SRO Budget Upload Template v1.0
SRO Finance Group

8/25/2009

The SRO Budget Upload template is the new method for entering budget into the CRS system starting September 2009.   This new template allows for fast loading or large amounts of budget information, and is the primary method for loading a budget from a SRO Proposal Group budget shell. The template is all Excel based and no longer uses Microsoft Access Forms.   By using Excel, we hope to greatly increase the speed and accuracy with which budgets can be loaded.

There are seven main tabs in the SRO Budget Upload Template with two of the tabs not being shown in the image below.  These tabs are hidden because they do not become active until the proper conditions are met.   This user manual will go through the steps needed to upload a CRS budget successfully.
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Instructions for uploading a budget into the CRS

Date Refreshed 06/09/2009 14:26
Copy and paste everything from the proposal description to the YEAR 5 column.

Paste budget data for each of the ten task tabs onto the "Upload Data" tab, paste one below the other
Type in the program code next to each block of budget that you pasted.

Type in the project grant next to each block of budget that you pasted on the upload data tab.

10 In the "Type” column, enter an "H" on every hours line.
11|Leave the salary dollars, non-salary dollars and totals sections blank (ie: do not enter a code in the type column)
12| Do not enter a code in any of the "TOTALS" lines

13 | After pasting all of your budget rows into the "Upload Data" tab, press the "Export Budget Data” button

16 | Next move to the "Project_Years" Tab and enter the start date for each of the five project years starting with year one.
17 Enter all five years even if you do not have a five year project.

20| Next go to the "Unrecognized ltems” tab and press the "Refresh Unrecognized ltems” button.
21 If any items pop up on the list, you must stop and contact Haul Juska or Jeff Keeler and ask them to add the item to the CRS budget table.
After the item has been added to the CRS table, go back to the "Unrecognized Items” tab and press the button again.

The report should now be blank and now you can move to the “Prelim Review" tab.

On the Prelim Review tab you should check your budget totals to make sure they are correct.
Make sure to drop the "hours" type "H" so that you are not mixing hours and dollars.

If you detect a problem on the "Prelim Review" tab, you should stop and go back to the Upload Data tab and fix the problem and

then re-export the corrected version of the budget. Then follow the steps again in order to reach the "Prelim Review" tab. .
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Instructions

The first tab is the instructions tab.  This contains a summarized version of this user manual that can be referred to when entering a budget in Excel.

View Budgets

This tab is a copy of the CRS Budget Details report.  Here you can load the budget detail, by General Title, for your project for review purposes.   This tab is strictly to check on budget values before and after you have completed the upload process. 
Upload_Data
This tab is the start of the upload process.  This is where you must paste the budget data from the SRO Proposal Group budget shell.   To start the upload process, do the following:

1. Open a copy of the budget shell for your project.

2. Go to the first of the task detail tabs (ie: Task 1 - Management)

[image: image2.png](oa) d9-c-aEe SRO Budget Shell v1-09.xls [Compatibility Mode] - Microsoft Excel - x

Y ame et mogelyost  fomuss ot Reiew  View  Deeloper  Adans  SRO7HTITab x
&t arial o A W)= S wrap Text General - Normal e auiaun ﬂ
a Copy & e — = = & (K] e~ fﬁ
PO op Format panter ||| B 4 U *||E -|[&- A= EMerge & Center -~ ||| $ - % 9 || %8 5% F(:""“"a‘:t“‘;":‘v | Neutral Insert Delete Format ||| > Gear~ s ooy
Clipboard 5 Font 5 Alignment 5 Number 5 Styes celts Editing
@ Security Warning  Automatic update oflnks has been disabled | _Options =
Al -0 &1 2
B ™ D E F G H J K L 0] o P

1 [_¥INPUT SPREADSHEET

2 2" Project: 2009 Transition to Adulthood (7] Select 1 to eliminate zero lines =
3| 3[COMPONENT: TOTAL - TASK 1 - MANAGEMENT 1

4| 47S0#: 08.0005R01 YR1 YR2 YR3 YR4 YR5 1

5 5'08/19/2009 16:45 7 06/0172009 " 10/01/2009 " 10/01/2010 " 10/01/2011 " 10/01/2012 1-

6| 6 TOTAL " 09/30/2009 "09/30/2010 " 09/30/2011 " 09/30/2012 " 09/30/2013 1

7| 7 HOURS 1

24| 247 Senior Project Advisor 837 19" U -7 -7 -7 1

33| 33"Production Manager I 597 7 " 456 7 - - - 1

34| 34" Project Manager I 10407 368~ 612" . . . 1

39| 39”Budget Specialist 194" 657 129" -7 . . 1

75| 75 TOTALHOURS 1,884 7 593 7 12917 0" 0" 0 1 ek

76| 76 1

7| 1 1

2| 82 SALARYCOSTS: 1

99| 99" Senior Project Advisor 831277 1121”7 52008 " 507 507 507 1

108 108" Production Manager Il $131107 53096 7 $10,014 7 50" 50" 50" 1

109|109 Project Manager I s22568 7 57986 7 $14582 7 507 507 507 1

114] 114”Budget Specialist 85280 7 817607 §3511” 507 507 507 1

143 149" Data Collection Senices $5063 7 $1594 7 $3469 7 50" 50" 50" 1

150/ 150 SUBTOTAL SALARY T sa9148"  $15566 ~  $33,582 7 $0” $0” 50 1 ek

151 151 SHV ALLOWANCE $112427  $3563 7 $7,679 7 s0” $0” $0 1

152 152 FRINGES @ 27% $11903 7 $37727  $8131” $0” $0” $0 1

153| 153 FRINGES @7.65% $0” $0” $0” $0” $0” $0 1

154 154 SPONSORED RESEARCH SALARY RECHARGE $5042 7 15087 s3444” s0” $0” 50 1

155/ 155 SALARY COST INFLATION ALLOWANCE $3,325 " $551 7 s2774 " $0” $0” $0 1

156 156 TOTAL SALARY $80660  $25050  $55610 $0 $0 $0 1 ek

157 157 1

158| 158 1

763 163 OTHER DIRECT COSTS 1

172 172 General Supplies 8120 7 840" 880 ” 507 507 507 1

174] 174 Telephone 507 507 507 50”7 50”7 50”7 =

178| 178 Printing & Duplicating 5240~ 580 ” 8180 ” 507 507 50" 1

192 192 SUB-TOTAL OTHER DIRECT COSTS. " $360 © $120 7 $240 " $0” $0” 50 1 ek

193| 193 ODC COST OF INFLATION ALLOWANCE $16 7 $3°7 S5 " s0” s0” s0 1

ol -T_ATuED MInECT oo 0370t anst 4 en " pod pes + e— M
1645 W information ¢ Feid Tovr Rate </ Rotes | Task 1 - Management ¢ Task 3 ~ Samping a5 3 - Qare Development  Task 4 - CALTI m TR—
Ready Fitter Mode | 7] oo e S, ®

e @

Sesch Desiop €@, w5




3. Copy everything from the Description column (Cell B7 in the above example) to the end of the Year 5 column, and all the way down to the Grand Total row. 
4. Go over to the SRO Budget Upload Template Excel file and click on the Upload_Data tab.

5. Paste the budget information that you copied into this tab.  Make sure that you paste into the cell starting with the PROPOSAL_DESCR column.
6.  At this point your upload template should look like this:
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PROJECT_GRANT PROGRAM_CODE FUND DEPTID CLASS PROPOSAL_DESCR BLANK TOTAL YEAR1 YEAR2 YEAR3 YEAR4 YEARS
HOURS
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7. Next type in the project grant, program code, fund, deptid, and class for the section of budget that you have pasted on the sheet.

8. Your template should now look like this:
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9. Now you must code the HOURS for the information that you pasted from the shell.  In the blue “TYPE” column, put a capital “H” in front of every budget line that has hours listed under one of the YEARS columns [in column J,K,L,M or N].[image: image5.png](Oa) - BNl 'SRO_CRS_BUDGET_UPLOAD_TEMPLATE v1 0I5 [Compatibility Mode] - Microsoft Excel e x
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10. Now your template should look like this
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11. Do not put an “H” in front of the Hours title, Salary Costs section, or Non Salary Costs section.

12. The next step is to go back to the budget shell and click on the Task-2 Sampling tab and copy and paste the data from this tab into the SRO Budget Upload Template.  Do this for all of the tasks budgeted in the budget shell.
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13. You can paste the budget shell information for one task directly below the task that you last added to the “Upload Data” tab.   You should be able to add the budget for all 10 tasks into the “Upload Data” tab.  Just be sure that the Project Grant, Program Code, Fund, DeptID, and Class are correct for each section that you paste into the Upload Template.

14. After you have pasted your entire budget from the budget shell document into the Budget Upload Template, and you have coded all of the hours with a capital “H”, then you are ready to export your budget data and move to the next step.  Click on the “Export Budget Data” button.
Project_Years

15. Next go to the “Project Years” tab and enter the project year start date for EACH OF THE FIVE PROJECT YEARS SHOWN IN THE BUDGET SHELL.  It is important that you enter dates for all 5 years, even if you only have budget for one year.

16. Now press the “Export Project Years” button to export the years to the database server.

UNRECOGNIZED_ITEMS

17. At this point click on the UNRECOGNIZED_ITEMS tab.   Here you will check to see if there were items in the budget shell that the CRS does not recognize.
18. Press the “Refresh Unrecognized Items” button.

19. If you get a message that says, “No records returned, you may proceed with the budget review”, then you can continue on to the “PRELIM_REVIEW” tab.
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20. If you got any other message on the UNRECOGNIZED_ITEMS tab (other than No Records Returned), then the system detected a new budget line type.  At this point you must contact Jeff Keeler and ask him to add this new budget item to the CRS system.
21. After Jeff has added the new budget line item to the CRS system, you will need to press the “Refresh Unrecognized Items” button again.   This time there should be no unknown budget items.   You should be able to proceed to the “Prelim_Review” tab now.
PRELIM_REVIEW
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22. On the “Prelim_Review” tab press the “Refresh Prelim Review” button.  This will pull in your current budget configuration into a pivot table.  Here you will be able to review your budget values for accuracy.   If you detect any problems with your uploaded budget you will need to go all the way back to the “UPLOAD_DATA” tab and re-upload your budget again with the correct values.
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23. Be careful to note that the hours are lumped in with the dollars in the initial view of the “Prelim_Review” pivot table.  You will need to use Excel’s pivot table capabilities to DROP the hours values if you want to isolate only the dollars for your budget review.

24. Once you are satisfied with the budget values that you are seeing on the “Prelim_Review” tab you can then click on the “FINAL_REVIEW” tab.
FINAL_REVIEW
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25. The “FINAL_REVIEW” tab is the last step before exporting your budget directly to the CRS database.
26. Press the “Show Final Budget Data” button to load your pending budget data into this final review tab.

27. On the “FINAL_REVIEW” tab you can modify the Description ID, Budget Dollars, Budget Hours, and Notes fields for the budget that you plan to upload.   Adding a note or making a few dollar adjustments for inflation will be a common edit on this tab.   However, if you need to map a proposal description to a different CRS_Description then Jeff Keeler’s approval is required.

a. As an example on the “FINAL_REVIEW” tab, you may find that the project manager has decided that Production Assistants will no longer work on your project.  Instead the work will be done by Survey Tech II’s.   You may at this point decide to change the Description ID for the Production Assistant lines to be the Description IDs for Survey Tech II’s instead.
28. Finally, do one last review of you budget on the “FINAL_REVIEW” tab.  You will notice your budget is broken out by project years based on the Occurrence Date.  If you are satisfied with your budget then press the “Export Final Budget Data” button.
29. Your budget will now appear on your CRS cost report and the CRS Budget Detail report.  You are done uploading your CRS budget!
