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OVERVIEW

The Financial Monitoring process has been devised to support budget planning and to ensure that
MCPS stays within legal spending guidelines by State Category.

Course Objectives

Users will be guided through the following tasks:

e Viewing notifications

e Generating and reviewing expenditure/encumbrances reports via Discoverer
e Understanding and modifying worksheet data

o Completing projections (year end total estimates and period amounts)

e Completing a Surplus/Deficit Projection Form

e Attaching files to a worksheet

e Submitting projections

Additionally, references will be made to the following:

e Creating vacation rules

e Granting worklist access

e Using the GL Account Inquiry to review account details

e Posting journal vouchers to correct account errors
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Financial Monitoring Process (Non-Positions)

At the inception of Financial Monitoring, specific setup procedures must be developed in FMS.
Following setup completion, the Budget Office will create the budget worksheets utilized during
the monthly Financial Monitoring process. Budget worksheets will be created in the Initial Stage.

The worksheets will, then, be distributed to departments during the Department Submission
Stage. Budget groups within the hierarchy will receive a notification, via the worklist, as well as
an email from the Budget Office when the worksheet becomes available for their review. Users
will proceed to run selected expenditure reports, via Discoverer, to view account details and
verify accuracy. Once reports have been reviewed, users will update year end projections, on a
monthly basis, directly on the worksheet. Based on the budget hierarchy, users will either submit
worksheets to the department approver, or directly to the Budget Office. At the highest level in
the hierarchy, all budget projections will be received by a central recipient and redistributed to the
Budget Specialist for their review.

The Budget Specialist will be notified of available worksheets and proceed to move the
worksheets to the Final Stage. The Budget Specialist will analyze the projections, surpluses,
and/or deficits, and ask follow-up questions to department managers. Following thorough
analysis, the Budget Specialist will freeze the worksheet to prevent any unintentional changes.
Final reports will be generated and compiled in the Financial Monitoring Monthly Binder.
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Overview: Changes to the Financial Monitoring Process

Changes to the Financial Monitoring Process

The following table provides a view of changes to the overall Financial Monitoring process.

Process Audience

No. | Affected Change Impact/Implications Impacted

1 Financial The Budget Office will Worksheet creation, including Budget
Monitoring create worksheets in setup, will solely be executed in Office
Worksheet FMS. Worksheet setup FMS.

Creation will be conducted yearly,
with monthly updates to
the GL cutoff and GL
balances.

2 Distribute Budget groups within the | Users will receive a notification in | Department
Worksheets to | budget hierarchy will their FMS worklist, as well as an Users
Departments | receive an electronic email from the Budget Office, after | gqget

notification in FMS the worksheet is distributed from Office
when worksheets are the Budget Office.

available. Worksheets

can be accessed directly

from the notification.

3 Review Users will run Users will now run Discoverer Department
Expenditures/ | expenditure reports, via reports as needed. This will Users
Encumbrances | Discoverer. replace the former hardcopy reports

distributed monthly by the Budget
Office.

Users will continue to use online
General Ledger inquiry capability
to obtain information on
expenditures and encumbrances.

4 Complete Journal vouchers will be | Users will no longer be required to | Department
Journal posted to the GL in FMS | complete journal voucher paper Users
Vouchers forms to correct posting errors.

5 Complete Users will use the Formerly entered on financial Department
Projections worksheet’s estimate reports, users will now complete Users

column to enter projections in FMS. The

projections. worksheets will be automatically
routed to designated approvers
before being submitted to the
Budget Office.

6 Complete Users will complete an Forms will be made accessible Department
Deficit electronic form and through the FMS home page. Paper | Users
Projection attach it to their work is eliminated as users
Deficit Form | worksheet when electronically complete the forms

worksheet projections and attach it to their worksheet.
are submitted

7 Submit Users will submit The setup of the budget hierarchy Department
Worksheet projections, based on the | in FMS will determine the approval | Users
Projections budget hierarchy, path for projections.

through FMS
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Process Audience
No. | Affected Change Impact/Implications Impacted
8 Review and Budget Specialist will Budget Specialist will receive a Department
Modify receive notification when | notification in their FMS worklist Users
Worksheet projections are available | after the projections have been Budget
Projections for their review redistributed to them. Office




NOTIFICATIONS

The worksheet will be distributed the department during the Department Submission Stage.
Budget groups within the budget hierarchy will receive a Notification under their FMS Worklist
when the worksheet becomes available for their review. The user will also receive an email from
the Budget Office to view notifications.

Viewing Notifications via Worklist

1. Log into FMS to open the FMS E-Business Suite Home Page.

2. Under the Navigator, click your Financial Monitoring responsibility, labeled as MCPS
[Budget Area Name] Fin Mon Bud User.

Navigator

= Daily Buysingss inlafgence MOCPS Dapt Tech and Mod Fin Mon Bud User
T—— B Profis

d C‘.i Dept Tech and Mod Fin Bon -
Bud lse Worksheot

88 22WA a8 Modds
) i a8 Digtrbuts
& Cperalions
o Locsl Pgrameiers
M " P y

Repoits

A Ry

E-Business Suite Home Page: Navigator
3. Under WorKklist, click the Full List button to view all notifications.

Warklist
Full List
15 5] Newt5 S
From Subject I!iunt 1
kinn, Candice Worksheel 85116 is distributed to you, 0407 /2007
kinn, Candice Worksheat 85118 is distributed to vou 0907 L2007
Kinn, Candice Worksheat stage move is over for 340ES 0S/07 /2007
Kinn, Candice Worksheet stage move is over for 35106 08/07 /2007
Kinn, Candice Workshest freaze is complete for 85116, 0907 /2007

E-Business Suite Home Page: Worklist




The Worklist subject lines will include the worksheet number and an indication of its
movement through the budget stages. Worksheets ready for your review and modifications
will consist of the following message in the subject line: Worksheet [worksheet 1D] is
distributed to you. To view the details of multiple notifications, select the checkbox for each

worksheet and click the Open button. To view the details of a single notification, click the
subject line link.

Worklist

“iww | ATl Malilicabons 8. Ga

Select Notifications | Open | | F2assign

Salect Al | Selact Mans

Select From [Type [Subjeer J5en
[T Hinn, Candice S8 Warkshast Wodkahesl 85116 i Sdebuled bo ved DSVD7 00T
[T ¥inn, Candice FSE Warksheal Wodcaheep! 35116 ks diciribuled (o vou DRy 200
T Hinn, Candice P38 Waorkshest W D07 2007
T inn, Candice FEE Warkehaat W D07 2007
T ¥, Candies FSEB Waikehaat D 0T
T ¥inp, Candice FSE Warkshoat DS 00T

Worklist: Full List

While viewing notification details, be sure to note special instructions, such as the deadline
for submitting projections, and the reporting ID number.

Warklisd >
(i} Information
This nafification kas been closed and did not fequee a mesponsse

Worksheet 86116 e distributed to you.

Fram  Kinm, Candice
To MOMONTGA
Send  D9NOF2007 10:35:19
Closed  DRAOF2007 140309
IO 4GETST
Fesponder MCOMONTGA
The following vwirksheet = distnbuted to you

Mamp - Dapt Tech and Mod - BS116

Budget Group © Dept Tach and Mod

nslruchions

october wiork shaed neady far oclober progections dug Now 71
repoeing id 4063

Referances

Farm Mame

Eaturn fo Worklist
I~ Dizplay mext notfification sfer my respanse

Worklist: Notification Details

The worksheet can be accessed from your notification by clicking the Form Name link under

References. (Further instructions for opening a worksheet will be covered under Worksheet
Overview.)




Creating a Vacation Rule

Setting up vacation rules allows users to redirect or auto-respond to notifications if absence from
the office is anticipated. The Vacation Rules link is accessible from the FMS E-Business Suite
Home Page, under the Worklist. To create a vacation rule, please refer to the Create a Vacation
Rule guide for detailed instructions.

Worklist

Fram

kirn, Candice

kinn, Candice

Kinn, Candice

Kinn, Candice

Kinn, Candice

# TIP Yacation Rules
@ TIP Worklist Access

Subject

Full List
1-5 = Nexi5s =

|Sent

Workeheat stage move is over for 82052

VWiorksheet stage maove is over for B2052

Wiorksheet stage move is over for 82013

Worksheet stage move is gver for 82013,

Waorksheel freeze is complete for 32062

Rediract or auto-respond to notifications

Specily which users can view and act upon your notifications

0=/0e2007
[9A062007
[=/06,2007
Ce062007
(54062007

E-Business Suite Home Page: Worklist: Vacation Rules

Granting Worklist Access

Worklist Access is the “sharing” feature of Notifications, allowing others to view and act upon
your worklist. The Worklist Access link is accessible from the E-Business Suite Home Page,
under Worklist. To grant worklist access, please refer to the Grant Worklist Access guide for

detailed instructions.

Worklist

From

kinn, Candice

kinn, Candice

Kinn, Candice

Kinn, Candice

Kinn, Candice

#TIP Yacation Rules

@ TIP Waorklist Access

Subject

Full List
1-5 = Nexio =

|Senl

Workshest stage move is over for 82052

VWiorksheet stage maove is over for B2052

Wiorksheet stage move is over for 82013

Worksheet stage move is gver for 82013,

Waorksheel freeze is complete for 82062

Rediract or auto-respond to notifications

Specify which ugers can view and act upon your notifications

05/06e/2007
[eA062007
[5/068,2007
Oev0e/2007
(5062007

E-Business Suite Home Page: Worklist: Worklist Access







REVIEW EXPENDITURES/ENCUMBRANCES

Users will run the following expenditure reports, via Discoverer, to view account details and
verify accuracy:

= Expenditures/Encumbrances by Month
= Manager Projection Form
= Encumbrances/Actual by Month

Generating Expenditure Reports

» To Run a Discoverer Report
1. From the FMS E-Business Suite Home Page Navigator, click the MCPS Disco Viewer.

Mavigator
. Edit Mamigataor

1 Daily Business Intelligence MCPS Disco Viewer
Administrator ] Discoverer iewer

1 MCPS Dept Tech and Mod Fin Man
Bud User

1 MCPE Disco Plus

Ca

| Preferences SSWWA

1 PS Budget Super Liser

_1 System Administrator

FMS E-Business Suite Home Page Navigator
2. On the right hand side of the Navigator, click Discoverer Viewer to view the list of reports.

DHRACLE  Distoversr Yiewer
Bous x brrlellge e

Conngs
Worksheet List
Search
Type i3 gearch ginng to find 3 dpeciic wivkbook of resul et L the diog-doen meni 10 chiose Batwees Dalabase and Schediled Wakbaoks

3:4!L‘|{J=|I'-'-‘\cr|v=bl.-:|-=*s _'J | g
Rasult List
Rglrash
Exping A1 | Collagas 81
Foris Haimis Descriptien Dwmar Lzt Madiflad
W Ot scorwerer Wiorkhonks

B @ accowt Analysis - Gary D55 LEVHEGA  July B, 2007 11:30°52 Ab EOT
b= g.-‘q:cuurl Cresmezr Paintenance Report TALLURKR  Juby 24, 2000 6:31:11 Prd EOT
L ‘t;" Accounl Chemer Maintenance Fepord FCERNCA  Jyly 25, 2007 100606 PM EOT
B @A . FA Tieemacions [0S LEYHEG&, uly B, 2007 1131 58 AM EOT

Discoverer Viewer: Worksheet List

3. Click the expand icon ¥ to expand the workbook and view its tabs.




LAY, fin_mon_mgr_reports. DIS
sheet 1
Cuarterly Mgr Pro] Form
oheet 2
Expen Encum_ By Month

4. Click the link for your tab.

ORACLE Discoverer Viewer

Business Intelligence
e ——
Connect = Workbooks =

fin_mon_mgr_reports.DIS - Expen_Encum_By_Month
Last run September 11, 2007 6:07:46 PM EDT

Worksheets
Sheat 1 Parameters Meadad
Quarterly Mar Proj Form Select values for the following parameters.
Sheet 2 ® |nclicates required field
Expen_Encum_By_Month » Worksheet 1D [B6064]

! -Gg-

Discoverer Viewer

5. Inthe Worksheet ID field, type the Global Worksheet ID number provided to you from your
notification. Click the Go button.

6. The Report page will open with your report.

CRACLE Dismeeerer Viewer
Ausiness Inbedline: Eraferaccas B Halo

Cofnar > YWarkbooks >
fin_mon_mgr_reports. DIS - Expen_Encum_By_Momth
a5 mn Septembes 11, 7007 §:13:07 PM EDT

Actions F 2008 ExpendituresiEncumbrances By Month

Bemn guery GL cutof pariod : ALFI07 | Hudgat Greup : Dapt Tech  and Mol
Saer 35

Figssit 10 Saes ¥ Parameters

AHERTL 10 ik

Erimable page Select vwelues for the Sliowng parametess:

Expot ® irubostes e fiskd

=
mang 35 amsl « Workshest I [BE0E3"
Wk aiaal 0pRang l

g

¥ Crasdtab
' . i P=Tools Laspad Fomel Soplghl Frews snd Codemrg

Worksheats
Sheet 1
Shest 2

Expen_Encum By Menth  Fage lems B culof pesiod [Ro000s =] Busgel Group [IESEETREIT RN - |

Artual Bt Joy bug Sept Oct Mow Dec Jan Fols Mar Spr May .
wCal WOggt WO *Sub = Dascrigtion

) =01 RE =030 =DFFCE SUEPLES 275 D0 00 00 00 00 00 O 00 0O 0 o0
=031 *Pagram Supphes 43 00 00 00 00 00 00 OO 00 00 0 OO

=033 FPROGRAM SUPPLES - OTHER fa0 00 0 OO OO0 DO DO OO 0O OO0 00 OO

H04 *001 *LOCAL TRAVEL &3 00 OO OO0 OO DO DO OO 0O OO o0 o]

=007 =[WES, REGISTRATIONS & FEES A 00 D0 00 00 D0 00 0O DO OO 00 OO

Discoverer Report
7. Inthe Budget Group drop down list, select your budget group.
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P To Export the Report to Excel for Manipulation
1. Under Actions, click the Export link.

Actions

Eerun query
Save as

Fevert to saved

Printable page

Export
Send as email

Wiorksheet options

Actions: Export
2. From the Choose Export Type drop down list, select Microsoft Excel Workbook (*.xIs).

CRACLE Discoverss VEnwer
lusiniss Int it Pepfevanes Eaf pei

Comner] * Workhpgks > in maon magr segorfs [ Expen Enoum By Mormh >

Choose export type

Uaw The drop-down ksl o spacify 1he sxport §k femat Cance] | | Eipan
[Micras oA Excel Workbaos i* zls) £

Choose Export Type page
3. Click the Export button.
4. A confirmation page will open indicating that the export is ready.

ORACLE Discoverer Viewer

Business Inte B B

Connect > Workbooks > fin_moh_mdr reports DIS - Expen Encuim By Momh >
Export Ready
The export you requested is ready, Please click the buttan below to open the exported document ta view or save it

CICK, T iy O Save |

Retum to worksheet
Export Ready page
5. Click the Click to view or save button.

6. Click the Open button to view your exported worksheet. You may also save the worksheet to
your personal files.

11



» To View and Print a Printable Page
1. Under Actions, click the Printable page link.

Actions

Eerun gquery
Save 35

Fevert to saved

Printable page

Export
=end a5 ermnail

Worksheet options

Actions: Printable page
2. Select your printable page options.

ORACLE Dacvvarmr Viewsy
Bt s Itel ligenca

pnnsct > Wiprkigoks * fin mon moe repors (45 - Exgen Enogm By Mongh >
Printable Page Options
Set the opfions 1o generte & printable Fonabl Document Foemat (POF) documant of your werks bl Cance| ) | Preview gample ) | Primabke POF |

Contas Paga Selug

General Options
Fage tems & Prinj cusenl salaciion of gage ileme
T Pami al combirations of page dams

Sl g Bemis & On he first page
1 Blawir

Showttle & On he fisst page
T ey

Data & Print all rowrs and columns
" Prini anly the sowa and colyming Bl am deplayad in e croesiab o labla
FF Prine Header
F Prire Footer
Cresstab Options

¥ Print crossiab
F Repeat header calls an svery gage

Printable Page Options page
3. Click the Printable PDF button.
4. A confirmation will open indicating that the PDF is ready to be viewed.

ORACLE Discoverer Viewer

Business Intelligenca

Connect > Workpooks = fin_mon mar repods. DS - Expen Encum By Wonlh =

PDF Ready

The complete POF document has bean generated. Please click the link below to view ar save if
.@ Chck to view ar save
Hetum to workshest

PDF Ready page
5. Click the Click to view or save link. Your PDF file will open.
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» To run areport within the same workbook

1. Under Worksheets, click the report link that you would like to run.

Worksheets

sheet 1
Cluarterly Mgr Praj_Form
oheet 2
Expen_Encurn_By_ Month

Worksheets
2. Perform any actions, as previously instructed.

Performing an Account Inquiry through GL

An account inquiry retrieves and reports on the posted balances to the FMS General Ledger. You
can perform an account inquiry to view actual, budget, and encumbrance account balances for
summary and detail accounts. You can also search the FMS General Ledger for specific journal
entries, sub-ledger Payables, and sub-ledger Receivables. To perform an account inquiry, please
refer to the Account and Fund Inquiry guide for detailed instructions.

Post Journal Vouchers to Correct Errors

Users will review reports to identify any erroneous postings. If corrections are needed, users will
be responsible for posting journal vouchers in GL to correct errors. To post journal vouchers,
please refer to the Creating Journal Entries guide for detailed instructions.

13






WORKSHEET OVERVIEW

Accessing the Worksheet

Users have the ability to access a worksheet directly from the notification, or by use of the
Navigator to open the Worksheet Inquiry form.

Accessing the Worksheet from the Notification
1. Loginto FMS to open the FMS E-Business Suite Home Page.

2. Under the Navigator, click your Financial Monitoring responsibility, labeled as MCPS
[Budget Area Name] Fin Mon Bud User.

Navigator

Ede h.wlr'lamr
MOCPS Dapt Tech and Mod Fin Mon Bud User
88 Profils

Worksheot

!‘.-i Ill. _!..;

3 Diglobute

= Operalions
iﬁ-—.'- il Faramefers
| ko I
Repoits

.I.ﬂ :"J"

_ld _I_J-

A Sgl

E-Business Suite Home Page: Navigator
3. Under WorKklist, click the Full List button to view all notifications.

Warklist
Full List
11-5 *l lext§ =
From Subject |Su||t I
Kinn, Candice Worksheet 85118 is distributed to voy, 09/07/2007
Kinn, Candice Worksheat 85116 is distribided to you 0907 /2007
Kinn, Candice Worksheet stage move is over for B40ES 09/07 /2007
Kinn, Candice Worksheet stage move is over for 35106, 0907 /2007
kann, Candice Worksheel freeze is complete for 85116 0907 /2007

E-Business Suite Home Page: Worklist

15



4. Select your worksheet notification and click the Open button.
5. Under References, click the Form Name link to access the worksheet.

I i
(1 Information
Thes nidficalion dogs ral raqure 3 mepanss

Worksheet 87117 s distributed to you

0 | | Beasign | | Bequess infarsnanion |

Fram Kidn, Candice
To MCMOMTGA
Fam MRANZT 17:97:12
0 4T
Tea Following warksbae) 1= detnbyled 1o you

Hama - Dapt Tech and Mad - 87417
Budiges Group - Degl Tach and Wid

InsliEsane
‘four Fmamcial Mondanng warksham is svadatle far you 1o complate yoor projechons. Flease haw theta propctions beck to the Budges Ofice o |ater than Oclobe
Tth

Tew CHobsl Witkehest D s 58055 fr uneng your repods m Discosner
Referances

B Fa ifmg

Worklist: Notification Details page

6. The FMS form-based application will open to the Select Worksheet form, displaying your
selected worksheet. Click the Open button.

% NOTE: If you did not select a specific responsibility prior to viewing your notification
and accessing your worksheet, you will be prompted to do so before your worksheet is
opened. Select the appropriate responsibility and continue to the Select Worksheet form.

[
—-I Budget Group ‘Worksheei Warksheet Name Global Workshest Name
. Dept Tech and MoliTRiH iDept Tech and Mod - 87117 [FY2008 Financial Monitorir =
| |
I |
| |
| |
| I
| [
| |
| | -
L] k
Constraints [ Operations J [ Distribute J Cipen ]

Select Worksheet form
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Accessing the Worksheet from the Navigator
1. Log into FMS to open the FMS E-Business Suite Home Page.

2. Under the Navigator, click your Financial Monitoring responsibility, labeled as MCPS
[Budget Area Name] Fin Mon Bud User.

Navigator
Ede h.wl!mur
2 Dadly Bysingss intefbgence | MCPS Dept Tech and Mod Fin Man Bud User
Admeniisliglos | 38 Profie
CPS Dept Tech and Mod Fin M
ept Tech and Mo n Hon Workshest

&8 Moddy
88 Dustrbute
&8 Operations

&8 Locsl Parameiers
_a kghagl Ly

Heports

3 View
o Sl

Navigator

3. On the right hand side of the Navigator, click Worksheet Inquiry under Worksheet. The
Select Worksheet form will open.

El
Budget Group Workshesi Warkeheet Name Global Workshest Name
B I I a
| |
| |
| |
| A
l l
| |
| |
| | -
i ¥

Select Worksheet form

4. You must perform a search to select and open your worksheet. Click the View menu option.

17



5. Select Query by Example and click Enter.

MFnlder Tools Window Help

Show Mavigator @[ € 11 [h e

I Zoom

Find..

Find All
8 Query By Example .et |
- Fecord b Bur -
Cancel —

| Translations..

Attachments. . Showe Last Criteria

Count Matching Records —
| BummanyDetail ' |

- Reguests |

i,

Query By Example menu option

6. The first line on the Select Worksheet form will be highlighted blue. To complete the search,
return to the View menu option.

7. Select Query By Example and click Run. The search will return the worksheet(s) to the
Select Worksheet form. Select the appropriate worksheet and click the Open button.

% NOTE: You may also perform a query search using the following keyboard shortcut:
F11 to enter the query, then Ctrl F11 to run the query.

=]
Budget Group ‘Workshest Warksheet Name Glabal Warksheet Name
[ oept Tech and Mok T Dept Tech and Mod -92062 Y08 Financial Monitoring =
Dept Tech and Mo 87117 |Dept Tech and Mod - 87117 |FY2008 Financial Monitoris

Select Worksheet form

18



Viewing the Worksheet: Worksheet Components

1. Open your worksheet by use of one of the techniques, as instructed in the previous section’s
Accessing the Worksheet.

2. The Worksheet Summary form will open following the completion of all procedures for the
Select Worksheet form.

o T 3T et s i S e R e i s s et s s S

Budget Group  (AETARICTETRET) il]nparu'nnnl of Technology Modemization and Su

Wiarksheot :“8?113' [Dept Tech and Mod - 87117
Extract | |
Base VWorksheet 6068 [FY2008 Financial Monitoring WS
—_— p——————
Created on [D9/102007 Created by |MCKINNCA
Submitted on | Submitted by

Description ?Crea!ed from the worksheet BG068 for budget group Depariment
|of Management, Budget & Planning - FinMan

Due .Hams | | .i:!éta éélecﬁnn )

Worksheet Summary form

3. All worksheet data has been predefined and carried over from the global worksheet. On the
Worksheet Summary form, click the Data Selection button to view the predefined range of
data applied to your worksheet. The Data Selection form will open.

19



© Data Selaction .

Budget Group itlaplTuuh am  Depantment of Technology Modernization and Su

Worksheat 87117 Dept Tech and Mod - 87117
W (5lobal Profil
Selection Conditions Year Prafila Senace Package Profile
Slage M‘“ ~ Segment Ordqr —_—
Cirder by
Template |
Thern by
Years |Eelamed |
R i Then by
Semice Packages ' Selected |
Account Type !_-ﬁ“— ¥
Currancy Type !m -

Data Selection form

4. Close the Data Selection form and return to the Worksheet Summary form. Click the Line
Items button to open the Worksheet Lines form.

OWOIKEREEE LINEs 3Tl Il Dl Dl Tl D DD DD e L T D DD D D LD D DD

Budget Group  Dept Tech am  Depariment of Technology Modemization and Su

Workshest BT117 Dept Tech and Mod - 67117 Stage  September Dept Submissic
® Budgst Years Earliest First Last
Bydgat Periods FY 2008 [ ﬂ FY 2008 [ ﬂ FY 2008
) FY 2006 FY 2008 FY 2008
Senice

Account Package Biidge Encumbrance Actual
'|1 AZ101.000.01 503030 000000 1A 3 2.715.00 0.00| 0on| -

01.42101.000.01 501002 000000, BASE [ 0.00 130,339.00 | 7.947.00 |

01.42101.000.01 504001000000, BASE 473.00 0.00 | 0.00 |

01.42101.000.01 503033000000, BASE 5,910.00 0.00 | 0.00 |

01.42101.000.01 501040.000000. BASE 0.00 42,968.00 | 2,549.00 |

01,42101,.000,01 504007 00000, BASE 728,00 0,00 | 0,00 |

01.42101.000.01 503031000000, BASE ' 4813.00 0.00 | 0.00 |

Tatal | 14,639.00 -173,307.00 | -10,496.00 |

Account Descriphon J 3

General Fund.Depth. of Technology Moder. Default.Adminisiration. OFFICE SUPPLIES.Default. Default.Default.De

Pariod Amounds [ agalculate [ sndar at |ter [

Worksheet Lines form

20



5. The Worksheet Lines form displays the amounts for each account, according to the year
profile setup. Refer to the following table to view worksheet column descriptions:

Worksheet Column

Description

Account

The accounting string for which each projection will be made.
An associated account description is also provided on the
bottom of the form. See the Account Description field.

Budget

The current year actual budget, which includes temporary and
permanent budget revisions that have been posted to the GL as
of the cutoff date

Encumbrance

The GL’s encumbered balance as of the cutoff date. The
encumbrance is the amount of outstanding balances on open
purchase orders.

Actual

The actual expenses that have been posted to the GL as of the
cutoff date.

Estimate

The estimated expenses for the current year, which MCPS will
update to reflect the projected year end balance.

Table: Worksheet Column Descriptions

P To Filter Account Data

1. Click the Find (flashlight) toolbar icon. The Find Accounts window will open.

Lo

Fund
Department
=chool

Category

Account

Grant
Frogram
Activity

Interfund

|Qanceljl (Clear)l | Help

Find Accounts window

2. Enter the range of accounts, or single account, that you would like to view. Click the OK
button. For account structure inquiries, please refer to the Chart of Accounts guide.
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COMPLETE PROJECTIONS

Users will update year end projections on a monthly basis in the estimate field on the worksheet.
Projections will include general funds and grant funds (budgeted and non-budgeted).

Entering Year End Total Estimates

Enter your projections under the Estimate column on the Worksheet Lines form.

1.
2.

Log in to FMS to open the FMS E-Business Suite Home Page.
Under the Navigator, click your Financial Monitoring responsibility, labeled as MCPS

[Budget Area Name] Fin Mon Bud User.

Navigator

2 Daily Business Intelligence
Administrator

BIMCPS Dept Tech and Mod Fin Mon
Bud Use

3 MCPS Disco Plus
) MCPS Disco Viewar
| Preferences SSWA

_'_I:"" ydget S er Llser

On the right hand side of the Navigator, click Modify under Worksheet.

[MCPS Dept Tech and Mod Fin Mon Bud User

(@ Profile
Worksheet

IE kA i {77

[ Distribute

[E8 Qperations

[ Local Parameters
B Workshest Inguiry

Repons
[ Run
@ St

Edit Mavigator

E-Business Suite Home Page: Navigator
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4. The Select Worksheet form will open.

&3
Bugnrolp. JWorkehedt . ||Veoskshed Nams | Global Workshest Nams

1 |

e e ==

Comslrants Oparations Digtributa Dpan

Select Worksheet form

5. Search for and select your worksheet. (See Accessing the Worksheet). Click the Open
button.
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6. On the Worksheet Summary form, click the Data Selection button.

O Wiorksheet Bummary

OITIN T WL - Depariment of Technology Modernization and S

67117 [oeptToch and Hod 67117

Created on el Created by m
Submitted on Submitted by _

EE U Created from the worksheet BA0GE for budget group Department
of Management, Budget & Planning - FinMon

Sece oo

Worksheet Summary form
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7. The Data Selection form will open.

9.

2 Data Selection

Hud

Selection Condifions

Stage ~ Segment Order

Order by I
Then by |
Then by |

Template |

Years | Selected -

Senice Packages |Selected

Account Type |All ]

Curency Type |Currency "

Data Selection form

On the Data Selection form, you must verify the budget stage. Under the Selection
Conditions tab, in the Stage field, click the LOV button to select your budget stage.

Blage Sequance
September Inibal YWorkshest 10
September Dept Submission 20
Septamber Final 30
Oclober Initial Wiorksheet 40

Ociober Dept Submission 50
Qclober Final G0
Mowember Inilial Warksheel T

LOV: Budget Stages

Typically, you will select the last Department Submission sequence on the list. In any event,
be sure to select the prior month’s department submission. Click the OK button.
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2L Ene o Dept Tech ang8Department of Technology Modemization and Su
Worksheet CIE Dept Tech and Mod - 86173

Selection Conditions

Stage M ~ Seqgment Order —————————————

Cirdar by
Template |
Thamn by |
Years i__SnInmnd X
Then by |

Suvis Peciages
Account Type iMI -
Curiency Type |Currency |

Data Selection form

10. Close the Data Selection form and return to the Worksheet Summary form.
11. On the Worksheet Summary form, click the Line Items button.

12. On the Worksheet Lines form, use the horizontal scroll bar to view the Estimate column.

ept Tech anid Department of Technology Modemization and Su

117 Dept Tech and Mod - 87117 | September Dept Sub
FY 2008 o= | |FY 2006 =p | |FY 2008
1.42101.000.01.503030.000000.|BASE 0.00 o.oo -
1.42101.000.01.503031.000000.(BASE 0.00 000 0.00
1.42101.000.01 504007 000000.(BASE .00 .00 0.00
1.42101.000.01 504001 000000 BASE 0.oa 0.oa .00
1.42104.000.01, 503033 (00000 BASE .00 0.on 0.0
1.42101.000.01. 501002 000000, BASE 130,339.00 7.047 .00 7.047.00
1-42101.000.01.501040.000000. BASE 42.968.00 2.549.00 2,549.00
173,307.00 10,496.00 10,496.00
a4 ®
General Fund.Dept. of Technology Moder, Defaull_ Administration. OFFICE SUPPLIES.Defaul.Default. Defauli.De
Period Amounts Recalculate Standard Budgal Nems Rewen Prajctions

Worksheet Lines form
13. Type your estimate for each account in the corresponding Estimate field.
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14. Save your work.

Entering Period Amounts

Users will update the year end total projection and provide detailed monthly projections on a
monthly basis.

1. On the Worksheet Lines form, select your first projection under the Estimate column.

D ivorksheed

S September Dept Submissic

Earliast Fi

Fy 2008

Actual

Worksheet Lines form
2. Click the Period Amounts button.

=) Budget Periods - FY 2008 Estimate

F |. ,_'|_||_||_| ] ol F T ._'| '-::' F |. :|:||:||_|

E' Fl._'l

¥ 2008-9 ¥ 2008-10 FY 200811 f 2008-12

;;Q—J

Year Amount 1,000.00
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Budget Periods window

3. Your year end total projection will be distributed equally over the remaining periods. Modify
the period amounts to accurately reflect your monthly projections.

%} NOTE: The sum of your period amounts must equal the total year amount displayed in
the Year Amount field. An error message will appear should the amounts fail to match.

4. Click the OK button.

5. Continue to modify period amounts for your remaining year end total projections under the
Estimate column, as instructed in the previous steps. To update your projection total,
periodically click the Recalculate button on the bottom of the form.

6. Save your work.

Completing a Deficit Projection Form

In the event of any projected surpluses and/or deficits, users will be required to complete a Deficit
Projection Form, to be attached (see the following section Attaching Files to a Worksheet) to
the worksheet for submission to the Budget Office. The Deficit Projection Form will be made
accessible through the MCPS website.
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Attaching Files to a Worksheet

Users may attach text and other files to a worksheet.

1. Return to the Worksheet Summary form.

SRR METURCTETET] B Department of Technology Modermization and Su
UACC eI WDept Tech and Mod - 87117 _
Extract |

Base Workshest il FY2008 Financial Monitoring WS

BEEE L Created from the worksheet 86068 for budget group Departiment
of Management, Budget & Planning - FinfMon

gt Secton

Worksheet Summary form
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2. Click the Attachments (paperclip) icon on the toolbar. The Attachments form will open.

on end suppon

May Be Changad

Endity MName: Warksheet

Publish to Catalog [Hacurment Catsalag

Attachments form
3. Inthe Category field, select Miscellaneous from the List of Values.
4. Optionally, provide a description for the attachment in the Description field.

5. Inthe Data Type field, select the attachment data type. Attachment data types will typically
be either text or files.

% NOTE: If a file data type if chosen, you will be prompted to upload the file. If a text data
type is selected, use the blank space on the center of the form to type your attachment.

6. Save your work. The attachment will always be viewable from the Worksheet Summary
form by clicking the Attachment icon on the toolbar and opening the Attachments form.
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SUBMIT PROJECTIONS

Based on the budget hierarchy, users will either submit worksheets to the department approver, or
directly to the Budget Office.

1. Return to the Select Worksheet form.

=
Budget Group Workshest | Worksheel Name | Glabal Worksheet Name
' Tech and Mo IDcpI Tech and Mod - B2062 FY08 Financial Monitoring =
17 |Dept Tech and Mod - BT117 FYA008 Financial Monitorir

|
|
|
]

L] ]

Constraints Operations Distribute Open

Select Worksheet form

2. Your current worksheet should be selected. Click the Operations button. The Worksheet
Operations form will open.
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3. On the Worksheet Operations form under Process Type, select Submit Worksheet.

Warkshiat Owvirrridi Rewviow Gioij
Worksheet ID - e
UE o Dept Tech and Maod - 87117 | = =

Process Type

Comements 1 B Sroup

s ence P [ S ercers

Worksheet Operations form
4. Click the Start Process button.

5. A Note window will open, indicating that the request has been submitted. Click the OK
button.

(© niote

‘ Concurrent Program request subrmitted. (REQUEST ID=1307651)

Note window

6. To view your request, click the View menu option and click Requests.
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7. The Find Requests form will open.

2 Find Requests

® My Completed Bequests

ests In Progress

Request ID

Mame

Date Submitted

Diate Completed

Regquestor

Minclude Reguest Set Stages in Query

s[5 CH=1 Request ID .
Selact the Number of Days to View
T ————

Find Requests form

8. Click the Find button to view the status of your request.

Refresh Data Find Requests Submit a Mew Request. .
rksheet Operations pleted  [Mormal 117, B492, SUBMIT, N, LOC =
Hald Reqiral “iew Datails,,. Wigw Output
Cancel Reguest Diagpostics Wiew Log..,

Requests form
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