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BUDGET TRAINING CLASSES

The Budget Department offers budget training classes~
BUDGET DEPARTMENT ~BUDGET BASICS~ New to budget or need additional clarification.

BUDGET DEPARTMENT ~BEYOND BASICS~ More in-depth budget training and clarification.

BUDGET DEPARTMENT ~BUDGET TRACKING~ Getting organized —tracking the five areas that do not post to the
budget immediately.

Please register for the above Budget Department training classes through Pathlore.

CCF FORMS Points of Interest

~Electronic CCF-359 (BUDGET APPROPRIATION TRANSFER FORM) for funds 1000000000 and 2500000000
The paper CCF-359 is no longer accepted for funds 1000000000 and 2500000000. A short training video on how to complete the
online process can be found at the ERP training website. Please go to http://erp.ccsd.net/TRAINING/Pages/default.aspx and select
Budget Transfer under the Training Videos. Users are encouraged to visit the training website and view the training video. Once again,
this only applies to funds 100 and 250. Transfers involving all other funds will continue to use the current process.

~CCF-358 (EXPENSE ADJUSTMENT) is used to move an expense that has been coded to the wrong Cost Center or G/L Account. The
expense must have posted in your budget, under the EXPENSE column, before you can process the adjustment.
Send to: ACCOUNTING DEPARTMENT Attn: Nancy Allen
If you have questions regarding the CCF-358 please call Nancy, in the Accounting Department, @ 799-5338 ext. 5416

~CCF-375 (TRANSMITTAL OF MONIES) is used to send in a check to be deposited in the school's budget. Please do not add cents;
round up to the nearest dollar. All checks sent to the Accounting Department for deposit, in to the units budget, will automatically be
posted to the Cost Center, Internal Order, or Grant you designate along with the proper GL Account number.
Always use SAP coding when sending in a check to be deposited to the school’s budget.
Send to: ACCOUNTING DEPARTMENT Attn: Denise Zimmardi
If you have questions regarding the CCF-375 please call Denise, in the Accounting Department, @ 799-5338 ext. 5406

~CCF-5 (AUTHORIZATION FOR EXTRA PAY) is used when paying employees extra duty. Always use BUDA coding when sending in a
CCF-5. NEVER pay a CCSD employee from the school bank account for additional hours worked or services rendered. All CCSD
employees MUST be paid on a CCF-5 when working additional hours over the regular allocated work day. Call the Budget Department
@ 799-5452 to inquire if you have, or need, a fund 270-Special Revenue account. NEVER send a school check along with the CCF-5.
All school checks must be sent to the Accounting Department along with a CCF-375 (Transmittal of Monies). The check should be
coded to the cost center/internal order it will post to in SAP. Please call the Budget Department if you need help with coding.

Note: CCSD employees should never complete a W-9 form for additional hours worked. Any, and all, additional hours over the
regular allocated work day are considered Extra Duty and must be paid on a CCF-5.


http://erp.ccsd.net/TRAINING/Pages/default.aspx
http://erp.ccsd.net/TRAINING/Pages/default.aspx

Points of Interest, continued

~Cost Center renamed in FY12 — The Communication cost center has been renamed to Admin.

~Fund 170-Internal Order, Facility Rental/Energy Rebate was changed in FY11 to Facility Rental/Utility Rebate “Fac Rntl/Utility Rbt.”
This 10 will accommodate the facility rental reimbursements, energy rebates, and the district-wide recycling rebate program. Schools that
agreed to participate in the District-Wide Recycling Program will receive a share of the savings by working with the school's custodian to
recycle. The savings are generated by removing waste dumpsters and replacing them with recycling bins. If you are not currently
participating and would like to, please contact Michael J. McGrath in the purchasing department, 799-5225 x5486 or Katie Duffy in the
operations department, 799-5265 x5021.

~DO NOT code CUSTODIAL or FIELD TRIPS to any fund except fund 12000000000.
~DO NOT expense adjust CUSTODIAL or FIELD TRIPS out of fund 2000000000.

~Items purchased for personal use, staff or student, can not be purchased from District budgeted funds. (i.e. trophies, pins, shirts,
jackets, cap & gowns, corsages, tux & formal rentals, tickets (example: Shark Reef, Lied Museum) staff/student incentives, office
/holiday decorations, etc.)

~Expenditures of Public Funds for Food, Beverage, and Related Costs
In general, District funds should not be used for “hosting,” which is defined as expenditures for food, beverage, and related items.
(i.e. staff in-service training, new teachers’ luncheon, student or employee recognition and appreciation, holiday or get well greetings,
bereavement.)

~Cost Centers and GL Accounts do not appear in your budget until there is activity in them.

~Negative Cost Centers and/or GL Accounts
Negative Cost Centers and/or GL Accounts are acceptable. Itis the Cost Center Group’s overall Available balance you must monitor
closely. This balance should never be in the negative.

~ Budget Inquiry Report
A short training video can be found at the ERP training website. Please go to http://erp.ccsd.net/TRAINING/Pages/default.aspx and
select Budget Inquiry Report under the Training Videos.

~School Safety Funds - FUND 7000000000

The Risk Management Department is funding each school site with $1,000.00 to be used towards safety related items for your campus. In
an effort to improve safety and control risks on school campuses the Risk Management Department developed a team of Senior Risk
Control Analysts. As you identify items of need, please work with your Senior Risk Control Analyst and Facility Service Representative to
ensure that we spend this money on the best possible solution available. The ending Available balance from FY11 will roll over in to FY12
in October.

Any questions can be referred to 799-6496 or you can contact Risk Management Mail on Interact.


http://erp.ccsd.net/TRAINING/Pages/default.aspx
http://erp.ccsd.net/TRAINING/Pages/default.aspx

START YOUR DAY BY LOGGING IN TO THE ERP WEB SITE. erp.ccsd.net

There is a wealth of information to be obtained here.

. ERP’s WEBSITE

CLARK COUNTY SCHOOL DISTRICT

ERP Home

( Employee Business Training | <——

Visit the Training Homepage for announcements,

!
* class schedules, manuals, videos, the Tip of the Day
e and more!

Enter the CCSD Portal from this link.

"l Upcoming Classes v
. - Seats
Avail

Online Absence Reporting - QARS 9/6/2011 038:00 AM 9  enroll

Windows Server Administration 9/6/2011 08:00 AM 17  enroll

Windows Server Overview - Migration 9/7/2011 08:00 AM 8 enroll

Help Desk
SASL: Intro to SASI 9/9/2011 08:00 AM 3 enroll
? [ C ]A LL SAP: Shopping & Budget Basics 9/13/2011 08:00 AM 10 enroll
F02) 799-3300
L
em— - 12345 q .
WAN 0095-3300 Purchasing Department Directory
Current news for Finance and Purchasing can be found here. Listed is the buyer for each material group.
— S ———
Financ/ wchasing and Warehousing
First Allocations The First Allocations for fiscal yvear 2011-2012 hawve
ez El=rEies ans Frais] n S @ = Purchasing and Warehousing Web site
The School Allocaotion Detail Computations report is — = Shopping Cart Catalog
available through Portal. To view your site's = Adopted Textbook Catalog
1l ti 3 .
fagc:;:: tlc?xrtal > Budget > School Alloc Computations = Mountain State Textbook Catalog \'"4

> type in yvour location’s three digit location number > -

urchasing epa men ew e lates urchasin a men

t"’ e P h D rt t Wiew the latest Purchasing Depart t
EIERTES Directory Directory




ERP’s WEB SITE

In the ERP website, Training Tab, you will find SAP Training Manuals, Training Videos, Training Calendar, and Tip Of The Day.
Please take advantage of these valuable resources.
The “Understandifg Budget & Reconciliation” training is highly recommended and very helpful in tracking your budget.

CCSDY

ACHOCE. DRECTICT

Training Calendar at a Glance

= O = ) = O o = = : :_ = . = = = & = ) =
3 o to [ e oY e e 3 Ares o SAP 0So ) =, Adobe Acrobas =< September 2011 =
O e Absence 0 o (DA = =50 = anageme e Sun Mon Tue Wed Thu Fri Sat
o T o =T 5 D Plegce use 5 o register for classe g 29 30 31 1 2 3
4 = [ F g a 10
11 12 13 14 15 1f 17
- - _ _ — 15 19 20 21 22 23 24
g'l]!ir;!‘;gr;::f;ﬂ Bﬂlcrnsuﬂ Dﬁ_"lce EDjD has now been released _and the Employee I_Eiuslness Training 75 %5 27 2R 29 30 1
epartment is offering classes on the Essentials. Go to the Online Content search = 5 4 c & - g

in Pathlore and type "Office 2010" to view a prerequisite 20-minute video.
Tip Of The Da

For an overview of the new features {as shown at the Educational Computer

Strategists meetings), click What's Mew to view a brief presentation. PRINT MULTIPLE INTERACT
EMAILS
" . Select multiple email messages
Online Manuals and Yideos {hold the CTRL key as you
= — = click) then right-click and
SAP Tr'a/nlng Manuals Tramning Videos choose Summarize Sefected.
Shopping B Budget Basics !Revized Using the New Shopping Cart Catalog Resources

Budget Inquiry Report

Shopping/Cart for Custodians 'Revised
Buy on Behalf

# Training Calendar

: 1 E ..
Drderlr‘lr _E-xthDkS 'evized - Invoice Approwval ® Training Lab Maps
[Understanding Budget & Reconciliatior] !Reuissd Totaling Budget Detail e Course Offering Guide
SaP for Administrators 'Revised Substitute aApproval - Universal Waorklist
SAP for Librarians 'Revised Fired Assets (updated)

SAP for Librarians Describe Requirement

SaP for Librarians Quick Reference 'Reuised
Budget Transfer

Budget Transfer Quick Reference 'Bevised
Fixed assets Quick Reference

FPersannel Mumber Report

Trackahble Inventary Quick Reference !kew




ERP’s WEB SITE

In the ERP website, Links Tab, you will find links to various CCSD Departments.
Drill in to “Budget and Finance” — Pypfications - to view Budget and Statistical Reports (present and previous) or

g and Hints to view Training Manuals and Videos.

(AT i Downloads | Links:

Admin TEIEphu:undDirectory

Budget and Finance
—

CC5D Home Page

Food Service

Grants

Human Resources

Pathlore

Purchasing and Warehousing
School Telephane Directory
Shopping Cart Catalog
Technology and Information

D om0 & ﬁ'.x)): >

BUDGET DEPARTMENT INFORMATION

51 West Sahara Avenue, 2nd Floor
Las Vegas, Nv 89146

BUDGET RESOURCES
Announcements
Contact Us

702-799-5452 | Map O | cesdbudget@interact.ccs
Departmental ement

Transportation

Budget Calendar

Publications

Training and Hints

RELATED LINKS
Mevada legislature
State of Nevada
Mevada Department of Education
Mevada Department of Taxation
Mevada Secretary of State
Clark County, Nevada
City of Henderson
City of North Las Vegas
City of Mesquite
City of Boulder City

ERP Coordinated Traini

Training Manuals

.

Understanding Budget and Reconc

>

Shopping and Budget Basics (&

Budget Transfer Quick Reference

Training Videos

o

Totaling Budget Detail

Printing the Budget Inquiry

-

Budget Transfer

BUDGET PUBLICATIONS “

Comprehensive Annual Budget Report/Budget and
Statistical Reports

2011-2012 €—

Budget Department Training Materials
Budget Basics

* Beyond Basics
* Budget Tracking

2010-2011 *EXAMPLE-Outstanding Expenses Worksheet
2009-2010 WORKSHEET-Outstanding Expenses-EOY-Carryover Worksheet
2008-2009 “WORKSHEET-5pecial Education Worksheet




Knowing the terminology and hierarchy of SAP will help you understand your budget.

LEGACY 3 COST CENTERS:
ACCT O0OBJ PROG FUNC Fund 100 Regular Instruction
INSTRUCTIONAL SUPPLIES Cross Reference 100 Gate Proceeds
03535 0619 0100 1000 100 Empowerment
250 Special Education
SAP K INTERNAL ORDERS:
COST CENTER GROUP = UNIT Cost Centers and GL Fund 170 Dlstrlgt Project Fund
Accounts are used to (Special Revenue)
COST CENTER = PROGRAM/FUNCTION track and describe the 160 Public Education Foundation (PEF)
(Functional Area) service or commodity (221-7429)
_ obtained as the result of 161,179 & 180 Federal Grant
G/L ACCOUNTS = OBJECT a specific expenditure. (799-5224)
Cost Center Group Structure Cost Center Group,
Here is a list of all the Cost Centers at this location. Cost Centers. & GL Accounts
You will receive alist of your Cost Centers when you !
atteﬂd the 'IERP Sf}IOPIOing alnd Buiget BaBSiijS. If you do Group/Cost Center/GLaccount | Budget |
not have alist; call or email your Area’s Budget —  ES-00000 000K ES = _
Assistant, in the Budget Department, to request a list. — - = _ Cost Center Group
HS-0XXX dXooooxxxxx HS FIXXXKXXXXX ES-Regular Instructione ——=— 5t conter
i [£)5550000000 Printing & Binding | -—f-mr
93100XXXXX  , Regular Insturction 15610000000 General supplies ||
93100 XXX Library Services [£)5641000000 Textbooks -t GL Accounts
93100 XX g Field Trips [E15650000000 Technology Supplies  [---f---meemm-
O O % CotCurricular Activities [E16341000000 Equipment-Modified Accrual [
93100x XXy O student Athletics [ 9IXXXXXXXXX ES-Library Services —  -----ooooee-
I ] OO 91MMMMKHMMM ES-Field Trips | -
L Medical Supply 7 9IXXXXXXXXX ES-Medical Supply Cost Contor
93 L00XKK XXX ! Admin 7 IXXXXXXXXX ES-Admin st
EENLEE S8 Security Services OO0 9IXXXXXXXXX ES-Custodial | ——eeeee-
NN Custodial OO 91MMMMKHNNM ES-Staff Development ! — -
93 100X KK Staff Development
QI 250X A K HK Special Instructio




Cost Center Groups, Funds, Cost Centers, and Internal Orders.

The Clark County School District is required to report expenditures to the Nevada Department of Education in accordance
with accounting classifications outlined in the Nevada Financial Accounting Handbook for Local Education Agencies. Reports
are generated by FUNCTIONAL AREA. Each Cost Center has a specific FUNCTIONAL AREA.

The majority of miscoded expenditures are with the Purchasing Card. You must recode expenditures in PaymentNet before
authorization. The Purchasing Card defaults to your Regular Instruction Cost Center (CC). Example: If a transaction is for
custodial supplies you must recode the expense in PaymentNet to the Custodial CC or it will post to the Regular Instruction
CC (default CC). If these expenses are not recoded before authorization, you must complete a CCF-358 Expense Adjustment
to adjust the expense(s)to the correct CC.

COMMONLY USED EUNDS IN SHCOOLS
FUND

Cost Centers 1000000000 |- General Fund provides the instructional operating budget for the shcools.

2500000000 |- Special Education Fund provides for the instructional operating budgets for Special Education.

Internal Orders| 1700000000 |- District Project Funds used primarily to track Facility Rental/Utility Rebate funds.
Also, to track non-categorical funds deposited from the school's bank account, typically to cover the
salaries of additional substitutes or extra duty.

1600000000 |- Donations & Trust Fund used to track PEF (Public Education Foundation) and related expenses.

1610000000 |- Donations & Trust Fund (Empowerment-not restricted) used to track funds and related expenses.

000000000 |- safety expenditures for safety related items for each school campus. Risk Management funded.




Cost Center Groups, Funds, Cost Centers, and Internal Orders, continued

Grade Level Cost Centers
Elementary ENEEREES 4
MS/IHS EFEES S8 4
COMMONLY USED COST CENTERS IN SCHOOLS HS 93000000 FUNCTIONAL
FUND The last three digits are the school's location. AREA NUMEBER
1000000000 |GEMERAL BUDGET MOTICE: Each Cost Center has a specific Functional Area.
Regular Instruction X 100MKKHK |Used to track most of the school's general instructional expenditures.|FO1001000
Library Services 91004 XXX |Used to track the library instructional expenditures. FO1002220
Field Trips X 100MKKHK  |Used to track field trips expenditures. FO1002710
CoCurricular Activities [9X100XXXXX |Used to track cocurricular activities expenditures. F09101000
Student Athletics 9 100MKKHK |Used to track student athletic activities expenditures. F09201000
Medical Supply 9X 1004 X¥X |Used to track the health office expenditures. F10002130
Admin 9X100MXKHK  |Used to track school administrative expenditures. F10002410
Custodial 09X 1004 XXX |Used to track custodial expenditures. F10002610
Staff Development X100 KMK  |Used to track instructional staff development expenditures. F01002213
GATE PROCEEDS - Secondary S5chools  GXXX
CoCurricular Activities |9X100XXXX |Used to track cocurricular activities expenditures. F09101000
Student Athletics X 100MKKMN |Used to track student athletic activities expenditures. F09201000
2500000000 |SPECIAL EDUCATION
Special Instruction |5H25EI':-::-:HKK |USEd to track special education expenditures. FO2001000
COMMONMLY USED INTERNAL ORDERS IN SCHOOLS
FUND INTERNAL ORDER Six Digit Number Various FA#'s
1600000000 |Donations & Trust Fund | XxHX |USEd to track donations & trust funds eg. Public Educaton Foundation  |Use the correct FA#
1610000000 |Dunatinn5 & Trust Fund |:-::-::-::-::-::-: |U5Ed to track donations & trust funds-Unrestricted |USE the correct FA#
1700000000 |[:Ii5trict Projects Fund |:-::-::-::-::-::-: |U5Ed to track District Project expenditures. |Use the correct FA#

7000000000 |Ri5k Management |:-::-::-::-::-::-: |U5Ed to track the Risk Management safety expenditures. |USE the correct FA#




CODING EXAMPLES

INCORRECT CODING

SlallEHE . [S ..

Group/Cost Center/GLaccount

HS-0XXX Xxxxxxxx HS
93IXXXXXXX Xxxxxx HS-Regular Instruction
5519000000 Student Transportation-Other S&trees

5530000001 Communications Srvs e

5531000001 Postage <—

5534000000 Cell Phone <—

5550000000 Printing & Binding

5580000000 Travel - Other Purch Svc &

5610000000 General Supplies

5610700000 Custodial Supplies e

5641000000 Textbooks

5642000000 Library Books S

5650000000 Technology Supplies

6341000000 Equipment - Modified Accrua
931IXXXXXXX Xxxxxx HS-Library Services

5642000000 Library Books

5641000000 Textbooks FCE—

931IXXXXXXX Xxxxxx HS-Field Trips
5513000000 Field Trips
5519000000 Student Transportation-Other Sources

93IXXXXXXX Xxxxxx HS-CoCurricular

93IXXXXXXX Xxxxxx HS-Student Athletic
5519000000 Student Transportation-Other Sources
5580000000 Travel - Other Purch Svc €<
5610000000 General Supplies
5810000000 Dues and Fees

931XXXXXXX Xxxxxx HS-Medical Supply

931IXXXXXXX Xxxxxx HS-Admin
5531000001 Postage
5534000000 Cell Phone

93IXXXXXXX Xxxxxx HS-Custodial

931IXXXXXXX Xxxxxx HS-Staff Development
5519000000 Student Transportation-Other S§u+ees—
5580000000 Travel - Other Purch Svc

HS-GXXX Gate Proceeds-Xxxxxxxx HS

93IXXXXXXX Xxxxxx HS-CoCurricular

93IXXXXXXX Xxxxxx HS-Student Athletic
5519000000 Student Transportation-Other Sources
5580000000 Travel - Other Purch Svc €<

e —

Please refer to the
GL Account cheat
sheet on page 29.

CORRECT CODING

2l [@IE.[8 ..

Group/Cost Center/GLaccount

HS-0XXX Xxxxxxxx HS
931IXXXXXXX Xxxxxx HS-Regular Instruction
5550000000 Printing & Binding
5610000000 General Supplies
5641000000 Textbooks
5650000000 Technology Supplies
6341000000 Equipment - Modified Accrua
931IXXXXXXX Xxxxxx HS-Library Services
5610000000 General Supplies
5642000000 Library Books
93IXXXXXXX Xxxxxx HS-Field Trips
5513000000 Field Trips
5519000000 Student Transportation-Other Sources
931IXXXXXXX Xxxxxx HS-CoCurricular
931IXXXXXXX Xxxxxx HS-Student Athletic
5519000000 Student Transportation-Other Sources
5610000000 General Supplies
5810000000 Dues and Fees
931IXXXXXXX Xxxxxx HS-Medical Supply
5610000000 General Supplies
93IXXXXXXX Xxxxxx HS-Admin
5530000001 Communications Srvs
5531000001 Postage
5534000000 Cell Phone
93IXXXXXXX Xxxxxx HS-Custodial
5610700000 Custodial Supplies
931IXXXXXXX Xxxxxx HS-Staff Development
5580000000 Travel - Other Purch Svc
HS-GXXX Gate Proceeds-Xxxxxxxx HS
931IXXXXXXX Xxxxxx HS-CoCurricular
931IXXXXXXX Xxxxxx HS-Student Athletic

5519000000 Student Transportation-Other Sources

11



PURCHASING CARD

Most Purchasing Cards default to the Regular Instruction Cost Center within a school. This means that all transactions will post to
the Regular Instruction CC unless recoded. The majority of miscoded expenditures are with the Purchasing Card.

You must recode expenditures in PaymentNet before authorization.

Example: If a transaction is for custodial supplies you must recode the expense(s) in PaymentNet to the Custodial CC or it
will post to the Regular Instruction CC (default CC). If these expenses are not recoded before authorization, you must
complete a CCF-358, Expense Adjustment to adjust the expense(s) to the correct CC. ltis easier, and less time
consuming, to recode the transactions in PaymentNet than to complete a CCF-358, Expense Adjustment.

Please refer to Section 4.11.3 in the CCSD Purchasing Card Policy and Procedures Manual.

Also, there have been many coding errors with the following G/L Accounts:

G/L Account 5580000000-Travel-Other Purch Svc (Out-of-District Travel-Staff members ONLY) is specific to the Staff
Development Cost Center and must be a staff development function. The G/L Account 5580000000 should never be coded to any
Cost Center except the Staff Development Cost Center.

G/L Account 5519000000-Student Transportation-Other Sources (Student Travel NOT on CCSD buses; includes
appropriate staff personnel). This G/L Account may be coded to the following Cost Centers: Cocurricular Activities, Student
Athletics, or Field Trips. This G/L Account should never be coded to the Staff Development Cost Center.

PU— For ease of coding in PaymentNet; F—
Clark County School District Jee. 0
PURCHASING CARD LOG enter the correct CC/I0/GL number on
the Purchasing Card Log.
Pariod: _August  xxxx ) School/Departmient: _ XRKREROOOMIHIKE - T TR
Chweck Outt Chck I hrwa‘&-w-nﬁ
COST Conter
ntormal Ondar
EMIoy e Mame e | Dt | Thne SUDEEGH IeMs PUrcnasea Amount | Date | Time GL ACCOUNT WES Ekiment Fundg | Funcoonal Area | Receipt | STMT
1 N S e, ot 2o IDCSERWVCO Technoclogy 45500 sz | doe SES0000000 B 0100 FO1001000
2 PR N R o S cess]l e IDCSERWVCO Tachnobogy 38.24 ceos | Jsem SOSOOOCND NN o100 FOT00 1000
3 PPN M R RN MR RN I, oeos | 1ces | LATOMINS GRA Printing Fiyers S45.00 oo | 110 SE50000000 MM, o100 FO1001000
4 e e e ] T OFFHCEMA Meon Paper 11548 R R 5410000000 R MR Q100 0100 1000
5 IR R I S S e I, 1w |  BORDERS BK 1 book & S45.50 s45 50 oarer | azmas S84 1000000 M AR R 0100 FO1001000
Group/Cost Center/Glaccount Budget Shop Cart Encumbered Pcard Expensed Available
b (3 ES-0XXX Xxxxxxxxxxxxx ES 96,931.00 1,579.78 |  3,391.61]>  549.11] > 13,613.13 77,797.37

Expenditures in the PCard column can be rec orization is completed, and the expenses move from the PCard
Column to the Expensed , you will not have the ability to recode expenses. A CCF-358, Expense Adjustment must be

completed to adjust the expenses to the correct Cost Center, G/L Account, and/or Internal Order number.

12



Welcome

User i = | |

Password * | |

LOG ON

Execute or

F8 key

Budget Inquiry

Menuy |b | Save As Variant... || Back || Exit || Cancel | | System ) | | Execute || Get Variant... |

Checked

Selection Criteria
Fiscal Wear 2012

Fund

GIL Account to

\_@ne day delayed Shopping Cart data (fasten

When checking the “One day delay Shopping
Cart data” box, all shopping cart transactions,
implemented after 2 a.m., will not display.
However, the system runs much faster.

Account Assignments Input Cost Center Group...Execute or F8

i@ Cost center group ES-0%%y
2 Internal order group

O WBS group

O Cost center

() Internal order

Budget Inquiry

(IWEIS

| Menu/ |} | Save As Variant... || Back || Exit || Cancel | | Systern, | | Execute |

Selection Criteria
Fiscal Year
Fund
GIL Account

[ Jone day delayed Shopping Cart data (faster)

The year can be changed to previous years.

/

8]
L]
=
L]

No need to input Fund or G/L
Account, but it is an option.

Account Assignments

@ Costcenter group
) Internal order group
(ZWWES group

O Cost center

O Internal arder

O WiBS

ES-oxxx

No need to input Internal Order Group, Cost
Center, or Internal Order, but it is an option.

13



BUDGET INQUIRY SUMMARY REPORT with ALL FUNDS DISPALYED
“One Day Delayed Shopping Cart data” box is NOT checked

Drill in to the Drill in to the Drill in to Drill in to Drill in to the GL When the “One Day
Fund number CCG number the CC the 10 number to open Delayed” box is not
to open all to open all number to number to information checked, the Budget
CC’s & Gl'’s CC’'s & Gl'’s open all open all regarding this column is displayed,
within the within that GL’s within GL’s within GL within this which reflects only
fund CCG that CC that 10 cC Budget not Balances.
Fund Fund Descriptio Gfp | Cost Center Grp Desc] Cost Cost Center Desc Order | Order Description G/L Acggunt | G/L Account Description Budget
qnoagoaaog General Fund  |HS-0fH]  HRRHAHEREAHAHES | 9318HEHRR ] KiiHS-Feg Instruction B360000000 | ProfTech Sucs-Technical Service 2,778.00
BREOOOQ000 | Dther Purch Surs-Printinaf:Binding AR O
Crilling into Drilling in to this Drilling in to this Drilling in to BEAD00O000 | Ge| Drilling in to this orilling in to
this column columnwill not colummnwill not this column GEM000000| By column will not display | this column
will not display any display any will not SBS0000000) 5u) -y infarmation will not
display any information informaticn displayany B3H000000 | Eq displayany
information A3THRRERR infarmation B350000000| ProfTech Sves-Technical Ser!.lice- information
BE10000000 | General Supplies
| [ BE42000000 | Library Books
BEE0000000  Supplies-Technology-Felated
AHEHREEEE KEHES-Field Trips BE1000000 | Other Purch swes-Transp fr LE | 440,00
AnERERR ] BRHS-CoCurricular l BE10000000 | General Supplies T | 133.00
l- DIEREnE e BRHS-Athletics s A General Supplies - 37, 499.00
ITAHEHAR ] BEHS-Medical Supply General Supplies 986.00
AERERR ] RRHS-Communication R530000000 | Postage 15,573.00
BItERERR ] BaHS-Custodial BE10700000 | General Supplies-Custodial 18,01:2.00
HS-QZHH 504,165.00
HS-0xid Gate Proceeds-HisaH] 33 tasimRB ] BaHS-CoCurr-Gate BE10000000 | General Supplies h2,FE1.00
AHEHREHEE KEHE-Athletics-Gate General Supplies 2470.00
HS-0iE 55,731.00
1000000000 <] ————Hilling in to this Total row will not display any information P 59989600
2500000000 Special Education HS-DHH# HARRARAREEEEHE 931280 | HE¥HS-Spec Instruc SEA0000000 | General Supplies 10,919.00
HES-0iHE 10,919.00
200000000 Dirilling in to this Total row will nok display any information e 10, 91300
2e00000000 Dlonation & Trust H HS-0EE K SSRREHH L HE EDSZH FEF-IT [xuxx) 0% BE10000000 | General Suppliss 300.00
2EO0000000 Donation & Trust { HS-0EHE HRREREEEEEEE HE B0 PEF-IT [uann] 08 BRE0000000 | Travel-Other Purch Swe 300.00
2600000000 Dionation & Trust § HS-0RKE 60000
ZE00000000 Orillng in ko this Total row will not display any information = G00.00
2yo00oooo0 COither Special Rewg HE-DHHE HRHERHHEEEHE HE BO0EEH BEEF acility Bt Endg BE10000000 | General Supplies 40,266.00
2700000000 Other Special Rewd HS-0HR] HEHERARHRHEE HS RO0EHH Mon-Categorical B12E6540000  Extra Duty-Licensed §,790.00
Other Special Bewd HS-0HRR 46 65600
2700000000 Oirilling in to this Total row will nok display any information = 46656 00
- Orilling in to this Grand Tatal row will ot display any information P oo L1
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BUDGET INQUIRY SUMMARY REPORT with ALL FUNDS DISPALYED

Budget Inquiry Summary Report

System PS

As of R K
Fiscal Year 2000
CostLe up HE-000

Remember, when checking the “One day delay
Shopping Cart data” box, all shopping cart
transactions, implemented after 2 a.m., will not

:LO_ne Day Delayed Shopping Cart data” box is checked

Budget, Expenses, & Available

[4] One day delayed Shopping Cart data (faster) display. However, the system runs much faster. | \ \
Fund Fund Descriptid CC Grp | Cost Center § Cost Ctr | Cost Center Desc Order] Order Descr] G/L Account | G/L Account Description Budget Shop Car] Encumby Pcard] Expense Availabld
1000000000 | General Fund | HS-00E0 | R HE | 931X XX H5-Reg Instruction 0| Cther Professional Services 1,912 .04 N LR AEEE ]
ProfiTech Svcs-Technical Seq 0 EHEX RN | HEEE AEEE R
AN Other Purch Sves-Printing&H 2,607 ook oo oo o0
Drill in to the Fund number to open General Supplies 112,336.0 ek ook | | e
all CC’s & GL’s within the fund Books and Periodicals-Tetbk| 160,951.00 | xxxx| xox oo woo| o000
supplies-Technology-Relate|  8,255.00 K| W wemm|  wmw|  xwy
| | | | Equipment-Modified Accrua| 25,547.00 woie] oo oo oo xon]
311,608.00 | ooxl  woxDoood] wom| oo
531K KEHE-Library Sves ProfiTech Sves-Technical Se  1,651.00 i
ProfiTech Sves-Technical Sef 0.00 KEHK| N | | xHxy
General Supplies 1,147 ! | |
Library Books 8,419.00 | oo | ook
Supplies-Technology-Relate ,312.00 REEX RN | REEE FERE R
13,129.00 |  ooor  oooodoom|  oood 000
[ [ [a3 1 wrns-cocurricular | [ [ss10000000]General supplies 00.00 o) | e XK K
100.00 | oood oood oo oood 000
[ [ [331mx xxHs-athletics [ [ [ [Genersl supplies 28,125.00 W] | X KK XY
23,125.00 | o000 oooodoom]  ooo| oo
[ [ [33 1 wxHs-Medical Supply | [ [ [Genersl supplies £78.00 ] o | e KK XY
4800 | oooodl oo xoom|  ooo| oo
| [ [a3 10 ¥ HE-5chool Administration | [s531000000]Postaze 0,722.00 K] | X K KEHH
10,722.00 | ooood]  ooood o] ooo| oo
| | [a23 1 wxHs-Custadial | | [se10700000]General Ssupplies-Custedizl | 13,085.00 ook oo oo o
13,085.00 | ooodl oo oo ook oo
H5-0X0X _ 377,417.00 ] meim) ook o] o]
HS-EXXX M(aanxnx To open just one Cost Center Group at a time 9,361.00 kx| owme ok wm| e
g o s 0.00 oo ot oo onoe| oo
drill into the individual Cost Center Group. 5.36L.00 | MO IODMN|00GK| 00| 0o
H5-EXXX 5,361.00
IHmmmxtz-czcm-Eate [ [ [s510000000|General Supplies 26,006.00 KM | X KK KEHY
26,006.00 | oo oooodoom]  ooo] oo
| | [az 1w weHs-Athietics-Gate | [ [ General Supplies 2,715.00 ! oo | o
2,715.00 | oo oo o] oo oo
1000000000 H5-GI 28,720.00 | oo oo o] oo
2500000000 | Special Educat] HS-0006X | ooxes Hs [ 932500 ¥xHs-Spec Instrue. | [ [ss10000000| General Supplies 8,189.00 ] o | KX X
H5-00KX 2,159.00 | 000K 0000000 s
2500000000 2,125.00 | ooodm] oo e ﬁ[ﬂ]
2700000000 | Other Special A HS-0H00K | XXX KE HS SO0KH KK Facility | Genersl Supplies 40,866.00 wee | e[| wmm| xmx
500K XEXNON-CAT Genersl Supplies 845.00 ook oo oo o] xxx
H5-0000 41,711,000 | 0000 0000 oo xomx
2700000000 5171100 | xxex] el wex] wxx




Multiple Cost Center Groups within a Fund

At the BUDGET INQUIRY SUMMARY REPORT screen, drill in to FUND 1000000000

Drillin to the fund numberto open all CC's & GL's. within the fund.
=

Fund ‘___,fﬁd Description |CC Grp |Cost Center Grp Desc |Cost Ctr
1000000000|General Fund HS-0X00K | Xoooooooosx HS 931000X
Budget Inquiry Detail Report
System P55 400
As of 00 W0 W00
[Fiscal Year 20XX |
Fund 1000000000
Cost Center Group HS-0XKX
a3l 0.6 .
\ 4

Click the arrow
to open all Cost

Center Groups
within the Fund.

All Cost Center

Group/Cost Center/GlLaccount | Budget |5hnp Cart| Encumbered

PCard

Expensed| Available

= HS-0XXX XXXXXX HS

128,631.18

Groups in fund Group/Cost Center/GLaccount

l Ca) B (S

Budget

Shop Cart | Encumbered | PCard

Expensed | Available

100 will be listed. | == HS-0XXX Xoooooooooooox HS

Total of all Cost Center Groups within the Fund.

—_128,631.18

CCG#EL COHS-0XXK Xooooooooooox HS \ ) [ 25,761.48
= The Available balance, in each Cost Center n

CCG#2 HS-EXXX Empowerment Sch-Xoox HS Group, is divided per group. 74,148.70

CCGH#3 CIHS-GXXX Gate Proceeds-Xxxxx HS L 28,721.00

To open one Cost Center Group at a time, in the Budget Inquiry Summary
Report screen, drill in to the individual Cos} Center Group, not the fund number.

The system budget checks at the individual Cost
Center Group. When ordering or adjusting,
please, remember to look at the individual Cost

Fund

Fund Description

CC Gr

fCost Center Grp Desc

Cost Ctr

1000000000

General Fund

HS-DKK&‘fxxxxmxxx H5

931000

Center Group’s Available balance.

| |HS-EK¥%€mpawerment Scho |931[}D[}}-{|

| |H5-G>’¢I§:¢x|eate Proc-XxxooxHS  [931000x |
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It is recommended that you take the Budget Department’s BUDGET TRACKING class.
In the Budget Tracking class you will learn the procedure to track these five areas and shopping/encumbered columns.

pe TRACKING OUTSTANDING EXPENSES

These are considered outstanding expenses until you see them post in your budget. You must keep track
of these expenses and manually deduct them from your Available balance until they post in your budget.

>Field Trips >Graphic >Postage >Substitutes >Purchasing Card Transactions

> FIELD TRIPS - Just because a field trip has been taken does not mean it has been posted and deducted from your budget. Therefore, it is
important that you keep track of field trips so you can manually deduct them from your budget until they post.

> GRAPHIC - Keep track of all orders sent in to the Graphics Department. Until the expense posts in your budget it is considered outstanding.

> POSTAGE - Postage will be posted in your budget on a monthly basis. It is suggested that you look back on last year’s postage expenses to
judge postage.

> SALARY - Substitute salaries are reflected in the Staff Development Cost Center in SAP. Until the expense posts to your budget you must
keep track of the outstanding expenses.

> PURCHASING CARD - With the new PCard column in the Budget Inquiry screen, most purchasing card transactions post, in the PCard
column, within 24 to 48 hours after the transaction. You can then code the transaction to the correct Cost Center and/or GL Account. This
column is updated daily. Therefore, any budget coding changes on PaymentNet will be reflected in the next day’s update. This will
significantly cut down your outstanding purchasing card transactions. Once the purchasing card transactions are authorized, by the
administrator and then the Accounting Department, they will convert from the PCard column in to the Expensed column.

/

&

TRACKING SHOPPING CART/ENCUMBERED COLUMNS A

>SHOPPING CART & ENCUMBRANCES -

Watch for expenses in the shopping cart and/or encumbered columns. These transactions must convert to the EXPENSE column before year
end or the expense will post in the coming year and funds will be placed back into the current year’s budget.
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BUDGET BALANCE SHEET

It is recommended that you complete this budget balance sheet on a weekly basis. Place a copy on your
administrator’s desk every Monday morning so the administrator is always aware of the budget balance.

Keep in mind that the librarian, health office, and custodian will be spending
their allocated funds and these funds are included in Fund 1000000000.

1. Take the Available balance from Fund 1000000000 ---deduct the balance of the library, medical, and
custodial cost centers (only if balance is in the positive).

2. Next, deduct all outstanding orders. This will give an approximate balance to spend school wide.

**THIS DOES NOT INCLUDE FUND 2500000000-SPECIAL EDUCATION. SPECIAL EDUCATION TYPICALLY SPENDS ALL OF THEIR ALLOCATION.**

Budget Inquiry Detail Report

System P55 400

As of IO 300 000K

Fiscal Year 20XX

Fund 1000000000

Cost Center Group ES-0XXX

One day delayed Shopping Cart data (faster) Mo
[E,[é] [ﬂ'g .] i”ﬁ 1] MNOTE: Secondary schools might deduct
|Grnup;"Cn5‘t Center/Glaccount | Budget |ShopCart|Encumbered| PCard | Expensed | Available Cocurricular & Athletic Balances also.
= o 0000 ES 36,370.00 3,151.38 3,217.42 1,048.56 11,561.62 17,390.97p€—-17,390.97 AVAILABLE BALAMCE

[ [ OOMXXXN ES-Regular Instruction  23,660.00  1,170.95 2,950.22 1,048.56 7.990.75 10,499.52

[ [C]HOOO00K E5-|Lihrarl.r Services 5,556.00 0.00 118.36 0.00 0.00 5437.641%€ 5,437.64 LIBRARY

[ C3x000000( ES-Field Trips 1,253.00 0.00 0.00 0.00 0.00 1,253.00

[ [ X000 E5-|I"|I1E~|:Ii|:E|IEum:]'h.r 253.00 7.80 21.40 0.00 56.25 167.55[€4—167.55 MEDICAL

[ (3200000000 ES-Admin 989.00 0.00 0.00 0.00 31.01 987.99

I CJo0000000 E5-|Custcn:|ia| 4,659.00 1,972.63 127.44 0.00 2,734.02 175.09- = CUSTODIAL

P (o000 ES-Staff Development 0.00 0.00 0.00 0.00 779.64 779.64- 7.455.58 |OUTSTANDING

4,330.20
APPROXIMATE BALAMNCE TO SPEND SCHOOL WIDE

Please remember, the following accounts have time delays before expenditures are posted to the budget.
You must manually deduct these expenditures, from the SAP Budget Inquiry Report balance, in order to obtain the correct balance.

*Field Trips *Graphics *Postage *Substitutes *Purchasing Card Transactions
It is recommended that you take the Budget Department’s BUDGET TRACKING class. In the Budget Tracking class you will learn the procedure to track these five areas.] 8



BUDGET INQUIRY DETAIL REPORT

#1. Fund 1000000000

Budget Inquiry Detail Report

#2. EXPAND all Cost Center Groups

Sl M)E . (S .68 .
Group/Cost Center/GLaccount

= HS-0XXX Xooooooooooomxx HS

1 HS-0X3XK Xo0ooo0o0ooox HS
CIHS-EXXX Empowerment Sch

The Available balance from
the Cost Center Group

System PSS 400

As of KRS HE SRR
Fiscal Year 20K

[Fund 100000000
Cost Center Group HS-OXKX
One day delayed Shopping Cart data [faster] No

[=l=] ()& .8 .88

Group/Cost Center/GLaccount

= HS-0XXX YXoooooooooooox HS

CO HS-GXOOX Gate Proceeds-Yooomx HS

MAY show as a negative!
BUT...orders will not be

#3. EXPAND Cost Center Groups and GL Accounts

Z)2]([@][E (S ..

processed by Purchasing.
g . “ruailatle

.

Grand CCG

/

Group/Cost Center/GLaccount | Budget |5hnp Cart Encumberec‘ PCard Expensed  Awvailable
— Total of all CCG's in Fund
F=H S-0XXX 20000000KxHS AL e ——————e 218,644.47 [
= — H5-0XXX Xx000000000KK HS 88203000 oo e e e 129,708.77| SCC Overall Available Balance
9300000 X000 HS-Regular Instn 394,489.00  -----------=  —smmmmmmmiem mmmieeen e 04,758.96
5550000000 Printing & Binding o X1 o 3,929.29 929, 29-
5610000000 General Supplies = —----—--m semmmemeem e s e 26,425.03
5641000000 Textbooks ~ seemeemeeeem s e 92,138.34
5650000000 Technology Supplies 7,000.00  -ememmmemmn mmmmmeemeee e 21,853.00 [__14,853.00-
6341000000 Equipment - Modified s —-----—--  ccrmmeen e e 34,584.00
O3THNKNXXK MRKRKK HS-Library Servic  —-----------  comoooomoos i 6,111.88 Negative GL
5340000000 Other Professional Ser  —----memmem cmmmmmmmmon e s e 2,235.00
5610000000 General Supplies 52,637.00  —mocmmemmomm cmmmmmemen —meemeeeee 52,891.18 254.18-
5642000000 Library Books ~ seemeemeeeem e s 5,589.70
5650000000 Technology Supplies  —--mmmmmmm dmmmmiiin 2,349.00
OIDOXNXX X00KK HS-Field TRips  —----ememeem mommmmocame mceeeecee e 2,870.00 [ 2870.00-
[E1931000XX 20000 HS-COCUrTiCUls  —-----mo-mm —ommmimim o 123.00
[E193 00000 Xoooax HS-Student Atl  —-———-—---s cooeeen e 20,205.92 \
[E1931XXXXXKK Kxxxxx HS-Medical SU  --------mms cmmememmoms emmemeen e e 918.00 Negative Cost Center
El93D00000K X000 HS-AdMIN  —coooomeme e 2,349.55 ./
[E931X00XXX X000 HS-Custodial - o o 8,091.12
O3IXXXXXXX X000k HS-Staff Devel  —------ooom coooceeooe e [ s889.66-
% . CCG Overall Available Balance
~ HS-EXXX¥Empowerment School Fundin  78,040.00 - —ommmemememv 1,000.00 2,801.30 74,148.70 — _
"~ HS-GXXX Gate Proceeds-XooooHS  51,922.00  5,000.00  2,000.00  3,000.00 27,135.00  14,787.00f-CCC OverallAvailable Balancq g




END-OF-YEAR CARRYOVER

The Funds that pertain to the calculated carryover are:

All Cost Centers under these Funds pertain to the end-of-year carryover.

When you are in the BUDGET INQUIRY screen, the AVAILABLE amount of Fund-1000000000 (Regular
Budget) and Fund-2500000000 (Special Education) added together will give you the total carryover balance.

Fund 1000000000 and Fund 2500000000

BUdgEt |nqui|"y Detail Report Maximum carryover amounts
System PSS 400 Elementary - $5,000

Middle Schools - $6,500

o ear ;ﬂ:ﬂn"f ) High Schools - $10,000

E— 1000000000 | Special Ed Schools-$10,000

Cost Center Group ES-0XXX —17,390.97 Fund 100-General Budget
;“.‘?;‘" .'ET[";" SJ"‘.’S“"%;“]““ (faster)  VES ‘ + _ 80.57- Fund 250-Special Ed Budget
Group/Cost Cen“teéfﬁla‘;:h:uur;t [Budget[ShopCarfEncumbered| Pcard [Expens¢d[ Available] 17.471.54 |End-of-Year Balance

ES-OXXX Xoooooooooox ES - e e s e e 17,390.97| . 7.500.58 All outstanding orders

includes Regular & Special Ed.)
$9.970.96  |End-of-Year Carryover to date

Budget Ianiry Detail Rep{jrt (As an elementary school, this school is over the
maximum carryover amount and must get below the

System PSS 400 maximum $5,000. total before June 30.)

As of MO 04000

Fiscal Year 20XX ¥ The lenm:l-of-yea carryover must be below your

Tond 7500000000 maximum n:arrimrer gmount by June 30 orthe

Cost Center Group T school will loselanything over and above.

One day delayed Shopping Cart data (faster) YES l{

Fla [H)E ]S =

Group/Cost Center/Glaccount | Budget[ShopCarfEncumbered| Pcard [Expensed| Available

ES-OXOON Xocooooooooxx ES 0 s e e e 80.57

Keep in mind that your librarian, custodian, and health office will be spending their allocated funds and these funds are included in your Fund
1000000000 AVAILABLE amount. Also, cocurricular & athletic funds are included for secondary schools.




END-OF-YEAR ROLLOVER

The balance of the following will automatically rollover in August:

Fund 100 - Cost Center Group -Athletic Gate Proceeds for Secondary

Fund 160 - Internal Order -Public Education Foundation - PEF
Fund 161 - Internal Order -Empowerment
Fund 170 - Internal Order -Facility Rental/Utility Rebate

-Other District Project Funds
The balance of the following will automatically rollover in October:

Fund 700 - Internal Order -Insurance and Risk Management Fund

Please keep in mind —

You will not be able to view the balance, or code purchases, to these funds until they roll into the current fiscal year.

Risk Management (799-2967)

Property Loss

http://riskmanagement.ccsd.net/ - Liability Section > CCSD Property Loss

Risk Management has revised their procedures for Property Loss. Please check the above website to obtain
updated Property Loss procedures. It is imperative that you follow these procedures in order for your claim
to be processed. With the new procedure, Property Loss will not show in your unit’s budget at all.

If you have any questions regarding the coverage of your loss contact the Risk Management Department.
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ALLOCATIONS

Flrst Allocation

Based on projected enrollment

. Seventy-five percent (75%) of the allocation
is posted in the school’s budget in June

. Also includes growth allocation

First Growth Allocation

. Growth for each student enrolled in excess of the
enrollment on the last day of December of the prior
school year.

Growth Allocation in: Textbooks General Supplies
Elementary — $ 66.32 $17.81
Middle Schools — $ 90.37 $26.33
High Schools — $121.25 $39.45

December Growth Allocation

. Growth from count day through the last day in December.

. Allocations will be posted in the school’s budget in
January.

All schools that experience growth of ten (10) students or more
from September (count day) through the end of December will
receive $59 per student for established schools and $136 per
student for new schools.

Second Allocation

Based on actual fourth week enroliment
(Official count day)

. The remaining 25% of the total allocation is
posted in the school’s budget in late October.
Adjustments are made according to official count
day (plus or minus).

Special Education

1st allocation, 75% 2" allocation,
(Speech receives 100% at 2" allocation in late October)

GATE

. Resource Rooms .

. Self-Contained *  Speech

Carryover — Fund 100 & 250

. Carryover will post in September
(No negative carryover balances allowed)

. AIIowabIe carryover amounts
Elementary - $5,000
Middle Schools - $6,500
High Schools - $10,000
Special Ed Schools -$10,000

Roll Over

. Fund 160, 161, & 170 will roll in August

. Fund 100-Secondary Gate Proceeds
will roll in August #2

* Fund 700-Risk Management (safety |tems)
will roll in October

You will not be able to view the balance, or code purchases, to these funds until they roll into the current fiscal year. 22



ALLOCATION DETAIL COMPUTATIONS

The School Allocation Detail Computations report is available through Portal. To view
your site’s allocations:

Detailed Navigation

Log-in to Portal > Budget > School Alloc Computations > type in your location’s three
digit location number > Execute

Speech allocations are not disbursed until second allocations are processed in the fall.
Special Education allocations are calculated by the Quality Assurance Department. If
you feel the number of Special Education units shown for your school is not correct,
please contact Kristine Minnich, Director, or Donna Durnen, Budget Asst., at 799-0237.

ALLOCATION DETAIL COMPUTATIONS

+ Budget Inquiry

» [ Budget Transfer

« Reconciiation Report
« MR Textbook” Report

|- School Alloc Computations

Select
Location: | 0X__ |

Options

CLARK COUNTY SCHOOL DISTRICT Fra2 FORMULA reflects & $5% Taxthook & Supply
K Buadipet Reduction for ech school fite thit ted back 1o
2011-2012 ALLOCATION DETAIL COMPUTATIONS tha Mot scherahadele rackaryinn of $2a s that was
Cost Center Group: WE-OXKHKK X 5 Ery thee Board of Trustess on 4-6-11. OMLY ALLOE PERISO: 1 1=First Alloe f Ttoond ANGE)
HICHLUCHTED AREAS M FORMULS COLUMN 'WERE
AFFECTED. SAAALL SIBOOL L]
5% of
SINMUALL SEHL Eormula
ALLOC DESCRIFTION GLACCT EUNG AREA L ACCT DESORIPTSON LEADE EnRoaL, TN BLLOE BATE EQRLMRA Aoy
AUDSCVISUAL SLPPLIES 10000000 FOA00L000 General Suppiies ES ] Eaze 0.38] 157 118
CURSTOOIAL SUPPLIES S6L0T00000 P R00OT610 Custodisl Suppled [5] SO0 400 [ 744 6,056 5,023
FIELD TRAPS 551 IFOLDO2T 10 Fiehd Trips ES S0 Baze 2.00 1500 1,350
IMSTR COMPUTIR SUPPLIES T TG POl DOL00 Tech-related Suppioes. E o n-n J.M-? ﬁ :a
INSTRUCTIONAL ECHLIR 331000000 FOLOOL000 Equip - Modifed Accrual ES TES 1455 Baze 571 FETTY 3,281
& ED 354 Sp B B idad 1,0
INSTRUCTIONAL SUPRLIES S6L0000000  FORO01000 General Supplies [ SO0 Bate  27.76 11,498 8,620
ERSTRUCTIOMNAL ECHLIP 30 LOGOO00 FOLOOLOM0 Eguind - RASC SR SL0MUSN s e 1455 Bads am 4378 3.1
= ED 134 spEd  18.50 2,818 1,960
k. FOLO0L000 Lo i T S Dol s o Base 2778 11,493 LE2]
o Growth 1781 - -
LIBRARY BOONS & MAGATINES S SRR L] Libaary Books 2 D AT Bad# T & A 5211
UBRARY COMPUTER SUPPLIES SES0000000  FOLD0IZI0 Tech-related Suppises. [ 00 [ 0.25% 225 1659
LIBRARY OTHER £ 54 Fe Lo e T Sl (=] OO 104 Bl 065 a5 A Xy
LIBRARY PROFESSIONAL SERVICES. 5330000000 FOLDO2ZI0 Dther Professional Swes [+ SO0 Baze 025 225 163
BAECHC AL SUPPUES B L OOO000 F 10002 510 Gneral Soappiogg [+] OO bl sade .59 a5 163
— — —— — —
POSTAGE SEII000001  FI000Z410 Postage [ SO0 200 Base 158 1 422 1 067
PRINTING SERWICES 8 SR FOE00L 0 Praving and Bardiegd L] 0 Eade 250 2254 165
TEATBO0RCS Tl L TR L= s ] Ttk = -] B 5281 3255 25,712
o Growth 6632 - B
ATHLITIC SUPPUL-8OTS o 3 GO FORIOLOOD Genaryl Soppieg 00 e = -
ATHLETIC SUPPLIES-GIRLS SE10000000  FOS20L000 General Suppives ES 00 ey - -
COCUERKLLAR EXFENIES 545 & DR Lt ] G v T ek ] ana - -
5P ED INSTRUCTIONAL SUPPUES 5610000000 FO2001000 General Supplies 5,833 4375
UNITS. RATE DOLLARS UNITS RATE DOLLARS
Resgurce Mainstreamed 20 631 1,262 - 1,048
Gifted and Talented o6 631 379 - 1,048 -
self-contained 3.0 1,048 3,184 10 1,048 1,048
Speech Therapy - 631 - - 631 -
5.6 5 4,785 1.0 5 1,048
TOTAL ALLOCATION 5 79.669 5 59,755
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CCF-5 AUTHORIZATION FOR EXTRA PAY

AY 18 UNIT

FUHD

8iaa @

aiaa
aiaa

PRUJIPH

8808145/081
800881 /081
#00881 /81
810853/081

FUHD

— PROJ

GRANT/PH

GRANT
BALANCE

AY: 1&1 ,
HS PROJ: anebeq

DESCRIPTION

HOM - |HTEGDH]EﬁL

EEHDDL bTHFF DEHELHPHEHT }
ixxx B340 A18@ 1849
EXTRA DUT?-oUPPUHT STAFF

BE58-GOD00DE

DATE SUBMITTED:
Thi=s will ba vour auth

Date Received
In Personnel

ract daily rate of pay H22.00 par Four
Ovartime (support stalf) Other 3

. __~=PROGRAM, IF APPLICABLE)

£20.00 per hour (Support Staff)

is for responsibility pay for a support staff employes, and if assignment is for less than 5 days, plense
copios of prior responsibility request/s to verily the 5 day eligibility rule. (See Article 5 of the Agroeement batweaan
EA and the CCSD.)

BupGer Unir FiscaL Yr. Account OgJecT GRANT ProJect Funp %
1
Copme 2 — | Input coding to be charged to. Must be coding from BUDA, not SAPI |-
3
ALL PERSONS LISTED BELOW MUST HAVE SAME BUDGET CODING
(PER DAY) (FOR TOTAL OF:) PERSONNEL
NAME §5¢ DATE/S MINUTES {OR) HOURS MINUTES (OR) HOURS (OR) DAYS USE ONLY
|
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SeaE-SI035E
Clark County School District

EXPENSE ADJUSTMENT FORM

TO: General Accounting

FROM:

(Preparer) {Phane &)
AUTHORIZED BY:

CCF-358

(Linite)

(Principal's or Department Head's Sigrnatuns)

DATE:

Attach proper documentation, such as a printout of the budget inguiry screen, indicating the coding where
the expense has been charged. Provide an explanation for moving the expense and authorization from the

administrator whose budget will be charged with the expense.

MNOTE: #= This is not an appropriation transfer. Moving an expense “FROM" a budget account in effect places

cash back into that budget coding.

The following expenseae(s) are to be adjusted:
FROM: (Select One)
Cost Center

Internal Order
Date Fund GFL Account Grant \e) ent

Amount

(Select One)

Cost Center
Internal Order
Grant Functional Area* Document

Amount

Explanation:
* Functional Area is required only when referencing a Grant, Internal Order or salary-related Cost Centars or G/L Accounts.
060

CCSD®

CLAlk L3UMTE
SCOHOOL BETRICT
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298550037 Clark County School District CCF-375
TRANSMITTAL OF MONIES FOR DEPOSIT
DATE COST CENTER GROUP #
SCHOOL/DEPT PHOME #
COMTACT MNAME ExT.#
COST CENTER* GL
FUND INTERMAL ORDER™ ACCT.
GRANT*
TEXTEBOOKS 5541000000
LIBRARY BOOKS 5542000000
SUPPLIES, GENERAL
GOMPUTER SUPPLIES
(Technology-relat scl)
O™ e
CUSTODIAL SUPPLIES 6\(\«\6 b\,dg
& ({\\5
INSTRUCTIONAL EQUIP. 6690‘5‘\ eV $
(Cost $1,000-34,999,29) \0\)@ o
\(\Gc‘\(\ (3690%\ ‘\
FIELD TRIPS {In Stats) S0 (\,@o( P@OO\)(\ 5
e R e GV 0’\\(\
o o\ <~ el
FIELD TRIPS (Out of State) Seé\‘ Oepe o o0 %\\ed 199,6'5 5
> .
7/\@“\5@ ES80000000 L
A\ 100001 0060 4171100000 MR 5
%
ot $
\Na\l 3
(O
Wy 5
* 7 Balect .
etionsl TOTAL RECEIPTS $

80

Submit to General Accounting Departrmeant

**  Functional Area is required when referencing a Grant, Internal Order,
salary-related Cost Centers or G/L Accounts.

CCSD%

CLARK COLATE
SCHOOL BIETICT
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9908-8003590

o l CCF-359 l
Clark County School District
BUDGET APPROPRIATION TRANSFER FORM
FROM COST CENTER GROUP: DATE:
GL ACCOUNTS BUDA CODING
TRAN" FISCAL COST CENTERS FUMCTIOMAL
LINIT FLIND COMMITMENT AMOUNT ACCOUNT DESCRIPTI
CODE YEAR INTERMNAL ORDER AREA TEM ACCOUNT OBJECT PROJ
(<
o0 °
v}
o>
0O X0
NS \
\ 2 o
N QN
aet ot
\\) \\.(\\%
™
TO COST CENTER GROUP:
e | et | wnim FUND et L= ACCOUNT DESCRIPTION
NOTE: K transfer includes
* D} not use — Budget D
maral Fumnd; with no change in Functional Area. (See unit Budget Reports for Program ard Function informeation. )
APPACVED EY BUDGET DEPARTMENT:
cCcsSDY

Budget Inquiry |_— cClroNnic CCF-359

Budget Transfer

4ls] N
I Detailed Navigation E\

= Budget Inquiry /
} [0 Budget Tranzfe
» Reconciliation Report

» IMR "Textbook™ Report
= School Allec Computations

| Budgeting Workbench - Create Document

diLine |—.|’+ |Fund |Funds Center

|Functi0na| Area

|Commitment Item

Amount (USD) DK [Text
1

1
1
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http://erp.ccsd.net/TRAINING/Pages/default.aspx
http://erp.ccsd.net/TRAINING/Pages/default.aspx

%® Obtain SAP codlng to complete CCF forms

Cost Center
Groups

2S00 IR TR G TR

Group/Cost Center/GLaccount

= HS-DXXX

HS

> [HS-0XXK ¥ooooosooooxs HS
—T1> [JHS-EXXX Empowerment Sch
> [JHS-GXXX Gate Proceeds-Xoom HS

Group/Cost Center/GLaccount

Cost Centers —<

——

HS-0X000 OO000L HS
A 7 93x00000000{ HS-Regular Instruction
7 93XXXXXXXXX ES-Library Services

T 93XXXXKXKXX ES-Field Trips
T 93300000((X ES-Medical Supply
T 933000000((X ES-Admin

0 933000000((X ES-Custodial
U 07 93X000003(X ES-Staff Development

Log-in to the Budget Inquiry Screen; then to the appropriate Cost

Center Group.

Click the arrow next to the Cost Center Group to open all Cost Centers.

2. Next, click the arrow next to the Cost Center you are adjusting

expenses FROM or TO.

3. Locate the GL Account you are adjusting expenses FROM or TO and
double click on the GL Account number.

4.  Scroll to the right until you locate the Functional Area.

Group/Cost Center/GLaccount

GL Account

—

HS-0300( X0000{ HS
= 93300000000{ H5-Regular Instruction
> [ 3550000000 Printing & Binding

Al B EE /
Group |E05t Center |G/L Account|Posting Date |Enc. Doc [lc:cument#lPend TrarIAmc:unt Supplier |Tex Furg. Area
HS-0XXX 93X0OONK 5550000000 X%/ XX /XX XX 1000224764 1563.14 FAST SIGNS [FO1001000
HS-0X0C 93X0OCONK 5550000000 X6/ XX /XX XX 1000334739 145.16 SENIOR PUB{F01001000
Scroll to the right to view the Functional Area >
COMMON FUNCTIONAL AREA NUMBERS
Fund|Cost Center Functional Number| [Fund|Cost Center Functional Number
100 |Reqgular Instruction FO1001000 100 |Staff Development FO1002213
100 |Library Services F01002220 100 |CoCurricular Activities F0S101000
100 |Field Trips FO01002710 100 |Student Athletics F05201000
100 |Medical Supply F10002130 100 |Security Services F10002660
100 |Communications F10002410 250 |Special Education Instruction FO2001000
100 |Custodial F10002610
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COMMON SAP GENERAL LEDGER (GL) ACCOUNTS with EXAMPLES
and COST CENTERS

Functional Area #

REGULAR INSTRUCTION F01001000 | G/L Account I G/L Account
PROFESSIONAL EDUCATIONAL SERVICES 5320000000 | TEXTBOOKS 5641000000
Services supporting instructional programs: Textbooks Handbooks Workbooks

Assessment Curriculum Improvement Out-of-District Consultant

PROFESSIONAL SERVICES (services performed-not by CCSD) 5340000000 |SUPPLIES - TECHNOLOGY-Related 5650000000
Services other than educational services: (Includes computers with a per item cost of $4999 or less)

Band Instrument Repair Equipment Repair Cables Mouse Site License

TV Mounting Internal Modems CD-ROM Memory Cards

PRINTING AND BINDING 5550000000 |Keyboards Software Printers

Design & Printing of Forms or Posters Business Cards

Copies Binding Publications

GENERAL SUPPLIES 5610000000 | EQUIPMENT-MODIFIED ACCRUAL 6341000000
(All equipment, except computers, with a per item cost of $4999 or less) MAJOR EQUIPMENT

Instructional Supplies Toner Cartridges Audio-Visual Supplies (Equipment with a per item cost of $5000 or more)

Office Supplies Paper-including computer paper Kits

BOOKS REFERENCE OTHER - Not used for Library or textbooks 5640000000 | COMPUTER HARDWARE-MODIFIED ACCRUAL 6391000000

MAJOR COMPUTER EQUIPMENT
(Computer hardware equipment with a per item cost of $5000 or more.)

ADDITIONAL COST CENTERS within the COST CENTER GROUP

Functional Area # Functional Area #

STAFF DEVELOPMENT F01002213 | G/L Account |]SCHOOL ADMINISTRATION F10002410 | G/L Account
TEACHERS-SUBSTITUTES EXPENSE 5126647000 | REPAIRS & MAINTENANCE (services performed by CCSD) 5430000000
PROFESSIONAL EDUCATIONAL SERVICES: Out-of-District Consultant 5320000000 | COMMUNICATIONS SRVS - Radios, Batteries, 5530000001
OUT-OF-DISTRICT TRAVEL - Staff Development Activity ONLY 5580000000 | POSTAGE - UPS, FedEXx, Postage & Stamps 5531000001
Airfare Car Rental Registration Fees Hotel Accommodations CELL PHONE MONTHLY CHARGES 5534000000
MILEAGE IN DISTRICT- Reimbursement for mileage 5582000000 | DATA COMMUNICATION - Internet, Video, T-Lines, Web Based Programs 5535000000
DUES & FEES -  Entry Fees Membership Fees 5810000000 | MILEAGE IN DISTRICT- Reimbursement for mileage 5582000000
In-District Seminars (Clark County) In-District Classes (Clark County) DUES & FEES - Notary Fees Royalties 5810000000
LIBRARY SERVICES F01002220 CUSTODIAL F10002610
LIBRARY BOOKS - Periodicals, Newspapers, Magazines 5642000000 | REPAIRS & MAINTENANCE (services performed by CCSD) 5430000000
TECHNOLOGY 5650000000 | CLEANING SUPPLIES 5610700000
GENERAL SUPPLIES 5610000000
FIELD TRIPS F01002710 MEDICAL F10002130
STUDENT TRANSPORTATION - TRAVEL ON CCSD BUSES 5511000000 | GENERAL MEDICAL SUPPLIES 5610000000
FIELD TRIP CLEARING 5513000000
STUDENT ATHLETICS F09201000 COCURRICULAR ACTIVITIES F09101000
BAND CHOIR ART MATH etc.

GENERAL SUPPLIES 5610000000 | GENERAL SUPPLIES 5610000000
STUDENT TRANSPORTATION-OTHER SOURCES 5519000000 |STUDENT TRANSPORTATION-OTHER SOURCES 5519000000
Student Travel NOT on CCSD buses; includes appropriate staff personnel Student Travel NOT on CCSD buses; includes appropriate staff personnel

Hotel Accommodations Car Rental Airfare Registration Hotel Accommodations Car Rental Airfare Registration
DUES & FEES - Entry Fees Membership Fees 5810000000 | DUES & FEES - Entry Fees Membership Fees 5810000000

Cost Centers (CC) and General Ledger (GL) Accounts do not appear until there is activity in them. GL Accounts can appear under any CC, so, it is very important to code to the corre«
GL Accounts default in the Shopping Cart; you can not change them. With the Purchasing Card you can change the GL Accounts and Cost Centers.

EXAMPLE of coding to the wrong Cost Center

If you order custodial supplies and code to your Regular Instruction CC; a custodial supply GL Account can appear in your Regular Instr CC instead of being processed in the Custodial CC

Revised 03/24/11
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5%

~,HELPFUL TELEPHONE NUMBERS

BUDGET DEPARTMENT

799-5452  EXT.

Director Bill Sampson 5226
Assistant Director Jason Franklin 5229
Coordinator il Maria Pillar Muana 5230
Coordinator Il Steven Osburn 5235
Coordinator il Cindy Walters 5232
Coordinator | Kim Dauterive 5234
Coordinator | Grace Mortel 5428
Organizational Mgmt Business Specialist Brenda Ralston 5228
Area Service Center-Budget Assistant
ASC 1 Tere Clemmer 5226
ASC 2 Tram (Chum) Pham 5225
ASC 3 Jeannie Verchick 5231
ACCOUNTING DEPARTMENT 799-5338
Expense Adjustments (CCF-358) Nancy Allen 5416
Transmittal of Monies (CCF-375) Denise Zimmardi 5405
Purchasing Card Shellon Skeete 5416
Carrie Hasler 5410
Banking Tracy Love (acting) 5330
Carmela May 5412
Facilities Usage-Invoice Concerns Tracy Love 5330
Jan Giles 5429
PURCHASING DEPARTMENT 799-5225
Purchasing Help Desk-Front Desk Denise Bodet 5429
Shopping Kris Blake 5483
Enterprise Resource Planning (ERP) Michael Thrower 5487
AREA SERVICE CENTER- BUSINESS SERVICE SPECIALIST (BSS)
ASC 1 Jim Kelley 799-1719 | 5336
ASC 2 Gayla Allison-Murray 799-0880 | 5325
ASC 3 LaDawn Wyatt 799-6620 | 5344
SPORTS & FIELD TRIP DEPARTMENT
Field Trips Natalie Flanagan 799-1260 | 5342
Billing Discrepancies Sunnie Yang 799-8110 | 5356

SAP HELP DESK

799-3300 Option 1
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