ENTERING DATA INTO WORKSHEETS IN TEAMS SECTIONN

ENTERING DATA INTO WORKSHEETS IN TEAMS

Getting to the Worksheets to Allocate the Budget

In order to enter data into a budget planning worksheet, an individual’s position has to be given access to the worksheet.
Worksheet access is granted by the Budget Department. For budget planning, NO secretaries nor administrative
assistants have been nor will be given access to enter information into a budget planning worksheet. The campus
principal or department supervisor is responsible for planning the budget. That person is the one who has access to
plan the worksheet.

To get to the budget planning worksheet in TEAMS, from the TEAMS Home Page, in the search box:
» Type the word Allocate.

» When you do this, provided you have access to plan worksheets, you will see the link for ALLOCATE BUDGET
OWNER ALLOCATIONS.

| | Employee Home Page - - Google Chrome

Homepage

Welcome: Coordinator Budgetary Services

Welcome to the TEAMS Employee Home Page. Expand All / Collapse All allocate]

Budget Planni ~ || Budget « | | Employee Service Center -
Allocate Budget Owner Allocations Account Number Maintenance | B Services - Awaiting Approval = |
Approve Budget Owner Allocations Account Transaction Rep(?rl Approve Blanket/Project Requisitions

All Employee Advance /Reimbursement
S Approve Budget Change Requests
| Federal Civil Rights * Requests =
A iati Approve Budget Owner Allocations
Business Services - Orders, Budget, & d rganizations Approve Check Requests
Balances Approve Budget Change Requests

Approve Employee

Advance fReimbursement Requests
Approve Non-Employee Reimbursement
Requests

Approve Invoices

Approve Journal Entry

Approve Procurement Card Statements

Benefits Employer Expense
Blanket/Project Requisition Search
Budget Request History Search
District Query Builder

Export Data

Finance - Deduction Master

4

| Fixed Assets
| Reports v

https://killeen.bd01.teams360.net/ common/JumpAction.do?toMedule= budget&toAction=EntryPointBudgetLineltemAllocateAction.dofromMenu=Budget Planning

> Click on that link.

» Be sure the Fiscal Year shown at the top of the page is 2020. If it is not, then select 2020. (see pink arrow on
screen-print below)

» Press the SEARCH button. (see green arrow on screen-print below)
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ENTERING DATA INTO WORKSHEETS IN TEAMS SECTIONN

[ Nen Personnel Budget Worksheet - - Google Chrame | == B9

& Secure | https://killeen.tx01.teams360.net/budget/BudgetWorksheetMaintenanceYearOnSelectAction.do

n E E‘ BudgetWorksheetMaintenance

st I

El Fund -Func-0Obj -SubObj-Org-PI-Local

Pudgerovner (720" pudgetan servees N
Allocation: | El ry B:dget @® Yes o No
ines?
o I Filt L =
Category: ilter
Lo I
Group:
Allocation
[l L l:
group

[ s IR
Budgetownerallocations

Sort | Clear  Sorted by: (default)

Curr/Next val . . . ) , Curr¥r Curr ¥r Curryr Prior Year Prior Year Brior ¥r
|| S e Approver = jlmh“"ljumlmnt In out Alltmnt  Amt St 28 TransactionAdoPt=d 4 Transaction:
Bdgt Bdgt Bdgt Bdgt
| 53] = = I = | = N = N = I = I I | = =
Org 720 730-Budgetary Incompl 5.600.00 9,.600.00 0.00 0.00 9,600.00 9600.00 9,600.00 9600.00 5,456.14 95,600.00 8,350.00 5,782.23 &

Services -

record count: 1 of 1

» Anything you have access to plan is shown.
Click on the first line you see to highlight it. Then be sure to press the EDIT button, NOT the View button.

You will now have access to the worksheet to plan your budget.
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ENTERING DATA INTO WORKSHEETS IN TEAMS

Understanding the Parts of the Worksheet

SECTIONN

-
@ Maintain Budget Owner Allocation - - Mogzilla Firefox
@ https://trl-killeen.b01 teams360.net/budget/BudgetWorksheetMaintenanceEditAction.do
-
‘ Home | Budget Planning ‘ Budger | Budger Management | Help | B
BudgetLineltamMaintenance.jsp
‘Budget\fear: 2016 whbk: Open Allocation/Owner: Org 730,730 (Flat} Status: Incomplate Rev: Work In Progress |
J Budget Owner All I igning Managers | All |Vers|nn History | Approval Hlstnry‘
#vailsble Budget Percent: 100.0 Recurring: Recurring with Allocation
stomerc e B 560000 pppenon:
ustestion Characters remaining: | 500 ( 500 max)
Original Allotment Awvail Allotment i In Adjustment Out Allacarable Allatment
[=] =l =][ =
9,600.00 9,600.00 0.00 0.00 9,600.00 .
Total Allocation Amount: 0.0 Remainder Allocation Amount: 9600.0
Result Page: 1| ts 1-17 of 17
Curr Curr Pryr
- Allocate . Pr Adopted )
Bdgt Acct Description — Allocate Amt Details Explanation Adopted | Amended | Curr Yr Tran| Curr Yr Diff T Amended | PrYrTran | PrYrDiff =
Bt Bdgt ? Bagt
199-41-6121-00-730-99-000 | Supplemental/FLSA 0.00 I petails | 200.00 260.00 259.76 0.24] 450.00 450.00 0.00] 45000 *
199-41-6125-00-730-98-000  Temporary Salaries 0.00 o.00 =T 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0
199-41-6249-00-730-99-000 | Contracted Maintenance & Rep 0.00 o.00 =T 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0
199-41-6291-00-730-99-000 | Consulting Services 0.00 Il Details | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0
199-41-6299-00-730-99-000 | Miscellaneous Contracted Serv) 0.00 Il Details | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0p| |
199-41-6329-00-730-99-000 |Reading Material 0.00 Il Details | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0p| |~
199-41-6393-00-730-89-000 |Furniture 0.00 Il Details | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0
199-41-6394-00-730-89-000 | Technology Supplies 0.00 o.00| =T 0.00 440.00 147.99] 29201 0.00 0.00 0.00 0.0
199-41-6396-00-730-99-000 | Software & Licenses 0.00 Ol petails | 0.00 260.00 0.00(  260.00 0.00 260.00] 260.00 0.0
199-41-6397-00-730-99-000 In-District Printing 0.00 Ol petails | 1,005.00 505.00 0.00( 505.00 100500 100500 000/ 100500\
199-41-5398-00-730-98-000 |General Supplies 0.00! Ol petails | 625000 461800 169345 202455 6500000 563000 4408935 122065
199-41-6399-00-730-98-TRO | General Supplies 0.00 W petails | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6411-00-730-99-000 | Travel 0.00 W petails | 1495.00, 146500 52899 936071 149500 149500 20949 128551 _
[ Re-et |
I gxit Worksheat

For anyone with a variable or flat rate allocation—shown at the top of the page following “Allocation/Owner” in
parentheses, you must plan the worksheet to the penny. In this case, Budget Owner 730 is budgeted based on a Flat
allocation (see pink arrow). If you plan 1 penny over or 1 penny under, TEAMS will not allow you to submit your
worksheet.
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ENTERING DATA INTO WORKSHEETS IN TEAMS SECTIONN

The allotment amount can be seen at the top of the page under the bar “Allotment” (see purple arrow). At the top third of
the page you’ll see a column with “Original Allotment.” That shows the amount originally allocated for this worksheet.
The next column shows “Avail Allotment” and the final column shows “Allocable Amount.” This is the amount you have
available to plan.

Just above the big worksheet are 2 important items in tiny print. “Total Allocation Amount” and “Remainder Allocation
Amount” (see blue arrows). These keep track of what you are planning in the worksheet whenever you make a change to
the cells. In this case, since nothing has been planned, it shows an amount of $0 planned and $9600 left to plan for this
worksheet. You’ll want to pay attention to these. For variable or flat rate allocations, if the remainder shows anything
other than $0, you will NOT be able to submit your worksheet.

The big worksheet looks similar to an Excel spreadsheet—it has rows and columns.
» Bdgt Acct is the Budget Code where funds can be planned
» Description is the Account Description

» Allocate PCT can be used to allocate your worksheet by percentages. It is best NOT to use this feature as it
can sometimes cause issues with budgeting and rounding. Instead use the Allocate Amt column next to it.

» Allocate Amt is the dollar amount you want to plan for that particular budget code. It can be planned to the penny
using dollars and cents. DO NOT USE DOLLAR SIGNS OR COMMAS in this column or you will get an
ERROR. (see green arrow)

The next 3 columns “Details,” “Explanations,” and “Rsrv Pct” should not be used at this time.

Curr Adopt Budgt shows the amount that has been adopted for that budget code in FY 20109.

Curr Amend Bdgt shows the amended amount for that budget code in FY 20109.

Curr Yr Tran shows the amount that’s been spent out of that budget code for FY 2019.
Curr Yr Diff is the difference between the amended budget and the transactions.

Pr Adopted Bdgt shows the amount that was adopted for that budget code for FY 2018.

Pr Yr Amended Bdgt shows the amount that was amended for that budget code for FY 2018.

Pr Yr Tran shows the amount that was spent in FY 2018 using that budget code.

vV Vv ¥V Vv VY VYV V VYV V

Pr Yr Diff shows the difference between the amended budget and transactions for FY 2018—essentially, what
was left on the table for that budget code.

Entering Data into the Worksheet

Go to the “Allocate Amt” column (see green arrow on screen-print on page 3) to enter the dollar amount you want to plan
for each budget code shown. If you don’t want to budget anything, leave the amount as 0.

Use the scroll bars (see red circle on screen-print on page 3) to scroll up and down and left to right in the worksheet.
Also, many worksheets have more than 1 page available to be planned. For these you will see numbers at the top of the
worksheet. Click on the number to get to that page (see pink circle on screen print below). The worksheet below has 3
pages available. The maximum number of rows on a worksheet page is 25. In the case of this worksheet, page 1 contains
rows 1 to 25 of 58 rows. Page 2 will have rows 26 to 50. Page 3 will have rows 51 to 58. You can move forward or
backward by clicking on the page number.
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ENTERING DATA INTO WORKSHEETS IN TEAMS SECTIONN

- — — N
@ Maintain Budget Owner Allocation - - Mozilla Firefox (o= ]

& https://trl-killeen.bd1 teams360.net/budget/BudgetWorksheetMaintenanceE ditAction.do
L % )

BudgetLineltemMaintenance.jsp

‘ Home | Budget Planning ‘ Budget | Budget Management | Help |

‘EludgthEan 2018 whik: Gpen Allocation/Ovner: Org 750/750 (Zero Based) Status: Incomplete Revi Work In Progress |

| Budget Dwner Allocation | Assigning Managers | Allotment Adjustment | version istory | Approval History |

Availzble Budget Percent: 100.0 Recurring: Recurring with Allocation
Allotment Amount: 0.00 ‘
Characters remaining: | 500 ( 500 max)
Original Allotment Avail Allotment In Out Allacatable Allotment
Il =1 =1 =] =] =
0.00 0.00 0.00 0.00 0.00 -
Total Allocation Afio 50  Remainder Allocation Amount: 0.0
Result Pagg Results 1-25 of 58
Curr Curr Pryr
Bdgt & Description Allocate Allocate Amt Details Explanation Adopted Amended | Curr Yr Tran| Curr Yr Diff PrAdoptad Amended | PrYrTran Pr¥r Diff =
peT Bdgt Bdgt e Bdgt [
199-41-6118-00-750-99-ELC  |Supplemental Salaries (TRS) 0.00 0.00 w 0.00, 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6121-00-750-99-ELC  |Supplemental/iFLSA 0.00 0.00, w 0.00, 0.00 0.00 0.00, 0.00 592.61 48429 108.32|
199-41-6121-00-750-99-1A0  |Supplemental/FLSA 0.00 0.00; w 0.00, 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00,
199-41-6125-00-750-99-ELC  [Temporary Salaries-Election 0.00 0.00 w 0.00, 0.00 0.00 0.00 0.00 560.00 560.00 0.00
199-41-6125-00-750-99-1A0 | Temporary Salaries 0.00 0.00, w 16,500.00( 16,500.00 4,467.54 12,032.46| 16500.00 13,538.27| 13,538.27| 0.00,
199-41-6138-00-750-99-ELC  |Flex Benefits 0.00 0.00; w 0.00, 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00;
199-41-6138-00-750-99-1A0  |Flex Benefits 0.00 0.00 w 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6141-00-750-99-ELC  |Social Security 0.00 0.00, w 0.00, 0.00 0.00 0.00, 0.00 48.35 40.83| -1.48
199-41-6141-00-750-99-1A0  |Social Security 0.00 0.00; w 0.00, 0.00 3177 -341.77| 0.00 1,035.68 1,035.68 0.00;
199-41-6141-00-750-89-IRS  |Social Security Penalty from IR 0.00 0.00 w 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6142-00-750-99-ELC |Health/Life Insurance 0.00 0.00, w 0.00, 0.00 0.00 0.00, 0.00 0.00 0.00 0.00,
199-41-6142-00-750-99-1A0  |Health/Life Insurance 0.00 0.00; w 0.00, 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00;
199-41-6143-00-750-99-ELC  Workers Compensation 0.00 0.00 w 0.00 0.00 0.00 0.00 0.00 17.40 19.32| -1.92]
et |
t

There is a button “DISTRIBUTE BASED PRIOR YR (see red arrow above). The recommendation is NOT to use this
button. It does NOT distribute exactly as the prior year’s allocation (see pink boxes below). The system takes rounded
percentages of the current year’s adopted budget amounts and calculates the amount to plan based on this. This will
generally leave your worksheet either over or under planned.
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ENTERING DATA INTO WORKSHEETS IN TEAMS SECTIONN

@ Maintain Budget Owner Allocation - - Mozilla Firefox

& https://trl -killeen £01 teams360.net/budget/BudgetLineltemMaintenancePriorVrAction.do

| Hame | Budger Planning | Eudger | udger Managemen: | Help | < =1
L N

BudgetLineltemMaintenancagsp

|sudg=:v=ar= 2018 whbk: Open Allecation/Qwner: Org 730/7 30 (Flat) Status: Incomplete Rev: Work In Progress |

| Budger uner Allocation | Assigning Managers | Allotment Adjustment | version History | Approval History |

Available Budget Percents 100.0 Recurring: Recurring with Allocation
Allotment Amount: 9,600.00 |
Characters remaining: [ 500 { 500 max)
Original Allotment Awvail Allotment Adjustment Tn Adjustment Out Allocatable Allotment
1l = = = = =)
9,600.00 9,600.00 0.00 0.00 $,600.00 .
Total Allocation Amount: 3535.04 Remainder Allocation Amount: 0,96
Result Page: 1 || Results 1-17 of 17
curr Curr Pryr
Bdgt Acct Description Allocate R ocate Amt Explanation Adopted nended | Curr¥r Tran| Cure YrDiff| | 0oP®? | Amended | PrrTran | PryrDif £
Fer Bugt Bagt S Bdot 1
199-41-6121-00-730-99-000  |SupplementaliFLSA 2.08 199.68 [ 200.00 260.00 259.76 0.24 450.00 450.00 0.00|  450.00 E
199-41-6125-00-730-99-000 | Temporary Salaries 0.00) 0.00| T 0.00) 0.00 0.00 0.00, 0.00 0.00 0.00 0.00
199-41-6249-00-730-99-000 |Contracted Maintenance & Rep| 0.00) o.00| T 0.00) 0.00 0.00 0.00 0.00) 0.00 0.00 0.00
199-41-6291-00-730-99-000 |Consulting Sevices 0.00) o.00| NS 0.00) 0.00 0.00 0.00, 0.00) 0.00 0.00 0.00
199-41-6299-00-730-99-000 |Miscellaneous Contracted Serv 0.00 I oetais 0.00) 0.00, 0.00) 0.00, 0.00) 0.00 0.00 0.00 1
199-41-6320-00-730-09-000 |Reading Material 0.00 o.00| JNE 0.00) 0.00, 0.00 0.00, 0.00 0.00 0.00 0.00 ]
199-41-6393-00-730-08-000 |Furniture 0.00 0.00, 0.00) 0.00, 0.00) 0.00, 0.00) 0.00 0.00 0.00
199-41-6394-00-730-99-000 | Technology Supplies 0.00 0.00] 0.00) 440,00 14793 29201 0.00) 0.00 0.00 0.00
199-41-6396-00-730-99-000 |Software & Licenses 0.00 0.00] 0.00) 260.00, 000 26000 0.00) 260.00 260.00) 0.00
199-41-6397-00-730-99-000 |In-District Printing 1047l  1,005.12 1,005.00 505.00 ooo] sos00] 100500 100500 0.00[ 1,005.00
199-41-6399-00-730-99-000 |General Supplies 6510/  6,249.60 625000 461800 169345 292455 600000 563000 440935 122065
199-41-6399-00-730-99-TRO |General Supplies 0.00) 0.00| T 0.00) 0.00 0.00 0.00, 0.00 0.00 0.00 0.00
199-41-6411-00-730-89-000 | Travel 15571 140472 N 1,495.00] § 1,465.00 528.99) 93601 149500 149500 209.49) 1,285.51 i
e

Saving Data in the Worksheet

Be sure to SAVE your worksheet so you don’t lose your changes. To save the worksheet you press the “SAVE
ALLOCATE” button on the bottom of the screen (see pink arrow on screen-print below).
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, ,

& https://trl-killeen.bd1 teams360.net/budget/BudgetWorksheetMaintenanceE ditAction.do

SECTIONN

| Home | Budget Planning | Bucgst | Budget Managament | Help | @ [E % M
BudgetLineltzmMaintenance jzp
Budget Vear: 2016 whble: Open Allacation/Owner: Org 730/720 (Flat) Status: Incomplete Rev: Work In Pragress |
J Budget Owner Allocation | igning Al Ad |Ver5inr| Histary | Approval Histnry‘
|
Availzble Budget Percent: 100.0 Recurring: Recurring with Allocation
. |
Allotment Amount: 9,600.00 Justifications e ———
Originz| Allotment Awail Allotment ji In Adjustment Out Allacatable Allotment
[ [Ea] [E] [E2]} [E]}
9.600.00 9.600.00 0.00 0.00 9.600.00 &
Total Allocation Amount: 5600.0  Remainder Allocation Amount: 0.0
Result Page: 1 || Results 1-17 of 17
Curr Curr Pryr
Bdgt Acct Description N::;:‘e Allocate Amt Details Explanation Adopted Amended | Curr Yr Tran | Curr Yr Diff B '::::g:nm Amended | PrY¥rTran | PrYr Diff =
Bdgt Bdgt Bdgt
199-41-6121-00-730-99-000  |SupplementaliFLSA 208 200.00 w 200.00 260.00 25976 024 450.00 450.00 0.00 450.00 il
199-41-6125-00-730-99-000 |Temporary Salaries 0.00 0.00 w 0.00; 0.00 0.00 0.00 0.00 0.00 0.00 0.00;
199-41-6249-00-730-99-000 |Contracted Maintenance & Rep 0.00 0.00 m 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6291-00-730-99-000  |Consulting Senices 0.00 0.00 w 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6299-00-730-99-000  |Miscellaneous Contracted Serv| 0.00 0.00 w 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 L
199-41-6329-00-730-99-000 |Reading Material 0.00 0.00 w 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 i
199-41-6393-00-730-99-000  |Furniture 0.00: 0.00 w 0.00 0.00 0.00! 0.00 0.00 0.00! 0.00 0.00
199-41-6394-00-730-99-000  |Technology Supplies 458 440.00 w 0.00 440.00 147.99 292.01 0.00 0.00! 0.00 0.00
199-41-6396-00-730-99-000 | Software & Licenses 271 260.00 w 0.00 260.00 0.00! 260.00 0.00 260.00 260.00 0.00
199-41-6397-00-730-99-000  |In-District Printing 208 200.00 w 1,005.00 505.00 0.00! 505.00 1,005.00 1,005.00 0.00f 1,005.00 [ |
199-41-6399-00-730-99-000  |General Supplies 69.84] 6,705.00 w 6,250.00 4,618.00 1,693.45 2,924.55 6,000.00 5,630.00 4,409.35) 122065
199-41-6399-00-730-99-TRO  |General Supplies 0.00! 0.00 @ 0.00 0.00 0.00: 0.00 0.00 0.00! 0.00 0.00
199-41-6411-00-730-99-000 | Travel 15.57| 1,495.00 @ 1,495.00 1,465.00 528.99 936.01 1,495.00 1,495.00 209.49| 128551 =
[ ecet |
<

Exiting the Worksheet

To exit the worksheet, press the “EXIT WORKSHEET” button at the bottom of the page (see green arrow above).
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PRINTING WORKSHEETS AS ENTERED IN TEAMS

You may want to print a copy of the worksheet that you’ve planned. To do this, you must be in the worksheet itself.
Follow the steps in the previous section to get into the worksheet. Once you are in the worksheet, to print a copy of what
you’ve entered, press the “PRINT WORKSHEET” button on the bottom of the worksheet screen (see pink arrow below).

r = N
@ Maintain Budget Owner Allocation - - Mozilla Firefox 3 — o o S|

B https://trl-killeen.t01 teams360.net/budget/BudgetlineltemMaintenanceAllocateAction.do

[ e | Suige Plasnig | Buigr | vl | == &
N

BudgetLineltmMaintanancejsp

Budget Year: 2016 wkbl: Open Allocation/Owner: Org 730/730 (Flat) Status: Incomplate Rev: Work In Progress |

| Budger Owner Allocatian | Assigning Managers | Allotment Adjustment | version History | Approval istary |

Availzble Budget Percent: 100.0 Recurring: Recurring with Allocation
Allotment Amount: 3,600.00 Justifications ‘Chmﬂm T T
Original Allotment Avail Allatment Adjustment In Adjustment Out Allocatable Allotment
Il [E1f =T [E]} [E3]]
2,600,00 9,600,00 0.00 0,00 960000 -
Total Allocation Amount: 5600.0  Remainder Allocation Amount: 0.0
Result Page: 1 || Results 1-17 of 17
Curr Curr Pryr
Bdgt Acct Description AE Allocate Amt Details Explanation Adopted Amended | Curr Yr Tran | Curr Yr Diff AT Amended | PrY¥rTran | PrYr Diff
rer Bdat Bdgt i Bdgt

199-41-6121-00-730-99-000  |SupplementaliFLSA 208 200.00 w 200.00 260.00 259.76 0.24) 450.00 450.00 0.00 450.00 il
199-41-6125-00-730-99-000 | Temporary Salaries 0.00 0.00 m 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6249-00-730-99-000 |Contracted Maintenance & Rep 0.00 0.00 m 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6291-00-730-99-000  |Consulting Senices 0.00 0.00 m 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6299-00-730-99-000 | Miscellaneous Contracted Serv| 0.00: 0.00 m 0.00 0.00 0.00! 0.00 0.00 0.00! 0.00 0.00 i
199-41-§329-00-730-99-000  |Reading Material 0.00: 0.00 m 0.00 0.00 0.00! 0.00 0.00 0.00! 0.00 0.00 i
199-41-6393-00-730-99-000  |Furniture 0.00: 0.00 m 0.00 0.00 0.00! 0.00 0.00 0.00! 0.00 0.00
199-41-6394-00-730-99-000  |Technology Supplies 458 440.00 m 0.00 440.00 147.99 292.01 0.00 0.00! 0.00 0.00
199-41-6396-00-730-99-000 | Software & Licenses 271 260.00 @ 0.00 260.00 0.00! 260.00 0.00 260.00 260.00 0.00
199-41-6397-00-730-99-000  |In-District Printing 208 200.00 @ 1,005.00 505.00 0.00: 505.00 1,005.00 1,005.00 0.00f 1,005.00 b
199-41-6399-00-730-99-000  |General Supplies 69.84] 6,705.00 @ 6,250.00 4,618.00 1,693.45 2,924.55 6,000.00 5,630.00 4,408.35)  1,220.65)
199-41-6399-00-730-99-TRO  |General Supplies 0.00! 0.00 @ 0.00 0.00 0.00: 0.00 0.00 0.00! 0.00 0.00
199-41-6411-00-730-99-000 | Travel 15.57| 1,495.00 @ 1,495.00 1,465.00 528.99 936.01 1,495.00 1,495.00 209.49| 128551 L
[ peret |

Once you do this, another box will open with 2 links. Clicking on one link will allow you to open the report as an Excel
file (see orange arrow on screen-print below). Clicking on the other link will allow you to open the report as an Adobe
PDF file (see green arrow on screen print below).
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PRINTING WORKSHEETS AS ENTERED IN TEAMS

s —
@ Maintain Budget Owner Allocation - - Mozilla Firefox

| Home | Bucget Planning | Budget | kelp |

M| @ https://trl-killeenbd)] teams360.net/budget/BudgetLineltemMaintenanceAllocateAction.do

SECTION O

= @

BudgetLineltmMaintenancejsp

Budget Vear: 2016

wkbk: Open

Allacation/Owner: Org 730/720 (Flat)

Status: Incomplete

Rev: Work In Pragress |

J Budget Owner Allocation |

igning Managers | Al

| Wersion History | Approval History ‘

Auvailable Budget Percent: 100.0 Recurring: Recurring with Allocation
Allotment Amount: S,600.00 ‘
b Justification:
uetiieetan Characters remsining: | 500 { 500 max)
Originz| Allotment Avail Allotment Adjustment In Adjustment Out Allocatable Allotment
[
9.600.00 9.600.00 o.00 0.00 9.600.00
Total Allocation Amount: 5600.0  Remainder Allocation Amount: 0.0
Result Page: 1 || Results 1-17 of 17
curr Curr Pryr
L Allocate Pr Adopted ;
Bdgt Acct Description Y Diff Amended | PrY¥rTran | PrYr Diff
PCT Bdgt
Bdgt
Budget Owner Allocations Report [Adobe Acrobat (PDF)]
199-41-6121-00-730-99-000 | SupplementaliFLSA 20 Budact Oumer Allocations Report [Adobe Acrobat (PO 0.24 450.00 450,00 000  450.00 -
Budget Owner Allocations Report [Microsoft Excel (XLS!
199-41-6125-00-730-89-000 | Temporary Salaries 0.0 e — 0.00 0.00 0.00 0.00 0.00
Close

199-41-6249-00-730-99-000 |Contracted Maintenance & Rep, 0.0 0.00 0.00 0.00, 0.00 0.00
199-41-6291-00-730-99-000 | Consulting Services 0.00 o.00| IEE=TE .00 0.00 0.00 0.00 0.00 0.00] 0.00 0.00
199-41-6299-00-730-99-000 | Miscellaneous Contracied Serv, 0.00] o.00| IEE=T .00 0.00 0.00] 0.00 0.00 0.00] 0.00 0.00
199-41-6329-00-730-99-000 |Reading Material 0.00] o.00| IEE=T .00 0.00 0.00] 0.00 0.00 0.00] 0.00 0.00 T
199-41-6393-00-730-99-000 | Fumniture 0.00 I petails | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6394-00-730-99-000  |Technology Supplies 458 440.00( IEEST 0.00 440.00 147.99)  292.01 0.00 0.00 0.00 0.00
199-41-6396-00-730-99-000 | Software & Licenses 271 PRI petails | 0.00 260.00 0.00,  280.00 0.00 260.00 260.00 0.00
199-41-6397-00-730-99-000 | In-District Printing 2.08 P petails | 1,005.00 505.00 0.00 505.000 1,005.00 1,005.00 0.00[ 1,005.00 T
199-41-6399-00-730-99-000 | General Supplies 69.84)  6,705.00| IEEETE 625000, 4618.00) 169345 292455 600000 553000  4409.35 1,220.65
199-41-6399-00-730-99-TRO | General Supplies 0.00 Il Details | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6411-00-730-99-000  Travel 1557 149500 ST 1,495.00,  1,465.00 528.99|  936.01 149500 149500 209.49) 128551 .
[ Rese |

WARNINGS:

v

If you want to Print your worksheet, you MUST do so PRIOR to submitting the worksheet for approval!

v" The printed report will NOT look exactly like the worksheet nor will it have all the same information (see screen-
print below for copy of PDF file).

'; ReportServerServlet - Mozilla Firefox

& https://trl-killeen.bd1 teams360.net/budget/ReportServerServietireportld=221968 BtbatchRequestld=9921644

Allocation:
Alloc Cat:
Allec Grp:
Alloc Sub Grp:

ALL
ALL
ALL

Allocation/Owner (Type)

Org 730/ 730 Budgetary Services (Flat)

Bdgt Acct

199-41-6121-00-730-9!

Description

9-000 SupplementalFLSA

Budget Owner Allocations by Allocation - Detail
Budget Year: 2016 Workbook: Open

Avail Bdgt
PCT

100.00 14,600.00

Allct per Orig
Allotment

9,600.00

Adj

unit  Students In

Allocate Amt Explanation

20000

730
Central Orgs

Budget Owner:
Bdgt Owner Grp:

Print Date/Time: 03/11/2015 12:15 pm

Total Total Avail

Status

9,600.00 9,600.00 9,600.00 Incomplete

Curr
Amended
Bdgt

Curr Yr Tran Curr Yr Diff

260.00 259.76 024

Page 9



SUBMITTING WORKSHEES FOR APPROVAL IN TEAMS SECTIONP

SUBMITTING WORKSHEETS FOR APPROVAL IN TEAMS

Entering information into a worksheet is the first step in getting a budget for the next fiscal year. Once the data has been
entered on the worksheet and you are comfortable with it, you must SUBMIT the worksheet for approval.

, _

B https://trl-killeen.b01 teams360.net/budget/BudgetWorksheetMaintenanceEditAction.do
B g g

| Home | Budger Planning | Budger | Help | (=l
' New Out

BudgetLineltemMaintenance.jsp

‘Eludgat\fear: 2016 wkbl: Open Allocation/Owner: Org 730/730 (Flat} Status: Incomplete Rev: Work In Progress |

J Budget Owner Allocation | Assigning Managers | Allotment Adjustment | Version Histery | Approval Hlstury‘

Availzble Budget Percent: 100.0 Recurring: Recurring with Allocation
Allotment Amount: 9,600.00
Characters remaining: | 500 ( 500 max)

Origina| Allotment Avail Allotment In Qut Allocatable Allotmant
Ml = =T =

9,600.00 9,600.00 0.00 0.00 9,600.00
Total Allocation Amount: 3600.0  Remainder Allocation Amount: 0.0
Result Page: 1 || Results 1-17 of 17

Curr Curr Pryr
Bdagt Acct Description Allocate Allocate Amt Details Explanation Adopted Amended | Curr Yr Tran| Curr Yr Diff Pr Adopted Amended | PrYrTran Pr Yr Diff
pet Bdgt Bdgt Bagt Bdgt

199-41-6121-00-730-99-000  |Supplemental/FLSA 208 200.00 @ 200.00 260.00 259.76 0.24| 450.00 450.00 0.00 450.00 il
199-41-6125-00-730-99-000 | Temporary Salaries 0.00: 0.00 m 0.00 0.00 0.00: 0.00 0.00 0.00: 0.00 0.00
199-41-6249-00-730-99-000 |Contracted Maintenance & Rep 0.00 0.00; m 0.00; 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00;
199-41-6291-00-730-99-000 |Consulting Senices 0.00 0.00; m 0.00; 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00;
199-41-6299-00-730-99-000 |Miscellaneous Contracted Serv| 0.00 0.00; m 0.00; 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00; !
199-41-6329-00-730-99-000 |Reading Material 0.00 0.00; m 0.00; 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00; i
199-41-6393-00-730-99-000 |Furniture 0.00 0.00 m 0.00; 0.00 0.00 0.00 0.00 0.00 0.00 0.00;
199-41-6394-00-730-99-000 |Technology Supplies 458 440.00 m 0.00; 440.00 147.99 29201 0.00 0.00 0.00 0.00;
199-41-6396-00-730-99-000 |Software & Licenses 27 260.00 m 0.00; 260.00 0.00 260.00 0.00 260.00 260.00 0.00;
199-41-6397-00-730-99-000  |In-District Printing 208 200.00 m 1,005.00 505.00 0.00 505.00 1,005.00 1,005.00 0.00) 100500 I
199-41-6399-00-730-99-000 |General Supplies 69.84] 6,705.00 m 6,250.00 4,618.00 1,693 45 2,924 55 6,000.00 5,630.00 440935 122065
199-41-6399-00-730-99-TRO |General Supplies 0.00 0.00 w 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6411-00-730-99-000  (Travel 15.57| 1,495.00 w 1,495.00 1,465.00 528.09 936.01 1,495.00 1,495.00 209.49| 128551 i

Save Allocate | Reset [l Submit For Approval Drint Workshaat

'

To submit the worksheet for approval, go into the worksheet. At the bottom of the worksheet is a button “SUBMIT FOR
APPROVAL” (see pink arrow on screen-print above). Press this button. Another box will pop up asking if you’re sure
you want to submit the allocation. Choose YES and, if you have allocated your worksheet correctly (the Remainder
Allocation Amount is 0 for Flat and Variable Allocations), your worksheet will now have its status changed from
“Incomplete” to “Approval in Progress” and will go the first approver’s approval queue.




SUBMITTING WORKSHEES FOR APPROVAL IN TEAMS

WARNING

>

SECTIONP

If you have a Flat or Variable Allocation and you have UNDERPLANNED your worksheet (did not plan the full

amount), after you press the “Submit for Approval” button and “Yes” button, you will get an error message in
small red font toward the top of your worksheet (see pink arrow below) letting you know how much has not been

planned.

DENIES IT.

{ Maintain Budget Owner Allocation - - Mozi

@ https://til-killeen b1 teams360.net/budget/BudgetLineltemMaintenan ceSubmitAction.do

| Home | Bucget Planning | Budget | kelp |

To fix this, allocate the amount that remains to one or more budget codes shown in your worksheet, SAVE the
worksheet, then SUBMIT FOR APPROVAL again.

Once a worksheet has been submitted for approval, NO CHANGES CAN BE MADE UNLESS AN APPROVER

- E=FE =)

=

BudgetLineltemMazintenance jsp

‘Eudgat\fear: 2016 wkbk: Open Allocation/Owner: Org 730/730 (Flat)

Status: Incomplate Rev: Work In Progress |

‘ [1] Thers is un-allocatad allotment 1.0

J Budget Owner Allocation | Assigning Managers | Allotment Adjustment | Version Histoery | Approval Histury‘

Availzble Budget Percent: 100.0 Recurring: Recurring with Allocation
Allotment Amount: 9,600.00 Justification: e —— T
Original Allotment Avail Allotment In Adjustment Out Allecatable Allotment
Ml =] =] =] =] =1
9,600.00 9,600.00 0.00 0.00 9,600.00 -
Total Allocation Amount:  Remainder Allocation Amount:
Result Page:
Curr Curr Pryr
Bdagt Acct Description N:‘[C;IE Allocate Amt Details Explanation Adopted Amended | Curr Yr Tran| Curr Yr Diff Fr ABT;IEU Amended | PrYrTran Pr Yr Diff
Bdgt Bdgt Bdgt
199-41-6121-00-730-99-000  |Supplemental/FLSA 207 199.00 m 200.00 260.00 259.76 0.24| 450.00 450.00 0.00 450.00 |~
199-41-6125-00-730-99-000 |Temporary Salaries 0.00 0.00; m 0.00; 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00;
199-41-6249-00-730-99-000 |Contracted Maintenance & Rep 0.00 0.00; m 0.00; 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00;
199-41-6291-00-730-99-000 |Consulting Senices 0.00 0.00; m 0.00; 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00;
199-41-6299-00-730-99-000 |Miscellaneous Contracted Serv| 0.00 0.00; w 0.00; 0.00 0.00 0.00; 0.00 0.00 0.00; 0.00; !
199-41-6329-00-730-99-000 |Reading Material 0.00 0.00 m 0.00; 0.00 0.00 0.00 0.00 0.00 0.00 0.00; b
199-41-6393-00-730-99-000 |Furniture 0.00 0.00 m 0.00; 0.00 0.00 0.00 0.00 0.00 0.00 0.00;
199-41-6394-00-730-99-000 |Technology Supplies 458 440.00 m 0.00; 440.00 147.99 29201 0.00 0.00 0.00 0.00;
199-41-6396-00-730-99-000 |Software & Licenses 27 260.00 m 0.00; 260.00 0.00 260.00 0.00 260.00 260.00 0.00;
199-41-6397-00-730-99-000  |In-District Printing 208 200.00 m 1,005.00 505.00 0.00 505.00 1,005.00 1,005.00 0.00) 100500 I |
199-41-6399-00-730-99-000 |General Supplies 69.84] 6,705.00 m 6,250.00 4,618.00 1,692.45( 2,924.55| 6,000.00 5,630.00 4,400.35  1,220.65
199-41-6399-00-730-99-TRO |General Supplies 0.00 0.00 m 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6411-00-730-99-000  (Travel 15.57| 1,495.00 m 1,495.00 1,465.00 528.09 936.01 1,495.00 1,495.00 209.49| 128551 il
[eeet |

< |

m

>

m




SUBMITTING WORKSHEES FOR APPROVAL IN TEAMS SECTIONP

Successfully Submitting Worksheet for Approval

If your worksheet has been successfully submitted for approval, you will see a message in small blue font indicating that
“budget owner allocation submitted for approval” (see green circle on screen-print below) and your worksheet status will
be changed from “Incomplete” to “Approval in Progress” (see pink arrow on screen print below).

You can now Exit from the worksheet by pressing the “EXIT WORKSHEET” button (see green arrow on screen-print
below).

- —
@ Meaintain Budget Owner Allocation - - Mozilla Firefox eI
& https://trl-killeen,t01 teams360.net/budget/BudgetLineltemMaintenanceSubmitAction.do
| Home | Budget Planning ‘ Budget | Help | B !i
New
BudgetLineltemMaintenance,jsp
‘Budgmnen Allocation/Owner: Org 720/7 30 (Flat) Status: Approval in Progress Rev: Work In Progress ‘
M | (@) budgst owner sllecstion submittsd for spproval ) |
Owner Allecation | Assigning Managel otment Adjustment I Wersion Histery | Approval H\stury‘
Available Budget Percent: 100.0 Recurring: Recurring with Allocztion
Allatment Amount: 9,600.00 |
- Justification:
ushiessen Characters remaining: [ 500 ( 500 max)
Original Allotment Awail Allotment i In i Qut Allocatable Allotment
M
2,600.00 9,600.00 0,00 0.00 9,600.00 &
Total Allocation Amount: 5600.0  Remainder Allocation Amount: 0.0
Result Page: 1 || Results 1-17 of 17
Curr Curr Pryr
Allocate Pr Adopted
Bdat Acct Description — Allocate Amt Details Explanation RsmvPCT Adopted Amended | Curr Yr Tran| Curr Yr Diff T Amended | PrYrTran | PrYrDiff
Bdat Begt ¢ Bdgt
199-41-6121-00-730-99-000 |Supplemental/FLSA 208 200.00 200.00 260.00 25976 0.24 450.00 450.00 0.00; 450000 *
I 199-41-6125-00-730-99-000  [Temporary Salaries 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6249-00-730-99-000 |Contracted Maintenance & Rep| 0.00, 0.00] 0.00 0.00, 0.00 0.00 0.00 0.00; 0.00 0.00
199-41-6291-00-730-99-000 |Consulting Sernvices 0.00; 0.00] 0.00; 0.00; 0.00; 0.00; 0.00; 0.00; 0.00; 0.00
199-41-6299-00-730-99-000  |Miscellaneous Contracted Serv| 0.00 0.00] 0.00 0.00 0.00 0.00; 0.00 0.00; 0.00 0.00 |
199-41-6329-00-730-99-000 |Reading Material 0.00, 0.00 0.00; 0.00, 0.00; 0.00, 0.00; 0.00, 0.00; 000 |
199-41-6393-00-730-99-000  (Furniture 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6294-00-730-99-000 |Technology Supplies 458 440.00 0.00 440.00 147.99 292.01 0.00 0.00; 0.00 0.00
199-41-6396-00-730-99-000 |Software & Licenses 27 260.00 0.00; 260.00 0.00; 260.00 0.00; 260.00 260.00 0.00
199-41-6397-00-730-99-000  |In-District Printing 2.08 200.00 1,005.00 505.00 0.00 505.00 1,005.00 1,005.00 0.00[ 1005000
199-41-6399-00-730-99-000 |General Supplies 69.84 6,705.00 6,250.00 4,618.00 1,69345 2,924 55| 6,000.00 5,630.00 440935 1,220 65|
199-41-6399-00-730-99-TRO  |General Supplies 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
199-41-6411-00-730-99-000  |Travel 15.57| 1,495.00 1,495.00 1,465.00 528.99 936.01 1,495.00 1,495.00 20949 128551 _
 C—




SUBMITTING WORKSHEES FOR APPROVAL IN TEAMS SECTIONP

APPROVING WORKSHEETS IN TEAMS

Who Must Approve??

In TEAMS, if you are able to plan a budget worksheet, you must also be the first to approve the
worksheet. So, after you submit the worksheet for approval YOU NEED TO GO IN AND
APPROVE THE WORKSHEET.

Getting to the Worksheets to Approve Them

To get to the budget planning worksheets in TEAMS to approve them, from the TEAMS Home Page, in
the search box:

» Type the word Allocate.

» When you do this, provided you have access to plan worksheets, you will see the link for
APPROVE BUDGET OWNER ALLOCATIONS.

r = — Bl

@ https://trl-killeen b1 teams360.net/common/HomeAction.do?selected+ drop+down+ menus=Budget+Planning %2C Create+ Missing+ Account+ Number+ Records8dump+ Direction=Forward+ Jump&toModule= common&uweb+module+jump-+par

B @

Homejsp

| Home | Budget Planning | Bucget | Help |

Homepage

welcome: Coordinator Budgetary Services i

m

Welcome to the TEAMS Employee Home
Page.

Expand All / Collapse All allocate

Allocate Budget Owner Allocations
Approve Budget Owner Allocations

Account Number Maintenance
Account Transaction Report

| Federal Civil Rights

Business Services - Orders, Budget, &
Balances

[ Fixed Assets

[ Reports

-]

All | Advance/Rei
Requests

All Organizations

Approve Budget Change Requests
Benefits Employer Expense
Blanket,/Project Requisition Search
Budget Request History Search
District Query Builder

Export Data

Finance - Deduction Master
Jowmal Entry

Maintain Additional Pays
Maintain Allocation

Maintain AP Checks

Maintain Budget Change Request
Categaries

Maintain Budget Owner

Maintain Vendor Profiles

Budget Planning - Budget Pl [ Employee Service Center -]

Business Services - Awaiting Approval &

Approve Blanket/Project Requisitions
Approve Budget Change Requests
Approve Budget Owner Allocations
Approve Check Requests

Approve Employea
Advance/Reimbursement Requests
Approve Non-Employee Reimbursement
Requests

Approve Invoices

Approve Journal Entry

Approve Procurement Card Statements
Approve Requisitions

Maintain Procurement Card Receipts
Order Approval To-Do List

Search All Check Requests
Supplemental Pay Approval

Wiew Strandad Workflow Objects

Role Maintenance

Search All Check Requests
Student Population Group
Substitute Verification
Vendor Lookup/ Accounting

Budget Management -

Open Document Manager [ Employee -]
Paosition Account i _
Requisition Search [ Procassing <]

» Click on that link. It should take you to a screen that looks like the screen-print below.



SUBMITTING WORKSHEES FOR APPROVAL IN TEAMS SECTIONP

———
[ Non Personnel Budget Worksheet - - Google Chrome

= & | Recent | Buc inning | Budget | Employee Service Center | Help 2% B [® sudgetworksheetmaintenance

Approve Budget Owner Al

Budget Owner Allocation Se3fcl

Budget Year: % | 2017 [=] Status: Approval in Progress []
Fund -Function-Object -Sub-Object-Organization-Program Intent-Local

e —
ot A

Category:

e L M

Group:

Allocation ’—E

greup

Budget Owner Allocations
Sort | Clear  Sorted by: (default)

A [ CurrYr Exn CurrYr priorYear  THOrYear ooy
Alltmnt Amt Adopted BdgtA™eM9ed 1 chions Adopted Bdgt®™®™%d  Tancactions
Bdgt Bdgt

Curr/Next

Approver

= = B | 5 | =) = = = = = = =

Allocation Budget Owner  Status

Org Alltmnt  Avail Alltmnt ™
In

» Be sure the Fiscal Year shown at the top of the page is 2020. If it is not, then select 2020. (see
pink arrow above)

» Be sure the Status is shown as “Approval in Progress” (see green arrow above)
» Press the SEARCH button.

» Anything you have access to APPROVE is shown.



SUBMITTING WORKSHEES FOR APPROVAL IN TEAMS SECTIONP

,
@ Non Personnel Budget Worksheet - - Moxzilla Firefox:

& https:/trl-killeen.bd1 teams360.net/ budget/BudgetWorksheetMaintenanceSearchAction.do
B L 2,

| Home | Budeet planning | Budget | Hele | @ = %

BudgetWorksheetMzintznancejsp
Approve Budget Owner Allocation

Budget Owner Allocation Search Criteria
Budget Year: * [zo16 - Status: Approval in Progress -

Fund -Function-Object -Sub-Object-Organization-Program Intent-Lecal

Budget Owner: [ =

Allgcation: [ =
[ =] Filter -
Caregory:
Allocation Group: -
Allacstion ,—El

Subgroup:

m

Budget Owner Allocations

Sort | Clear  Sorted by: [default)
Unall 4 Currvr Curr¥r Curr¥r Prior Year  Prior Year Prior¥r

. Curr/Nesxt . 1
Allocatian BudgetOwner  Status T ST OmAlmnr - Avall Allmne A . | | Adopted Bdgt Amended Bdgt Transactions  Adopted Bdgt Amended Bdgt Transactions
Org 720 730-Budgetary  Approval Carrie Carrell 9,600.00 9.600.00 0.00 Q.00 9,600.00 0.00 9,600.00 8,198.00 2,708.61 9,600.00 9,430.00 5.118.84 .
Services in Simpsan
Progress Megan
Bradley -

record count: 1 of 1

» Click on the first line you see to highlight it. Then be sure to press the EDIT button, NOT the
View button.

» You will now have access to the worksheet to approve.

» To approve the worksheet, press the “APPROVE” button (see pink arrow on screen-print below).



SUBMITTING WORKSHEES FOR APPROVAL IN TEAMS SECTIONP

- — —~ ~
@ Maintsin Budget Owner Allocation - - Mozilla Firefox S

@ https//trl-killeen b1 teams360.net/ budget/BudgetWorksheethMaintenanceE ditAction.do

| Home | Budget Planning | Budget | Help |

BudgetLineltemMaintenancajsp

|Budgz:v=ar= 2018 whbk: Open Allocation/Owner: Org 730/730 [Flat) Status: Approval in Progress Rev: Work In Progress |

J Budget Owner Allocation | Assigning Managers | Allotment Adjustment | ‘Wersion History | Approval H\stnryl

Available Budget Percent: 100.0 Recurring: Recurring with Allecation
Allotment Amount: 9,600.00 Justification:
Characters remaining: [ 500 ( 500 max)
Original Allotment Avail Allotment In Out Allocztable Allotment
9,600.00 9,600.00 0.00 0.00 9,600.00

Total Allocation Amount: 5600.0  Remainder Allocation Amount: 0.0
Result Page: 1 || Results 1-17 of 17

Curr Curr Pryr
Bdgt Acct Description N:;:te Allocate Amt Details Explanation| RsrvPCT Adopted Amended | Curr Y1 Tran| Curr YT Diff| Pr ";Tg‘:tm Amended | PrYrTran | PrYrDiff L
Bdgt Bdgt Bdgt
199-41-6121-00-730-99-000  |Supplemental/FLSA 208 200.00 200.00 260.00 25976 0.24| 450.00 450.00 0.00 450 ~
199-41-6125-00-730-99-000 | Temporary Salaries 0.00 0.00 0.00 0.00; 0.00 0.00 0.00 0.00; 0.00 C
199-41-6249-00-730-99-000 |Contracted Maintenance & Rep)| 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 C
199-41-6291-00-730-99-000 |Consulting Services 0.00 0.00 0.00 0.00; 0.00 0.00 0.00 0.00; 0.00 C
199-41-6299-00-730-99-000  |Miscellaneous Contracted Senv| 0.00 0.00 0.00 0.00; 0.00 0.00 0.00 0.00; 0.00 C
199-41-6329-00-730-29-000 [Reading Material 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 C 3
199-41-6393-00-730-99-000  [Furniture 0.00 0.00 0.00 0.00; 0.00 0.00 0.00 0.00; 0.00 C
199-41-6394-00-730-99-000 |Technology Supplies 458 440.00 0.00 440.00 147.99 202.01 0.00 0.00; 0.00 C
199-41-6396-00-730-99-000 |Software & Licenses 271 260.00 0.00 260.00 0.00 260.00 0.00 260.00 260.00 C
199-41-6397-00-730-99-000  (In-District Printing 208 200.00 1,005.00 505.00 0.00 505.00 1,005.00 1,005.00 0.00f 1008 —
199-41-6399-00-730-99-000  |General Supplies 59.84 6,705.00 6,250.00 4,618.00 1,693.45 2,924 55 6,000.00 5,630.00 4,40035 1220
_6389-00-730-99-TRO |General Supplies 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 C
1411-00-730-99-000  [Travel 15.57| 1,495.00 1,495.00 1,465.00 52899 936.01 1,495.00 1,495.00 20949  128F _

m | b

I =

Approvers cannot make any changes to worksheets. Once a worksheet has been submitted, the only
options for approvers are Approve or Deny.

WARNING ON PRESSING DENY

If you deny a worksheet because something needs to be changed, PLEASE SEND AN E-MAIL TO DL
— BUDGETARY SERVICES letting us know. Once a worksheet is Denied, TEAMS does NOT have
the worksheet go back to the Budget Owner. The worksheet will have a status of DENIED and the
allocation will NOT be budgeted!




