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FY2015 NEW / CHANGES

New format of Department Performance Measure will be included in FY2015
Adopted Budget, which will be aligned to Mayor’s five priorities: Job and
Sustainable Development, Public Safety, Infrastructure, Quality of Life and Fiscal
Responsibility.

Personnel Details is displayed in Excel/Data grid view to easy user view and edit
the information.

“‘What-If" Scenario will allow department to analysis the impact of the budget for
pension, salary and insurance rate change. — the feature is under development.

BUDGET POLICY

BudPrep contains the current Health Benefits rates for Health Care, Worker’s
Compensation, and Long-Term Disability. The FY2015 rates will be loaded into
BudPrep when they become available. Departments will be notified of the updates
through the Budget Bulletins in BudPrep.

Budget submissions must include hard copy printouts of the Department
Description and Mission with Long and Short Term Goals along with Department
Organization chart. In addition, Business Area Summary, Division Mission and
Performance Measures, Division Summary, Business Area Roster Summary,
Revenue and Expenditure Commitment Line Item Summary. Further detail is
provided in the 1.0 General Budget Information.

BUDPREP INTRODUCTION

BudPrep will be installed from an installer on the network. CD is also available
for departments who do not have access to install server on the network.

The BudPrep applications will automatically Calc and Post all forms at the time
of printing.

BudPrep allows the user to move between funds without exiting and restarting
the application.

An asterisk in the report sub-menu marks reports included in the final budget
document.
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The Fund Summary narrative can be edited directly in BudPrep.

BudPrep will check and notify users if there are any unallocated expenditures in
the default ****9999 cost center.

The Master Calc Post option under Utilities Menu on main screen will Post and
Calc all forms anytime.

After the budget has been submitted, departments will have read only access.
To avoid the ‘out of balance due to rounding’ problem, BudPrep requires users

to enter whole numbers for revenue and expenditure items. Decimals and cents
are not allowed.

Personnel detail can be exported to Excel by selecting the Utilities option.
Select Personnel from the main menu, and then select Utilities->Export. The
export function is available for Revenues and Expenditures as well.

BudPrep users will be responsible for selecting the Cost Centers for the Group
Summary.

All anticipated merit increases; promotions, etc. are to be accounted for in the
Compensation Contingency Line Item #504020, which is a part of Personnel
Services.

Submission Package Print feature is available in BudPrep which will generate
Business Area Summary, Cost Center Summary/Group Summary, FTE Report,
Revenue and Expenditure Commitment ltem Summary.
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FY2015 BUDGET PREPARATION -- QUICK TIPS

Read the Budget Preparation Manual!!
This manual is a necessary tool and will provide answers to the majority of the
guestions asked by department personnel.

Read the Budget Bulletins!!
These bulletins provide periodic clarification as well as updates related to the budget
process.

All reorganization requests must have prior written approval from the Director of
Finance. Departments may be required to restate FY2013 Actual, FY2014 Current
Budget and Estimate amounts to correspond to the FY2015 cost centers.

Submissions should be delivered to your assigned analyst in the Budget
Management Division of the Finance Department, 611 Walker, 11" Floor by the
deadline. Submit complete requests only. Partial submissions will be returned to
departments. The Budget timeline schedule will be distributed under separate
communication.

Refer to the matrix below to determine supplies and equipment categories:

FY2015 EQUIPMENT SUMMARY

TYPE EXPECTANCY UNIT CAPITALIZED EQUIP.
LIFE COST FIXED ACQ.
ASSET? ELIGIBLE?

Supplies Less than 1 year Less than No No
$1,000

Non-Capital Greater than 1 $1,000 - No Yes
Equipment year $5,000

Capital Greater than 1 More than Yes Yes
Equipment year $5,000
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FREQUENTLY ASKED QUESTIONS

BUDPREP

Why do | get an “ERROR 301” message when starting BudPrep?
Some of the files in the C:\bprep directory are read-only and BudPrep cannot update
them as it needs to do. See section 2.2 for more details.

Why do my Division Summary report totals not equal my Expenditure totals?
Check that cost centers are assigned to the division in the “cost center’ form
under Utilities->Change Controlling Group. Make sure the cost center rollup is
correct, then do Master Calc&Post

How do I change the new budget FTEs on the COST CENTER SUMMARY?
The FTEs cannot be changed on the Cost Center Summary. You must make the
changes on the Personnel Detail screen for FY2015.

Why doesn’t the Expenditure Request Detail show all my commitment items?
The Expenditure Request Detail is to be used to explain only those objects where
the FY2015 Budget amount differs from the FY2014 Estimate amount by 10% or
more.

Why does the text | enter on the Expenditure Request Detail go away when |
leave?

You are entering too much data into the field. The size of the text box is set to
accommodate the total amount of allowed space. If your text begins to scroll, it
will not be posted to the database and it will be eliminated when you leave the
form.

Why don’t the insurance amounts on the Personnel form post to Expenditures?
Nothing on the personnel form will post to expenditures if the employee type field is
left blank. Additionally, the insurance amounts will not post if: Pay Period is 0,
Insurance Code is blank or the code is NOT entered in upper case. Make sure all
those fields are properly completed.

BUDPREP - v




BUDPREP FY2015

FY2015 BUDGET PREPARATION

1.0 GENERAL BUDGET INFORMATION

There will be a change to the presentation of the Departmental Mission, Goals, and
Performance Measures in the FY2015 Operating Budget. The purpose of this
process is to establish Citywide administrative goals and strategies that will internally
link to departmental missions and goals that provide measurable service deliverables
and divisional objectives. Careful consideration must be given to quantifiable
performance measures and the impact of dollar requests on these measures.
Performance measures must follow the S.M.A.R.T. concept, (Specific, Measurable,
Attainable, Realistic, and Timely. The Finance Department will carefully review the
relationship between budget proposals and divisional delivery objectives.

Departments should allocate FY2015 budget resources to maintain current service
levels. Business Areas may target non-essential cost centers for expenditure
reductions or elimination. Any reductions must be thoroughly documented.

Any reductions to basic and critical services that you wish to make must be
requested using a form Finance will provide at the time you receive your target
letter. Also, all vacancy factors must be reasonable and based on actual past
historical trends.

The Finance Department will review in detail each budget submission. As needed,
meetings will be held with directors to clarify points regarding funding levels, service
delivery, budget guidelines, etc. The Mayor will present the FY2015 Proposed
Budget to City Council, after which Council will hold budget workshops. Workshops
provide Council Members an opportunity to discuss budgets with department
directors and other representatives.

1.1 Guidelines for Defining Cost Centers

Although cost centers may change from one fiscal year to the next, it is important
for cost center descriptions and definitions to remain as consistent as possible
from year to year. A cost center is defined as a discrete service or group of
related services provided by an organizational unit designed to achieve the
organization's goals and objectives.
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The following factors need to be considered in defining a cost center:
e The end beneficiary of the cost center, such as:
o the public at large
o specific segments of the public, and/or
o other City departments
e A geographical area or facility
e Type of service provided

e Policy directives or legal mandates requiring a service or function

If possible, cost centers should be stand-alone activities. Any proposed
changes in cost center definitions will be reviewed by a Finance budget analyst.

NOTE: Although budget information is summarized for presentation
purposes, departments must be prepared to provide budget and
erformance measure information at the lowest cost center levels.

1.2 Allocating Funding to Cost Centers

It may be necessary for a department to allocate available funding among
various cost centers. Use the following guidelines to allocate funding levels to
cost centers for Annual and Monthly Allotments:

e Direct Allocation — Direct allocation identifies given items that can be
identified as being used exclusively in a specific cost center. This
provides the most desirable basis for allocation.

e Personnel-Related Costs — Personnel related costs have a direct
relationship to the number of personnel involved in a given activity. These
costs are allocated to a cost center based upon staffing or personnel
service expenditures. Examples are items such as office supplies,
operating supplies, overtime, small tools, and telephone costs.

e Space-Related Costs — Depending on the character of a given cost
center, the amount of space used in an activity can provide a logical basis
for the allocation of certain costs. Space rentals, utilities, facilities
maintenance, and janitorial services normally fall into this category.

e Equipment-Related Costs — In many cost centers, particularly those that
are equipment-intensive, a significant portion of costs may be allocated to
the units and types of equipment utilized. Fuel, vehicle maintenance,
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equipment maintenance, equipment rental, and computer supplies are
examples of these types of costs.

1.3 Business Area Reorganization

Reorganizations are sometimes requested to update the current structure of a
department. Prior approval to proceed with reorganizations must be obtained
from the Director of Finance before the budget preparation process. A written
request detailing the necessity and outlining the proposed changes in the current
financial and personnel structure should be submitted to Finance Department
for approval.

1.4 Submission Schedule

The submission schedule will be provided under separate communication.
1.5 Submission Requirements

The following requirements apply to all departments:

1. All budget requests must be complete before submitting to the Finance
Department.
Incomplete submissions will be returned.

2. All submissions must include a summary highlighting the department’s
budget. The synopsis should be in the form of a memo from the department
director to the Finance Director. The narrative should address the following
areas:

e An overview of the cost centers and operations proposed for
FY2015.

e The impact of the proposed budget on cost centers and service
levels.

. Key objectives and priorities for the fiscal year.

e  Significant changes from FY2014 operations and cost centers (note
increases or decreases in cost center service levels).

e  Significant changes from FY2014 revenues (include all funds).

e Any budget issues not addressed in the submission that impact
FY2015.

All forms in the budget submission should be typed or machine-printed.

Submit four (4) complete copies of the proposed budget; two unbound
and two bound.
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5. The proposed budget should be organized by fund number and cost
center number, where applicable, for all operating funds, in the following
sequence:

a) Business Area/Fund Mission, Long-Term and Short-Term Goals

b) Business Area Summary: Business Area Summary and
Performance Measures

c) Division Summary

d) Business Area Roster Summary

e) Business Area Revenue Summary

f) Expenditures Commitment Item Summary

g) Submissions should be delivered to your assigned Finance
budget analyst by the close of business on their due dates.

1.6 Revision Requirements
Minor Revisions

Inform the Finance budget analyst assigned to your department of all minor
revisions such as transposed numbers, minor math errors, and limited
grammatical errors.

Major Revisions

Submit four (4) copies of all pages that include major budget revisions. Date
all revision pages.

When revisions are necessary, submit four (4) copies of the revision to your
Finance budget analyst with a cover memo briefly describing the reasons for the
changes.

The flow of FY2015 budget information from data entry to final summarization is
as follows:

1. FY2015 personnel costs are entered on the Personnel Detail form. These
costs post by cost center to the expenditure form while the FTEs are
computed and posted to the cost center level. Both will be shown on the
Division Summary form at the division level.

2. FY2015 budget expenditures for items other than equipment outlay and
personnel costs are entered directly on the Expenditure form.
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Division missions, goals, and performance measures are entered and will
appear on the Division Mission and Performance Measure report.

Total expenditures for a division center are taken from the Expenditures form
and appear on the printed Division Summary.

Revenues, by cost center within business area, are entered on the Revenue
form.

Department budget highlights are entered on the Business Area Summary
form. BudPrep summarizes FY2015 department expenditures automatically
on the printed Business Area Summary report.

FY2015 Capital Outlay budget amounts are entered on the Capital
Equipment form. The totals post to the appropriate budget organization
expenditure item.
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2.0 THE BUDPREP SOFTWARE PACKAGE

Finance Department will provide the FY2015 version of the budget preparation
software package, BudPrep, to each department. The software package allows data
entry for the following budget forms:

Department Mission Statement

Departmental Summary: Business Area Summary and Performance
Measures

Cost Center Summary: Cost Center Summary

Division Summary: Division Description and Summary
Revenue Detail: Revenue Detail by Cost Center

Expenditure Detail: Expenditure Detail by Cost Center

Capital Equipment Detail: Equipment List

Personnel: Proposed Staffing Level and Salary Calculation
Fund Summary: Fund Center Summary

Revenue Request Detail: Explanation of Revenue Detail
Expenditure Request Detail: Explanation of Expenditure Detail
Monthly Budget: Monthly Expenditure/Revenue budget

2.1 Installing BUDPREP on a Personal Computer (PC)

If your computer doesn’t have previous year’s BudPrep installed:

8 COH_BUDGET [A=E]
Ele Edk Wew Favorkes Took Hel ar
Qoeck + () (T D seweh |12 rolders | [~
Acthess | 0r\COH_BLDGET BISTEN | & con_BubGET DEX
Folders X Nams Sies | Trpe File Edt Wiew Favorites Tools Help "
5 3 public on 'Mads Z for COH SAN Server (tdwazfz) (or) | () CrystalReports File Folder —
® ) 1 - Hew Frinters (Edatre File Felder G k- ) (3 ) Search | [ Folders | [T22]~
IRepo File Folder = L/ -
E P10, LB Shertcut address |[(3) C:\COH_BUDGET v a Go
L) setup.exe S6LKE  Application = 0 o q
5)setup msi 4,725K8  Windows Installer p., | | FOlders ) LI
= < Local Disk (1) | [EdcrystaReports File Folder
() 534a9207a3db323c7Fac?a1 L [Dhdetnethx File Folder
# () 2364dd3844aseszIazddera (SiReporttiever File Folder
() 60338829eb0031 4ddd?Fhaf3486hF ﬁ FYL0_Budget 1KB  Shortcut
® () CCTS_blank. @ ) Ad-Aware SE Personal | Lhsetup.exe S61KB  Application
® [ Christmas Luncheon 121807 # ) ap iS5 isi 4,725KB  Windaws Installer Package
() CHL Scheduer o
= O coHBUbeEr ) crystaReports
& () CrystalReports © dotrett
& £ dotnetfx oinetr
& () Report¥iener v 3 Reportitewer o
3 3 & kY | 3 A & >
6 objects (Disk free space: 126 ME) 5.1 VB & Local ntranet Type: Windows Installer Package Author: Default Company Name Title: Setup! Date Modified: 1 4.61 ME d My Computer

1. Copy O:\COH_BUDGET to C: drive (drive O: mapped to
\\Th01fsrv02vm\public)

2. Double click C:\COH_BUDGET\setup.msi to launch Budprep installer.

3. Press “Next” button in “Welcome to the COH BUDGET setup wizard”
screen.
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4. In “Select installation Folder” screen, put “C:\” as Folder, then click
“Next” button.

i, COH BUDGET Eo5 % COH BUDGET SETUP. (=13

Welcome to the COH BUDGET Setup Wizard ¢ Select Installation Folder

The installer will guide you thraugh the steps required to install COH BUDGET on paur computer, The installer willinstall COH BUDGET SETUP to the following folder

Toinstall in this folder, click "Next". To install to a different folder, enter it below or click "Browse'".

Folder:

C:h Browse...

“WARNING: This computer program is protected by coppright law and intemational treaties. i Install COH BUDGET SETUP for yourself, of for anyone who uses this computer
Unauthorized duplication or distribution of s pragram, or any portion of it, may result in severe civil
or crimingl penalties. and will be prosecuted to the maimum extent possible under the law.

O Everpane
(@) Just me:

= | ST | W

5. Click “Next” button in “Confirm Installation” screen. The process takes
less than minute. Press “Close” button to close COH BUDGET installer.

|
1% COH BUDGET ” its COH BUDGET

Confirm Installation Installation Complete

The installer is ready to install COH BUDGET on your compter COH BUDGET has been successfully installed

Click "Nest" to start the installatian. Click "Close"" ta ex.

Please use Windows Update to check for any critical updates to the NET Framewark.

Cancel ] l < Back ] ‘ Mest »

6. Double click following file to install Crystal Report library:
C:\COH|BUDGET\CrystalReports\CRRedist2005 x86.msi
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8% CrystalReports

File Edit Wiew Favorites

GBack - _/I lﬁ

Tools  Help

/.._\J Search ‘H__" Folders

Address |[i'| CACOH_BUDGET CrystalReports

v|Go

Folders 2 Hame
= () COH_BUDGET ~| (B)cRRedistz005_xa6.msi
|29 CrystalReports =
123 dotnetfsx
IC5) Reportviewer 2
< ] 3 &

16,574 KB

Size  Type
Windows Installer Package

| ¥

1 objects (Disk free space: 123 GB)

16.1 ME

j My Computer

7. Select “Next” to go License Agreement screen. On License Agreement

screen, check “I

Agree” and “Next”. Click “Close” button to complete the installation.

i¥ Crystal Reports for .NET Framework 2.0 (x86)

15 Crystal Reports for, NET Framework 2.0 (xB6) (A=)

=3
Please take a moment to read the license agreement now. |f pou accept the terms below. click "I
‘Agree”, then "Next". Othemsise click "Cancel".

Welcome to the Crystal Reports for NET

License Agreement
Framework 2.0 {x86) Setup Wizard

The installer wil e you tvovigh the steps requited t install Crystal Reports for NET Framewark:
(435 o oL compe.

CRYSTAL REPORTS FOR MICROSOFT VISUAL STUDIO 2005 LICENSE A

IMPORTANT-READ CAREFULLY: THIS IS 4 LEGAL AGREEMENT EETWEEN
YOU AND BUSINESS OBJECTS SOFTWARE LIMITED (“BUSINESS OBIBCTS™)
FOR. THE BUSINESS OBJECTS SOFTWARE PRODUCT IDENTIFIED ABOVE,
WHICH MAY INCLUDE COMPUTER SOFTWARE, ASSOCIATED MEDIA,
PRINTED MATERIALS AND ONLINE OR ELECTRONIC DOCUMENTATION
(“SOFTWARE"). EEFORE CONTINUING WITH THE INSTALLATION OF THE
SOFTWARE, ¥OU MUST READ, ACKNOWLEDGE AND ACCEPT THE TERMS

\WARNING: This compuler program is protected by copyrioht law and intemational tiealies.
Unautherized duplication or distribution of this program, or any portion of it. may result in severe civil
or ciiminal penalies. and wil be prosecuted to the masimum eatent possible unde the .

Ol DoNot Agiee @7 Eaied

Concel [ e [ Concsl ][ <Book ][ _nmea>

i Crystal Reports for .NET Framework 2.0 (xB6)

Installation Complete

Crystal Reports for NET Framework 2.0 (x85] has been successfull installed.

Click "Close" 10 exi.

Please use Windows Update to check for any eriical updates to the NET Framenork.

8. Create shortcut on desktop: Right click

C:\COH_BUDGET\FY14_Budget-> Send To->Desktop (create shortcut)

&5 COH_BUDGET

File Edit \iew Favorites Tools Help
Qv - QT O seaan ‘[.i‘.j Folders | [Z27]~
Address (I3 C:\COH_BUDGET
Folders * Mame
= ' My Computer ~ | [D)CrystalReports
= % Local Disk (C:) — [Ddotnetfx
() 6e221e82a5428 faed1de.  |JReportyiewer

" JFY 13_Budget
CIFy2010_Budget_Windows.exe
ﬁ'f}'SED_lp .msi

|C5) 07F7asba0bdasabTe77de
|5 98a4d639f423d6 1308
[C2) 80243f=28957d20a3c
[5) bprep
2 (3 COH_BUDGET
[ CrystalReports
[ dotnetfx
() Reportviewer v
< | > £ |
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2.2 Common Problem

BudPrep does not get updated
1. Check to ensure that SUDS is installed under the C:\bprep\suds directory.

2. Check that all sub directories and files under C:\bprep do not have a read
only property.

3. Contact your Finance budget analyst if you have any problems or concerns.
2.3 Starting BUDPREP
Start BudPrep by clicking on the FY2015 Budget icon on your desktop. If you select

to run C:\bprep\suds\FY2010 Budget Windows.exe directly, BudPrep will run but
you will not get the benefit of the automatic update, which may result in errors in

calculations, and the use of improper forms.

City of Houston FY2014 BudPrep Login

Business Area Mo.:
Password:

ok | quit |

When the login screen appears, enter your department number and password then
click on OK or press Enter. Use the same password you used last year. If you
would like to change your password, contact Julia Zhou via email.
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Budget Main Menu Q@@

Budget  Utility  Euit

For The Fund Center You
‘Wish To Work On, Click On
The Nlumber From The
Drop-Down List Below

Fund ho.: v

Latest Bulletin Mo, |1 Latest Bulletin | 1i7/2009 All
Bulletin

BudPrep is ready for FY10. FY08 adopted budget and FY08 actual
FTEs are loaded

The Main Menu will appear and you are ready to begin entering data.
There are 3 sub menus in Main Menu screen: Budget; Utility and Exit.

e The Budget menu presents a list of all the forms you will use to complete your
Budget Request.

e The Utility menu includes the master calc/post procedure and the monthly
budget function.

e The Exit menu ends the BudPrep session.

To begin preparing your budget request, click on the Fund No you want to work on
from the drop down list of Fund available to you.

3.0 COMPLETING THE BUDGET FORMS
3.1 Business Area Mission Statement

The Business Area’s mission statement and its short and long-term goals should be
entered on the Business Area Mission Statement screen.
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1o %
Reports  Exit
1000 | General Fund 1600 | Municipal Courts Administration

Mission Statement

The Municipal Courts Administration Department performs the administrative support activities required for the efficient
operation of the City of Houston's judicial branch of government. The department is responsible for all administrative
functions such as processing all complaint fillings, preparing court dockets, recording and tracking court proceedings,
collecting fines and fees, posting bonds, processing bond forfeitures, issuing subpoenas and warrants, maintaining
electronic and hard copy files and financial accountability and reporting to the appropriate governmental agencies. It operates
the largest municipal court system in the state of Texas, as well as one of the largest in the country.

Short-Term Goals

o Finalize stabilization and vendor negotiations for the ICMS

o Renovation of 1400 Lubbock and the implementation of the new model of services (Court Greeters, Kiosks,
Service Directionals)

o Implementation of One Call Solution Center.

Roll out new model of senvice:
o Begin Procurement Strategy and Process for new Court System

o In partnership with G3D and the National Center for State Courts (NC3C), finalize the Municipal Courts Strategic Plan

Save

y

The text in each section is limited to 1,250 characters. To avoid losing your work,
edit the data so it fits into the allocated spaces.

The completed form can be printed by selecting “Reports” from the Menu Bar. The
report will be presented on screen. Click the printer icon to send it to your printer.

NOTE: Whenever you select the report option on a form that will appear in the final
budget book, a pop-up will appear asking for the section and page number. This
information is optional. If you do complete the page number, the printed form(s)
will start with that number. If you do not enter a page number the report will start

with page “0”. This pop-up does NOT appear when printing forms that will not be
included in the budget book.

Select “Exit” from the menu to return to the main menu.

3.2 Business Area Summary

The Business Area Summary gives a brief overview of all revenue, expenditure,
personnel and department budget highlights.

Budget highlights for the new budget and the overtime FTEs for the estimate and
current year are the only information entered directly on to the Business Area

Summary form. Budget highlights should reflect the operational goals that the
budget request will accomplish.

Begin each new highlight line with a lower case “0” followed by a space. This text is
limited to 1,000 characters.

| BUDPREP - 16
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Business Area Summary E@E
Reports  Utilities  Exit
1000 |GeneraIFund 1600 |Mun|u|pa\Cuun5 Department
Fv2012 Frao12 Fv2013 Fra012 FY2014
Actual Adopted Current Estimate Budget
Business Arearevenue | 36,609,943 | 36140820 | 36140920 | 34,253,000 | 34,772,000

Civilian Overtime FTEs | oo | oo | 0o | 00 | 0.2 Save

Significant Budget Changes and Highlights

0 The F¥2013 Budget includes funding for expenditure increases in health benefits ($446,126) and pension
contribution ($405,212).

o Continuation of increased judicial and administrative support for expanded jail arraignment dockets

o Continuation of jury dockets at Court 18 (Westside), two days perweek

0 Contract review and renegotiation to optimize savings for FY201 4[

o Caontinuation of the Civil Adjudication Court and Dangerous Buildings hearings

o Continuation of data cleansing efforts in preparation for CSMART go-live

0 Provide judicial and support staffing at the planned Sobering Center.

0 Optimize staffwork schedules to reduce contract labor costs.

o Related personnel costs (152 ) for returning staff currently assigned to IT for CEMART development.

Pressing the Update button on the screen will update the Overtime FTEs as
reported on the personnel form.

Pressing the Post Revenues option from the Utilities menu will update the revenues
shown as reported on the Revenues form.

Print the Business Area Summary by selecting Report from the menu. This action
will automatically post all necessary screens prior to printing to ensure that current
budget amounts are reported. The report will appear on screen for you to review.
Press the printer icon to send the report to your printer.

NOTE: Reports included in the final budget document are denoted by
an asterisk (*) after their name.

Click on the Exit to return to the main menu.

3.2.1 Performance Measures

The Mayor is placing renewed emphasis on performance management in the City
and has created a quarterly performance report — Performance Insight to assist
City leaders in better decision making, improve productivity throughout our
processes and procedures and increase transparency into the City’s operations.
Each month, departments track and submit the progress of budget performance
measures to Finance, and the most critical performance indicators (as determined
by the Mayor’s Office) are published in the quarterly Performance Insight.
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Goal-Setting (“FY2015 Budget”):

Performance measures are a way to justify the budget dollars being considered
and establish the service-level expectations for the fiscal year. The goal is to
report performance measures that relate directly to the Mayor’'s core objectives
and the departments’ mission. Goals should be aggressive and logical, taking into
account factors such as expected population growth, program changes, human
and financial resources, historical trends, etc....

BudPrep will be populated with the performance measures that you send to Finance
on a monthly basis by department and by fund. Please consult with Jesse Bounds
(832.393.9095) prior to making any changes to existing performance measures
(those departments submit to Finance on a monthly basis). We encourage
departments to add measures if the measure would help guide management
decisions, gauge productivity and/or increase transparency. There are enough lines
for 20 measures per fund and measure text boxes allow 100 characters each.

Narratives:

It's important to understand what is being measured to add context, increase
transparency and explain nuances or exceptions. We have already described the
City’s core (“Priority 1”) performance indicators for the published Performance
Insight report, and we will begin hosting the non-core or operational-level
performance measures online in the FY2015. Please update your performance
measures with a brief but thorough description of what is being measured in the
following syntax:

Measures the (average/rate of/number of) what, where, when, how. Goal:
(Increase/Decrease/Maintain) Why.

Example:

311 Average Speed of Answer

Measures the average wait time (in seconds) for a caller to reach a 311 service
representative from the time the caller is initially placed in queue. Goal: Reduce
caller wait time.

Narratives will be available for the public to view online so please edit and be as
specific as possible.
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3.3 Cost Center Summary

The Cost Center Summary reflects the activities of a business area by cost
center. In FY2015, the department will enter the Current and Estimate FTEs in
this area.

To access the Cost Center Summary form, select Budget from the Main Menu,
then select Cost Center Summary from the Budget sub menu.

Choose the cost center you wish to work on from the drop-down button.

Cost Center Summary
EReports  Utilities  Egit

[1000  |General Fund E  ~ Division: |160001
[1600  |Municipal Courts Department [MCD - Adrninistrative Services
Fy2012 Fy2013 Fy2013 Fv2014
Actual Current Estimate Budget
Budgeted Civilian FTES 17.0 16.6 17.0 0o
Budgeted Classified FTES 0.0 0.0 00 0.0
Budgeted Cadet FTEs 0.0 0.0 0.0 0.0
Total Budgeted FTEs 17.0 16.6 17.0 0.0
Cost Center Expenditure Tota 3568958 | 426420] [ 4239002] [ 4423808

The data with grey background can’t be edited. FY2015 FTEs are calculated
based on personnel detail information. FY2013 Actual FTEs are loaded from SAP
YTD FTE data.

Cost Center summary is not part of budget submission package. Its format
changed from two-page to one page which lists FTEs and budget.
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Changing Controlling Division

Departments cannot add or delete cost centers; however, cost centers can be
moved from one group to another.

In Cost Center Summary screen, use the “Utilities” menu item to accomplish the
following:

Change Caontrolling Division
Business Area FTEs Screen Totals
Update Cost Center Expenditure

Calc and Post Personnel FTEs

1. Change the Controlling Division if divisions exist for the department

-ioix
Exit
Division| Division Name Cost Center Cost Center Name =
380001 | Office of The Dirsctor 3800010001 HHS - Office of the Directar
380001 | Office of The Director 3800010002 HHS - Public Affairs
380001 |Office of The Director 3800010003 HHS - Quality Assurance & Auditing
380001 |Office of The Director 3800010004 HHS - Health Planning
3800071 |Office of The Dinsctar 3800010005 HHS - Mayors Cffice Support
380001 | Office of The Director 3800010006 HHS - Bureau of Veteran's Affair
Office of The Director 3800010007 S - Director’s AIM Projects
380001 | Office of The Director 3800020004 HHS - Info. Services
380002 |Administrative Services Group 3800009999 Default Cost Center
380002 |Administrative Services Group 3300020001 HHS - Admin. Svcs -
4 | _>|_I

CostCenter  |FRIIRIAI] Cost Center Name |HHS-0HicanftheDiremnr

Mew Division (330000 vl Division Name IPIagg Input Group Name:
Change | Cancel

a) Select the Cost Center you wish to change from the Cost Center drop down
button

b) Select the Division you want this Cost Center moved to from the New
Division drop down button

c) Click the “OK” button to save your change(s).
2. View total departmental FTEs on the Cost Center Summary screen.

3. Update the Cost Center expenditure totals as shown on the bottom of Cost
Center Summary screen.
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4. Calc and Post the personnel costs and FTE amounts from the Personnel form
a) Select Current Cost Center to process ONLY the current cost center.

b) Select Department to process the entire department.

3.4 Division Summary

The Division Summary screen is used to combine cost centers with similar
objectives into divisions for reporting purposes only. These divisions do not actually
exist in any of the City’s financial systems. Their only function is to present
consolidated, more meaningful information in the budget document.

Select Division Summary from the Budget submenu.

Division

Summary

Report

Utilities Exit

[1000

|Genera| Fund

Lo I

[1600

|Municipa| Coutts Department

Division Description:
(up to 400 characters)

Budgeted Civilian FTES
Budgeted Classified FTEs
Budgeted Cadet FTES
Total Budgeted FTEs

Group Expenditure Total

Rollup Cost Centers

|Administrative Services

Owersees facilities and safety, including Bailiffs and private
secutity guards, financial services, human resources, mail
services, public information, and training. This division also
administratively supponts the Court Operations, Puhlic
Services, and IT System Support Divisions.

Fv2012 Fv2013 F2013 Fv2014

Actual Current Estimate Budget
17.00 1660 17.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
17.0 16.8 17.0 0.0
2834| | a423608] | a423508] | 44235608

1600010009 -- MCD - Administrative Services
1600010002 -- MCD- HumanResources Payroll

The Description text box allows 400 characters.

Z|
Pick a division from division drop down button. Enter Description for the division.
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Budgeted FTE and expenditure data is automatically added to the form from the

cost centers and expenditure lines and cannot be entered on to the Division
Summary.

Division Management
Departments can add, rename or delete divisions in this function under Utility menu

item. Before deleting a division, please make sure there is no cost centers rolling up
to this division. Otherwise, all cost center data under the division will be gone.

[ Division Management -10] x|

| Division | Division Name =l

380000 Flase Input Group Name Division |260001

Office of The Director

380002 Administrative Services Group Division Name |Oﬂice a0lthe Director

380003 Disease Prevention & Control

320004 Environmental Health Group

380005 Neighborhood Services |

Add | Rename Delete

380006 Surveillance And Public Health Preparedness =

«| | »

Cost Center | Cost Center Name

3800010001 HHS - Office of the Director

3800010002 HHS - Public Affairs

3800010003 HHS - Quality Assurance & Auditing
3800010004 HHS - Health Planning
3800010005 HHS - Mayor's Office Support
3800010006 HHS - Bureau of Veteran's Affair
3800010007 HHS - Director's AIM Projects
3800020004 HHS - Info. Services

BUDPREP - 22




BUDPREP FY2015

3.5 Revenue Items

The Revenue Detail screen contains business area revenue detail by commitment
item for each cost center. Only the non-grayed out column can be changed by
department:

e FY2013 Actual: SAP FY2013 period 12 data (CAFR). Only can be edited by
Finance department.

e FY2014 Adopted: FY2014 adopted budget. Not editable.

e FY2014 Current: Current FY2014 budget which is loaded with its adopted
budget. This will be refreshed with SAP period10 data to agree with April
MFOR when it is available.

e FY2014 Estimate: Current year estimate budget from department. Finance
department will adjust the amount to match April MFOR when it is available

e FY2015 New: New budget request from department.

Revenue Detail Q@@

Reports  Utilities  Data_Transfer  Exit
[too0  [General Fund
[1600  [wmunicipal Courts Department [MCD - administrative Services
Commit Ceaeeran Fvao1z Fva0i3 Fv2013 F‘/.Qm 3 Fy2014 | *)
ttem Actual Adopted Current Estimate Mew Budget
b REEENENR Intfd Computer Dev 08,434 00,000 00,000 79.910 0
426330 | Miscellaneous Copies Fees 13,715 13,340 13,340 30,458 31,01
426340 | Public 5 afety Reports Fees il 0 0 1] 1]
427010 “iolations 18,093,005 19,593,870 19,593,870 18,615,833 18933578
427030|On\y Estimate and New Budget amaounts may be entered. E 707210 707210 537.368 541,450
427040 | Non-Traffic Fines 2,956,433 2,826,753 2,826,753 2,330,108 2,369,859
427050 | Failure to Appear Fines 2,209,838 2,316,830 2,316,830 2,196,287 2,236,099
427060 | Scire Facias Forfeitures 1.027 330 1.042.707 1.042.707 fd4 552 §53 952
427070 | Bond Handling Fees 203 2067 2067 935 953
427100 | Local Court Costs E10,143 583,275 583,275 EE3,123 E74.431
427110 | Diriver S afety Administration Fees 1,324 563 1,309,318 1,309,318 1,675,638 1.723175
427120 | Cash Bond Forfeiture Fees cia) 47 47 B32 E4E
427130 | Local Anest Fees 1562112 1.566.026 1.566,026 1565172 1592520 |
427140 | State Arest Fees B e e 1 1
427180 | Towing Hearing Filing Fee 19,910 0 0 1] 1]
427160 |Wanant Fees 243585 260,283 260,283 143313 145923
427170 |HPD Overtime Fee g 10 10 |54 EG
427180 | Capias Pro Fine 3974 3891 3891 34z 3494
427200 | Unclaimed Fines & Forfeitures 2170 1,590 1,590 B02 B30
427210 | Court CostsAJury Costs Kl ar ar B0 Bl -
CostCenter Total | 34076758 36140820]  36,140020[ 34253000 34772080
Business Area Total | 36,600,843 35140820 36140820| 34253090 34,772,090 |
Z

Totals for the currently viewed cost center and the business area are shown at the
bottom of the page. Select the cost center from the drop down button.

Revenue Detail
Reports | LHilities | Data_Transfer  Exit
1000 Add AMew Recaord
5500 Delete A Record
FPaostto Business Area Summary -
Comi 20
ften Export bl act
» Electricty Franchize Tax 96,575
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Use the “Utilities” menu item to accomplish the following:
1. Add a new revenue record to the current Cost Center

For Cost Center: 1600010001

Select Commit [tem to Add

411010 Incremental Property Tax

a) Select the commitment item you want to add from the available items in the
drop down.

b) Press the “OK” button to add the record. It will be added in proper numerical
order.

NOTE: If the item you want to add is not in the drop down, contact Julia
Zhou at 832-393-9065.

2. Delete a record

For Cost Center: 1600010001

Select Commit ltem to Delete

1428330 Miscellaneous Copies Fees _1]

Cancel

a) Select the commitment item you want to delete from the available items in
the drop down.

b) Press the “OK” button to delete the record from the current cost center.

3. Post the department totals to the Business Area Summary.

4. Export the revenue information to an Excel worksheet on your hard drive.
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NOTE: When entering revenue or expenditure data into BudPrep be sure to
enter the amount as an integer. If you attempt to enter a decimal (.)
and cents, BudPrep will display an error message and block the edit.

Select Revenue Detail from the Reports menu to print the report.

Exit to return to the main menu.

3.6 Expenditure Items

The Expenditure Detail Form contains business area expenditure detail by
commitment item for each cost center. Like Revenue Detail screen, the data in
grayed out column can’t be changed.

e FY2013 Actual: SAP FY2013 period 14 data (CAFR). Only can be edited by
Finance department.

e FY2014 Adopted: FY2014 adopted budget. Not editable.

e FY2014 Current: Current FY2014 budget which is loaded with its adopted
budget. This will be refreshed by SAP period10 data to agree with April
MFOR when it is available.

e FY2014 Estimate: Current year estimate budget from department. Finance
department will adjust the amount to match April MFOR when it is available.

e FY2015 New: New budget request from department.

Expenditure Detail E@E

Reparts  Utilities  Data_Transfer  Exit

[tooo [General Fund [teonotoo01  -|  Division: TR

[t600  [municipal Courts Departrent [MCD - Administrative Senices
Cominit B Fy2mz2 Fv2013 F¥2013 F‘r.'201 E| Fy2014 *

ttem Actual Acloptecd Current Estimate Mewy Bucget
S03M5 | Basic Life Insurance - Active Civilian 818 E44 644 EE7 B56
503060 | Long Term Disabiliy-Civilian 21 1411 1411 1.504 1.484
803090  ‘workers Compensation-Civilian-admin 4 028 3.320 3320 3712 4174
503100 | ‘workers Compensation-Civilian-Claim -7 a i) 1] u]
504030 | Unemplopment Claims - Administration 11,687 21,580 21,580 3,526 16511
511045 | Computer Supplies 20,779 32,000 32,000 084 30,5940
511050 Paper & Printing Supplies 10,563 15,000 19,000 14,000 14,000
511085 | Publications & Printed M aterials 0 1.000 1.000 B2 7oo
511060 | Postage 30,437 40,000 40,000 46,947 46,947
511070 | Mizcellaneous Office Supplies 3,856 12,500 12500 8.000 8,000
511110 | Fuel 3498 3,000 3,000 3.000 3000 |
511120 | Clothing 2.038 3.000 3.000 3.000 1]
511150 | Miscellaneous Parts & Supplies 3.855 1,500 1.500 1.736 o
520100 | Temporan Personnel Services 724 a o o o
520102 | Secuwily Services BS0.776 629,372 £59.372 £59.372 689372
520107 | Computer Info/Conlr 0 350,000 350.000 350,000 350,000
520109 | Medical Dental & Laboratory Services Be9 GEE BEE azz BEE
520110 | Management Conzulting Services 3,575 a i) 55 u]
520114 | Miscellaneous Support Services 118,568 1] 0 54,000 1]
520123 | Vehicle & Mator Equipment Services 2.580 1,500 1,500 168 168 |
|
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Select the cost center you want to work on from the drop-down. Enter FY2015 New
budget amount. Budget request amounts for certain personnel and capital
equipment amounts will be entered by BudPrep from other forms during calc and
post operations. These items include salaries, overtime and fringe benefits.

Expenditure Commitment Item Amounts

Reports | Utlites | Data_Transfer Exit Help

1000 Add A New Record 1 IESUDU‘]UUU‘] vI
=
5500 LERARET [aRA - Directars Office
! Screen Totals » | Business Area _F\
Post Capital Equipment Cost Center |
Post Personnel Salaries and COvertime 380,761 527553
Export 4 25325 0
OIoVEE BWaTas 2.500 2.500

Use the “Utilities” menu item to accomplish the following:

1. Add a new expenditure record to the current Cost Center
For Cost Center: 1600010001

Select Commit ltem to Add

551005 Fixed Assets Restatement

Select the commitment item you want to add from the available items in the
drop down. Press the “OK” button to add the record. It will be added in proper
numerical order.

If the item you want to add is not in the drop down, contact Zhou at 832-393-
9065.

2. Delete a record

For Cost Center: 1600010001

Select Commit [tem to Delete

[50001 0 Salary Base Pay - Civilian

Cancel

Select the commitment item you want to delete from the available items in the

drop down. Press the “OK” button to delete the record from the current cost
center.

3. View screen totals of expenditures at the department or current cost center
level by appropriation.
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4. Post expenditure amounts from the Capital Equipment Form.
5. Post salaries, overtime and fringe benefit amounts from the Personnel Form.

The “Data_Transfer” menu item lets users download or upload FY2015 budget
data.

Expenditure Detail

Reports  Utilities | Data_Transfer | Exit Help

1000 lm| Download New Budget to Local File | o5
5500 Im Upload New Budget from Excel IE
Commit . Fy2008
tem Description Actual
Salary Base Pay - Civilian 1.152.998

1. Download New Budget to Local File: show the FY2015 budget data on Crystal
Report.
e Click Export Report icon on the top left action bar of the report

[ crystal Report =]
EEE YoM ob e b -
- m IMain Report |
Fund Dept CostCenter Acct Description Budget Amount
1000 2500 2500010001 500010 Salary Base Pay - Civilian 960,194 b
1000 2500 2500010001 500030 Salary PartTime - Civilian 17,706
1000 2500 2500010001 500060 Overime-Civilian ]
1000 2500 2500010001 500110 Bilingual Pay - Civilian 904
1000 2500 2500010001 501070 Pension- Civilian 142 589
1000 2500 2500010001 501120 Termination Pay- Civilian 3,000
1000 2500 2500010001 501160 Wehicle Allowance - Civilian 8,432
| 1000 2500 2500010001 502010 FICA- Civilian | 73,877 hd
4 »
Current Page Mo.: 1 ITomI Page Mo.: 1+ |Zocm Factor: 100%

e Locate the place where you like to save the data and type file name
e Select Microsoft Excel Data Only (*.xIs) as “Save as type”

I =
g o2 o

e Press “Save” button to save the file

BUDPREP - 27




BUDPREP FY2015

2. Upload New Budget from Excel: load FY2015 data from prepared Excel file,
which has the same format as downloaded format.

e Pick the file from network or local drive, Press “Open” button to transfer
FY2015 budget into BudPrep.

oren x|
J2 e s A= g

[Exps_Upload s =] Cpen

[Microsof: Excel Warkbook (*xis) =l Cancel

Since some accounts are calc items, such as base Salary Base Pay, FICA and etc.,
BudPrep will run calc and post procedure after the data is imported from Excel to
ensure the data correction.

3.7 Capital Equipment

The Capital Equipment Budprep Form is used to budget all proposed qualifying
capital equipment purchases out of the Operating Fund.

The following definitions apply to all fund centers:

DEFINITIONS:

EQUIPMENT - A tangible item with an expected useful life of more than one year
and having a unit cost equal to or greater than $1,000. Equipment can be either
Capital or Non-Capital but cannot be a repair part.

CAPITAL EQUIPMENT - A tangible item with an expected useful life greater than
one year and a unit cost greater than $5,000. Items meeting this definition must
be budgeted and purchased from the 560 appropriations.

NON-CAPITAL EQUIPMENT - A tangible item with an expected useful life greater
than one year and a unit cost of $5,000 or less, but equal to or greater than
$1,000. Items meeting this definition must be budgeted and purchased from the
550 appropriations.

EXCEPTION TO MINIMUM COST - All computers and related peripherals are
considered non-capital equipment and must be purchased from the 550
appropriation, if they have a useful life greater than one year and cost $5,000 or
less.
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SUPPLY ITEM - A tangible item with an expected useful life of less than one year
with a unit cost less than $1,000; or a repair part of any value. Items meeting this
definition must be purchased from the 510 appropriations.

REPAIR PART - A tangible item installed in another tangible item to restore
operating capacity. A repair part does not increase the life expectancy of
equipment or improve its capacity. A repair part regardless of cost is classified as
a supply item. Items meeting this definition must be purchased from the 510
appropriations.

BETTERMENT - A tangible item used to increase the performance and add to the
life expectancy of another tangible item. Betterment may be classified as either
equipment or supply, depending on the original item and the betterment together,
meeting the life expectancy and unit cost tests.

ASSET SYSTEM - Multiple property sub-units, which function together as a single
unit. An asset system may be classified as either equipment or supply, depending
on the entire asset system unit meeting the life expectancy and unit cost tests.

GROUP ASSET - Multiple property sub-units of like items such as stacking chairs.
A group asset may be classified as either equipment or supply, depending on the
entire group asset meeting the life expectancy and unit cost tests.

COMPONENT ASSET - Individual fixed assets, which can function independently,
but are related to/associated with a larger property unit for management or control
purposes. A component asset may be classified as either equipment or supply,
depending on the individual components meeting the life expectancy and unit cost
tests.

Refer to the FY2015 Equipment Summary Matrix on page iv for additional
guidance.

The Capital Equipment Form is composed of 2 screens. The initial screen to
appear is a summary screen of items requested plus budgeted amounts for both
the department and current Cost Center. Information cannot be edited on this
screen.
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[ capital Equipment Detail _lolxl
Reports  LUtilities  Exit

g700 |Parking IManagement Operating Fund

2500 |General Seniices [GSD-PARK CUST SERV
.| Commit s unit Total
Ref# Priority tem Description ‘ GEMS ‘ GEMS Description Quanity Cost ‘ Cost
001373 | 2 | 551015 | Non-Capital Computer Equip 5 1500 7.500
001260 | 4 | 560230 |Computer HW and Develop. . | | | 4] om0 240000

Cost Center Total 267,500
Business Area Total ITM

** Double click the record to edit

4

Select the Cost Center you want to work on from the drop list. Information can be
edited by selecting “Edit A Record” under the “Utilities” menu item.

You should complete a separate Capital Equipment form for all equipment items
requested, regardless of funding source (all funds).

Reports | Utilities | Exit
w700 | Add ANew Record | e
[2500 Delete 4 Record [GSD-PARK CUST SI

Post to Expenditure

Ref#

Export v HS‘

GEMS Descripti

Use the “Utilities” menu item to accomplish the following:

1. Add a new record to the current Cost Center or Edit an existing record
a) Both options will open the Capital Equipment form.

b) You must use this form to add a new record or make changes to an
existing record.

c) BudPrep assigns unique reference number starting with two digits fiscal
year numbers for new item.
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‘Capital Equipment Edit Screen for 1000/1600 _ ol x|

Cost Center 1600010001 Reference #  [11 - [o03e23

Priority Replace orNew |[r (RIN)
Carryover [y (YIN)

SAP Commitltem  |550210 Description |Fumiture Fixtures and Equipment
Requested
Amounts

Quantity 1
Budget Unit Cost 18124
Total Budget Cost 18,124

Remarks | Replacement Furniture for Municipal Courts Administration

Likewise, the form requires you to enter a rating in the "Priority" field. This should
represent the Priority at the Department level, NOT the individual cost center
level.

Each equipment item requested on the Capital Equipment form must include
information identifying it as a new(N) item or a replacement(R) item.
Replacement items must include the Fixed Asset Identification Number (City of
Houston Asset Tag Number) of the asset to be replaced.

Select the appropriate commitment item from the drop down list of available
items. You cannot type the number in. If the item you want to use is a valid
number and not in the list, contact Julia Zhou for assistance. BudPrep will supply
the commitment item name for you.

If the item is rolling stock, a drop down list of descriptions will appear after the
commitment item has been selected. Select the appropriate description for the
item and the code and description will be entered for you. BudPrep will also fill
the average cost of this from last year and place it in the “Budget Unit Cost” field
and insert a quantity of “1”. You may change the quantity and BudPrep will
recompute the “Total Budget Cost”, which is the amount that will be transferred
to the expenditure form. If the description you select is not appropriate for the
commitment item that you have chosen, BudPrep will change the commitment
item to the one it should be.

If you wish to use a different unit cost than the one provided, enter the unit cost
you wish to use in the “Budget Unit Cost” field. BudPrep will then use that cost
and recompute the “Budget Total Cost”.
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When you finish entering data, press ‘Save’ on the menu to record your
information and return to the summary screen.

2. Delete arecord
a) Enter the reference number of the record you want to delete.

Capital Equipment Reference No.

Enter Ref # to Delete
| 0. K I Cancell

b) Press the “OK” button to delete the record from the current cost center.
3. Post expenditure request totals to the appropriate expenditure line.

4. View screen totals at the department level.

NOTE: Equipment items that are proposed to be purchased through the
Equipment Acquisition Program for General Fund departments will not be
included as part of the department's FY2015 operating budget and do not
post to any budget forms. However, they MUST be entered on the Capital
Equipment screen.

Use the “Report” menu item to print a department level report.

Use the “Exit” menu item to return to the main menu.

3.8 Personnel

The Personnel Form contains a record for every active employee in the payroll
system at the time BudPrep is distributed to the departments.

To protect the personnel data sensitivity, Personnel Details screen is password
protected. Each department needs to send an authorized users list to the Finance
Department for password assignment.
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Reports  Utilities  Exit

[1000  [General Fund N0 -|  Division: [650001

|8500  |Administration and Regulatory Afairs |ARA- Director's Office
Double click the row header to delete the record Add
Fund | £ EMP D Name Tye |25, | Tite E:f,e NGV F¥ L IFTE | s
BRI 6500010001 [138237 NEWPORT,CH.. |CI  |3420 |ACCOUNTANT .. 2,000 8|26.1 10
1000 |6500010001 | ASPCIg5000.. |ASPCISS00010001 (CI |9980 |ASSIGNMENTO.. 2,000 0|10 0.0
1000 |6500010001 |gjLcig50001.. |BILCISS00010001 [C1 [9810 | BILINGUAL PAY . 2,000 0|10 00
1000 |6500010001 |HpAYRS000. . |HDAYE500010001 |CI |9912 |HOLIDAY PAY - . 2,000 0|10 00
1000 |6500010001 |HpFTes000.. |HPFTES00010001 |CI |9959 |HOPE INCREAS.. 2,000 0|10 00
1000 |6500010001  ||NcCigs000. |INCCISS00010001 |C1 |9950 |EDUCATIONALL. 2,000 0|10 00
1000 |6500010001 |QTCIe50001.. |OTCIES00010001 |CI |9804 |CIVILIAN OVER.. 2,000 0|10 00
1000 |6500010001 | ppMPCIG5000_ | FMPCIES000100... (€1 |9945 |FREMIUIM PAY 2,000 0|10 00
1000 6500010001 |wrrimsnnod | VFCIGSDO010001 |CI 9993 |VACANCY CIVILI. 2,000 0l1.0 0.0

The Fringe Benefits box at the button of the screen list the information which is
calculated by system and is not editable.

Fringe Benefits

Insurance: 5,908 Pension: op3z  FIGA 613 Lifelns: 6 LT 35 Workers' Comp

In Personal Detail screen, user can accomplish the following:
e Edit the employee’s info: Fund, Cost Center

Fund: Budget fund number

Cost Center: Budget cost center

Emp Name: Employee Name

Emp Type: Employee Type

Job Code: Employee Job Class and Description

Ins Code: Insurance coverage

Pay Period: Number of pay periods the employee is budgeted for
Base Pay: Employee’s base salary for each pay period
Longevity: Longevity pay for each pay period

Position: Position number. For new added employee, BudPrep uses
Emp ID as its temp Position Number

o Description: Position description

O O O O O O O O 0 O

e Delete a record by double click the record header

e Search the person in department by EMP ID or Name. If you search by
name and want to find the specific employee you must enter the name

239
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exactly as it appears on the record, including spaces, commas,
apostrophes, etc., though it is not case sensitive. If you enter just the last
name or part of the last name,

e Run Master Calc & Post

e Mover records inside department: By changing fund and/or cost center,
the record can be moved from fund/cost center to another fund/cost center
inside the department.

[1000  |General Fund BE
[500  |Administration and Regulatory Affairs [AF
Fund | &8t EMF ID Name Type
Center ¥P
RLE es00010001 [ 138937 NEWPORT.CH... |CI
1000 — General Fund 4SFCIE500010001 |CI
1002 — Central Service Revolving Fund
1004 — Property & Casuatty Fund 3ILCI&500010001 |CI
2427 — BARC Special Reverue
8700 — Parking Management JDAYE500010001 | CI
4PFTE500010001 |CI

e Add Record: “Add” button will let user to add records for current or each cost
center based on the type of selection. If New position, Seasonal position or
Cadet is selected, only one record will be added in current cost center.
Otherwise the selected non-personnel record will be added to each cost center,
such as Overtime, Vacancy Factor, Bilingual Pay, etc. Those records will be
assigned default value:

e |nsurance: NA
e Pay Period: 1

Double click the item to add

Only for current cost center

Seasonal Position
Vacancy Factor - 5993
Owertime - 9304

Civilian Holiday Pay — 9912
Bilingual Pay - 3910
Incentive Pay — 9950
Assignment Pay - 5580
Clothing - 9938

Premiun Pay - 5345
HOPE Increase 3% — 9397, 9998, 9399 Qc“oa
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Under Utility menu, following functions are available:
Add multiple positions to the current cost center:

User can add multiple New positions, Seasonal and Cadet. This option will
prompt user for:
o Number of the Position: the total number of records will be added
o Emp Id to be Modeled After: this employee’s basic information will be
used to populate for new records, such as fund, cost center, base pay, job
code, number of pay period and insurance. If system can’t find the
employee ID for the model, default value will be used:

= Fund: current fund number

= Cost Center: current cost center

= Type: CI - Civilian

= Job Code: 0000 — Temp Job Code
= Base Pay: 0

= |nsurance: NA

= Pay Period: 26.1

Add Multiple Position

Employes Typs: ™ New

Mumber of Position: 5
Emp ID to be Modeled After: (123456

Ok Cancel

Export the personnel detail or roster information to an Excel file on your local
drive or network.

Use the Reports menu to print information for:
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< Personnel Detail

Reports | Utilities  Exit

| Personnel Detail (Legal size with Position ID) 3 | All Business Area

Personnel Detail (letter size without Position ID) 3 Current Cost Center

Roster 4 Current Division

Mew Postions

Job

Seasonal Positions Tipe | Code Title

bLaLEISE I [3420 |ACCOUNTANT ..
Business Area Summary and PM* Cl 3380 |ASSIGNMENT Q...
Division Summary™ Cl 5510 |BILINGUAL PAY ...
Expenditure Details* Cl 5912 |HOLIDAY PAY - ..
Revenue Details* Cl 9935 |HOFPE INCREAS...
Business Area Roster* Cl 3950 |EDUCATIONALI...

Personnel Detail: list personnel information for all business area, Current
division or current cost center.

Roster: reports the Business Area roster data for each Cost Center or Division.

New Position/Seasonal Position/HOPE: details budgeted data for business
area.

3.9 Fund Center Summary
The Fund Center Summary Form is used by Non-General Fund business area only.
Different funds may have different way to categorize their revenues and
expenditures. Most of those categories are updated automatically by totaling the

expenditures entered on the revenue and expenditure screen. Only few of them and
following items need be input from screen:

e Restricted Beginning Fund Balance
e Beginning Fund Balance

The ending fund balance is calculated and carried forward to the beginning fund
balance of next year.

Press the “Calculate” button to update amounts on the form.
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Fund Summary

Reports  Edit Narrative  Exit

2206 [Muricipal Court Bidy Security Fund 1600 unicipal Courts Departmert
FY2013 Fv2013 FY2014
Current Estimate Budget
Restricted Beginning Fund Bal i o 0 Calculate
Beginning Fund Balance 100,415 100,416 24,769
Current Revenues 950,022 900,245 800,245
Developer Advances a a 0
Bond Proceeds 0 a 0
Laan Proceeds [i} o o
Provision for Bad Debt [i] a 0
Total Available Resouces 1,050,440 1,000,663 975,034
Mairtenance and Cperations 1,000,663 975,574 925,034
Debt Service ] a 0
Cther InterFund Transfers 0 a ad
Capital Expenditures o i} 0
Renew/Repl - Cap Equin f Resrv o 0 il
Total Expenditures [ 1 000,663 [ 475,674 [ 925,034
Restricted Fund Equtty [ [ [ 0 [ 0
Planned Ending Fund Bafance | 977 [ 24,733 [ 0
Total Budget [ 1,050,440 [ 1,000,663 [ 925034

Select Edit Narrative from the menu to type/edit the fund summary text that appears
at the bottom of the fund summary page.

Fund Center Summary Narrative

Exit

The above summarizes the FY2008 Budget, the FY2008 Estimate and the FY2009 Budget for the Municipal Courts Building
Security Fund. Also included are the beginning and ending fund balances, total available resources and total expenditures.

The Municipal Courts D is for the Courts Building Security Fund at the
direction of City Council. The Courts Building Security Fund began in FY1997 generating revenue from a $3.00 fee charged on
all convictions. The purpose of the fund is to aid in ensuring the safety of civilians and civil senvice employees while conducting
business in Municipal Courts buildings

Select Fund Center Summary from the Reports menu to print.

Exit to return to the main menu.
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3.10 Revenue Request Detail

The Revenue Request Detail form presents all revenue items in the department by
commitment item and by Cost Center that have a new budget amount more than
$5,000 (default). To change the default setting, Filter->then enter the amount which
is between budget and estimate.

Revenue Reguest Detail g@@
Eepors  Filker  Exit
[toon |General Fung [1B00010001  ~|  [MCD - Administrative Services
1600 |m1unicipa| Courts Departrment FY2013 FY2013 FY2014
Current Estimate Budget
424030 | [intfd Computer Dev
[ 60,000 | 79,810 i

Estimated Units of Senice:

Revenue Generated Per Unit of Service:

Maimun of 65 charachers

Describe Causes and Assumptions Underlying Proposed Changes in Units of Service From Prior FY

Wie will not receive CSMART salary recovery dollars in Fy2013

Describe Assumptions Underlving Anv Proposed Chanoes in Rates From Prior FY:

Descrihe Any Seasonal Or Other Fluctuation In Revenue Generation: Costs Fully

Recovered?
{vird) ’T

This screen lists revenue item with the change from estimate to new budget over 5,000

A

Select a cost center from the drop down button, and then make a selection from the
commitment item drop down button. Update the information regarding the estimated
units of service and revenue generated per unit of service for each commitment
item. Also, explain the assumptions concerning changes in units of service, rate per
unit and other fluctuations in revenue generation. Finally, answer “Y” or “N” as to
whether or not costs pertaining to this item are fully recovered by the fees.

Select the Reports menu to print the report.

Exit to return to the main menu.
3.11 Expenditure Request Detail

The Expenditure Request Detail form presents all expenditure items at the cost
center level where the new budget amount is 10% more or less than the current

estimate and the difference is at least $5,000. It will also show all expenditure items
at the business area level where the budget is 3% more or less than the estimate
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and the difference is at least $10,000. You must provide an explanation for the
difference between the estimate and new budget request for each item shown.

To change above default setting, Filter->then input variance amount and rate.

[ Expenditure Request Detail ] 53
Reports  Filter  Exit

|2208 |Municipal Court Bldg Security Fund 1600010001 j

|1600 [Municipal Courts Administration MCA-Administrative Senices

This screen lists Expenditure item with the change from estimate to new budget over $5,000 and 10%

Account | Description Current Estimate Reguest % Justifiction
Cea [Vl Fay for Performance-Munici... 5,250 500 6,250 | 1,150.00 | Pay for Performance based on

meeting Department goals and
504020 |Compensation Contingency 0

performance measures. Staffin
10,769 100.00 |HOPE increase of 1.25%

=]

4

Choose Expenditure Request Detail from the main menu. From the sub-menu, select
cost center to update expenditure variance explanations. Select the Department
sub-menu to update expenditure variance explanations. Different cost centers can
be updated by selecting the drop down button.

Budget | Utility Exit Admin

Business Area Mission Statement

Business Area Summary
Cost Center Summary
Group Summary
Revenue ltems

Expenditure ltems For The Fund Center Yc
Wish To Work On, Click
Capital Equipment The Number From The

Personnel Detail Drop-Down List Below

Fund Summary

Revenue Request Detail G e
Expenditure Request Detail 3 Cost Center
Business Area I
| Latest Bulletin No. 1

Print the Expenditure Request Detail by selecting Reports from the menu.
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Choose Exit to return to the main menu. If you attempt to leave the form while
explanations in any cost centers are still blank, BudPrep will prompt you to complete
all explanations. Click on the exit button a second time to leave the form.

3.12 Form3

Forms are the place to hold supplementary information about accounts and
explanation for budget vs. estimates variance. Those notes can also be imported
and exported from/to Excel files. Two radio buttons at the top of the page will switch
the screen between revenue and expenditure.

Form3: Explanation for Accounts and Difference

Report  Ukiity  Exit
1000 |ceneral Fund
¥ Expenditures " Revenues
|1 00 |Municipal Courts Department
. . F2013 Fy2013 Fy2014 . W
Accourt Drescription Accourt Explanstion U Extitate New Budget Changes Difference Explanstion
504030 | Unemployment Claims - Unemployment pay for terminated 32,370 22638 32370 9,732 | Estimated payout for teminating en
Administration employees
511020 | Construction Materialz Reserved for costs of construction materials 1] 332 1] -332 | Did not budget for this account in F
511025 | Electical Hardware & Parts Reserved for costs of electrical hardware a 16 i} 16 | Did nat budget for this account in F
and parts
B11040 | Audiovisual Supplies Reserved far audiovisual supplies a 433 i} -433 | Did nat budget for this account in F
511045 | Computer Supplies Reszerved for toner and other computer 36197 33,256 33540 E84 | Fv13 allocation higher than FyY12 e
supplies needed for court operations increazed toner and supply costs
511050 | Paper & Printing Supplies FRieserved) o prperiitted ke casts of 56.000 52,795 54,000 1.205 | Fy13 allocation hlg_he_r than Fr12 e
ot documents increased paper/piinting costs rela—]
notices
511055 | Publications & Printed Feserved for subscription costs related ta 1,800 2,262 5,150 2,888 | FY'13 allocation higher than Fy'12 e
I aterials court publications and printed materials publication updates
511060 | Postage Brecered i pederp mee cade i 90,000 89,947 91,947 2,000 | FY13 allocation hlgther thant FYE;
reqular mail and certified mail an iNGIaase In poslage costs an
il outs
511070 | Miscelaneous Office Supplies | Reserved for office supplies needed for 36,500 37435 31,080 -6.385 | Fr13 allocation lower than Fr12 e:
court operations decreased expenses
511110 | Fuel Reszerved for fuel charges for the assigned 3.600 3,150 3100 -B0 | FY13 allocation lower than Fr12 es
delivery/pool vehicles reduced fuel usage
511120 | Clathing Reserved for public facing employee 3106 10,347 14,000 3,653 | FY13 allocation higher than Fy12 e
uniforms a need for uniforms
511150 Mlsce_l\aneous Parts & Rieserved) o cnemEme peietsplis 4,700 4,940 E.342 1.402 | Fr13 allocation higher _than FriZe
Supplies h increased needs for office/compute
purchases -
supplies
520100 | Temparary Personnel a a i} 1]
Services
520102 | Security Services Reserved far the payment of outside B59.372 BB9,372 E29.372 30,000 | Fv13 allocation provided on target
zecurity service for court Facilities
5TD1 07 | Comouter Info/Cantr Reserved for the one-time oavment ta 350000 350000 380000 01 Fv13 allocation orovided on FYE'j
A 13

BUDPREP - 40




BUDPREP FY2015

4.0 Utility
Utility menu item on BudPrep main screen have following functions:

Master Calc _Post
Maonthly Budget
Submission Package Print

Fringe Benefits Rate

4.1 Master Calc & Post

These tools will calculate FTEs and personnel cost and rollup the data to high
organization level: cost center, division, fund center and department.

4.2 Monthly Budget

FY2015 adopted budget will be loaded into SAP in monthly budget format. Budprep
provides a template for annual budget split:

On the main screen of BudPrep, select Utility->Monthly Budget

Budget | Utility | Exit

Master Calc Post

Monthly Budget

AT

BudPrep initializes the monthly budget in the following way:

0 ==> Periodl, Period2 ... Period11
FY2015 New Budget ==> Period 12.

In the template, users only can change Period 1 thru Period 11 data. Period 12
data is calculated by BudPrep formula:

FY2015 Budget - sum of Periods 1...Period 11.
The 12™ period budget will be automatically adjusted to balance Periods 1...Period

11. If there are changes made for FY2015 Budget in the budget preparation
procedure, the Period 12 data will also get recalculated.
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1 tanthly Budget
Utkty Bpor  Ext

=loix

1090 [oeneraifuns

[reoe0r0001 =] hcctType: SN ~|

[1530 [oancos couts Aaririen

WA ramareins Servees

ST | ometen 0, [Pt [Pz | s | pet | P | Pt | it | it | et | Pt | Pt | Pt
hﬂ i | A me| men| men mes mes mes mes mes e e e mes
00030 |5 el 2% 2168 2 2168 22% 22% 2020 22%6| 2164] 22%| 127
s500| “7 a7 a7 4 a 4 7| | o) 813
f O I ) R I I I I
sy = = B w w w| | w| s
Temparary Empioyees | o | [ [ [ [ [ [ ] o ] [
Pay For Per-Muni TETE4 7.381 7827 500 2500 2500 821 7381| 7 | 5,005
iy A I I I B R R B R R B B
o ST T 7
2200| 182 183 182
o L o
e o I =
e o A | v
S 1008 8| 14 188 1 8. 188
s iongTemonay e | am| | | e | w| e .
503090 | Workers Comp-Cha-d. | 5879 456 456 456 456 456 456 456 456 458 883
&0 forkers Comp-Chs-Cim 19222 1456 1456 145 1456 1456 1456 1456 1456 1, 1486 56 3206
504020 | Compensation Contingy | 152,183 15.480 15.480 2,000 2,000 2,000 8,000 8,000 8,000 2.000 18,490 18,490 15223
504030 |Unemployment Clams. 900 ] ] & & | | | s
A — _ - . . . . | ;V_‘
Cost Center Total: 342773 245023 282110 2520 0S| 22BN 2O ZOSW AT ZATZ BABA BRA1Z BISAIS

Business Area Totat:

| BANTIE 1IN 13N 1B 1G0T LAEE 130080 136 16 16T 1IRIT 1ANGH IEAMTT

Functions are available on Monthly Budget screen:

1. Acct Type: switch work between expenditure and revenue monthly
budget.

Tools  Export  Data Transfer

Exit

1000 |General Fund

Acct Type:  [Expendiure

1600 [Municipsl Caurts Department

MCD - Administrative Services

Commit

Fv2014

o Descrigtion e Perinch
520109 Med Dental & Lab Svos BES 56
520110 Mgmt Consulting Sves o 1)
520114 Misc Support Sves o o
520123 Weh & Motor Equip Svc 168 14
S2M26 | Constr SteWork Sves o o
520510 |MailDelivery Svos 504,545 42577
520515 Print Shop Swes §900 586
520605 Advertising Services o 1)
520705 Insurance Fess 58153 5,023

2. Auto Split:

Pericd2 | Periodd | Periodd | Periods | PerinS | Period7 | Perio | Periodd | Peria10 | Periodi1 | Ferioi12 —
B 54 56 54 56 56 51 56 54 56 63
o o 0 0 i i 0 0 o 0 0
o o 0 0 i i 0 0 o 0 i
14 13 14 13 14 14 12 1 13 14 19
o o 0 0 0 0 0 0 o 0 (i
42577 41494 42ETT | 41494 42877 42877 38727 42877 41434 42377 M497
- 567 586 567 £ ] 529 536 67 586 i
i} i} 0 0 0 0 0 0 i} 0 i
5023 4,861 5023 4,851 5,023 5,023 4,537 5023 4,861 5023 4872

based on number of day in the month.

remainder will be added to last period number.

thil'rt',fl Export Exit

Auto sp

lit Current Cost Center Annual Budget

Auto sp

it &ll Cost Center Annual Budget

=

L ==

BudPrep will split the expenditure annual budget into 12 parts

For revenue, each month budget is 1/12 of annual budget. Any

BUDPREP - 42




BUDPREP FY2015

Auto split will reallocate every month budget for selected cost center or whole
department. This is a password protected function to prevent correct monthly
budget from override. Please contact Julia Zhou for password if needed.

4.3 Submission Package Print

This function provides a quick way to print all reports which are need for the
department submission package:

Business Area Mission Statement

Business

Business Area Performance Measure

Area Summary

Division Summary
Expenditure Summary
Fund Center Summary

Revenue

Detail

Roster Report

Revenue

Request Detall

Expenditure Request Detail

4.4 Fringe Benefits

Rate

User can use this report to view current fringe benefits rate setup in BudPrep:

Code Description Rate

HMD HMOwithoud Depends 169.25

HMOS HMC Smoker Without Depends 156.75

HM1 HMC With Cne Depend 346.26

HM1S HMO Smaoker With One Depend 333.76

HM2 HMO With Two or More Depends 464.73

HM2S HMO Smoker With Two or More Depends 452.23

MA No Insurance 0.00

eli] FPC Without Depends 173.45

PO0S PPC Smoker Without Depends 160.95

FC1 PPC With Cne Depend 356.39

FPO1S PPO Smoker With One Depend 34389

PO2 PPO With Two or More Depends 478.05

PO25 PPO Smoker With Two or More Depends 465.55

Workers Comp 8.75 Civilian Pension 0.1450

Long Term Disabiltity 3.53 HPD Classified Pension 0.1694

Unemployee 35 HFD Classified Pension 0.2940

Life Insurance per $1,000 Annual Pay 0.025 Civilian FICA 0.0765
Classified FICA 0.0145

BUDPREP - 43




BUDPREP FY2015

4.5 Prior Year Adopted Position

Departments and analysis can use this tools to review and approve new position
for Position Budget Control workflow process. All the data are view except:

Notes: any update for the position

Prior Year Adopted Position

Report  Exit
[toon  [General Fund 1000010017 +|  [HPD- Cadets

ﬁ";p Type Name Position %?fje Job Title MNotes FTE | Salary | Pension | FICA | Healtth

CAD104 CA  |POLICE TRAINEE 30051748 | 6454 |POLICE TRAINEE Done with class in Oct 04 13,456 0| 1025 2543
CAD105 CA  |POLICE TRAINEE 30051734 | 6454 |POLICE TRAINEE Done with class in Oct 04 13,456 0| 1025 2543
CAD106 CA |POLICE TRAINEE 30051630 | 6434 |POLICE TRAINEE 04 13456 0| 1025 2543
CAD107 CA |POLICE TRAINEE 30051749 | 6434 | POLICE TRAINEE 04 13456 0| 1023 2543
CAD108 CA |POLICE TRAINEE 30051735 | 6434 | POLICE TRAINEE 04 13456 0| 1023 2543
CAD108 CA |POLICE TRAINEE 30051738 |6434 | POLICE TRAINEE 04 13.456 0| 1023 2543
rantt ra loniiee TRANEE aMNR1277 8484 | BAILICE TRAINEE na o018 nl gl 1eee
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5.0 YEAR END CLOSING: Encumbrances and Accruals

For transactions to post smoothly in the new fiscal year, all necessary accruals
and adjusting entries should be entered and processed prior to the Period 13
close. Departments must ensure that a cost center exists in FY2014 and will
exist in FY2015 for all carry over items such as furniture, equipment and
telephone costs.

There are two types of carry over transactions — encumbrances and accruals.

Encumbrances automatically carry over to the new fiscal year, unless the
department specifically requests that they be cancelled as part of the Controller’s
year-end closing procedures. The funds that these supplies and services were
encumbered against in FY2014 do not automatically carry over to the new fiscal
year. Therefore, in order to keep items from suspending and to allow vendors to
be paid on time, all carry over transactions must be funded in the FY2015
Budget. This means that the cost centers must be present in the new fiscal
year. All carry over items should be reflected in a corresponding decrease in the
FY2014 expenditures estimate in the budget submission as well as in the
monthly departmental projections.

Accruals will occur when supplies and services are received before the end of
FY2014, but the invoice will not be received in time to make payment in FY2014.
Accruals are expenditures in the year of receipt (FY2014) and are treated as
credits to the new fiscal year budget (FY2015) until the invoice is paid. The net
effect to the FY2015 Budget is zero.

NOTE: As in past years, encumbrances that remain open on June 30, 2012 will
be carried over and re-encumbered against FY2015 appropriations.
However, the FY2014 funds against which these items or services were
encumbered will not carry over to FY2015 and must therefore be
included in the FY2015 Budget.

Year-End specific details for Encumbrance and Year-End processing will
be provided by the Controller’s Office with support from the ERP Team.
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6.0 FORMS NOT INCLUDED IN BUDPREP

e Project and Budget Justification (PBJ) form was sent via
email. The PBJ Form’s procedure manual is located:
http://citypointe/FASvcs DEPT/DEPT/Finance/Pages/Documents.aspx
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