[bookmark: _GoBack]
Budgeting
Created on 4/14/2015 11:36:00 AM



Table of Contents
Budgeting	1
Working With Transactions	1
Entering/Adjusting Manual Encumbrances	1
Entering/Adjusting Manual Encumbrances Overview	1
Enter/Adjust Manual Encumbrances Lesson	1
Review/Approve/Post Manual Encumbrances Lesson	6


	Training Guide
	

	Budgeting
	



	
	Training Guide

	
	Budgeting





	Page ii



	Page iii



[bookmark: _Toc416774748]Budgeting
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[bookmark: _Toc416774750]Entering/Adjusting Manual Encumbrances
[bookmark: _Toc416774751]Entering/Adjusting Manual Encumbrances Overview
You can create and make adjustments to manual encumbrances. Once they are created, the journal entries will need to be reviewed, approved and posted similar to the General Accounting process. 
[bookmark: _Toc416774752]Enter/Adjust Manual Encumbrances Lesson
Procedure

In this lesson you will learn how to enter/adjust manual encumbrances.


	Step
	Action

	1. [bookmark: T5_F87]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Budget link.


	1. [bookmark: T5_F8]
	Click the Enter/Adjust Manual Encumbrances link.


	1. [bookmark: T5_F10]
	Click the Enter/Adjust Manual Encumbrances link.






	Step
	Action

	1. [bookmark: T5_F12]
	Click the Add button.






	Step
	Action

	1. [bookmark: T5_F14]
	Click in the third Field Doc Type/No/Fd fields.


	1. [bookmark: T5_F16]
	Enter the fund number into the third Doc Type/No/Co fields.

	1. [bookmark: T5_F72]
	Enter J9 in the first Field of the Doc Type/No/Co fields if this is a prior year obligation.

	1. [bookmark: T5_F18]
	Press [Tab].

	1. [bookmark: T5_F20]
	Enter the current date into the G/L Date Field.

	1. [bookmark: T5_F22]
	Click in the Explanation field.


	1. [bookmark: T5_F24]
	Enter the explanation into the Explanation Field. 

	1. [bookmark: T5_F75]
	Change the Ledger Type Field if necessary.  It defaults to "PB".

	1. [bookmark: T5_F26]
	Click in the Account Number field.


	1. [bookmark: T5_F28]
	Enter the account number into the Account Number Field. 

	1. [bookmark: T5_F30]
	Press [Tab].

	1. [bookmark: T5_F32]
	Type debit or credit dollar amount, as needed, into the Amount Field. 

	1. [bookmark: T5_F77]
	The Sub ledger Type and Sub ledger fields are optional.





	Step
	Action

	1. [bookmark: T5_F34]
	Press the down arrow key on your keyboard and enter additional lines as necessary.

	1. [bookmark: T5_F79]
	Note: Remaining Amount should equal the total of your encumbrances. A manual encumbrance is not a balanced journal entry transaction thus an amount will appear in the Remaining Amount Field in the transaction window. This entry reserves the appropriation and does not record on the general ledger. After the transaction is approved and posted it will appear as an encumbrance in the allotment status and the budget status.





	Step
	Action

	1. [bookmark: T5_F36]
	Click the OK button.


	1. [bookmark: T5_F81]
	Record the batch number.

	1. [bookmark: T5_F38]
	Click the Cancel button.






	Step
	Action

	1. [bookmark: T5_F40]
	Click the Close button.


	1. [bookmark: T5_F3]
	Notify the individual in your Pre- Audit-audit/Post group that the encumbrance is ready to be APPROVED and POSTED!

You have successfully completed this lesson.
End of Procedure.


[bookmark: _Toc416774753]Review/Approve/Post Manual Encumbrances Lesson
Procedure

In this lesson you will learn how to review/approve/post manual encumbrances.


	Step
	Action

	1. [bookmark: T6_F58]
	Click the Navigator menu.


	1. [bookmark: T6_F4]
	Click the State of Nebraska link.


	1. [bookmark: T6_F6]
	Click the Budget link.


	1. [bookmark: T6_F8]
	Click the Enter/Adjust Manual Encumbrances link.


	1. [bookmark: T6_F10]
	Click the Manual Encumbrances Review/Approve/Post link.






	Step
	Action

	1. [bookmark: T6_F12]
	Click in the Batch Number / Type field.


	1. [bookmark: T6_F14]
	Enter the batch number into the Batch Number / Type Field.

	1. [bookmark: T6_F55]
	Note: In the QBE line, enter "G" in the Ledger Type and your user logon in the User ID fields to narrow the search for the classroom.

	1. [bookmark: T6_F16]
	Click the Find button.


	1. [bookmark: T6_F18]
	Choose the Document Type row desired by Clicking the check box next to it.


	1. [bookmark: T6_F20]
	Note:  Row options can also be selected by Right- Clicking on the selected line within the grid.

Click the Row button.


	1. [bookmark: T6_F22]
	Click the Batch Approval menu.






	Step
	Action

	1. [bookmark: T6_F24]
	Click the Approved - Batch is ready to post option.


	1. [bookmark: T6_F26]
	Click the OK button.






	Step
	Action

	1. [bookmark: T6_F28]
	Click the Row button.


	1. [bookmark: T6_F30]
	Click the Post by Batch menu.






	Step
	Action

	1. [bookmark: T6_F32]
	Click the OK button.






	Step
	Action

	1. [bookmark: T6_F34]
	Click the Close button.


	1. [bookmark: T6_F3]
	You have successfully completed this lesson.
End of Procedure.
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