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State of Idaho Budgetary
Office of the State Controller
Division of Statewide Accounting

BUDGETARY USER MANUAL

ENTER A GRANT, SUBGRANTEE, OR PROJECT
BUDGET

INTRODUCTION

You can record billable and expendable budgets for both Grants and Projects. Projects
can also be used to track subgrantee information. Other budgeting information (e.g.,
Grant approval form) can be found on the Division of Financial Management web site.

ENTER THE DOCUMENT INFORMATION

1. Select G/P Budgets from the main menu.

2. Click the G/P Budget tab.

3. Enter an eight character (alphanumeric) document number in the Doc # field.
4

Click the GL Type drop down menu and select a GL type: Grant Budget,
Subgrantee Budget, or Project Budget.

Figure 1 - Selecting a GL type
Status G/P Budget " Approval Attachment " Templates " Reports Batch #: 131

Doc #Q, WQs100 GL Type |elclif=ITs Effective Date |2/16/2016
SubGrantee Budget
New Document Project Budget
Description | Group [Admin ]
Comments

|  save &Continue | | Save & Clear | New Document | | Delete Document |

5. Enter an Effective Date or select a date from the calendar.

6. Type a Description and Comments to describe and explain the entry. Do not use
special characters or symbols, such as &, *, “, <, and \.

7. Select a Group from the drop down menu, if your agency uses Group names.
8. Click Save & Continue or Save & Clear.

= Save & Continue will save the document and open a *“grid” in which you can
add rows of transactions and fiscal coding.

= Save & Clear will save the document and clear the screen.
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ENTER THE FISCAL CODING

Budgetary

1. If you plan on entering more than the default number of 10 rows of transactions,
change the number of Rows per page so that all of your transactions can be viewed

on one page.

2. Click Add Row. To use a template that you have created, click the Template drop

down menu, select the template, and then click Import.

Figure 2 — To select rows per page or to select atemplate

Status G/P Budget “ Approval Attachment " Templates " Reports Batch #: 001

Doc #:| [0000RRRS GL Type [ProjectBudget =] Distribution in Progress

Description | Group | ]

Comments ‘ H=
|

Add Row | Undo Updates. | preview | Distribution Complete! |

" vendor Info

ROWS per page:

3. Enter a transaction code in the TC field or press F3 to search for a transaction code,

and then press TAB or click into another fiscal code field. Other fiscal codes

required by the transaction code will be highlighted. Fiscal codes not used by the

transaction code will not be available.

Figure 3 - Required fiscal codes are highlighted

Status G/P Budget * Approval Attachment ™ Templates " Reports Batch #: 131

Doc #Q [WQs100 GL Type: Grant Budget Effective Date  [2/16/2016

Distribution in Progress

Description [Grant 99 Group =

Comments |

| Add Row | | Undo Updates | | Preview | | Distribution Complete |
Balance: $0.00 [CIvendor Info =H
Rows per page: |10 Pct Increase: | Apply | Template: [v ][ import |
O apon e o cosw o nose (o Jome m posr [ o o o ot |
0t | oo () [ onl | 1.0 el 4_;\| 3] ) (] [ ) ] [
S —

4. Enter the fiscal coding (Amount, the PCA, Index, the Subobject, etc.) as needed.

Do not use special characters or symbols, such as &, *, “, <, and \, in the

Description field. You can enter the codes directly or search for appropriate fiscal

codes (see below).

Enter the PCA or Index and press TAB or click in another fiscal code field, any

other related fiscal codes, such as the Budget Unit and Fund, will be entered

automatically as long as the PCA or Index have been set up in STARS to do this.
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5. You can also search for a fiscal code in those fields marked with an asterisk (also
known as doing a “look up”):
a. Place the cursor in the field and press F3.
b. Inthe “look up” dialog box, enter any combination of search criteria —

transaction code number or the title. You can enter just the first few numbers
or letters or use the wildcard (%).

c. Click Find.

Figure 4 - Fiscal Code look up

/2 https://pss.sco.idaho.gov/?Table=PCARGrid=BudDocs Datagrid] _ctl2 8 Ctl=budd pe... [ = | = [5]

| Find | | Cancel ‘

S [ TR I

ADMINISTRATION 2016

oc #Q [FCP30 GL Type: Grant Budget

Distribution in Progress

Description |
Comments |H3506

STATEWIDE ACCOUNTING 2016

| Add Row |

STATEWIDE PAYROLL 2016
alance:

Rows per page: [10

Tl s e

B o)

040 COMPUTER SERVICE CENTER 2016
DISASTER SUBGRANT 2016
ADMINISTRATION 2015
STATEWIDE ACCOUNTING 2015

STATEWIDE PAYROLL 2015

COMPUTER SERVICE CENTER 2015

d. Click the fiscal code you want to use. The code will be entered on the
distribution grid. When selecting a PCA or Index, any other related fiscal
codes, such as the Budget Unit and Fund, will be entered automatically as long
as the PCA or Index have been set up in STARS to do this.

6. To enter another blank row, click Add Row. To create a duplicate of a row,
including the amount and fiscal coding, click Dup next to that row. You can then
change the amount and/or a few fiscal codes as needed.

If you are entering a large number of rows, click Save & Continue often. If you

enter several rows, but do no save your work, and you see a warning message, it is

possible that none of your work will be saved.

7. If you enter any codes or rows incorrectly and need to change them, click Undo
Updates. Anything you have entered and not saved will be deleted.

8. To delete a row from the document, click Del next to the row.

9.  When finished adding the transaction rows, click Save & Continue or Save &
Clear. If there are any data entry errors, these will be highlighted for you to correct.

10. Click Delete Document if the document has been saved (but before Distribution
Complete) and you need to start over.

11. Click Distribution Complete. The document will then be ready for the agency’s
approval and/or release (if approvals have been enabled by the agency).

12. If the document needs to be changed after the distribution is completed, the
Approver will have to undo the approval and set the status of the document to
Awaiting Distribution.
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TRANSACTIONS CODES FOR GRANT BUDGET

The following transaction codes require an Approval Level 3.

TC | Description

400 | BILLABLE BUDGET-GRANT

405 | EXPENDABLE BUDGET-GRANT

406 | EXPENDABLE BUDGET-PROJECT & GRANT

TRANSACTIONS CODES FOR SUBGRANTEE BUDGET

The following transaction codes require an Approval Level 3.

TC | Description

415 | BILLABLE BUDGET-SUBGRANTEE

420 | EXPENDABLE BUDGET-SUBGRANTEE

TRANSACTIONS CODES FOR PROJECT BUDGET

The following transaction codes require an Approval Level 3.

TC Description

090 EXPENDABLE BUDGET-PROJECT

091 BILLABLE BUDGET - PROJECT

406 EXPENDABLE BUDGET-PROJECT & GRANT

43M | RCPT OF REV & INCR EXP BUD-PROJ & GRANT
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