Fiscal Year
PN Dicument Electronic Budget Entries e o
5 BDO1: Permanent Afopting BD02: Pe Adj BD04: T
6 Index Description Amount
7 Sequence JV Code |(FOAPAL)| Fund Account (35 Spaces) (12 Spaces) +i- Reference
8 1 BDO2 100211 110003 611000 |EY 11 Budget Revision (51.00) - BUDDOE
-] 2 EBD02 1 Banner Index 611000 |FY 11 Budgzet Revision (51.00) - BUDDOE
10 % BDO2 100| Enter the Banner 611000 |FY 11 Budget Revision §30,367.00 ¥ BUDDOE
1 4 BD(2 10q| Index here. 611000 |FY 11 Budzet Revision sz - BUDDOE
12 5 BDO2 100227 TIUUGT 613000 |EY 11BudgetRe on e M - BUDDOE
14 7 BDO2 100228 110000 613000 |FY 11 Budget] . - BUDDOE
15 [ BD(2 100329 | 110003 | 611000 |FY 11 Budget ‘B Therekien /s poe I + BUDDOE
16 g BDO2 100334 110003 511000 |FY 11 Budget] This may be due to incomplete data. - BUDDOE
17 10 BD02 100335 110003 611000 |FY 11 Budgef Please note that each row must be complete. il BUDDOE
18 11 BDO2 100336 110003 611000 |FY 11 Budget] . . 4 BUDDOE
~ Please correct this hefars printing & hard copy.
19 12 BDO2 100339 110003 611000 (FY 11 Budget - BUDDOE
20 13 BD02 110003 611000 |FY 11 Budge Click ¥es to preview pageds), or click Mo to print hard copy page(s). e BUDDOE
21 14 EBD02 100346 110003 611000 |FY 11 Budge] " - BUDDOE
22 15 BDO2 100372 110000 611000 |FY 11 Budget] = ¥ BUDDOE
23 16 BDO2 100383 110000 611000 |FY 11 Budget Kevision \S..Jﬂ' - BUDDOE
24 1 BDO2 100391 110000 611000 |EY 11 Budget Revision (81,100.00), - BUDDOE
25 18 EBD02 100492 110003 611000 |FY 11 Budgzet Revision $10,694.00 e BUDDOE
26 19 BDO2 100493 110003 611000 |FY 11 Budget Revision $2.00 4 BUDDOE
27 20 BDO2 100484 110003 611000 |FY 11 Budget Revision (59.862.00) - BUDDOE
28 21 BDO2 100495 110003 611000 |EY 11 Budget Revision $1.00 i BUDDOE
Pk 2 EBD02 100501 110000 611000 |FY 11 Budget Revision §2.764.00 o BUDDOE
3_0_ Document Total $3,687,726.00
31 Actal Total (593.482.00)
a2 Complete Explanation 1 (S0 spaces) |FY 11 Budget Revision
33 Complete E ion 2 (30 spaces) [Here is line 2
34 Complete Explanation 3 (50 spaces) [Here is line 3
35 Complere ion 4 (30 spaces) |Here is line +
36
37 BudDoe 646-1234
38 Originated By / Date / Phone Number Fiscal Monitor Printed Name / Signature / Date Reviewed By / Date
PR Budget .~ Work_Tab_For_Copy - Blank_Sheet Budget Instructions -~ UPLOAD .~ ¥2 T il
Ready | 3 | [ e +
Various messages may appear after the “Print” button is selected as the following validation
checks are made:
o The Banner Username, Transaction Date and JV Code fields contain data
0 The Sequence lines must contain an Index, Fund, Account, Description, and signed
Amount.
o Complete Explanation 1 is required and must be between 10 and 50 characters long.
o Complete Explanation 2, 3, and 4, if used, must be between 10 and 50 characters long.
o0 Originated By / Date / Phone Number are required and must be between 10 and 50
characters long.
If all data checks are valid, a hard copy is sent to the default printer. This only prints the number
- (13 7 M
of pages that data exists for. If the “Page 1 of 12” is the value, only pages 1 through 12 will
print.
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Work _Tab_For_Copy Tab Page

,I:!n e - Q = Sample_Electronic_AFR_Budget_Entry.xlsm - Microsoft Excel - 7 X
= | Home | Insert  Pagelayout  Formulas Data  Review  View Developer @ - 7 x
Eﬁj * e Calibri - EWrap Text General 2 ﬁ @ Tum @ EEIATLRE ‘:\? [ﬁ
3 copy — ———— 3| % - @] Fill - Z
" o [ B2 T s scoe | [ Bt | oot o Ca |t Dt o |, . ELS TR
Clipboard | Font = Alignment = | Number | Styles | Cells 1 Editing |
[ D4 ~@ fe| 100211 ¥
| AlB] C e £ [ F ] G | H | J | K | i M I N
1 Clear Work Tab Data | Check Actual Total | Validate Data | ‘Copy To Budget Tab |
= (Index, Fund, Account, Amount and Description are COPY areas for the Budget tab page. Header 1, Header 2, Header 3, Header 4 and Header 5 are working areas.) 1
3 Seq +/- ABS Amourt  Index  Fund Account Description Amount Header 1 Header 2 Header 3 Header 4 Headers.
B o - 1.00) 110003 611000 FY 11 Budget Revision -1
5 [ 100 100212 110003 611000 FY 11 Budget Revision 1
[Sa 30,367.00 100214 110003 611000 FY 11 Budget Revision 30,367.00!
4 20,20400 100230 110000 611000 FY 11 Budget Revision -20,204.00]
5 100 100224 110000 613000 FY 11 Budget Revision 1
6 200 100227 110000 613000 FY 11 Budget Revision -2
7 100 100228 110000, 613000 FY 11 Budget Revision -1
8+ 600000 100323 110003 611000 FY 11 Budget Revision 6,000.00]
s+ 200100 100334 110003 611000 FY 11 Budget Revision 2,001.00]
+ 163.00 100335 110003 611000 FY 11 Budget Revision 163
+ 5050400 100336 110003 611000 FY 11 Budget Revision 50,504.00!
211100 100333 110003 611000 FY 11 Budget Revision -2,111.00
+ 100 100342 110003 611000 FY 11 Budget Revision 1
- 100 100346 110003 611000 FY 11 Budget Revision 1
+ 500000 100372 110000 611000 FY 11 Budget Revision 5,000.00]
100 100385 110000, 611000 FY 11 Budget Revision -1
- 110000 100331 110000 611000 FY 11 Budget Revision -1,100.00
+ 1069400 100492 110003 611000 FY 11 Budget Revision 10,694.00/
+ 200 100493 110003 611000 FY 11 Budget Revision 2
9,862.00 100494 110003 611000 FY 11 Budget Revision -9,862.00
+ 1.00 100495 110003 611000 FY 11 Budget Revision i
+ 276400 100501 110000 611000 FY 11 Budget Revision 2,764.00]
+ 1.00 100502 110000, 611000 FY 11 Budget Revision i
+ 1.00 100503 110000 611000 FY 11 Budget Revision i
+ 9061600 100494 110003 611000 FY 11 Budget Revision 90,616.00!
+ 1.00 100534 110003 611000 FY 11 Budget Revision i
4,00000 100535 110003| 611000 FY 11 Budget Revision -4,000.00
+ 3,478.00 100538 110003 611000 FY 11 Budget Revision 3,478.00
+  162598.00 100539 110003 611000 FY 11 Budget Revision 162,598.00
162,508.00 100540 110003 611000 FY 11 Budget Revision -162,598.00
+ 15300000 117583 120003 611000 FY 11 Budget Revision 153,000.00
+ 493100 100546 110000 613000 FY 11 Budget Revision 4,931.00
+ 52,00000 117581 120000 614000 FY 11 Budget Revision 52,000.00/
+ 896.00 100583 110000 613000 FY 11 Budget Revision 3%
3.00 100660 110000 614000 FY 11 Budget Revision 3
+ 2,270.00 100661 110000 613000 FY 11 Budget Revision 2,270.00]
+ 15,000.00 100661 110000| 614000 FY 11 Budget Revision 15,000.00/
+ 217600 100664 110000 613000 FY 11 Budget Revision 2,176.00]
252200 100664 110000 614000 FY 11 Budget Revision -2,522.00
43,164.00 100655 110000 611000 FY 11 Budget Revision -43,164.00
- 30,000.00 100654 110000| 613000 FY 11 Budget Revision -30,000.00"
+ 30,001.00 100655 110000 613000 FY 11 Budget Revision 30,001.00/
+ 148000 108260 110000 611000 FY 11 Budget Revision 1,480.00]
+ 36,892.00 108260 110000 614000 FY 11 Budget Revision 36,892.00
W 4 » W[ Budget | Work_Tab_For_Copy . Blank_Sheet .~ Budget Instructions .~ UPLOAD .~ %2
Ready | £ | [=o@ o4 +

Figure 4

The Work_Tab_For_Copy tab page shown in Figure 4 is where you can prepare data from another Excel
spreadsheet or data source. There are buttons to allow you to run data validations, check the Budget JV
total and copy the information to the Budget tab.
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Work_Tab_For_Copy Column Descriptions

The Index, Fund, Account, Description and Amount columns are required data fields. The Header 1,
Header 2, Header 3, Header 4 and Header 5 columns are for optional usage.

1) Seq: This is a read-only value. This corresponds to the Sequence number on the JV tab page.
You can think of this as a row number.

2) +/-: Thisis aread-only value. The +/ - indictor is calculated for the sign of the amount column.
“+” is calculated for a positive amount (i.e. 999.99). “-” is calculated for a negative amount (i.e.
-999.99).

3) ABS_Amount: This is a read-only value. This is the absolute amount value. A negative amount
IS positive, a positive amount is positive. This is used for calculating the Banner document total.

4) Index: The Banner index code (6 characters long).

5) Fund: The Banner data enterable fund code (6 characters long).

6) Account: The Banner data enterable account code (6 characters long).

7) Description: The description for the JV transaction (up to 35 characters long).

8) Amount: The JV transaction amount. The amount must be signed. A negative is must have a
negative sign before it (i.e. -999.99). A positive amount is entered without a sign.

9) Header 1: A column that you can use for a formula.

10) Header 2: A column that you can use for a formula.

11) Header 3: A column that you can use for a formula.

12) Header 4: A column that you can use for a formula.

13) Header 5: A column that you can use for a formula.

S:\FIP\JV Templates-Excel\New Templates\BDxx\Excel AFR_Budget_Entry Template Instructions.docx Page 10
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Work _Tab_For_Copy Tab Page Button Descriptions
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Financial Information Processing

Clear Work Tab Data: This button will clear all data in the tab page. You will see
the following messages when this button is activated.

OK To Clear All Data? X

' 'f Ok to clear all data on this page?
L

OK To Clear All Data {Last Confirmation) ? x

7AY

Are wau SURE wau wank ko clear all data on this page?

When you click “Yes” to the second message box, all data is cleared from the tab page. If you
click “No” to either one of the message boxes, the message box is dismissed.

Check Actual Total: This button will sum the total of credits and debits. You will see one of the
following messages when this button is activated.

Actual Document Total

L)

Ackual Docurment Tokal = $0.00

[The sum of all debits and credits are zero - there are no errors.)

Page 11
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Actual Document Total

i ] Actual Document Tokal = $0.03

(The sum aof all debits and credits are nok zero - This is acceptable for a budget load, )

If the Actual Document Total does not equal $0.00, this is acceptable for a budget JV.

e Validate Data: This button will scan through each row containing values for the Index,
Fund, Account, Description and Amount columns. Lengths and amounts equal to zero are
checked. You will see one of the following messages when this button is activated.

OK To Check Data ¥alidation? |5
) "_.,‘ Ik b check data validation?
L

Click Yes to run validation, No to cancel.

Data Yalidation For Work_Tab_For_Copy - Total Rows: 617

"'_-, Data values for the Index, Fund, Account and Description columns all passed length walidations,
Actual Document Tokal { $0.03 )

The sum of all debits and credits are not zero - This is acceptable for a budget load.

If the Actual Document Total does not equal $0.00, this is acceptable for a budget JV.

S:\FIP\JV Templates-Excel\New Templates\BDxx\Excel AFR_Budget_Entry Template Instructions.docx Page 12
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Sample Error Message

Financial Information Processing

) 9 ] )¢ Sample_Electronic_AFR_Budget_Entry.dsm - Microsoft Excel - X
S | Home | nsert Page Layout  Formulas Data  Review  View  Developer @ - = x
) ; == - |
ri—‘!l # cut Calibri SFWrap Text General - i;‘ ﬁ jJ-‘ Zifsiosun %F [ﬁ |
—— 3 copy - T z = 9] Fill - 2
5 <0 oo &
Pavm S‘FormatPainter ‘.B s :-QMErge s |$ AR ”-'“ ')'nl Fc:rrr‘ndalttéiﬂ\ngal' a:?r;rg\a:' St;j:' SR Fur:nat (2 Clear = Fsﬁlretr[ ?erl‘edct&'
Clipboard = Font = Alignment = Number = Styles Cells Editing |
[ - @ fe| 6110 v
(a6 ] g [ o | ¢ \_l_lf S I il ] o | L ¢ | M JL
3 Clear Work Tab Data | Check Actual Total ] Validate Data | Copy To Budget Tab
17I {Index. Fund, Account. Amount and Description are COPY areas for the Budget tab page. Header 1, Header 2, Header 3, Header 4 and Header 5 are working areas.) 1
3 Seq +/- ABS Amount  Index  Fund Account Description Amount Header 1 Header2 Header 3 Headerd Header 5
4| 1 - 100 100211 110003 611000 FY 11 Budget Revision -1
5 [ 100 100212 110003 _ 611000 FY 11 Budget Revision -1
6] 3+ 30,367.00 100214| 110003 0]Fv 11 Budget Revision 30,367.00
7| 4 - 2020200 100230, 110000 611000 FY 11 Bucget Revision -20,204.00
B| 5 100 100224 110000 13000 FY 11 Budget Revision -1
5 200 100227 110000 13000 FY 11 Budget Revision -2
7 100 100228 110000 13000 FY 11 Budget Revision -1
8 + 500000 100328 110003 611000 FY 11 Budget Revision £,000.00
9 + 2,001.00 100334, 110003 611000 FY 11 Budget Revision 2,001.00
| 10 + 163.00 100335 110003 611000 FY 11 Budget Revision 163
+ 50,504.00 100336 110003 611000 FY 11 Budget Revision 50,504.00
2,111.00 100338 110003 611000 FY 11 Budget Revision -2,111.00
+ 100 100342 110003 611000 FY 11 Budget Revision 1
. 100 100346 110003 611000 FY 11 Budget Revision
o 500000 100372 110000 611000 FY 11 Budget Revision Invalid Account Length
. 100 100385 110000 611000 FY 11 Budget Revision
: 110000 100391 110000 611000 FY 11 Budget Revision Q Account must be 6 characters long. Please carrect this,
+ 10,694.00 100492 110003 611000 FY 11 Budget Revision
+ 200 100493 110003 611000 FY 11 Budget Revision
986200 100434 110003 611000 FY 11 Bucget Revision
+ 100 100495 110003 611000 FY 11 Budget Revision
+ 2,764.00 100501 110000 611000 FY 11 Budget Revision 2,764.00
+ 100 100502 110000 611000 FY 11 Budget Revision 1
+ 100 100503 110000 611000 FY 11 Budget Revision 1
+ 30,616.00 100494 110003 611000 FY 11 Budget Revision 90,616.00
+ 100 100534 110003 611000 FY 11 Budget Revision 1
4,000.00 100535 110003 611000 FY 11 Budget Revision -4,000.00
+ 3478.00 100538 110003 611000 FY 11 Budget Revision 3,478.00
+  162598.00 100539 110003 611000 FY 11 Budget Revision 162,588.00
162,598.00 100540 110003 611000 FY 11 Budget Revision -162,588.00
+ 15300000 117583 120003 611000 FY 11 Budget Revision 153,000.00/
+ 4931.00 100546 110000 613000 FY 11 Budget Revision 4,931.00
+ 52,000.00 117581 120000 614000 FY 11 Budget Revision 52,000.00
+ 896.00 100583 110000 613000 FY 11 Budget Revision 835
300 100660 110000 614000 FY 11 Budget Revision -3
+ 227000 100661 110000 613000 FY 11 Budget Revision 2,270.00
+ 15000.00 100661 110000 614000 FY 11 Budget Revision 15,000.00
+ 217600 100664 110000 613000 FY 11 Budget Revision 2,176.00
. 2522.00 100664 110000 614000 FY 11 Budget Revision 25—
43,164.00 100655 110000 611000 FY 11 Budget Revision -43,164.{ Thanh Nguyen T E
. 30,000.00 100654 110000 613000 FY 11 Budget Revision -30,000. 1_‘} Re: [Fip] RO094777
+ 30,001.00 100655 110000 613000 FY 11 Budget Revision 30,001 {3 ¢ %‘émf\a’f\;&"
+ 1,480.00 108260, 110000 611000 FY 11 Budget Revision 1,480.40
+ 35892.00 108260 110000 614000 FY 11 Budget Revision 36.892.00
W 4+ W[ Budget | Work_Tab_For_Copy  Blank_Sheet .~ Budget Instructions -~ UPLOAD ¥ T m
Ready | (2| [ElEE e =0 *

This indicates a problem with a missing value or length. The validation scan will stop at the cell

that did not pass validation.

Data Yalidation OK

1

Al data checks passed validation.

This indicates that the data validation checks all passed.
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Blank_Sheet Tab Page

Financial Information Processing

Qu,, =R Q) = Sample_Electronic_AFR_Budget_Entry.xlsm - Microsoft Excel - 8 X
~ Home Insert Page Layout Farmulas Data Review View Developer @ - 7 x
=1 § cut | s = —! ol || 5, e FE | Z AutoSum -

B Copy Courier 10 - |A A = = =||¥| |5 WrapTexdt General - E:Ié'j J_J’ﬁ :‘-A J'I' _r‘ _a_l o - %'7 }3
P roma e |87 2| seacone - [8 < o[98 oot fom G e st D e e
Clipboard & Font = Alignment (E] Number & Styles Cells Editing
[ a1 - fe| INDEX 3
A B G D E F G H I ] K L M N o

1 FUND_CODE ACCT_CODE TRANS_DESC ADS_TRANS_AMT DR_CE_IND T

2 Too211 110003 611000 FY 11 Budget Revision ~1.00 -

3 100212 110003 (611000 FY 11 Budget Revision -1.00 -

2 [1ooz12 110003 T611000 FY 11 Budget Revision 30,367.00 +

5 100230 110000 (611000 FY 11 Budget Revision -20.204.00 - |

6 100224 110000 613000  FY 11 Budget Revision “1.00 - i

7 toozzz 110000 (613000 FY 11 Budget Revision -2.00 -

s 100228 110000 613000 FY 11 Budget Revision —1.00 -

s 1o03zs 110003 611000 FY 11 Budget Revision 6.000.00 +

10100334 110003 611000 FY 11 Budget Revision 2,001.00 +

11100335 110003 611000 FY 11 Budget Revision 163.00 + [ ]

12100336 110003 611000 FY 11 Budget Revision 50.504.00 +

12100333 110003 611000 FY 11 Budget Revision -2.111.00 -

14100342 110003 611000 FY 11 Budget Revision 1.00+

15100346 110003 611000 FY 11 Budget Revision -1.00 -

16100372 110000 611000 FY 11 Budget Revision 5.000.00 +

17100385 110000 611000 FY 11 Budget Revision -1.00 -

18100331 110000 611000 FY 11 Budget Revision ~1.100.00 -

19 100492 110003 611000 FY 11 Budget Revision 10.694.00 +

20100433 110003 611000 FY 11 Budget Revision 2.00+

21100494 110003 611000 FY 11 Budget Revision -3.862.00 -

22100435 110003 T611000  FY 11 Budget Revision 1.00+

22100501 110000 611000 FY 11 Budget Revision 2.764.00 +

24100502 110000 "E11000  FY 11 Budget Revision 1.00+

25 [100503 110000 611000 FY 11 Budget Revision 1.00+

261004314 110003 611000 FY 11 Budget Revision 30.616.00 +

27100534 110003 611000 FY 11 Budget Revision 1.00+

25100535 110003 611000 FY 11 Budget Revision —4.000.00 -

25 100538 110003 611000 FY 11 Budget Revision 3.478.00 +

30100533 110003 611000 FY 11 Budget Revision 162.598.00 +

31100540 110003 611000  FY 11 Budget Revision -162.598.00 —

32117583 120003 611000 FY 11 Budget Revision 153.000.00 +

33100546 110000 613000  FY 11 Budget Revision 4.931.00 +

32117581 "1zo000 614000 FY 11 Budget Revision 52.000.00 +

35 (100583 110000 613000  FY 11 Budget Revision B96.00 +

36100660 110000 614000  FY 11 Budget Revision —3.00 -

37100661 110000 613000  FY 11 Budget Revision 2.270.00 +

33 :1nnss1 :11nnnn :sunnn FV 11 Budget Revisicm 15.000.00 + )

2alicoc-s  Tiipnn  Teiconn 15w 11 modo: Beeicioe PFETRFTIR

W 4 » ¥ | Budget -~ Work_Tab_For_Copy | Blank_Sheet  Budget Instructions - UPLOAD < #1 [ I I B

Select destination and press ENTER or choose Paste [EEEmET e 0] (+)

Figure 5

The Blank_Sheet tab page shown in Figure 5 is a wide open worksheet that allows you to copy data in to
format, create formulas on, or anything else needed to prepare data for an upload. You can use this to

prep data that must be copied into the Work_Tab_For_Copy tab sheet.

Some examples for using this page would be to use the Text to Columns option on the ribbon Data tab in

order create a concatenated list for the Budget JV description. You may need to convert amounts into
signed amounts based on a sign from an extract. This can be done using a formula.

S:\FIP\JV Templates-Excel\New Templates\BDxx\Excel AFR_Budget_Entry Template Instructions.docx
Rev 1/2020

Page 14



NMSU Senior VP for Administration and Finance Financial Information Processing

Budget Instructions Tab Page

"\ e T Sample_Electronic AFR_Budget_Entry.xlsm - Microsoft Excel - =X
‘ >
[ Home { Insert Page Layout Formulas Data Review View Developer X
— — s W= | [} ‘ -
ﬁ * Cut ‘Callbrl v\:Ll - A | [ - =1 Wrap Text u—nela\ - ;H:,‘ }:E;ﬁ Lﬂ _1'\- il ? [ﬁ
43 Copy e = ™4 [#] Fill -
Paste . B T ¢} Merge & Center $ - » || %8 5%8||| Conditional Format Cell Insert Delete Format Sort & Find &
« . Format Painter |-H2 ‘ LQ | | Formatting - as Table = Styles = = = (2 Clear - Filtar = Selact >
Clipboard Pl Font Alignment Number Pl Styles Cells Editing
A74 ~Q £ =

Index Web Page Loakup | Account Web Page Lookup |

The Excel form serv es one purposs:
Ta record original, revised, transferred or carry forward budgets.

(1) Budget Entry Information (Budget tab page)
* Banner Username (required): The originator's Banner usemame (i.e. jdoe2010.)

s Transaction Date (required): Thetransaction date is used to deterrnine the fiscal period and fiscal
year that will be used for posting. This is critical during year end cloge processing when two fiscal years
are open. If you have any questions about the transaction date to use, please contact your fiscal monitor.

o JV Code (required):
o BDO1 - Perrmanent Adopted Budget
»  Unrestricted Cperating Budget Approved by the State
= Restricted Original Grant/Contract Budget at the time of award
= Plant "Figcal ¥ear' Budget (Mot through the Grant Tedger)
= Plant "Fiscal Year" Criginal Budget at the time Project account is established

o BDOZ2 - Permmanent Budget Adjustment

= Revisions to Unrestricted Operating Budget that are Permanent (To be considered when
preparing the next year's budget)

= Revisions to Restricted Grant/Contract Budget that are Permanent and approved by the
Awrarding Agency

*  Restricted Gift Account ' All" Pudgst entries

»  Revigions to Plant "Fiscal ¥ ear' Budgsts that are Permanent (Rarely used- will nommally
be termporary/one-time allocations)

= Revisions to Plant "Project Year" Budgets that are p ermanent revisions on the original
project budget

o BDO4 - Temperary Budget Adjustment
= Revisions to Unregtricted Operating Budget that are termporary/ one-time (Do not include
when preparing the New Year Budget)
»  Revisions to Plant "Fiscal ¥ear' Budget that are temporary fone-time allocations (Do not
include when preparing the new year Budget)

. Index (requlred) Th1s iz the shor‘tcut nurmber uged to 1dent1fy the FOAPAL sh"mg you are deb1tmg or
[EE i -
WA Budget /Work = Coprv /Bhnk Shoot T Budget Instructlons

Resay | 3

Figure 6

The Budget Instructions tab page shown in Figure 6 describes how to properly create a Banner Budget
journal voucher. This can be printed out for reference.

e Banner Lookups are available through Cognos

S:\FIP\JV Templates-Excel\New Templates\BDxx\Excel AFR_Budget_Entry Template Instructions.docx Page 15
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UPLOAD Tab Page

Oa) ) bl - & = Sample_Electronic_AFR_Budget_Entry.xlsm - Microsoft Excel - X
cal—
ki ‘ Home 1 Insert Page Layout Formulas Data Review View Developer

@ -
& cut =1 Wrap Text General - }éj % \:;2 jm j\ E PRI ‘? [ﬁ

2 X

E Calibri bl 15
e e e |82 B2 A S ergea cntr - Conatomat roma G| e Do ot | B0 s pmas
Clipboard F] Font {F Alignment (F] Number F] Styles Cells Editing
[ al - @ fe| Sequence ¥
a [ B8] c | b [ E ] F [ 6 | H [ o+ Ja] «x

1 |Sequence Rucl Index Fund Account Amount DR_CR Description Reference Bank System_ID
2] 1 BDO2 100211 110003 611000 $1.00 - FY 11 Budget Revision BUDDOE BUDFEED
L3 2 BDOZ 100212 110003 611000 $1.00 - FY 11 Budget Revi BUDDOE BUDFEED
4] 3 BDO2 100214 110003 611000 $30,367.00 + FY 11 Budget Rev n BUDDOE BUDFEED
5] 4 BD02 100230 110000 611000 $20,204.00 - FY 11 Budget Revision BUDDOE BUDFEED
6 5 BDO2 100224 110000 613000 $1.00 - FY 11 Budget Revision BUDDOE BUDFEED
7] & BDOZ 100227 110000 613000 $2.00 - FY 11 Budget Revision BUDDOE BUDFEED
8] 7 BDO2 100228 110000 613000 $1.00 - FY 11 Budget Revision BUDDOE BUDFEED
9] g8 BDOZ 100329 110003 611000 $6,000.00 +  FY 11 Budget Revision BUDDOE BUDFEED
1o 9 BDO2 100334 110003 611000 $2,001.00 + FY 11 Budget Revision BUDDOE BUDFEED
11 10 BDO2 100335 110003 611000 $163.00 +  FY 11 Budget Revision BUDDOE BUDFEED
12 11 BDO2 100336 110003 611000 $50,504.00 + FY 11 Budget Revision BUDDOE BUDFEED
13| 12 BDO2 100339 110003 611000 $2,111.00 - FY 11 Budget Revision BUDDOE BUDFEED
14 13 BDO2 100342 110003 611000 $1.00 + FY 11 Budget Revision BUDDOE BUDFEED
15| 14 BDO2 100346 110003 611000 $1.00 - FY 11 Budget Revision BUDDOE BUDFEED
16| 15 BDO2 100372 110000 611000 $5,000.00 + FY 11 Budget Revision BUDDOE BUDFEED
17 15 BDO2 100385 110000 611000 $1.00 - FY 11 Budget Revision BUDDOE BUDFEED
18] 17 BDO2 100391 110000 611000 $1,100.00 - FY 11 Budget Revision BUDDOE BUDFEED
19| 18 BDO2 100492 110003 611000 $10,694.00 +  FY 11 Budget Revision BUDDOE BUDFEED
20 19 BDO2 100493 110003 611000 $2.00 + FY 11 Budget Revision BUDDOE BUDFEED
) 20 BDO2 100494 110003 611000 $9,862.00 - FY 11 Budget Revision BUDDOE BUDFEED
22 21 BDO2 100495 110003 611000 $1.00 + FY 11 Budget Revision BUDDOE BUDFEED
23 22 BDO2 100501 110000 611000 $2,764.00 + FY11Budget Revi BUDDOE BUDFEED
24 23 BDO2 100502 110000 611000 $1.00 + FY 11 Budget Rev BUDDOE BUDFEED
25| 24 BDO2 100503 110000 611000 $1.00  +  FY 1l Budget Revision BUDDOE BUDFEED
26| 25 BDO2 100494 110003 611000 $90,616.00 + FY 11 Budget Revision BUDDOE BUDFEED
27 26 BDO2 100534 110003 611000 $1.00  +  FY 1l Budget Revision BUDDOE BUDFEED
28 27 BDO2 100535 110003 611000 $4,000.00 - FY 11 Budget Revision BUDDOE BUDFEED
29| 28 BDO2 100538 110003 611000 $3,478.00 + FY11Budget Revi BUDDOE BUDFEED
30 29 BDO2 100539 110003 611000 $162,598.00 + FY 11 Budget Revision BUDDOE BUDFEED
Y 30 BDO2 100540 110003 611000 5162,598.00 - FY 11 Budget Revision BUDDOE BUDFEED
32 31 BDO2 117583 120003 611000 $153,000.00 + FY 11 Budget Revision BUDDOE BUDFEED
33 32 BDO2 100346 110000 613000 $4,931.00 +  FY 11 Budget Revision BUDDOE BUDFEED
34| 33 BDO2 117581 120000 614000 $52,000.00 + FY 11 Budget Revision BUDDOE BUDFEED
35| 34 BDO2 100583 110000 613000 $896.00 +  FY 11 Budget Revision BUDDOE BUDFEED
36| 35 BDO2 100660 110000 614000 $3.00 - FY 11 Budget Revision BUDDOE BUDFEED
37| 36 BDO2 100661 110000 613000 $2,270.00 +  FY 11 Budget Revision BUDDOE BUDFEED
38 37 BDO2 100661 110000 614000 $15,000.00 + FY 11 Budget Revision BUDDOE BUDFEED
20 2 BnAY AnNEEA11n0nA&13000 N 9TEA0 s w110 dent Do IRt ounccen
W 4 » [ Budget . Work_Tab_For_Copy - Blank_Sheet -~ Budget Instructions | UPLOAD - #J ]
Reacy | 3 |

Figure 7

The UPLOAD tab page shown in Figure 7 is a read-only tab page that FIP uses to load the Excel file
into Banner. Before this is loaded, FIP validates the indexes and account codes against Banner so that
termed or non-existent values are caught prior to loading. FIP will contact someone via email if this is
the case.
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Suggestions for Creating Budget JV Data Using the Excel JV Template

S:\FIP\JV Templates-Excel\New Templates\BDxx\Excel AFR_Budget_Entry Template Instructions.docx
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If you want to directly enter data, use the Budget tab page. On Page 1, you will need to enter a
Banner Login ID, Transaction Date and JV Code. For the Sequence Detail, enter the Index,
Fund, Account, and Description. For the Amount, to create a +, enter a positive amount (i.e.

999.99.) To create a -, enter a signed amount (i.e. -999.99).

If you want to use data from another data source, you can copy this into the Blank_Sheet tab
page to pre-edit the data. You must create column labels for the Index, Fund, Account,

Description, and Amount in this exact order. If the Amount is not signed, you will need to
convert it using a formula.

o0 Provided you have a + / - indicator (+/-), you can use the following formula to create a
signed Amount. You should the formula place this in a different column. For this
example, the formula used in column G, cell G2 is: =IF(F2="-", E2*-1,E2) You can then
copy the formula down for other column rows in column H. Once this is done copy the
converted values, and then paste values into column E. This is illustrated in Figure 8.

Laycat Data Reveew
rL Courer Sl e AT A (T || SwneTet | tumse -
Paste wioter | B W] =[O A [0 W Cidergeaconer s (8- % W
o =1FiFie"=". Eie=1.E1}
A B C D E F [
1 IHDEX FUND_CODE ACCT_CODE TRANS_DESC TRANS_ANT DR_CE_THD  ABS_ANT
2 o021 110003 511000 FY 11 Pudget Revisien -1.00 -
3 Mooy “s11000 . 1.00 100
4 T10001 11000 30,367 00 30.367.00
'||IIIIIIII 'ﬁllllllll 1. 204 00 20,204 00
10000 513000 -1.00 1.00
'||IIIIIIII 'hl:illllll =2 00 2. 00
10000 13000 -1.00 1.00
'||IIIIIH 'ﬁllllllll LLILURL] & 000 DD
10100334 110003 “611000 2.001.00 2,001.00
11 'llllH'iH 'llllllll'i 'hllIIIIII 183 00 163 00
2700936 110003 G11000 0.504.00 50.504.00
13100339 ooos Taooo 111 00 7.111 00
110003 11000 1.00 1.00
'llllllll.i 'hllIIIIII =1 00 1.00
2 woo0 11000 00000 5,000, 00
'||IIIIIIII 'hllIIIIII =1 00 1,00
10000 11000 1.100.00 1.100.00
'llllllll'i 'ﬁllllllll 10894 00 10 6%4 00
10000 11000 z.00 2,00
'llllllll:i 'hllIIIIII 9 862 00 9. 862 00
s 10003 11000 1.00 1.00
'||IIIIIIII 'hllIIIIII 64 00 2. 784 0D
2 o000 1000 1.00 1.00
'||IIIIIIII 'ﬁllllllll 1. .00 1.00
110003 11000 90.616.00 30.616.00
'llllllll'i 'hllIIIIII 1 00 1.00
s 110003 11000 4.000.00 4.000.00
'||IIIIIH 'hllIIIIII 1.478 00 1.478 00
110003 ‘511000 162,590.00 + 162,598 00
10003 511000 -162.598.00 - 162.598. 00
20003 ‘511000 i 153,000.00 4 153,000, 00
3 710000 613000 FY 11 Budger Revisica 4.931.00 + 4.931.00
347117881 120000 ‘614000 FY 11 Budget Revisi 52.000.00 + 52.000.00
357100583 110000 613000  FY 11 Budget Revision 896.00 + 896,00
35100660 110000 614000  FY 11 Budget Revision 3.00 3,00
371 110000 613000 FY 11 Budger Revis 2.270.00 + 2.270.00
T :ununn :auunn 15.000.00 + 15.000.00
+a Liannn_ eisan PATE 3 1ac a0
s i_Tah_For ¢ UPLOAD T3
LET

Figure 8
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e Once you have finished your pre-edits in the Blank_Sheet tab page, copy this to the
Work_Tab_For_Copy tab page.

e You can also use the Work_Tab_For_Copy tab page to perform pre-edits to your data.

e Usethe Work_Tab_For_Copy tab page for moving data into the Budget tab page. Data will be
validated prior to moving.
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