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Module Overview
The Budget Load Module is designed to load budget entries on the ledger in SMART.  There are two areas to work from -Current Ledger View and Worksheet.  In Current Ledger View you will see the current ledger accounts and their budgets – Original, YTD, Forecast Scenario 1, Scenario 2, and Scenario 3.  In this area you will be able to move budgets from one to another or clear an existing budget.  In the Worksheet area you will load individual accounts and budgets or load budget data from a spreadsheet.
Security

The user must have access to the Budget Build Module in Security under the Module Assignment.  If the user is authorized to zero out or move entire budgets check the Full Ledger updates under User Permissions.
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Opening the Module

To Open the Budget Load Module, select Finance – Budget
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In the module there are two tabs, Current Ledger View and Worksheet.   The Current Ledger view will list all the accounts on your ledger and their associated budgets as Original, YTD, Forecast, Scenario 1, Scenario 2, Scenario 3 as well as YTD Actual.  The Worksheet is used to load and update budgets.
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Use the filters at the top to view accounts as you would in Transaction Analysis. You may change the order of any of the columns by clicking and dragging the column heading to the desired location.  To scroll through the list use the scroll bar on the right. The totals at the bottom reflect what is in the filter only.
Current Ledger View

The Current Ledger View tab will enable you to Zero out budgets or copy entire budgets from one to the other. You must have authorization to full ledger updates in security.  It is important that no other users are updating any account budgets during this time. Select Action - Copy. Window will appear (see below.)  Select the budget you wish to copy and the select which budget to copy it into.      Your entire budget will be affected.
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If you want to move a budget into the worksheet area select “Worksheet”.

Once you have selected OK you will get a confirming message:
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Click “Yes” to proceed. 
A screen will appear reflecting the changes to your budget.  You may print this report or close it. This example shows the Scenario 1 Budget copied to Forecast.  
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Setting a Budget to Zero
A Budget may be set to zero from either Current Ledger View or the Worksheet Area.  To clear all amounts from the entire ledger go to Current Ledger View – Actions Set to Zero.  Select the Budget you wish to clear on the pull down.  Remember from here it will set all accounts to zero regardless to how many accounts are viewed on the screen.  
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Zero out partial budgets

This may be done by copying a select group of accounts into the worksheet area first.  Then select  Action – Update – Set to Zero.  Only the accounts in the worksheet will be affected.

Worksheet Area
The Worksheet Tab is the area used to load budgets to individual accounts or groups of accounts.  You may also load an excel file. You may bring over groups of accounts from the Current Ledger view. To add individual account budgets line by line select the new record icon (little piece of paper with the sunshine). Key the account number then using the <tab> key to scroll across columns.  To progress to the next line use the <down> arrow key.  You may drag the columns around to suit your data input needs.
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You may need to clear out an old worksheet. To do this, use the pencil eraser icon labeled “Clear Worksheet” at the top.  A message will appear warning you of this action.  Select OK to continue.

If an account is inactive or frozen the record will turn pink and an error message will appear. The account must be active to update the ledger.  If the account has a status of pre-frozen the line will appear yellow. It will allow changes to the Original or YTD budgets but not Forecast.  You may select errors only and review the accounts. At that point you may select the Delete Errors button to delete all the errors.  To delete individual errors select that account and use the delete icon. Please note the “dot” on the left of the account.  This is the line that you are focused on and will be the line deleted.  To delete multiple accounts hold down the control key and use the mouse to click on additional lines. You may need to make changes to accounts in SMART Ledger Maintenance. After making changes to the account in Ledger Maintenance the errors will remain until attempting to update by selecting the appropriate action.  Those accounts will then be validated and should process successfully. 
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Once you have completed the data entry you will be ready to update the budget.  Select Actions – Update Budget. Select the Budget you wish to update from the pull down (see below).  You will receive message confirming your action. Click “yes” if you wish to continue and “no” if you want to cancel.  As with Current Ledger View Actions a report will also appear reflecting the changes to your ledger.
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The worksheet will remain intact until you overlay with a new worksheet or clear the worksheet using the Clear Worksheet icon (pencil eraser icon).
Exporting the Worksheet
If you would like to get a listing of the worksheet including errors (you may also select errors only) go to File – Export.
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Browse to a location and name the file.  Click Save.  [image: image14.png]+ @ ok B~

i
[ElMicrosoft Offce Excel 2003
[Microsoft Offce Word 2003
ravabie

B resacomect

) Shortet to RESA

1 hortost to Smart.

B smarex.

G- ISpybot - Search & Destroy.

B VPN Clent
Swsoara

Swsoaraz
[lwmp11-windowsxp-x86-enu





The file will be saved as a .CSV file. It will open in excel and then can be saved as a workbook.
Load Worksheet – From Ledger View
You may load the worksheet from your current Ledger View.  From Current Ledger View Go to Actions – Copy.  Select Worksheet as the “To” budget.
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The Worksheet area will appear with your “From” Budget. Amounts and accounts may be changed or deleted before posting it to the ledger. To delete items from the list you may use the “delete” icon.  To select multiple lines at a time hold the left control key down while selecting the lines as you left click your mouse. Remember the line with the “dot” are the lines being selected – not the black arrow on the left of the account.
When you are ready to post to the ledger select Actions and the budget you wish to affect.  Remember changing the Original Budget will always change the YTD Budget.  If you need to change only the YTD Budget you will need to do that after loading the original.

Using Filters to Load Worksheet from Ledger
To load a partial ledger to the worksheet, go to the Current Ledger View Tab.  Use the filter as you would in Transaction Analysis to select the group you would like to work with.  In this example the accounts selected are class of “1” , Program “001” and Fund “G”.
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Select Actions – Copy.  Select the Budget you wish copy from and select worksheet as the budget you wish to copy it to. Only the accounts listed in the Current Ledger View will be copied.
 [image: image17.emf] 
The screen will open to the Worksheet.  You may now work with those accounts and budgets and upload as before.  Please note when using the filter in the worksheet area only those account will show but updating the budgets will update all accounts in the worksheet.  See message “You have more accounts in the worksheet than displayed” Clear the filter on the right of the account filter to see all accounts in the worksheet.
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Load Worksheet – From File

Your spreadsheet should be formatted appropriately for the program to find and import the data successfully.  The following rules apply:
1.) The account number may be in one column with the heading “Account”.  It can also be separated by columns and have these specific column headings (see below).

2.) The data should be formatted as text and amounts should all be positive.
3.) The column headings containing the budget amounts should be labeled “Amount”.
4.) If your spreadsheet contains more columns that required those will be ignored for this process.
Excel tip:  To save values instead of formulas – highlight column; select Edit – Copy; Edit – Paste Special – select Values <OK> <Enter>.
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To load the excel worksheet into the budget module and update the ledger click on the load from file icon or choose Action – Load Worksheet – From File.
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Browse to your file containing your budget.
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 Click the “Open” button.  

Your data should appear on the worksheet grid.  As before, make any changes (adding changing and deleting) to the worksheet.
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In the example below there are several accounts with “???” in segments of the account number.   The error description reads “Unknown Account”.  This may occur if the cell was formatted incorrectly in the imported spreadsheet.  You may correct them by placing your curser over the “?” segment and key in the correct number directly on the worksheet.  If the account is now “known” it will be removed from the error status.  
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After making the appropriate changes to the worksheet you may now load data into the specified budget.  Select the Action – and choose the budget you wish to update.  As mentioned earlier, this will update SMART ledger fields.  A report reflecting the changes will appear.  You may print this report or close it out.
Budget Change Report
To print a report reflecting changes made by a particular user go to View – Budget Changes Report.  A window will appear. You may choose a date range along with a user.  
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The following “Budget Tracking Report” will appear for printing or exporting.  To export to an excel file choose the envelope the red arrow and follow the dialogue.  
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View Changes in Transaction Analysis

To track changes made to the any of the budgets you have affected open Transaction Analysis. Select the account you wish to view in the mask.  Click on the “Budget” tab at the bottom of the By Account screen.  The detail below will appear.  You will see the date changed, the updated budgets, and the user who made the change.
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