Cal Poly
: 1 Pomona

Budget Development
in Questica

NV

Navigation & Budget Tools

February 2025




Learning Outcomes

Annual Budget Development at CPP
General Navigation

FY2025/26 Budget Development Deadlines
Building Operating Budget

Submitting Operating Budget

Questions?

Cal Poly
Pomona




Annual Budget
Development at CPP



@ Annual Budget Development at CPP

/N
Budget Assumptions & Strategies
Building your annual budget has not changed.

Goal of budget planning is to create a balanced and sustainable ongoing budget that
supports the University’s strategic plan, mission, and vision.

An all-funds budgeting approach provides an enterprise-wide view of fiscal resources
and ensures resource allocation decisions are made with an understanding of all
available funding sources and uses.

Easier to fully build your budget up-front than make mid-year changes.
Enrollment: 22,688 Resident FTES
CY Headcount: 26,810 plus 3,001 for Self-Support
Fees: build in contingency in enrollment
Re-consider investments that will trigger recurring expenses.
Use existing resources, i.e. software, or identify less expensive alternatives.
Use Quarterly Report projection for year-end available balance for carry-forward allocation.




Building Annual Operating Budget in Questica

Funds

All State Oper Funds (SOF)
POMO1 (General Fund Allocation)
Lottery

TY006 — Educational Access Academic Development
TYO017 — California Pre Doctoral
TY033 — General Campus Based Programs

Cost Recovery
PCRO1 — Internal Sources
PCRO02 — External Sources
PCRO04 — Academic Facility Space Rental
PCRO05 — Theatre Space Rental
PCRO6 — Film & Photo Shoot Space Rental
PCRO7 — Capital Project Management
PCR10 — AB 798 Textbook Affordability

Trusts
TX130 — Lanterman (Administrative Affairs)
TX140 — Edu Access Academic Development (Academic Affairs)



@ Building Annual Operating Budget in Questica

N
Funds Continued

All State Oper Funds (SOF) Continued

State Grants
POS01 — CSUPERB Grant
POS02 — COAST Grant
POS03 — AG Research Institute
POS04 — WR&PI Grant
POS05 — RSCA Awards Program
POS06 — STEM NET Mini Grant
SP003 — Sup Agric Research Ins IPM Program
SP004 — College Student Right to Access Program




Building Annual Operating Budget in Questica

Funds Continued
Auxiliary Enterprises (Spending Plans)

College of Professional and Global Education
TMO001 — TF PaCE-Expenditure
TMO002 — TF PaCE-Campus Partners
TM500 — TF PaCE-Special Summer
TM502 — TF PaCE-Special Winter

Housing
TZ001 — Housing-Operations and Revenue

Parking & Rideshare

TV002 — Parking Fines/Forfeitures Exp
TWO001 — TF PRF-Expenditures



Building Annual Operating Budget in Questica

Cost Recovery Budgeting

Annual budget allocation is tied to recurring revenue.
PCRO1 — Plan for 80% of FY24/25 revenue posted.

PCRO02 — Plan for positions tied to approved MOUs, etc.

Examples: approved positions to be fully or partially funded by the Philanthropic Foundation,
grants, cost recovery plans with Auxiliary Enterprise entities, etc.

Carryfoward: Use projected year-end balances.
Budget is posted at the beginning of the year and reconciled twice in March and June.

v" All State Oper Funds (SOF) Auxiliary Enterprises Both



Building Annual Operating Budget in Questica

Financial Data
Revenue/Allocation
Enrollment Projections (Auxiliary Enterprises)
Annual Budget Allocation Memo (All State Oper Funds (SOF) )
Personnel (Positions)
Tableau HR Actuals Dashboard
Position Salary Information
Operations (GL Account Level)
Tableau Finance Dashboard

Prior Year Actuals
OE&E Exercise

Purchase Orders — Past & Future



https://analytics.cpp.edu/#/site/production/workbooks/1361/views
https://analytics.cpp.edu/#/site/production/workbooks/135/views

@ Building Annual Operating Budget in Questica
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2025 FY25-26 2026

Position Management Stages
During annual budget development, divisions determine how they plan to fund positions in
Questica using Positions and Position Allocations entities. The initial budget submitted
becomes the adopted budget.

Once a budget is submitted, we go into the maintenance phase, where changes to the position
listing must be processed as fransfers that net to zero. Position budget adjustments submitted
outside of the annual budget stage are called off-cycle adjustments. The process is very similar
to how we manage our General Operating Fund.

Operation Budgets

Once the department’s annual budget has been established, it is not necessary to zero-out
deficits by account (CFS).

Total operating budget must not result in a deficit; must remain in the “black.”

v" All State Oper Funds (SOF) Auxiliary Enterprises Both



Building Annual Operating Budget in Questica

Position Management Principles

When allocating General Fund (POMO01),
base-fund permanent positions whenever
possible.

Align funding type with permanent or
temporary positions.

Will need to budget for benefits except
for Undesignated and Designated
POMO1-funded positions, which are
managed centrally by BP&A.

v"All State Oper Funds (SOF)

If a new position has been created in PS
and needs be added into Questica,
please reach out to Debbie Chavez

( )-

There should only be one template
(holding) position for salary savings for
each division, which should be in the
VP’s Office. There should not be FTE
tied to these positions.

If you have plans to fill a position in the
future, place the funding and FTE in an
existing position.



mailto:debrachavez@cpp.edu
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General Navigation

=
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General Navigation Focus Points

|. Menu & Sub Menu Options
Il. Menu Icons

l11.Grid / Screen Features



. Main Menu Menu Ribbon Icons

3 p Esl - o F
;\' m,‘ﬂ i Dashboard ~ MyTasks Budgetingv  Reports v 7 2 pi¢ § . Debra Chavez
" Search Anything [CTRL + SPACE] C}:}
Campus User ~
Campus User Change Request Status Report
Change Request Journal Line Ref {ex: ALB18-00... ‘ Change Request Journal Line (Title) Change Request Pu.. Change Request Stage Stage Name Snapshot Change R...
QsTo000219 REI@«PG&‘,E 1-Proposed Transfer 20241209 41826 PM
QsToo00219 REPURPOSE 1-Proposed Transfer 2024-12-09 4:18:29 PM
QsTO000272 REFURPOSE 1-Proposed Transfer 20241211 11:5425 AM
QsTo000273 REPURPOSE 1-Proposed Transter 2024-12-13 8:36:22 AM
QSTO000335 BT-07- ACAD - 20120 - Move Funds from 58510 D.. 1-Proposed Transfer 2025-01-27 11:0252 AM
QST0000340 BT - 07 - ACAD - 23000 - Transfer to PCROT-AH368 - .. 1-Proposed Transfer 202501-29 11:30:06 AM
QST0000266 BT - 07 - ACAD - 20120 - Transfer to 50400 - 1636 1-Proposed Transfer 20250205 10:46:03 AM
QST0000335 BT-07- ACAD - 20120 - Move Fungs from SE510 0. 1-Proposed Transfer 20250207 95518 AM



Menu Ribbon Icons o o e Qee y

2 Questica Search Feature - ‘fz Zozlgz; "k — screens, change
: Current screen q
o> Batch Processes — export/import of § Notifications — @-mentions
te grid lines and reports, approvals &
publishing & export of reports
. Budget Calendar e i User Name — Profile
= Settings & Sign Off
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4 Menu Options

Dashboard My Tasks Budgeting v Reports v

Dashboard - Dashboards display information with visualizations, (charts, graphs, reports and counters)

on one screen. A dashboard’s intent is to summarize information to keep users up to date on what's
happening and indicate whether action is required.

My Tasks - Identifies items a Questica Budget user is responsible for and lists them on the My

Tasks page. Itis an easy and simple way for Users to find and open their work when logged into the
system. A notification badge lets you know when new tasks have been assigned. The system manages the
items by date and security settings.

Budgeting - Contains 7 sub menus of which 3 will be frequently used by campus users. Operating,
Personnel, and Change Request sub-menus

Reports - The Report Center displays a list of all available Print Reports, Smart Reports and Views. The
Report Center provides several ways to find and run new Reports, as well as bookmark your favorite ones.
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plest
P | =

Smart Report

Campus User Change Request Status Report

Change Request Journal Line Ref {ex: ALB18-00... Change Request Journal Line (Title)

Q570000219 RE%RPUSE

QsSTO000219 REPURF

QSTO000Z272 REFURPOSE

Q5TO0000Z73 REPURPOSE

QSTOO00335 BT -07 - ACAD - 20120 - Move Funds from 5&5to D
QSTOO00340 BT - 07 - ACAD - 23000 - Transfer to PCRO1-AH369 -
QSTOO00266 BT - 07 - ACAD - 20120 - Transfer to 50400 - 1636
QSTO0D0335 BT-07- ACAD - 20120 - Move Funds from S&5to D

uestica Dashboard

Dashboard My Tasks Budgeting Reports v

Search Anything [CTRL + SPACE] @'

Change Request Pu.., Change Request Stage Stage Name Snapshot Change R..
1-Proposed Transfer 20241209 4:18:26 PM
1-Proposed Transfer 2024-12-09 4-18:26 PM
1-Froposed Transfer 2024-12-11 11:54:25 AM
1-Froposed Transfer 2024-12-13 8:36:22 AM
1-Proposed Transfer 20250127 11:02:52 AM
1-Proposed Transfer 202501-29 11:30:06 AM
1-Proposed Transfer 20250205 10:46:03 AM
1-Proposed Transter 20250207 25518 AM

—_—]

ALC-0WFQ

9:.08 AM
2/10/2025
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1. Questica Dashboarad

it madified: Thu at %:23 AM

hangir_1 Das

Campus User ~
Q

Campus Ussr
Position Management
Questica Dashboard

QSTO0D0219
Q5T0000272
QsTo000273
QsT0000335
QSTO000340
QSTO000266

QST0000335

arg View

Status Report
p: ALB18-00... Change Request Journal Line (Title)
REPURPOSE
REPURPOSE
REPURPOSE
REPURPOSE

BT -07 - ACAD - 20120 - Move Funds from S&Sto D..

BT - 07 - ACAD - Z3000 - Transfer to PCRO1-AH369 - ..

BT - 07 - ACAD - 20120 - Transfer to 50400 - 1636

BT -07 - ACAD - 20120 - Move Funds from S&Sto D..

Change Request Pu..,

1-Proposed Transfer
1-Proposed Transfer

1-Proposed Transfer

2025-01-29 11:30:06 AM

20250205 10:46:03 AM

20250207 9:55:18 AM

Dashboard My Tasks Budgeting ~ Reports
Search Anything [CTRL + SPACE] Q)

Change Request Stage Stage Name Snapshot Change R..

1-Proposed Transfer 20241209 41826 PM
1-Proposed Transfer 20241209 4:18:29 PM

1-Proposed Transfer 2024-12-11 11:54:25 AM
1-Proposed Transfer 2024-12-13 8:36022 AM
1-Proposed Transfer 2025-01-27 11:02:52 AM

7

e |

Te

ﬁﬁ?l



1. Questica Dashboard

s - — ] 3
@I i Dashboard My Tasks Budgeting ~  Reports ~  Administration ~ 70 ¥r. L " Debra Chavez

A
~ &
search Anything [CTRL + SPACE] Q)
3 -
& Amange Widgets <t AddWidget ¢ EditDashboard  ~+ Mew Dashboard
Position Budget Detail Report
Budget Year - Fund Fund-Department College/Area Position Allocation ... Position Allocation ...
2024 - 2025 POCMP - POMOT - OPERATING FUND POCMP - POMO1 - 23100 - OPERATING FUND - Hum.. 22200 - Dean Callege of Agriculture 100.000 2,081
2024 - 2025 POCMP - BOMOT - OPERATING FUND POCMP - POMDT - 72600 - OPERATING FUND - Publ.. 72600 - Public Safely 100.000 2,081
2024 - 2025 POCMP - BOMOT - OPERATING FUND POCME - POMDT - 45200 - OPERATING FUND - Indu. 44600 - Engineering Dean's Office Sppt 100.000 2,084
2024 - 2025 POCMP - BOMOT - OPERATING FUND POCMP - POMOT - 36000 - OPERATING FUND - CCH.. 26100 - Dean Callins Haspitality Mgmt 1.395 2,050.8;
2024 - 2025 POCMP - T2001 - HOUSING - OPER AND REVENUE  POCMP - TZ007 - 19500 - HOUSING - OPER AND RE.. 19900 - Housing Administration 100.000 2,081
2024 - 2025 POCMP - POMOT - OPERATING FUND POCMP - POMOT - 20007 - OPERATING FUND -VP . 16900 - Academic Programs -7.868 32,146,
2024 - 2025 POCMP - POMOT - OPERATING FUND POCMP - POMOT - 50000 - OPERATING FUND - Che.. 49700 - Dean College of Science 101.395 2,050.84
2024 - 2025 POCMP - POMOT - DPERATING FUND POCMP - POMDT - 54700 - OPERATING FUND - Heal.. 62000 - AVP Health & Wellbeing 100.000 2,08
2024 - 2025 POCMP - POMOT - OPERATING FUND POCMP - POMOT - 31600 - OPERATING FUND - Phil.. 29600 - Dean College Lirs Arts Soc Sci 16.236
2024 - 2025 POCMP - FOMOT - DFERATING FUND POCMP - POMDT - 34720 - OPERATING FUND - Clou.. 34700 - Informatien Technalogy 100.000 2.08
2024 - 2025 POCMP - FOMOT - DPERATING FUND POCMP - POMD - 55400 - OPERATING FUND - Ethn.. 29600 - Dean College Ltrs Arts Soc Sci 101.395 2,050.8:
2024 - 2025 POCMP - POMD1 - OPERATING FUND POCMP - POMDT - 21700 - OPERATING FUND - Aca..  20000- VP Academic Affairs Office 100.000 2,081
2024 - 2025 POCMP - FOMOT - OFERATING FUND POCMP - POMOT - 73700 - OPERATING FUND - Pres.. 73700 - President's Office 100.000 2,081

O—
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@ s Dashboard mmlui Budgeting ~ Reports ~ Administration ~ 9

20231 0618

S e | ==

| Entity T

2024 - 2025 3-Final Approval [Position Budgst Adjuestrment] 21700 - Academic Resources Change Reguest
2024 - 2025 3-Final Approval [Position Budget Adjustment] 21870 - Acadenvic Plamning Adm Change Request
2024 - 2025 3-Final Approval [Poaition Budget Adjustmment] 21810 - Academic Planning Adm Change Requeest
2024 - 2025 3-Final Approwval [Position Budget A ] 20007 - WP Acadgembc ATTs Instru__ Change Request
2024 - 2025 3-Fnal Approval [Position Budget Adpustiment] 20001 - WP Acasemic ATTs Instru__ Change Requsest
2024 - 2025 3-Final Approval [Position Budget Adjustrment] 20001 - VP Acagemic ATTs INStru_.  Change Request
2024 - 2025 3-Final Approval [Position Budget Adjustiment) 20001 - WP Academic AMTS INStru_.  Change Raquect
2024 - 2025 -P8s - 07 - - 0 - PSHN #6098 T-Proposed Transter [Position Buogel Adjustrmnent] 21300 - K ag He (= o Ch L

2024 - 2025 QSTODDOZ294 - PEA - D6 - ACAD - 20001 - STE-UMNDE bo Varkous 3-Final Approval [Position Budgs! Adjustrment] 20001 - VP Academic AMS Instru..  Change Reguest
2024 - 2025 QSTODD02099 - PEA - 06 - ACAD - ABC ALLOCATION 1600 3-Final Approval [Posftion Budget Adjustment] 21700 - Academic Resources Change Request
2024 - 2025 OSTOOD0300 - REPURPOSE 1-Proposed Transfer [Position Budget Adjustrment] 21700 - Academic Resources Chamge Request
2024 - 2025 QSTOODOIOT - PEA - 06 - ACAD - 21700 - PSN BASE & ONETIME MMULTY 3-Final Approval [Position Budgst Adjustment] 21700 - Academic Resources Change Regusst
2024 - Z025 1-Froposed Transfer [Position Budget Adjustrment] 20800 - CLASSE Redistribufion Chamnge Reguest
2024 - 2025 3-Final Approval [Fosition Budget Adjustment] 29800 - CLASS Redistribuison Change Request
2024 - 2025 3-Final Approval [One-Sided: Position Budget Adjust._. 18800 - PaCE-Admin Office Change Request
2024 - 2025 F-Final Approval [Position By - ] 25800 - CLASS Redistribution Change Request
2074 - 2025 F-Fmnal Approval [Position Budget Adjustomend] TE0D - Academic Programs Chamnge Request
2023 - 2024 3-Final Approval [One-Sided: Position Budget Adjust._. 21800 - Academic Planning Chamnge Request
2023 - 2024 3-Final Approval [Position Budget Ad|ustrment] 21870 - Academic Pranning Adm Change Request
2023 - 2024 OSTRDOOOT - PEA Temp PR4IGE, To PRI1SI4 #1876 3-Final Approwal [P ion Budget adj eill 48307 - ENV Dean's Instructional Change Request
2023 - 2024 QSTOODO0O9 - PEA mowe funds frorm S140 to S7E6 3-Final Approval [Position Budgst Adjustrment] S5800 - Litwary Change Reguest

|
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Dashboard My Tasks

Operating
Budgets and Projections
Fund-Department
Scenarios

Payroll Actuals

Projections

[ Budget

Account Summary
Budget Lines

| sSnapshot Budget Lines
[ Actual Costs

| Positions

[ Position Allocations

Il stats
Stat Account Summary

Statistical Forecasts

| statistical Actuals

Calculations

Calculations

Calculation Templates

Snapshot Statistical Forecasts

Budgeting ~ Reports v

Personnel

Paositions

Position Revisions
Employees
Employee Revisions
Modifiers

Modifier Amounts

Change Requests

Change Requests
Change Request Budget Lines
ChangeRegquestStatForecasts

Position Allocation changes

Admi

3. Questica Budgeting Menu

STAGE 1 of Workflow Process —

INPUT & PROMOTE

Entities for Entering Annual Budget
Data

* Budget Lines (O/E)

« Position Allocations

 Positions

Entity for Publishing Annual
Budget Data
* Positions

Entities for Promoting Annual Budget
Data
 Fund-Department
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3. Questica Budgeting Menu

Dashboard My Tasks

Operating
Budgets and Projections
Fund-Department
Scenarios

Payroll Actuals
Projections

[ Budget

Account Summary
Budget Lines

[| snapshot Budget Lines
[ Actual Costs

| Positions

[ Position Allocations

Il stats
Stat Account Summary

Statistical Forecasts

| statistical Actuals

Calculations
Calculations

Calculation Templates

Snapshot Statistical Forecasts

Budgeting -~ Reports v

Personnel N

Positions

Position Revisions
Emplovees
Employee Revisions
Maodifiers

Modifier Amounts

Change Requests
Change Requesis

Change Request Budget Lines
ChangeRequestStatForecasts

Position Allocation changes

STAGE 2 of Workflow Process -
REVIEW

Entities for Promoting Annual Budget
Data

* Fund-Department

 Account Summary

Entity for Publishing Annual
Budget Data
* Positions
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CCCCC

All Positions

& Name

L Position

\’ 2023 18

Num

ber

3. Budgeting > Position Entity

Dashboard

My Tasks

P

aid Hours

Budgeting - Reports v

Annual Budget per FTE

Let's Get Started

Administration v

ing the search tools above to find what you're

k below 1o retrieve all of the records

NOTE:

Select th =
Select LOAD DATA

Fiscal Year for Annual

Budget should ALWAYS BE
UPCOMING FY — NOT CURRENT
WORKING FY

Entities Affected

Positions
Position Allocation
Budget Lines
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3. Budgeting > Position Allocation

csuc
\.’ 2023 ?F;jg Dashboard My Tasks Budgeting - Reports
Position Allocations Search Position Allocations
Basic
ﬁ Position Number Document Line Number Description -l | Description

Let's Get Started

Try using the search tools above to find what
looking for, or click below to retrieve all of the

NOTE:

Select the
Select LOAD DATA
Fiscal Year for Annual
Budget should ALWAYS BE

UPCOMING FY — NOT CURRENT
WORKING FY

Entities Affected

Positions
Position Allocation
Budget Lines
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3. Budgeting > Budget Lines

. csucpp
2023.1.018
\'

Budget Lines [(2025 - 2026 -

:'I : Select a cell to view its value.

ﬂ # | © | |l | Fund-Department Account

Dashboard

My Tasks Budgeting Reports v

Search Budget Lines

Document Line Description Acci

Let's Get Started

Try using the search tools above to find what
looking for, or click below to retrieve all of the

NOTE:

Select the

Select LOAD DATA

Fiscal Year for Annual

Budget should ALWAYS BE
UPCOMING FY — NOT CURRENT
WORKING FY

Entities Affected

Positions
Position Allocation
Budget Lines
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4. Reports

1. Reports > Adhoc Views  osweas  wyresie®

Y

Budgeting -~ Repo @ e k4

Reports

Reports
Smart Reports
Comparisons

Variance Analysis

Configuration

Ad hoc Views

2. Search Bar : Use to Search for Report- enter Report Name

board My Tasks Budgeting v Reports Adrr

( Search Ad hoc Views

Q)
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Features within Questica Grids

GRID FEATURES Y b 4 &

Add value Bar Filter Layout Import Export
Dashboard My Tasks Budgeting Reports ~ Administration ~
S EARC H BAR Search Positions Q %g =

SORTI NG & Name Description Position Num@

Admin Support Coord I-12 Mo Front Office Lea... 00000001
Admin Analyst/Spclst NE-12 Mo Citation and Per... 00000002

COLUMN FORMATTING

Group By

Freeze

Resize to Content
Fit on one screen



Grid Features : Add + Yy 8oL

N esucpp
g

2031018 Dashboard My Tasks Budgeting - Reports v Administration v Q 7 tﬁj ﬂ( Q ‘ -
W Adding a Row

Budget Lines | 2025-2026~ et s Q%%
wie e me o+ 7 7@ . . 1. Selectthe Green + sign
Grid View Display ~ Forecast Year Precision Add  ValueBar Filter Layout Import B

Zl—.j W u

2. Enter Data using the
@ 7 O || LedgerGroup Fund-Depart... Account Program Class Budget Scenario Document Line Number . .
Tab Key to move within
. : i : : : : cells

3. Press Enter to Save

28



Grid Features : Add ol RN G R

=}

T=

Budget Lines

== Monthly v 2022 v  0.00 v
Add Calculation Grid View Forecast Year Precision
o
@ @ ©O | 1 GLAccount Description Strategic Objective One Time Projectic
3236 - Fire Safety Plan Review Fire Safety Plan Reviews (natural reduction in future_.
~ GL Account Type: Expenses
4022 - Salaries - Call Out
4112 - Mileage/Parking Parking passes
“ [l v
4116 - Conferences/Travel Fire Prevention Officers Conference

4118 - Membership Fees NFPA Codes Online, |AAI, FPOA, CAFI, BC Chapter |




@ Grid Features : Value Bar Hlan e 8o &

1

Value Bar \‘,‘ 108 Dashboard ~ MyTasks  Budgeting v  Reports v Administraion v~ Q7 {2 w
Fund-Depart.. | 2023-2024 - Search Fund-Department Q&=

1. Shows the contents of
the currently selected e s o0
cell in a much wider ) Mo ;B
area for improved — S
readability and
supports editing of
most data types.

2. Used for identifying
formulas

+ m Y

Ld
Add  ValueBar  Filter L

30



31

Grid Features : Filter

Filter

1. The Filter bar can
be toggled on/off by
clicking the Filter
button on the
toolbar -

csucpp
2023.1.0.18

Fund-Depart...

POCMP - AAD19 - 99910

@ Name

2. When ON a row will

OPERATING FUND -

Dashboard

2023 - 2024 ~

PaCE-CEIS

appear under each

OPERATING FUND -

PaCE-College of Business

column header. You

OPERATING FUND -

Academic Programs

can then search for

OPERATING FUND -

Student Success

OPERATING FUND -

Academic Supp & Learning Serv

specific characters

OPERATING FUND -

PolyTransfer

of numbers by using

OPERATING FUND -

College Engagement & Retention

the specific column
fields.

Add

My Tasks

r

N

SEJS

Search Fund-Department

Acct. Reference
pom|

POCMP - POMO1
POCMP - POMO1
POCMP - POMO1
POCMP - POMO1
POCMP - POMO1
POCMP - POMO1

POCMP - POMO1

AT\

(W I
Value Bar Filter Layout Import Export
Budgeting Reports v Administration ~ O\ '?
o =
G
Add
T~ | Division Stage

-16613

-16616

-16900

-16910

-16920

-16930

-16940

20000 - VP Academic Affairs Offi...

20000 - VP Academic Affairs Offi...

20000 - VP Academic Affairs Offi...

20000 - VP Academic Affairs Offi...

1-Budget Entry
1-Budget Entry
3-Final Approval
3-Final Approval
3-Final Approval
3-Final Approval

1-Budget Entry

&2 E

T o

E

BT d
Value Bar

Departm

16613 -F
16616 -F
16900 - /
16910 -¢
16920 -/
16930 - F

16940 -(



Grid Features : Layout

| p— |
+ T Y B |- &
Add alue Bar Filter Layout mport Export
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@ B D | [ o meurmdion i ¥ 5 Qs SeeDenean K g3 Pasendageewd X | b B Fothion Butget Delar | 13 Budge Sevims 01 Qumstir - x [ [ maingtm e x|+ - @
Layout R e R R S TR et
@ e Dashboard My Tasks Budgeting - Reports Administratic Grid Layout 54
1 . AI IOWS Ch a n g e to : * Systern Default View (Default) ~
the grid display | ‘ Columns + A
by adding or N i s
. ’ i ‘ Name Acct. Reference T ‘ ‘Stage J - Acct. Reference ®
remOVIng COIumn COST RECOVERY-INTERNAL SOURCES - Budget Pianning & A..  POCMP - PCRO1 - 75000 1-Budget Entry J. Stage * x
fie|ds grouping COST RECOVERY-EXTERNAL SOURCES - Budget Planning & .. POCMP - PCRO2 - 75000 1-BudgetEnty | | pepariment® v
’ . OPERATING FUND - Budget Planning & Analysis POCMP - POMO1 - 75000 3-Final Approval £ Ao & 7
and defaulting
. . J. Fund * %
grid options & Diplay Narne x
(value and filters)
Group By + A
No Groupings Applied
Grid Options ~
— o ke
O ;g e !I Show Filter Bar

TR O0EE e L RX

+



+

°
[]
[} —
/N [} Add Value Bar Filter mport Export
I
86 0 bammmn s e 01065 smmmts ¢ o
€ C @ 6 rpsjoupouesioom s s arg oo¢ B g -0 € 0 N O rbciouspmiaconier s amy meteg -0
" btk § eepiinties @ Cuiowbor. §) GesaTH1 On. @ Begtsees D, O Welow o bl 5} ose: skt [ Potbuncean. @) Quearey  CiioyRonon- O Crae0ls O MorelMGF 3 | B Odernns 0 i, ) splader ey Cuestn-Caoca. ) QuemaTEST-Das () S Semicn 0. O Budget. 4} Home:Tatens S [f] Plati ® Qunands ( Gifohomers. O CoaetMS O bomelyft ) | [ Ctherfhonis
: ’ \ = e
Grid Layout b . Grid Layout L
¥ *8ystem Default View (Default) v #
Add Columns : » i et i
Actuals Cache Last Update On L Columns + A Qs
" w
Comments. = |.1,Nama.' X‘ T
+ +
Depariment Manager |+m.nefm X ‘
Deseription |\],Divi'a|‘6n X ‘
. N\_‘IS}W | L Stage* X ‘
Eﬁﬂﬂsﬂchmt I\I’D!Pamt X ‘
Fund Manager |“”"°‘“ x
[} J Fund* X ‘
‘ Lock Status 4 Display Name x ‘
‘ Stage Deadline
‘ Slatus Group By + A
No Groupings Applied
mm - - Grid Options A B
$ Chaneblabin Onr @

33
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1.

Import/Export
Export the
contents of grids
to an Excel
spreadsheet.
Edit the data and
import it back
into Questica to
update data
efficiently.

+ | a0 m B e 2 QX

& |




Search Bar

\.’ gg;a??.g.wa Dashboard My Tasks Budgeting Reports Administration v Q (;) tﬁ.}
Depen(_jent on Budget Lines | 2025 - 2026 ~ SeschBGKt L es QY=
the Active '
Annual v | 1YR~ | 2025 | 0w + T

G ri d /S C re e n Grid View Display  Forecast Year Precision Add \.-’aILueJB
n
"T" Select a cell lo view its value.
Advanced

@ ¢ O |lI LedgerGroup Fund-Depart... Account Program Class Budget Scenario

available.



ort Feature within a Grid

. @ @O | [ ColPoly Pomona Foundation, In X | a3 Questica -Bosition Alocations X &) Position Budget Detals % ) Tobleau - Position BudgetDeta!. X | (3 Budget Senvices - 0f Questica - X | [} IFT Tracking Lin ket %+ - a8
m &

3 Budget Services- 0. (O Welcome to Bucget.. &t Home -TablesuSer.. (] Piofirance-com.. 4 Questicabeln G CalPoly Pomona~.. (O CoscadeCMS () Home{MytPR 3 | [ Other favorites

3 B hitps//csucpp.questica.comyyisualizatio Dash

S o rt } Halou Hulsa Kewic.. () eNelpindex-eHelp 4§ Questica - Dashiboa ;: Q:x'lu 2
. Position Budget Details
Click on a column
. Search Scenario Salary Forecast Budgets Q ‘Eg
header and the grid B ® Y| &
Save Layout Value Bar  Filter Export
WI I I SO rt I n :T: Select a cell to view its value.
. ~  Budget Year Fund Position Position Number 1T (Jass Class Code Position Description
ascending order by
th at COI u mn \ Fund: POCMP - TZ001 - HOUSING - OPER AND REVENUE

2023 -2024 POCMP - TZ001 - HOUSING -OPER A.. 00000034 1038 -

¢4

Assistant to the Executive Director, University Housing

L] L ]
‘ I I C k ag a I n a n d th e 2023-2024 POCMP - TZ001 - HOUSING - OPERA.. 00000037 1035-1 Admin Support Coord 1-12 Mo
b

. . 2023-2024 POCMP - TZ001 - HOUSING - OPER A.. 00000039 1038-1 Admin Analyst/Spclst NE-12 Mo
CO I u m n WI I I SO rt I n 2023-2024 POCMP - TZ001 - HOUSING - OPER A.. 00000040 3318-1 Assistant Director For Business Services
t h d 2023-2024 POCMP - TZ001 - HOUSING - OPER A.. 00000041 3312-1 Associate Director, University Housing Services
e reve rS e O r e r' 2023-2024 POCMP - TZ001 - HOUSING - OPER A.. 00000042 6707 -1 Lead Building Service Engineer
CI iCk a th i rd ti m e to 2023-2024 POCMP - TZ001 - HOUSING - OPER A.. 00000043 69401 Maintenance Mechanic
2023-2024 POCMP - TZ001 - HOUSING - OPER A 00000044 6940-1 Maintenance Mechanic

remove the Sort- G ? 2000 of 2000 LoadAlds S N _

x

A
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Home Fund

Column Formatting : Group By
Right Click on desired column heading to enable Group By

Positions | 2023 - 2024 -

All Positions

Home Fund

Group By

Freeze

Unfreeze All ¢ mns
Resize to Content

Fit All Columns to Screen

Resize All Columns to Content

Search Positions

ic Salaries
culty - 1-yr Ent
culty - 3-yr Ent

culty - 3-yr Ent

601808 - Temp Faculty - 3-yr Ent

POCMP - PCRO1 - COST RECOVERY-INTERNA.. 601303 - Student Assistant

POCMP - PCRO1 - COST RECOVERY-INTERNA... 601300 - Support Staff Salaries

POCMP - PCRO1 - COST RECOVERY-INTERNA.. 601809 - Temporary Mgmt and S...

POCMP - PCRO1 - COST RECOVERY-INTERNA... 601809 - Temporary Mgmt and S...

POCMP - PCRO1 - COST RECOVERY-INTERNA.. 601816 - Special Stipends

POCMP - PCRO1 - COST RECOVERY-INTERNA.. 601816 - Special Stipends

POCMP - PCRO1 - COST RECOVERY-INTERNA.. 601816 - Special Stipends

POCMP - PCRO1 - COST RECOVERY-INTERNA.. 601816 - Special Stipends

POCMP - PCRO1 - COST RECOVERY-INTERNA... 601816 - Special Stipends

g 4606 records

Home Department

50100 - Mathematics and Stati:
30200 - Theatre and New Danc:
30400 - English & Modern Lang

30700 - Music

75000 - Budget Planning & Ana
72675 - Public Safety RE MOU

67400 - VP Administrative Affs
69740 - Empl Labor Relations &
41301 - Business Dean's Instrut
41500 - Technology & Operatior
22301 - Agric Dean's Offic Instnt
22700 - Management/Agric Ed

23100 - Human Nutrition & Foo

( ) csucpp
“ 2023.1.0.18
-~

Positions \ 2023- 2024 ~

All Positions v

s Home Fund:

Dashboard

Home Fund i

My Tasks

Search Positions

Account

601100 - Academic Salaries

601807 - Temp Faculty - 1-yr Ent
601808 - Temp Faculty - 3-yr Ent
601808 - Temp Faculty - 3-yr Ent

601808 - Temp Faculty - 3-yr Ent

~s Home Fund: POCMP - PCR01 - COST RECOVERY-INTERNAL SOURCES

POCMP - PCRO1 - COST RECOVERY-INTERNA...

POCMP - PCRO1 - COST RECOVERY-INTERNA...

POCMP - PCRO1 - COST RECOVERY-INTERNA...

POCMP - PCRO1 - COST RECOVERY-INTERNA...

POCMP - PCRO1 - COST RECOVERY-INTERNA...

POCMP - PCRO1 - COST RECOVERY-INTERNA...

POCMP - PCRO1 - COST RECOVERY-INTERNA...

601303 - Student Assistant

601300 - Support Staff Salaries

601809 - Temporary Mgmt and S...

601809 - Temporary Mgmt and S...

601816 - Special Stipends
601816 - Special Stipends

601816 - Special Stipends

Budgeting

Home Depart

50100 - Math
30200 - Theat
30400 - Engli:

30700 - Musit

75000 - Budg
72675 - Publi
67400 - VP A(
69740 - Empl
41301 - Busin
41500 - Techt

22301 - Agric



Column Formatting : Freeze (Column Scroll)

\ Right Click on desired column heading to enable Freeze

e Name column

) csucpp
v 2023.1.0.18
-

Positions | 2023 - 2024 -

Dashboard

All Positions

L S e

ﬁ Name

Group By

Tenure-Line Faculty Freeze

Tenure-Line Faculty Unfreeze All Columns
Resize to Content
TE-CLASS-C3508
Fit All Columns to Screen
TE-CEIS-C3363

Resize All Columns to Content
AY Temp Faculty 1yr Ent
Teacher Scholar Program

Academic Salaries - Intersession

SMR Session Non-Instructional - IRB ...

Shared Governance Assigned Time - |...

Shared Governance Assigned Time - ...

Shared Governance Assigned Time -S...

AY Temp Faculty No Ent

Sabbatical L eave Replacement

IF - OUR

My Tasks

Search Positions

Position Num... |-

TTF-UNDE

TTF-Gi25

TF-CLASS-C3508

TF-CEIS-C3363

TF - TRGTSUP

TF-T/S

TF - SMR - RES

TF - SMR

TF -SGR

TF - SGFA

TF - SGAS

TF - SCI

TF - SAB

TF-0OUR

Budgeting - Reports

Home Fund

POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND
POCMP - POMO1 - OPERATING FUND

POCMP - POMO1 - OPERATING FUND

0 .
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(]

csucpp
2023.1.0.18

Positions \ 2023 - 2024~

All Positions

Name

Tenure-Line Faculty

Tenure-Line Faculty

TE-CLASS-C3508

TE-CEIS-C3363

AY Temp Faculty 1yr Ent

Teacher Scholar Program

Academic Salaries - Intersession

SMR Session Non-Instructional - IRB ...
Shared Governance Assigned Time - |...
Shared Governance Assigned Time - ...
Shared Governance Assigned Time - S...

AY Temp Faculty No Ent

Sabbatical Leave Replacement

TF - QUR

Dashboard

I:vsitiun Num... |
I'F - UNDE

IF - GI25
“.CLASS-C3508
=.CEIS-C3363
*-TRGTSUP
=-T/S

= -SMR-RES

= -SMR

= -SGR

- -SGFA

- -SGAS

--8Cl

--SAB

- -0OUR

My Tasks

Budgeting

Search Positions

Home Fund

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

POCMP - POMO1

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

- OPERATING FUND

Reports

Account

601100 - Av
601100 - Av
601804 - Pi
601804 - P:
601807 - Te
601804 - P:
601801 - Au
601801 - Au
601804 - P:
601804 - P:
601804 - P:
601804 - Pi
601808 - Te

601804 - Pi
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Column Formatting : Resize to Content

Right Click on desired column heading to enable

Positions | 2023 - 2024 - S—— Positions | 2023 - 2024 - Sech psiions
All Positions All Positions v
@ Namw T 7T T Ace. Home ... P... Ann... P.. @ Name D.. P..  HomeF.. T Acc. Home ...

Group By

oSt Freeze g, 5M00-M. 208 10093,.. Instr Fac-Professor 0... 60110..  50100-M...

e | et e BO1S0...  30200:-Th. TE - ABC - T&ND T. 60180..  30200-Th..
Resize to Content

TE- BBt a0dO0-Fns, TF - ABC - E&ML T.. 60180..  30400-En..

Fit All Columns to Screen

IE=/  Resize All Columns to Content ~ 50180.. 30700-M.. TF - ABC - MUSIC T. 60180.. 30700 -M..
IE-ABC.. i DULED: TF - ABC - PHIL T 60180...
Brdg Stu.. *.. (138 POCMP-P.. 60130.. 75000 - Bu... 1,040 :

Brdg Student Assistant *. 0. POCMP-P.. 60130.. 75000-Bu..
PoliceQ.. P.. 0. POCMP-P.. 60130.. 72675-Pu.. 2,080 :

Police Officer P.. 0. POCMP-P.. 60130.. 72675-Pu..
Special ... M.. 0. POCMP-P.. 60180.. 67400- V... 2,080 .

Special Consultant - Hourly M.. 0.. POCMP-P.. 60180.. 67400-V..
Empl/la.. E. DO. POCMP-P.. 60180. 69740-E... 2,080 }

Empl/Labor Relations Spclst E. 0. POCMP-P.. 60180.. 69740-E..
Special ... e 0. POCMP-P.. 60181.. 41301 - Bu... Ti

Special Consultant *. 0.. POCMP-P.. 60181.. 41301-Bu..
Special .. *.. 0. POCMP-P.. 60181.. 41500-Te..

Special Consultant *. 0.. POCMP-P.. 60181.. 41500-Te..
Special ... 52! D.s POCMP - P. 60181.. 22301 -A..

Special Consultant *. 0.. POCMP-P.. 60181.. 22301-A..
Special ... e 0. POCMP-P.. 60181. 22700 - M...

Special Consultant *. 0.. POCMP-P.. 60181.. 22700-M..
Special ... o 0. POCMP-P.. 60181.. 23100-H..

Special Consultant *. 0.. POCMP-P.. 60181.. 23100-H..

L7 4606 records 5360.. 349,56..

5 4606 records

2.08

1,040
2,080
2,080

2,080

5,360...

Ani

10,

34!



Column Formatting : Fit on One Screen
Right Click on desired column heading to enable

Positions | 2023 - 2024 Search positons Positions | 2023 - 2024 ~ Search positons
All Positions All Positions
@ Name Position Number o Na. Desc... P.. Home Fund > Account Home ... P.. An.

Group By

Instr Fac-Profes  Freeze 00000870 Instr .. 000.. 601100-A.. 50100-M.. 2. 10,0¢

TE-ABC-TaN] ' nfreezeAllColumns TF - ABC - T&ND IF-A.. TF-.. 601807 -T.. 30200-T..
Resize to Content

TF-ABC-E&M TF - ABC - E&ML TE-A. TF -.. 601808-T.. 30400-E..
Fit All Columns to Screen

TF-ABC-MUS  Resize All Columns to Content TF - ABC - MUSIC TF-A TF -.. 601808-T.. 30700-M..

TF -ABC- PHIL TF - ABC - PHIL TE-A TF -.. 601808 -T...

Brdg Student Assistant *Brdg Student Assistant 00002936 Brdg... *Brdg St.. 000.. POCMP-PCRO.. 601303-S.. 75000-B.. 1.

Police Officer Police Officer 00005053 olic..  Police0.. 000.. POCMP-PCRO.. 601300-S. 72675-P.. 2.

Special Consultant - Hourly Master Plan Advisor 00005994 Speci.. Master.. 000.. POCMP-PCRO.. 601809-T.. 67400-V.. 2.

Empl/Labor Relations Spclst Employee/Labor Relations Specialist 00005086 Empl/.. Employe.. 000.. POCMP-PCRO.. 601809-T.. 69740-E.. 2.

Special Consultant *Special Consultant 00003269 Speci.. *Special.. 000.. POCMP-PCRO.. 601816-S.. 41301-B..

Special Consultant *Special Consultant 00003273 Speci.. *Special.. 000.. POCMP-PCRO.. 601816-S.. 41500-T..

Special Consultant *Special Consultant 00004563 Speci.. *Special.. 000.. PQOCMP-PCRO.. 601816-S. 22301-A..

Special Consultant *Special Consultant 00004865 Speci.. *Special..  000.. PQOCMP-PCRO.. 601816-S.. 22700-M..

Special Consultant *Special Consultant 00004821 Speci.. *Special.. 000.. POCMP-PCRO.. 601816-S.. 23100-H..

&5 4606 records 3 4606 records 5. 349,
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Fiscal Year Comparison Feature

*Entities
with comparison
feature:

e Account Summary
e Budget Lines
e Position Allocation

Annual v

Annual
Trimester
Quarterly
Monthly

Annual
Grid View

2YRS v 2023-2024 v 0 v

isplay Forecast Years  Precision

Class

2YRS | | 20232024 v 0 v

Forecast Years  Precision i
1YR

2YRS Class
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FY2025/26 Budget
Development
Deadlines
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FY2025/26 Budget Development Deadlines

Preliminary Submission: July 10th
Summary of the Budget Validation Ad Hoc View (report)
Tentative Final Submission: August 15t
VP Signed PDF of a summary of the Budget Validation Ad Hoc View (report)
Promotion of the Operating Budget via Questica
Please email all of the submissions to the applicable BP&A Analyst that supports your area.




Building Annual Operating
Budget in Questica



Building Annual Operating Budget in Questica

Key Entities

Dashboard My Tasks Budgeting Reports + Administration Q\
Operating Capital Personnel Performance
Budgets and Projections Capital Projects Positions Quick Entry
Fund-Department Capital Project Years Position Revisions Performance Measurement Programs
Scenarios Scenarios Employees Measures
Payroll Actuals Capital Project Map Employee Revisions Measure Periods
Projections Capital Project Milestones Classes Measure Actuals
Scale Values Scorecards
Budget Budget Modifiers
Account Summary Account Summary Modifier Amounts Cont inu!ty
o 8 ) BUd?ET Lmn-as Earning Breakdowns Continuity Schedules
Snapshot Budget Lines Capital Project Actual Costs Earning Breakdown Details SR —
~ Actual Costs Operating Impacts Synchronize Personnel
Allocations
Allocation Source Budget Lines Stats % Openﬂook

Change Requests

Stat Account Summary
Change Requests

Change Request Budget Lines

Positions Project Statistical Forecasts
Position Allocations Project Statistical Actuals
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Building Annual Operating Budget in Questica

Position Management

Home DeptID vs Charge DeptID

Home DeptID — where the position lives.

Charge DeptID — the department that is charged for the expense.
Funding at the Position Level

Staff, Faculty (T/TT & Temp), and MPP

Unions: R02, RO3 (except 2403), R04, R05, R06, R0O7, R08, R09, M80, & M98

Funding Positions via General Ledger (GL) not at the Position Level

Union Code: R11 and E99

Student/Graduate Assistants: 601103, 601303, 602001, 602002, & 602004
Teaching Associates: 601304

Overtime: 601301

Substitute Faculty: 601805

Stipends (2403, etc): 601810, 601814, 601815, 601816, 601819, & 601820
Unallocated Compensation (No FTE): 601802
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Building Annual Operating Budget in Questica

Position Management Continued

Compare Active Positions (Tableau HR Actuals) to Position Funding Plan
PeopleSoft HR (PS-HR) Position Inactivation — After the annual budget load (Oct/Nov)

Provide a list of positions to inactivate in PS-HR effective with the 25/26FY to your
BP&A PoC

Refer to Tableau HR Actuals dashboard to identify active positions.
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Building Annual Operating Budget in Questica

Notes
In various screens, notes can be sent to users.

Select the Note icon
Upper left of the screen or in the applicable row

M w OO

Budget Lines | 2025 - 2026 -

1" select a cell to view its value.

[ & 2 © [ LedgerGroup Fun

O STD_BUDGET - STD_BUDGET o]¢

Type “@”" in front of the person’s name to select
the recipient of your note.

Type your note and then select “Post”

Position Notes X
Analyst/Prog-12 Mo-FND (00001228): Kayla Mayweather (01...

All

Create The First Note

Add a note below. Use @mentions
to directly notify other users. Flag it
as important if there's an issue to
be resolved.

@de]

(@ Debra Chavez (006883370)

@ Dragan Erak (derak@questica.com)
@ Daniele LeCesne (013969307)
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Building Annual Operating Budget in Questica

Positions Entity

Establishes the Position’s FTE & Annual Budget per FTE

Select the applicable Fiscal Year and select Load the Data

Select Layout: Annual PSN Budget Build
Filter: Budgeted Positions vs Unbudgeted Positions

Filter: Do not include
Unions: E99 and R11

Job Code: 2403

Export the Positions into an Excel File
Tip! Save two versions

One to use as a reference and the other to make your edits.

Triple check position budget plans

Positions | 2025 - 2026 ~

All Positions v

[ | # | Position Number - | Position Security Group Cost Position Using

00000434

00000682

E
N
g

00001479

00001493

00001494

00001496

00001302

UADY

UADY

UADY

UADY

2080 Jan 1901
2080 Jan 1901
2080 Jan 1901
2080 Jul 2024
2080 Jan 1901
2080 Jan 1901

2080 Jul2023  AdminAnclyst/SpolstEIFIZMe  Temporary

2080 Jan 1901

before deleting rows.

Search Positio Q | &

2=

aaaaaaaaaaaa
Account Paid Hours
601201 - Management and Supervisary 2,080
601201 - Management and Supervisary
080
080
080
601302 - Temporary Help 40

601302 - Temparary Help

601300 - Support Staff Salariea 2080

N M & i
,,,, Tl

99,036.00



Building Annual Operating Budget in Questica

Positions Entity Continued

Creating a Filter

Select \

QB

Add criteria by clicking

Advanced Search | Ppsitions X

Build, save, share, or load an advangled search.

Budget Development

Match all v criteria 4

Bargaining Union Is Not One Of w m 2 item(s) selected

Job Class Is Not One Of M 1 item(s) selected

| Group Criteria



Building Annual Operating Budget in Questica

Positions Entity Continued

Unhide Column A
Select A2 through L2 to enable filters on the column headers

It is critical that column A is visible if filtering the data in the file

Column A is the unique key for the position.
Update data in columns H — L

Position Type, Position Status, Paid Hours, and Annual Budget per FTE
Start Date is data from PeopleSoft-HR (new positions should have a July 1st start date)
Constant Fields:

51

o =~ @ L(p =

10
11
12
13
14

Cost Position Using = “Salary”
Position Security Group =

“Applicable Code”

FTE Definition = “2,080”

(see next slide)

A B £ D E F H 1 ] K

hdl Position Numha Position Security Group * n Cost Position Using * n FTE Definition * n Start Date * ﬂ MName * ﬂ Position Type * ﬂ Position Status ﬂAccou nt* n Paid Hours * ﬂAnnuaI Budget per FTE n
149152’00000414 UADV Salary 2,080.00 1901-01-01 Sr Dir of Develop, Collins FULL Permanent ’601201 2,0280.00 139,205.00
149117 ’00000434 UADV Salary 2,080.00 1901-01-01 Sr Dir of Dev, Business FULL Permanent ’601201 2,0280.00 137,680.00
149109 ’00000682 UADV Salary 2,080.00 1901-01-01 Sr Dir, Develop, Engineering FULL Permanent ’601201 -
145107 '00000693 UADVY Salary 2,080.00 1501-01-01 Sr Dir, Develop, Env Design FULL Permanent '601201 2,080.00 137,277.00
145110 '00000?60 UADVY Salary 2,080.00 1501-01-01 Director of Develop, Science FULL Permanent '601201 2,080.00 121,275.00
151827 '000014?9 UADVY Salary 2,080.00 2024-07-01 Dir Gov't & Ext Affairs FULL '601201 - -
149171 '00001493 UADVY Salary 2,080.00 1901-01-01 Director, Development, CoE FULL Permanent '601201 2,080.00 115,500.00
147209 '00001494 UADVY Salary 2,080.00 1901-01-01 Pub Affairs/Comm Spec1-12 Mo PART Temporary '60130?_ 1,040.00 58,344.00
151514 '00001496 UADVY Salary 2,080.00 2023-07-01 Admin Analyst/Spclst EIl-12Mo FULL Temporary '60130?_ - -
147511 '00001502 UADVY Salary 2,080.00 1901-01-01 Cnfdntl Admin Support II-12 Mo FULL Permanent '601300 2,080.00 99,036.00
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Building Annual Operating Budget in Questica

Positions Entity Continued

Position Security Groups

Divisions
PRES - President’s Office
ACAD - Academic Affairs
ADMN - Administrative Affairs

UPD — University Police Department

ITIP - Information Technology & Institutional Research
STAF - Student Affairs
UADYV - University Advancement

Auxiliary Enterprises
CPGE - College of Professional and Global Education
HSNG - University Housing
PRKG - Parking and Transportation Services



53

Building Annual Operating Budget in Questica

Positions Entity Continued
Make changes
Double-Click in applicable Field(s) for Quick Updates in Questica
Export for Mass Updates
Complete Data Validation
Data>Data Tools>Data Validation>Circle Invalid Data D:Ef

Correct any cells that have a red circle Validation ~
Save and Close the exported Excel File.

A B = D E F G H 1 ] K

M Position Numbeﬂ Position Security Group * n Cost Position Using * n FTE Definition * ﬂstart Date * n MName * n Position Type * n Position Status n Account * n Paid Hours * n Annual Budget per FTE i
143152 00000414 UADV Salary 2,080.00 1901-01-01 Sr Dir of Develop, Collins FULL Permanent 801201 2,080.00 139,205.00
149117 VDDDDM34 UADV Salary 2,080.00 1901-01-01 Sr Dir of Dev, Business FULL Permanent '601201 2,080.00 1327,680.00
149109 'DDDDDSSE UADV Salary 2,080.00 1901-01-01 Sr Dir, Develop, Engineering FULL Permanent '601201 =
145107 '00000693 UADV Salary 2,080.00 1901-01-01 Sr Dir, Develop, Env Design FULL Permanent '601201 2,080.00 137,277.00
143110 00000760 UADV Salary 2,080.00 1901-01-01 Director of Develop, Science FULL Permanent 's01201 2,080.00 121,275.00
151827 '000014?'9 UADV Salary 2,080.00 2024-07-01 Dir Gov't & Ext Affairs FULL '601201 - -
143171 0001433 UADV Salary 2,080.00 1901-01-01 Director, Development, CoE FULL Permanent 'B01201 2,080.00 115,500.00
147209 50001494 UADV Salary 2,080.00 1901-01-01 Pub Affairs/Comm Spec|-12 Mo PART Tempaorary '601302 1,040.00 58,344.00
151514 00001436 UADV Salary 2,080.00 2023-07-01 Admin Analyst/Spclst Ell-12Mo FULL Tempaorary 601302 - -
147511 VDDDDISDZ UADV Salary 2,080.00 1901-01-01 Cnfdntl Admin Support 11-12 Mo FULL Permanent '601300 2,080.00 99,036.00
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Building Annual Operating Budget in Questica

Positions Entity Continued

Positions

All Positions v

[] &  Position Number T

00000414
00000434
00000682
00000693
00000760
00001479
00001493
00001494

00001496

O00O0O0O0O0D0DO0ODoDoD

00001502

2025-

Import edited Excel file
Select Import > Positions > Select File > Click OK

Files can only be imported once.

Export the data again if additional changes need to

be made.

2026 v

Position Security Group

UADYV
UADV
UADY
UADV
UADV
UADY
UADV
UADV
UADYV

UADV

Cost Position Using

Salary
Salary
Salary
Salary
Salary
Salary
Salary
Salary
Salary

Salary

FTE Definition

2,080

2,080

2,080

2,080

2,080

2,080

2,080

2,080

2,080

2,080

Start Date

Jan 1901

Jan 1901

Jan 1901

Jan 1901

Jan 1901

Jul 2024

Jan 1901

Jan 1901

Jul 2023

Jan 1901

Name

Sr Dir of Develop, Caollins
Sr Dir of Dev, Business

Sr Dir, Develop, Engineering

Director of Develop, Science

Dir Gov't & Ext Affairs

Director, Development, CoE

Pub Affairs/Comm Spec I-12 Mo

Admin Analyst/Spelst Ell-12Mo

Cnfdntl Admin Support 11112 Mo

Position Type

FULL
FULL
FULL
FULL
FULL
FULL
FULL
PART
FULL

FULL

Position Status

Permanent
Permanent
Permanent
Permanent

Permanent

Permanent
Temporary
Temporary

Permanent

Import Spreadsheet X

Import data from a Microsoft Excel spreadsheet.

Importing the selected file will result in the following changes to Positions:

New Items: 0
Updated ltems: 2
Deleted ltems: 0

Are you sure you want to continue?

A w

Account Paid Hours Annual Budget per FTE
601201 - Management and Supervisory 2,080 139,205.00
601201 - Management and Supervisory 2,080 137,680.00
601201 - Management and Supervisory

601201 - Management and Supervisory 2,080 137,277.00
601201 - Management and Supervisory 2,080 121,275.00
601201 - Management and Supervisory

601201 - Management and Supervisory 2,080 115,500.00
601302 - Temporary Help 1,040 58,344.00
601302 - Temporary Help

601300 - Support Staff Salaries 2,080 99,036.00



Building Annual Operating Budget in Questica

Positions Entity Continued
Validate the Data

After the file has successfully been imported, reopen the file and total the Paid
Hours and Annual Budget per FTE columns.

Compare Totals for Paid Hours and Annual Budget per FTE
If additional changes need to be made, run a new export, update data, save, & import the file.
Pt Q | gemp— m

Positions | 2025 - 2026 -

ra — ~

All Positions v + T e

4dd  ValueBar  Filter Layout Import  Expart
0O £ Position Number - | Position Security Group Cost Position Using FTE Definition Start Date Name Position Type Position Status Account Paid Hours Annual Budget per FTE
b

O 00000434 UADV Salary 2080 Jan 1901 Sr Dir of Dev, Business FULL Permanent 601201 - Management and Supervisory 2,080 137,680.00
O 00000682 UADY Salary 2,080 Jan1901 Sr Dir, Develop, Engineering FULL Permanent 601201 - Management and Supervisory
D 00000693 UADY Salary 2080 Jan 1901 Sr Dir, Develop, Env Design FULL Permanent 601201 - Management and Supervisory 2,080 137,277.00
O 00000760 UADV Salary 2080 Jan 1901 Director of Develop, Science FULL Permanent 601201 - Management and Supervisory 2,080 121,275.00
D 00001479 UADV Salary 2,080 Jul2024 Dir Gov't & Ext Affairs FULL 601201 - Management and Supervisory
O 000071493 UADV Salary 2080 Jan 1901 Director, Development, CoE FULL Permanent 601201 - Management and Supervisory 2,080 115,500.00
O 00001494 UADY Salary 2,080 Jan 1901 Pub Affairs/Comm Spec I-12 Mg PART Temporary 601302 - Temporary Help 1,040 58,344.00
O 00001496 UADV Salary 2,080 Jul2023 Admin Analyst/Spclst Ell-12Mo FULL Temporary 601302 - Temporary Help
D 00001502 UADV Salary 2,080 Jan 1901 Cnfdntl Admin Suppert 11112 Mo FULL Permanent 601300 - Support Staff Salaries 2,080 99,036.00
5N 79079 164,320 106,120.67637 6,024,180.16

A B c D E F G H 1 J K L
1 106,120.68 65,024,180.16
2 hd Position Numben Position Security Group * n Cost Position Using * n FTE Definition * - Start Date * n Name * n Position Type * n Position Status count * ﬂ Paid Hours * nAnnuaI Budget per
6 149117 00000434 Main Salary 2,080.00 1901-01-01 Sr Dir of Dev, Business FULL Permanent 601201 2,080.00 137,680.00

r r

7 1495109 00000682 Main Salary 2,080.00 1901-01-01 Sr Dir, Develop, Engineering FULL Permanent 601201
8

149107 '000006‘33 Main Salary 2,080.00 1901-01-01 Sr Dir, Develop, Env Design FULL Permanent '601201 2,080.00 137,277.00



56

Building Annual Operating Budget in Questica

Position Allocations

Establishes the position’s funding source
Select “Position Allocation Annual Budget Dev” Layout
Export and Unhide Column A
Select A2 through R2 to enable filters on the column headers
It is critical that column A is visible if filtering the data in the file
Column A'is the unique key for the position.
Update the following fields based on the divisional budget plan:
Budget Scenario, Fund-Department, Program, Class, Account, and Amount
To make mass changes, Export, Update, Save, Close and Import the file.
To make quick changes in Questica, double-click on the field, update, and
click outside the field.

Position Allocations | 2025 - 2026 ~ Q| = E
[  #h  PositionNumber - | Position Position Allocation T... Start Date. End Date Ledger Group Budget Scenario nd-Departmert | Progra m Class Account
00000434 Sr Dir of Dev, Business {00000434) Percentage Jan 200 STD_BUDGET - STD. ET  ORIGINAL - ORIGINAL OCMP - POMO1 - 74600 - OPER, FuI loprnes 0605 - Publ ati loprmes 00000 ASS VALUI 601201 agemme d
00l Sr Dir, Develop, Engineering (00000682): Carri . Percentage Jan 200 STD_BUDGET - ST ET  ORIGINAL - ORIGINAL OCME - POMOT - 74600 - DFER) Ful lopme: 0605 - Fublic Relati loprmer 00000 A5S VALU 60121 agement and
[m} 00000693 Sr Dir, Develop, Env Design (00000693): Jenkin . Percentage Jan 1901 STD_BUDGET - STD. ET  ORIGINAL- CRIGINAL OCMP - POMO1 - 74600 FUl lopmes 605 - Public Relat loprmer 00000 ASS VALU 60121 sgement and
A B c D E F G H | J K L
1
2 hdl Position Number n Position * ﬂ Position Allocation Type * n Start Date n End Date ﬂ Ledger Group * ﬂ Budget Scenario n Fund-Department ﬂ Program n (‘.Iassn Account
6 70022(00000434 00000434 Percentage 2001-01-01 STD_BUDGET ORIGINAL POCMP - POMOL - 74600 0605 00000 601201 - Management and Supervisory
7 70020/00000682 "o0000632 Percentage 2001-01-01 STD_BUDGET ORIGINAL POCMP - POMOL - 74600 0605 ‘o000 601201 - Management and Supervisory
2 7002700000693 '0'0000693 Percentage 1901-01-01 STD_BUDGET ORIGINAL POCMP - POMOL - 74600 '0605 VDDDDD 801201 - Management and Supervisory

B 4 1
Layowt  Import  Expart
Amount
jisory 100.000
jisory 100.000
jisory 100.00(
M
nAmountn
100.00
100.00
100.00
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Position Allocations Continued

Sync’d Fields via PeopleSoft
Position Number, Position, Start Date, and Designations
Designation field is populated by Questica based on the Class Code for POMO01-Funded PSNs.
The following fields will calculate based upon Paid Hours (Position Entity) & Amount (PSN Alloc.)
Select “Position Allocation Review — Effective Values™ layout to validate.
Position FTE, Effective FTE, Effective Hours, & Effective Allocation Percentage
Effective FTE: Position FTE * Amount * Duration
Effective Hours: Paid Hours * Amount * Duration

Position Allocations | 2025- 2026 - i Q %
Base v + T ¥V | @3 & &
4dd  ValueBar  Filter Layout  Import  Expart
O g PositionNumber T Position Ledger Group Position All... Start Date End Date Budget Scenario Designation Fund-Department Program Class Account Amount Position FTE Effective FTE Effective Hours Effective Allocation Percentage
v v

(] 00000434 Sr Dir of Dev, Business (00000434) STD_BUDGET - STD_BUD..  Percentage Jan 2001 ORIGINAL - ORIGINAL UNDESIGNATED ~ POCMP - POMO1 - 74600 - OPERATING FUND .. 0605- Publi..  00000-.  601201- M. 100.000 1 1 2,080 100
() Ooooo6e2 Sr Dir, Develop, Engineering (00000682): C..  STD_BUDGET - STD_BUD..  Percentage Jan 2001 ORIGINAL - ORIGINAL UNDESIGNATED ~ POCMP - POMO1 - 74600 - OPERATING FUND .. 0605- Publi..  00000-.  601201- M. 100.000 1 1 2,080 100
) 00000693 Si Dir, Develop, Env Design (00000693); Je..  STD_BUDGET-STD_BUD..  Percentage Jan 1901 ORIGINAL - ORIGINAL UNDESIGNATED ~ POCMP - POMO1 - 74600 - OPERATING FUND .. 0605- Publi..  00000-.  601201- M. 100.000 1 1 2,080 100
) 00000760 Director of Develop, Science (00000760).. ~ STD_BUDGET-STD_BUD..  Percentage Jan 2001 ORIGINAL - ORIGINAL UNDESIGNATED ~ POCMP - POMO1 - 74600 - OPERATING FUND .. 0605- Publi..  00000-.  601201- M. 100.000 1 1 2,080 100
() 00001493 Director, Development, CoE (00001493) STD_BUDGET - STD_BUD..  Percentage Jan 2001 ORIGINAL - ORIGINAL UNDESIGNATED ~ POCMP - POMO1 - 74600 - OPERATING FUND .. 0605- Publi..  00000-.  601201- M. 100.000 1 1 2,080 100
(m] 00001494 Pub Affairs/Comm Spec 12 Mo (0000149..  STD_BUDGET - STD_BUD..  Percentage Jan 2001 ORIGINAL - ORIGINAL UNDESIGNATED ~ POCMP - POMO1 - 73200 - OPERATING FUND .. 0605- Publi..  00000-.  601302-Te.. 100.000 1 1 2,080 100
(] 00001502 Cnfdntl Admin Support 112 Mo (0000150..  STD_BUDGET - STD_BUD..  Percentage Jan 2001 ORIGINAL - ORIGINAL UNDESIGNATED ~ POCMP - POMO1 - 74210 - OPERATING FUND .. 0605- Publi..  00000-..  601300-S. 91.007 1 0.910073 189295 91.007318
) 00001502 Cnfdntl Admin Support 112 Mo (0000150..  STD_BUDGET - STD_BUD..  Percentage Jan 2001 ORIGINAL - ORIGINAL FEE POCMP - POMO1 - 74211 - OPERATING FUND .. 05017 -Stud..  C4402-..  601300-S. 8993 1 0.089926 187.05 8.992682
() 00001507 VP Univ Advancement (00001507); France..  STD_BUDGET - STD_BUD..  Percentage Jan 2001 ORIGINAL - ORIGINAL UNDESIGNATED ~ POCMP - POMO1 - 74300 - OPERATING FUND .. 0607-Exec..  00000-.  601201- M. 91.500 1 0915 1,903.2 915
) 00001507 VP Univ Advancement (00001507); France..  STD_BUDGET-STD_BUD..  Percentage Jan 2001 ADJUSTMENT - ADJUSTMENT ~ UNDESIGNATED ~ POCMP - POMO1 - 74300 - OPERATING FUND .. 0601-Exec..  00000-.  601207-M.. 8.500 1 0.085 1768 85
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Position Entity Continued

Position Publishing
Option #1 - Click the top left box to select all of the positions or individual positions.
Right click on the positions (highlighted/selected positions - blue section)
Option #2 — Select the “Publish” button located in the top right
Positions | 2025 - 2026 - Search Q fs vrpuoisn ([N

AllPositions + T, Y L

.
Add ValueBar  Filter Layout  Import  Export

g PositionNum.. T Position Security G... Cost Position Usi. Start Date Name Position Ty.. Position Status | Account Paid Ho. Annual Budget per Published Date
v

00000434 UADV salary 2080 Jan1901 SIDir of Dev, Business FULL Permanent 601201 - Management and Supervisory 2,080 137,680.00
00000682 UADY Salary 2,080 Jan1901 St Dir, Develop, Engineering FULL Permanent 601201 - Management and Supervisory

00000693 UADV salary 2080 Jan1901 St Dir, Develop, Env Design FULL Permanent 601201 - Management and Supervisory 2,080 137,277.00
00000760 UADY salary 2080 Jan1901 Director of Develop, Science FULL Permanent 601201 - Management and Supervisory 2,080 121,275.00
00001479 UADV salary 2080 Jul2024 Dir Gov't & Ext Affairs FULL 601201 - Management and Supervisory

00001493 UADY salary 2080 Jan1901 Director, Development, CoE FULL Permanent 601201 - Management and Supervisory 2,080 115,500.00
00001494 UADV salary 2080 Jan1901 Pub Affairs/Comm Spec-12 Mo~ PART Temporary 601302 - Temporary Help 1,040 58,344.00
00001496 UADV salary 2080 Jul 2023 Admin Analyst/SpclstEI-12Mo  FULL Temporary 601302 - Temporary Help

00001502 UADY Salary 2,080 Jan1901 Cnfdntl Admin S 2Mo  FULL Permanent 601300 - Support Staff Salaries 2,080 99,036.00

Positions | 2025 -2026 + Sea Q |t IR cunisn |

All Positions v + T Y @ v i

[hd]
Add  Value Bar Layout  Import  Export

B &  PositionNum.. T Position Security G... Cost Position Usi.. | FTE Defini Start Date Name PositionTy..  Position Status  Account Paid Ho... Annual Budgetper.. | Published Date
00000434 UADY. Salary 2,080 Jan1901 S Dir of Dev, Business FULL Permanent 601201 - Management and Supervisory 2,080 137,680.00
00000682 UADY. Salary 2,080 Jan1901 St Dir, Develop, Engineering FULL Permanent 601201 - Management and Supervisory
00000603 UADV. salary 2,080 Jan1901 SLDir, Develop, Env Design FULL Permanent 601201 - Management and Supervisory 2,080 137,277.00
apv Salary 2,080 Jan1901 Director of Develop, Science FULL Permanent 601201 -Management and Supervisory 2,080 121,275.00
Publish Position
Unpublish Position apv Salary 2080 Jul 2024 Dir Gov't & Ext Affairs FULL 601201 - Management and Supervisory
alary A an irector, Development, Col ermanen - Management and Supervisory f 500,
bk apy sal 2,080 Jan1901 Director, Development, CoE FULL P it 601201-M tand i 2,080 115,500.00
Copy Row to Clipboard  apy salary 2,080 Jan 1901 Pub Affairs/Comm Specl-12 Mo PART Temporary 601302 - Temporary Help 1,040 58,344.00
Clear Notes
apv Salary 2,080 Jul 2023 Admin Analyst/SpelstEIFI2Mo  FULL Temporary 601302 - Temporary Help
Delete

ADV Salary 2,080 Jan 1901 Cnfdntl Admin Support iI-12 Mo FULL Permanent 601300 - Support Staff Salaries 2,080 99,036.00
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Publish To Operating X

POS iti O n E ntity CO nti n u ed Publish Positions To Operating
POS iti O n P u bI iS h i n g CO nti n u ed You are about to publish the following Salaries data to the Operating budget

Number of Positions 9 See Details

Cl iCk “O K” Fund-Department Affected 5 See Details

Click Close once the status is Complete

e Caarn =
Positions | 2025 - 2026 + Qs B unpuoisn ([
e
{ T
All Positions v + L ? m — —
Add  ValueBar  Filter Layout  Import  Export
O g Position Num... Position Security G... Cost Position Usi... FTE Definiti... Start Date Name Position Ty... Position Status Account Paid Ho... Annual Budget per ... Published Date
v
D 00000434 UADV Salary 2,080 Jan 1901 St Dir of Dev, Business FULL Permanent 601201 - Management and Supervisory 2,080 137,6680.00 2025-02-24 5:19:19 PM
O 00000682 UADY Salary 2,080 Jan 1901 Sr Dir, Develop, Engineering FULL Permanent 601201 - Management and Supervisory 2025-02-24 5:19:19 PM
D 00000693 UADV Salary 2,080 Jan 1901 Sr Dir, Develop, Env Design FULL Permanent 601201 - Management and Supervisory 2,080 137,277.00 2025-02-24 5:19:19 PM
D 00000760 UADV Salary 2,080 Jan 1901 Director of Develop, Science FULL Permanent 601201 - Management and Supervisory 2,080 121,275.00 2025-02-24 5:19:19 PM
O 00001479 UADV Salary 2,080 Jul 2024 Dir Gov't & Ext Affairs FULL 601201 - Management and Supervisory 2025-02-24 5:19:19 PM
D 00001493 UADV Salary 2,080 Jan 1901 Director, Development, COE FULL Permanent 601201 - Management and Supervisory 2,080 115,500.00 2025-02-24 5:19:19 PM
O 00001494 UADV Salary 2,080 Jan 1901 Pub Affairs/Comm Spec I-12 Mo~ PART Temporary 601302 - Temporary Help 1,040 58,344.00 2025-02-24 51919 PM
0O 00001496 UADV Salary 2,080 Jul 2023 Admin Analyst/Spclst Ell-12Mo FULL Temporary 601302 - Temporary Help 2025-02-24 5:19:19 PM
alary | an nfdn min Support II- 0 ermanen - Support Staff Salaries K ,036. -02-24 5:19:
D 00001502 UADY Sal 2,080 Jan 1901 Cnfdntl Admin S t1-12 M FULL P it 601300-S 1 Staff Salari 2,080 99,036.00 2025-02-24 5:19:19 PM
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Position Entity Continued
Position Publishing Continued

Once positions have been published, budget lines are established for the budgets
tied to the positions.

The link image (on the left side under the lock) indicates that the budget is tied to

2025

positions.

Budget Lines | 2025 - 2026 ~ Search Budget Lines Q |&s| =
Annual v TYR~ | 2025 v |0~ 4+ T Y M,
Grid View Display  Forecast Year Precision Add Value Bar  Filter Layout [

T select a cell to view its value.

O 8 2 o i | Ledger Group Fund-Department Account “*  Program Class Budget Scenario

74300

0

O

0O s

(]

J’J
port

\'T\J
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Position Funding Validation (Published Positions)
“Position Budget Details V2 — Tableau Web API” file
File is located in the SharePoint “Division” Folder
Divisions>2025-26>Annual Budget Dev>PSN Mgnt

Data is linked to Questica. DO NOT CHANGE ANYTHING IN THE TABLE
Can save a version of the file in your own Division SharePoint folder.
Click “Refresh All” to sync the data.

g Position Budget Details V2 - Tableau Web AP file » Saved £ search

File Home  Insert Draw  Page Layout  Formulas Data Review View  Automate  Developer Help  Acrobat  Power Pivot  Table Design  Query

E% [‘% [‘?@ @ H:H I:é) E%] P [ Queries & Connections @ @ ﬁm 5] ?Z (EE @ @(

From  From From Table/ From  Recent Existing Refresh . Properties " Zl Sort Filter | | Textto  Flash  Remow
Data ~ Text/CSV  Web Range  Picture~ Sources  Connections Al ~ [‘- Stocks Currencies  Geography El A Tﬁld\ranced Columns  Fill  Duplicat
Get & Transform Data Queries & Connections Data Types Sort&FlIter
AutoSave @ [IL_SH Save '9 Undo ~ (2 E%. Print Preview and Print D Mew [~ Open @.EI Email % Quick Print "\5‘ Spelling %l SortAto 2 il SortZto A E Tables <
va v i Jx~ 3312 - Administrator Il
A B C ] E F
(il Column1 BudgetYearDisplayName [l Cowmn1HomeDivision Bl Column1.College/ArcaDisplayName [l Coumn1HomeDepartment Bl Coumn1.ChargeDivision Bl Cowmn1.Scenario [
2 | 2024- 2025 53000 - VP Student Affairs Office 62000 - AVP Health & Wellbeing G4700 - Health Services-Mandatory 63000 - VP Student Affairs Office ORIGIMAL- ORIGIMAL
3 |2024-2025 67400 - VP Administrative Affs Office 70900 - AVP Facilities Planning & Mgt 71400 - Custedial Services 67400 - VP Administrative Affs Office ORIGIMAL - ORIGIMAL
4 12024-2025 20000 - VP Academic Affairs Office 29600 - Dean College Ltrs Arts Soc Sci 31900 - Political Science 20000 - VP Academic Affairs Office ADJUSTMEMT - ADJUSTMENT
5 |2024-2025 20000 - VP Academic Affairs Office 22200 - Dean Cellege of Agriculture 22301 - Agric Dean's Offic Instruction 20000 - VP Academic Affairs Office ADJUSTMENT - ADJUSTMENT
6 |2024-2025 20000 - VP Academic Affairs Office 18900 - Academic Programs 20001 - VP Academic Affs Instructicnal 20000 - VP Academic Affairs Office ADJUSTMENT - ADJUSTMENT
7 | 2024- 2025 20000 - VP Academic Affairs Office 29600 - Dean College Ltrs Arts Soc Sci 55400 - Ethnic & Women's Studies 20000 - VP Academic Affairs Office ADJUSTMENT - ADJUSTMENT
8 |2025- 2026 74300 - VP Univ Advancement Office 74500 - Development 74600 - Development 74300 - VP Univ Advancement Office ORIGIMAL - ORIGINAL
9 |2024-2025 20000 - VP Academic Affairs Office 29600 - Dean College Ltrs Arts Soc Sci 55400 - Ethnic & Women's Studies 20000 - VP Academic Affairs Office ADJUSTMEMT - ADJUSTMENT
10 |2025- 2026 20000 - VP Academic Affairs Office 20000 - VP Academic Affairs Office 21700 - Academic Resources 20000 - VP Academic Affairs Office ORIGINAL - ORIGIMAL
11 | 2025- 2026 20000 - VP Academic Affairs Office 223200 - Dean Cellege of Agriculture 23300 - Plant Sciences 20000 - VP Academic Affairs Office ORIGIMAL - ORIGIMAL
12 |2025- 2026 20000 - VP Academic Affairs Office 49700 - Dean College of Science 50000 - Chemistry 20000 - VP Academic Affairs Office CRIGINAL - ORIGIMAL
13 |2025- 2026 20000 - VP Academic Affairs Office 45700 - Dean College of Science 50000 - Chemistry 20000 - VP Academic Affairs Office ORIGINAL- ORIGINAL

14 | 2025- 2026 20000 - VP Academic Affairs Office 54200 - Dean College of Educaticn 54400 - Education 20000 - VP Academic Affairs Office ADJUSTMENT - ADJUSTMENT



62

Building Annual Operating Budget in Questica

S TR ¥

[

Position Funding Validation Continued

Tab 1 — Totals by Position regardless of Funding or Designation

B C D E F G H J K L [ M

Columnl.Budget 2025 - 2026 e

Columnl.Charge 74300 - VP Univ Advancement Office T

Columnl.Accour (ALL) A Pivot Totals $§ 4,760,411 § 913,672 $5,674,084

Sum of Columnl.Sct ~
. Columni. ) Column Column Column Columni.
CD[IJI:::.:DSIU Columnl.PositionTitle Columnl.EmployeeName AccountC Coll:’r;::::lln:ms :bi:aﬂri 1.PgmC 1.Class PaidHour c:l:;:::‘r'c OOR;ICE:T\ITL- TI)::JL'SUSI'-I'D:!EEIT\ITT‘ Grand Total
- = = ode = <1 mer~ m‘]ev Codl‘v s =

-/00000434 -/601201- =POCMP - POMO1 - =74600 - 20605 - =00000 - =12080 100 137,680 137,680

00000434 Total 137,680 137,680

-/00000682 -/601201- =POCMP - POMO1 - =74600 - 20605 - =00000 - =12080 100 144,736 144,736

00000682 Total 144,736 144,736

-/00000693 -/601201- =POCMP - POMO1 - =74600 - 20605 - =00000 - =12080 100 137,277 137,277

00000693 Total 137,277 137,217

-/00000760 -/601201- =POCMP - POMO1 - =74600 - 20605 - =00000 - =12080 100 121,275 121,275

00000760 Total 121,275 121,275

-/00001493 -/601201- =POCMP - POMO1 - =74600 - 20605 - =00000 - =12080 100 115,500 115,500

00001493 Total | 115,500 115,500

-100001494 =/601300 - = POCMP - POMO1 - =73200 - 20605 - =00000 - =12080 100 58,344 58,344

00001494 Total 58,344 58,344

-/00001502 =/601300 - = POCMP - POMO1 - =74210 - 20605 - =00000 - =I2080 91.007318 90,130 90,130
=74211- 20501 - =C4402-  =2080 5.992682 5,908 5,906

00001502 Total 99,036 99,036

ByPSN ' By Fund  POMO1 Base By Designation = POMO1 ADJ By Designation Position Budget Details v2_Tabl + ]
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Position Funding Validation Continued
Tab 2 — By Fund

A B C
Columnl.Budget 2025 - 2026 il
Columnl.Charge 74300 - VP Univ Advancement Office el
Columnl.Accour (AlLL) -
Columnl.FundD
isplayName POCMP - POMO1 - OPERATING FUND -T
Sum of

Columni.Annu
alBudget

Columni.Positi Columni.PositionTitle
onNo

-1 -
=00000434
00000434 Total
='00000682
00000682 Total
=00000693
00000693 Total
=00000760
00000760 Total
=00001493
00001483 Total
-00001494

By PSN By Fund = pPOMO1 Base By Designation ~ POMO1 ADJ By Designation

D E F G H | J K L %]
Pivot Totals § 4,760,411 § 747,732 $5,508,143
Columnl.Sc
enario -
Tt T o G (e ADJUSTMENT
.Charge i Columnl. ORIGINAL-
Columnl.EmployeeMName AccountC Departm 1.PgmC 1.Class 1.PaidH CFSDistr ORIGINAL - Grand Total
- ode - :nt - ode - Codr‘v ours — - ADJUSTMENT
-1601201 - =74600 - =0605-|=00000- =2080 100 137,680 137,680
137,680 137,680
-1601201- =74600 - =0605-1=00000- =2080 100 144,736 144,736
144,736 144,736
-1601201 - =74600 - =0605-1=00000- =2080 100 137,277 137,277
137,277 137,277
-1601201 - =74600- =0605-|=00000- =2080 100 121,275 121,275
121,275 121,275
-1601201 - =74600 - =0605-|=00000- =2080 100 115,500 115,500
115,500 115,500
-1601300 - =73200 -. =0605 - | =00000- =2080 100 58,344 58,344
Position Budget Details v2_Tabl aF -]



Building Annual Operating Budget in Questica

Position Funding Validation Continued
Tab 3 — Totals for POMO01 Base Funding by Designation

i A B C D E F G H | J K L M
1 Columnl.Budget 2023 - 2026 T
2 Columnl.Charge 74300 - VP Univ Advancement Office T
3 Columnl.Accour (ALL) A Pivot Totals $ 4,751,505 $ 8,906 $4,760,411
Columnl.FundD
4 isplayName POCMP - POMO01 - OPERATING FUND T
5 Columnl.Scenar ORIGINAL - ORIGINAL -T
4]
Sum of
Columni.Annu
7 alBudget Columnl.Clas ~
Columnl
Columnl.Positi Columnt. .Charge Colum Column Column Columnl.
Columnl.PositionTitle Columnl.EmployeeName AccountC nl.Pgm 1.Class 1.PaidH . UNDESIGNATED FEE Grand Total
onNo Departm CFSDistr
ode Cod~ Codr ours
8 bl hd ent ~ A A A hd
g -'00000167 601201 - =74600 - =0605- =00000- =2080 100 135,059 135,059
10 00000167 Total 135,059 135,059
1 -'00000195 601201 - =74600 - =0605- =00000- =2080 100 136,500 136,500
12 00000195 Total 136,500 136,500
13 -00000414 601201 - =74600 - =0605- =00000- =2080 100 139,205 139,205
14 00000414 Total 139,205 139,205
15 -'00000434 601201 - =74600 - =0605- =00000- =2080 100 137,680 137,680
16 00000434 Total 137,680 137,680
17 -00000682 601201 - =74600 - =0605- =00000- =2080 100 144,736 144,736
18 000006582 Total 144,736 144,736

ByPSN  ByFund  POMO1Base By Designation  pomMO01 ADJ By Designation  Position Budget Details v2_Tabl + -y
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Position Funding Validation Continued
Tab 4 — Totals for POMO01 One-Time Funding By Designation

A B C D E F G H I J K L

1 Columnl.Budget 2025 - 2026 el
2 Columnl.Charge 74300 - VP Univ Advancement Office -1
3 Columnl.Accour [All) - Pivot Totals $ 747,732 $ 747,732

Columnl.FundD
4 isplayName POCMP - POMO1 - OPERATING FUND -1
5 Columnl.Scenar ADJUSTMENT - ADJUSTMENT el
6

Sum of

Columnl.Annu

7 alBudget Columnl.Class ~
" Columnl. Columni Colum Column Column
Columnd.Positi Column1.PositionTitle Column1.EmployeeName AccountC "€ 11 Pem 1.Class LPaidH o™ NDESIGNATED Grand Total
onNo Departm CFSDistr
ode Cod~ | Codr ours

8 = - - ~| ent|~ v v e v
1 -00001528 =601302 - ' =/74800 - =0605- =00000- =2080 100 53,000 53,000
12 00001528 Total 53,000 53,000
13 -00004655 =601300 - =/74300 - =0601- =00000- =2080 -100 -83,004 -83,004
14 100 §3,004 83,004
15 =174400 - =0606 - =00000- =2080 100 83,004 83,004
16 00004655 Total 83,004 83,004
17 -00004911 =601201 - =74900 - =0605- =00000- =2080 100 120,000 120,000
18 00004911 Total 120,000 120,000
19 -100005099 -601201 - =/74600 - =0605- =00000- =2080 100 121,275 121,275
20| 00005099 Total 121,275 121,275

ByPSN  ByFund  POMO1 Base By Designation =~ POMO1 ADJ By Designation  position Budget Details v2_Tabl + I




¢

N

66

Building Annual Operating Budget in Questica

Budget Lines

The Screenshot below only reflects budgets tied to positions.
The next step is to add operation budgets

Budget Lines | 2025 - 2026 ~ Search Budget Lines Q | 8
Annual ~ | 1YR w 2025 v 0w
Grid View Display  Forecast Year Precision
T Select a cell to view its value.
D ﬁ # | © | |l | Ledger Group Fund-Department Acc... Pr... Cla... Budget Scenario 2025

0.0.08.0.0.0 .0
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Budget Lines
Types of Accounts
Revenues (5XXXXX account codes)

Credits are reflected as a positive number in Questica (negative number in Tableau)
Expenses (6 XXXXX account codes)

Debits are reflected as a positive number in Questica (positive number in Tableau)
Add Budget Lines

Click “+ Add” to directly add or use the Export/Import option for mass updates

csucpp
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Building Annual Operating Budget in Questica

Budget Lines
Add Budget Lines

1t

Budget Lines | 2025 - 2026 ~ Q | %

T Select a cell to view its value.

D ﬁ # O | (i Ledger Group Fund-Department Account Progra... Class Budget Scenario 2025
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Grid View Displzy  Forecast Year Precision Add Value Bar  Filer
T, 10000
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Y
D If,."
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Budget Lines

Adding Supporting Documents
Individual Budget Line
Click on the paperclip cell

t SR . A ,B 4
‘.’ f;f?mf: Dashboard My Tasks Budgeting Reports v Administration v G 58 £ SI k- (R AL |~
Budget Lines | 2025/2026 ~ Search Budget Line G i | =
A 1YR 225~ |0 + I Y A &
2z . Addd Import  Expan
T Select a cell 1o view itgffalue.
[ 6 & © fll LedgerGroup Fund-Department Account Pragra._. Class Budget Scenario 2025

Add Document

ccccccccc

Add  ValueBar Fiter Laryowrt

"] | Description Resource

Add a Document for the Fund-Department "POCMP - PCROT

- 75000 - COST RECOVE.

Cancel
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Budget Lines
Adding Supporting Documents Continued
Fund-Department Level
Go to applicable Fund-Department
Select the paperclip image

IR T ) 2025-2026~ | POCMP - PCRO1 - 75000 - COST RECOVERY-INTERNAL SOURCES - Budget Planning & Analysis | Main (Active) v m
Budget Lines
+ Y 0 Jul
elect a
0| & ou DocumentLineD.. | Class  Program Budger hange | Export Documer Lock. en. Acco,
4
‘Account Type: Expenses. 37,752)

Add Document

Fund-Department Doc nts

Edit Documenta for the Fund-Department "FPOC RO1 - 75000 - COST RECOVERY-INTERMAL SOUL..

F
+~ T Y —
&dd  Value= Bar ! Layout

"] | Description Resource

Add a Document for the Fund-Department "FOCMP - PCRO1

- 75000 - COST RECOVE.
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Validate Budget Load — Create Web API File

Ad-Hoc Report: “CLL — Budget Load Validation”
Budget Services SharePoint>Divisions>2025-26>Annual Budget Dev> Budget Validation
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File Home Insert Draw  Page Layout  Formulas  Data  Review  View  Automate  Developer Help  Acrobat  Power Pivot
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AutoSave @ [El Save z) Undo ~ E%l Print Preview and Print D MNew [~ Open @,'_7| Email ﬁQuick Print aB‘ Spelling él SortAtoZ il SortZto A % Tables =
143 v i fx
A B e D E G| H | J K L M N O P Q R S
1 Columnl.Divis 74300 - VP Univ A -Tancement Office Columnl.Division 74300 - VP Univ 4~Trancement Office Columnl.Division 74300 - VP Univ -Tvancement Office
2 Columnl.Func POM01 - OPERAT -T5 FUND Columnl.Fund POMO1 - OPERA]-T|G FUND Columnl.Fund POMO1 - OPERA-TIG FUND
3 Columnl.Desij UNDESIGNATED -7 Undesignated Columnl.Designation (Multiple ltems) -7 Designated Columnl.Designation (Multiple ltems]-T Fees
4
Sum of Sum of Sum of
Columnl.Cur Column Labels Columnl.CurrentYea Column Labels Columnl.CurrentYea Column Labels
5 rentYearBudg - rBudget -T rBudget -
ORIGINAL - ADJUSTMENT - ADJUSTMENT - ORIGINAL - ADJUSTMENT -
Row Label~ Grand Total Row Label Grand Total Row Label: Grand Total
6 OWABET. | ODRIGINAL  ADJUSTMENT ¢ % owabels ADJUSTMENT — one 1ot ow ~abels ORIGINAL  ADJUSTMENT ¢ o
7 73200 544,471 190,132 734,603 73200 20,000 20,000 74210 0 0
8 74210 328,262 125,717 453,979 Grand Total 20,000 20,000 74211 335,935 111,024 446,959
g 74211 0 0 Grand Total 335,935 111,024 446,959
10 74300 669,327 692,890 1,362,217
1 74310 90,000 75,304 165,304
12 74400 280,330 133,228 413,558
13 743500 410,392 170,333 580,725
14 74600 1,676,785 543,083 2,219,868
15 74610 0 0 0
16 74800 348,488 474,153 822 641
15 74900 413,605 388,144 801,749
18 Grand Total 4,761,660 2,792,984 7,554,644
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Validate Budget Load — Create Web API File
Ad-Hoc Report: “CLL — Budget Load Validation”
Steps
Go to Questica > Reports > Ad hoc Views (Report)
Search for the Ad hoc report that you would like to connect to Excel
Right Click on the name of the Ad hoc report

Select “Connect to Excel”

The info you need to make the connection in Excel will be displayed in a pop-up
window.

Connect to Excel X
Use this Ad hoc View as "From Web" Data source in Excel.

To create the connection, open Microsoft Excel and click Data > From Web, switch to the Advanced view,
and enter in all of the information seen below.

URL Parts

https:/{CSUCPP questica.com/api/ReportViewExport/CLL - Budget Load Validation @

HTTP request header parameters

web_api_integration_key L)  Z3RUSCOSLj4NES1VIgJ7f90FDnmYedts i
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Validate Budget Load — Create Web API File Continued

Go to Excel>Data>"Get & Transform Data”>"From Web”

Enter the information from the “Connect to Excel” window into the Excel “From Web” window,
then click “OK.”

From Web
Basic '™ Advanced

URL parts (D)
https://{CSUCPP.questica.com/api/ReportViewExport/CLL - Budget Load Val ==+

Add part

URL preview
https:/CSUCPP.questica.com/api/ReportViewExport/CLL - Budget Load Valic

Command timeout (or, for web pages, wait time) in minutes (optional)

HTTP request header parameters (optional) (0
web_api_integration_key - ZIRUSCOSLANEs1VIg)TFOQFDnmYeq

Add header
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Validate Budget Load — Create Web API File Continued
* A PowerQuery will pop up.

WstTosls | CLL- position Budget Details (Agaregated) - Power Query Editor

A

BV, WX Bremoveoupicates 8, XO
== Fommms A

T ke Remoe st
Tl e~ teme -

Comvert Manage tems Sort Numeric st

es [ < fe
CLL - Position Budget..

List
Record
Record
Record

Record

1
2

3

4

5 Record
6 Record
7 Record
8 Record
9 Record
10 Record
11 Record
12 Record
13 Record
14 Record
15 Record
16 Record
17 Record
18 Record
19 Record
20 Record
21 Record
22 Record
23 Record
24 Record
25 Record
26 Record
27 Record
28 Record
29 Record
30 Record

= Json.Document (Web. Contents ("https://csucpp. questica. com/api/ReportVienExport/CLL - Position Budget Details (Aggregated)", [Headers=

v
4 PROPERTIES
A Name
All Properties
4 APPLIED STEPS
Source
v

099+ 1mEMS PREVIEW DOWNLOADED AT 1101 AM

Then click th

[
Home Transform Add Column

| Remove Duplicate

Reverse Items
Keep
items = items

Convert Manage ftems

q @ s preview may be up to 5 days old

e upper left “To Table” button.

List Tools
View Transform
Statistics

Sort Numeric List

Refre:
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Validate Budget Load — Create Web API File Continued
» Accept the table by clicking OK.

To Table
Create a table from a list of values.
Select or enter delimiter

None

How to handle extra columns
Show as errors

EA Position Budget Deta...
- 25‘3 Columnl

Then click the expand button to load up all the columns then click “OK”. S A o

| BudgetYearDisplayName
/| HomeDivision

| College/AreaDisplayName

Ariae 1] ( - . /| HomeDepartment
Jueries [1] Jx = Table.FromList(® ) ChargeDivion
| Scenar io

CI_I_ - PDSI"HDH E'Udget... /| ChargeDepartment
D' i.gg cnlumnl |;" | Fund-DepartmentDisplayMame

| FundDisplayMame

| PgmCode

1 RECG rd | ClassCode

| ClassDesignation

| ClassSub-Designation

2 RECﬂrd | AccountCode

| Accoun tSummary

- - ' | AccountCategory
LRI
| Use original column name as prefix

I, List may be incomplete.

Cancel

2l

i
'



Validate Budget Load — Create Web API File Continued
* The data should populate the screen.

<

[ CLL - Position Budget.

fe

= Table.ExpandRecordColumn(#"Converted to Table",

"Column1”, {"BudgetYear”, "Fund", "Fund-Department”, "HomeDepartment”, "HomeDivisi

"College/Area”,

Building Annual Operating Budget in Questica

Query Settings

[, 455 Columnl.BudgetYear - | 155 Columnl.Fund ~| 455 Column.Fund-Department ~| 455 Column ~| 455 Column1

1 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 22700 - COST RECOVERY-INTERNAL SOURCES - Mana... 22700 - Management/Agric Ed 20000 - VP Academic Affairs Office ‘ :Z::ERTIES

2 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 22000 - COST RECOVERY-INTERNAL SOURCES - Appa... 22000 - Apparel Merchandising & Mgm't 20000 - VP Academic Affairs Office UL Postion Budget Detals (agregan
3 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 23000 - COST RECOVERY-INTERNAL SOURCES - Anim... 23000 - Animal Sciences 20000 - VP Academic Affairs Office

4 2023-208 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 23100 - COST RECOVERY-INTERNAL SOURCES - Hurm... 23100 - Human Nutrition & Food Science 20000 - VP Academic Affairs Office. All Properties

5 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 23300 - COST RECOVERY-INTERNAL SOURCES - Plant ... 23300 - Plant Sciences 20000 - VP Academic Affairs Office 4 APPLIED STEPS

6 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 29100 - COST RECOVERY-INTERNAL SOURCES - Psych... 29100 - Psychology 20000 - VP Academic Affairs Office

7 2023-208 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 20200 - COST RECOVERY-INTERNAL SOURCES - Sociol... 29200 - Sociology 20000 - VP Academic Affairs Office Zz:t:ned ‘o Table
8 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 30000 - COST RECOVERY-INTERNAL SOURCES - Com... 30000 - Communication 20000 - VP Academic Affairs Office X Enaea o
9 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 30200 - COST RECOVERY-INTERNAL SOURCES - Theat... 30200 - Theatre and New Dance 20000 - VP Academic Affairs Office

10 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 30300 - COST RECOVERY-INTERNAL SOURCES - Econ... 30300 - Economics 20000 - VP Academic Affairs Office

11 2023-204 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 30400 - COST RECOVERY-INTERNAL SOURCES - Englis... 30400 - English & Modern Languages 20000 - VP Academic Affairs Office

12 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 30600 - COST RECOVERY-INTERNAL SOURCES - History 30600 - History 20000 - VP Academic Affairs Office

13 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 30700 - COST RECOVERY-INTERNAL SOURCES - Music ~ 30700 - Music 20000 - VP Academic Affairs Office

14 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 31000 - COST RECOVERY-INTERNAL SOURCES - Geog... graphy & 20000 - VP Academic Affairs Office

15 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 31600 - COST RECOVERY-INTERNAL SOURCES - Philo... 31600 - Philosophy 20000 - VP Academic Affairs Office

16 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 31900 - COST RECOVERY-INTERNAL SOURCES - Politi.. 31900 - Political Science 20000 - VP Academic Affairs Office

17 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 34742 - COST RECOVERY-INTERNAL SOURCES - Admi... 34731~ Admin Services 34000 - TIP VP/CIO

18 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 34742 - COST RECOVERY-INTERNAL SOURCES - Admi... 34731- Admin Services 34000 - ITIP VP/CIO

19 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1. - 34742 - COST RECOVERY-INTERNAL SOURCES - Admi... 34742 - Administrative Apps 34000- ITIP VP/CIO

20 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 34742 - COST RECOVERY-INTERNAL SOURCES - Admi... 34742 - Administrative Apps 34000 - ITIP VP/CIO

21 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 34742 - COST RECOVERY-INTERNAL SOURCES - Admi.. 34742 - Administrative Apps 34000 - TIP VP/CIO

22 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 34742 - COST RECOVERY-INTERNAL SOURCES - Admi... 34742 - Administrative Apps 34000 - ITIP VP/CIO

23 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1. - 36000 - COST RECOVERY-INTERNAL SOURCES - CCH... 36000 - CCHM Dean's Instructional Supp 20000 - VP Academic Affairs Office.

24 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 41400 - COST RECOVERY-INTERNAL SOURCES - Acco... 41400 - Accounting 20000 - VP Academic Affairs Office

25 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1.- 41500 - COST RECOVERY-INTERNAL SOURCES - Tech... 41500 - Technology & Operations Mgmt 20000 - VP Academic Affairs Office.

26 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1 - 41600 - COST RECOVERY-INTERNAL SOURCES - Mana.. 41600 - Management & Human Resources 20000 - VP Academic Affairs Office

27 2023-2024 POCMP - PCRO1 - COST RECOVERY-INTERNAL SOUR... POCMP - PCRO1.- 41700 - COST RECOVERY-INTERNAL SOURCES - Comp... 41700 - Computer Information Systems 20000 - VP Academic Affairs Office.

Then choose “Close & Load” (top option)..

[ /8

Ed

,-Tj D [ Properties I:l L
~

(= ®~ [ Advanced Editor x

Close &  Refresh

Choose Remove  Keep Remove

Load = Preview - [ Manage ™ Columns  Columns = Rows * Rows
Close Query Manage Columns Reduce Rows
Queries [1] < fr || = Table.E:

[
[ CLL - Position Budge

155 Columnl.BudgetYear ~

1 2023-2024
2 2023-2024
3 2023-2024
4 2023-2024
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Validate Budget Load — Create Web API File Continued

* Then Excel will load the Power Query to the first available blank sheet.
All the columns 1n the Report View are reflected here

ot & Connectnrd .

Pt a4 r
3

To refresh the data go to “Data” and select “Refresh All”

Data Review View  Automate Des

N r H Queries & Connections
O o
_ (]

ing Refresh D
ctions A~ |:'-"-

Cueries & Connections
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Submitting Operating Budget in Questica

Sample eMail Notifications

Ex: Questica Notifications
. . £~ Renly
CPPQuesticaBudget@questica.com ® J TERY
Te @ Anne-Marie L. Larrabure

You don't often get email from cppguesticabudget@ guestica.com. Learmn why this is important

g Questica Notifications

Where brilliant begins,

2

Hi Anne-Marie,
Here's some activity you may have missed in Questica Budget:



Submitting Operating Budget in Questica Cont.

Position Budgets Hands-On Activity
Create a Notification for Budget Promotion/Demotion

702 ¢ £ | AL ) Anne-Marie Larrabure v

Anne-Marie Larrabure (000038402) X

Manage your User Profile.

Full Name

AL Anne-Marie Larrabure

Email Address

alarrabure@cpp.edu
View Effective Permissions

Licenses
Operating Capital Personnel Performance

Full Access v Full Access v Full Access v Full Access v
Notifications Mute In-app In-app + Email

Calendar Events
My Tasks

My Subscriptions

Chat Mentions

OO0 00O
OO0 00O
(ONOMONONO)

Overdue Measures
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Position Budgets Hands-On Activity

Create a Notification for Budget Promotion/Demotion Continued

Manage Subscriptions

Manage the events that will send you a notification or email.

My Alerts v

O Created Creator

Create an Alert
Create an email notification when a specific event occurs

Title *

Budget Promotion

Events

Entity

Fund-Department ~

Type of Event

Fund-Department Promoted/Demoted v
By User
Arah Parker (007687082) v

Filters

Fund

Department

Stage

Fund-Department

Scenario

Description

Enabled

Filters

+ T Y

Add Value Bar  Filter

i

Layout



Submitting Operating Budget in Questica Cont.

Promoting Validated Budget to the Next Level
Go to Fund-Department
Click on the boxes of the Fund-Department(s) that you would like to promote (or demote)

Fund-Department | 2025 - 2026 ~ - Department Q| =
:’Tjw 7 m \LJ \Tl
Add Value Bar  Filter Layout Import Export
[J & | Fund Depariment Name Acct. Reference Stage i1 | staius Approved Lock... Commen s
74300 =
O POCMP - TX139 - Microwave Exchange 74300 - VP Univ Advancemen it Office Microwave Exchange - VP Univ Advancemen it Office POCMP - TX139 - 74300 1-Budget Entry Active ~ Unlocked
O POCMP - PCRO1 - COST RECOVERY-IN.. 74300 - VP Univ Advancement Office COST RECOVERY-INTERNAL SOURCES - VP Univ Advancement .. POCMP - PCRO1 - 74300 1-Budget Entry Active 7 Unlocked
D POCMP - PCROZ - COST RECOVERY-EX.. 74300 - VP Univ Advancement Office COST RECOVERY-EXTERNAL SOURCES - VP Univ Advancement .. POCMP - PCROZ - 74300 1-Budget Entry Active ~ Unlocked
O POCMP - POMOT - OPERATING FUND 74300 - VP Univ Advancemen it Office OPERATING FUND - VP Univ Advancement Office POCMP - POMOT - 74300 1-Budget Entry Active ~ Unlocked

Right click and select Promote/Demote
Make any notations in the comment box and then click okay
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Promotion/Demotion of Budget Continued

Budget Promotion Options
Budget Preparer selects Management Review (Stage 2) for the Division Budget Officer

to Approve.
Division Budget Officer to select Final Approval (Stage 3) if budget is approved for BP&A
Approval.

Workflow Stages X

select a stage to promote to

1-Budget Entry (current stage)
C} Z2-Management Review

(O 3-Final Approval
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Submitting Operating Budget in Questica Cont.

Promotion/Demotion of Budget Continued
When promoting to BP&A (Stage 3), please note that the VP has

approved the budget and that a PDF of the signed budget has xjgfjfmesandmmmd&dmmmmgé X
been emailed to BP&A.
eMail VP approved PDF of the budget to the applicable . POCMP - POMO1 - 73200 - OPERATING FUND - Alumni
CI |Ck Save su E"ct)mcuted from Base Budget (System) to 1-Budget
. ::;:ll:aeug::: Promotion Snapshot
Deadlines

Preliminary Submission: July 10th
Summary of the Budget Validation Ad Hoc View (report)
Tentative Final Submission: August 15t

VP Signed PDF of a summary of the Budget Validation Ad Hoc [Enter promote comment here
View (report)

Promotion of the Operating Budget via Questica

Please email all of the submissions to the applicable BP&A
Analyst that supports your area. cacel | <revos ([ D

)
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Promotion/Demotion of Budget Continued

Management Review: Promote or Demote
Promote — Follow previous steps

Demote —

Follow upcoming steps

G % O 2 @

Budget Lines

:’I‘: Select a cell to view its value.

'Ol @ 2| ©| i Fund

~ Account Type: Expenses

O POCMP - POMOT - OPERATING F..

2-MANAGEMENT REVIEW \

2024 -2025 v | POCMP - POMO1 - 73200 - OPERATING FUND - Alumni | Main (Active) ~ —
Dashboard General v Budget - Positions ~ Stats v Advanced v Reports ~
Annual ~ | ZYRS v | 2024-2025 ~ | O v + T Y B 4L S
Grid View Display Faorecas it Years  Precision Add Value Bar  Filer Layout  Import Export
Account “T* | Program Class Budget Scenario Document Line Description Forecast Type 2024
(50,000)
660003 - Supplies and Services 0601 - Executive Management C4402 - COMMENCEMENT ORIGINAL - ORIGINAL PERM BUDGET - FEES Operating 50,000



@ Submitting Operating Budget in Questica Cont.

/N
Promotion/Demotion of Budget Continued
Demotion of Budget
Select “1-Budget Entry” to return the budget back to the preparer.
Add comments for the preparer in the Notes e .
C| |Ck S ave Flagged notes and notes that were added in the current stage
POCMP - POMO1 - 73200 - OPERATING FUND - Alumni
5 Eromoted from Base Budget (System) to 1-Budget
ntry
Workﬂﬂw Stages >< ::::c;u:;:: Promotion Snapshot
Select a stage to demote to
(O 1-Budget Entry -
2-Management Review (current stage) X
I
I A
O

86



Submitting Operating Budget in Questica Cont.

Once PB&A approves the Fund-Department Budget, the option to promote is
no longer available.

3-FINAL APPROVAL

H v & 2 @ 2024 -2025 v | POCMP - POMO1 - 73200 - OPERATING FUND - Alumni | Main (Active) ~ Demote

Dashboard General v Budget Positions v Stats v Advanced v Reports ~

Budget Lines

Annual v| | 2YRS v | 20242025 v | O v + T Y B 4 5
Grid View Display Forecast Years  Precision Add Value Bar  Filter Layout  Impert Export
r11 POCMP - POMO1 - OPERATING FUND
- 0 8 2| © | | Fund Account T | Program Class Budget Scenario Document Line Description Forecast Type 2024
++ Account Type: Expenses (50,000)

O P - 2 N 660003 - Supplies and Services 0601 - Executive Management C4402 - COMMENCEMENT ORIGINAL - ORIGINAL PERM BUDGET - FEES Operating 50,000
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Questions?
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