SRO CRS Budget Editor
SRO Finance Group

8/25/2009

The SRO CRS Budget Editor is used to modify budgets that have been previously entered into the CRS using the previous Microsoft Access Budget Editor form, or the new CRS Budget Upload template.  If you need to enter a budget from scratch, please use the CRS Budget Upload template found on the SRO Finance Group web site.

The SRO Budget Editor can be found as part of the new CRS Cost Reporting Template on the red tab titled “Budget Editor”.
Editing a Budget
To edit a pre-existing budget go to the CRS cost report template and click on the tab titled “Budget Editor”.  At the top of the screen select the project that you want to edit by selecting its General Title from the drop down pick list.
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Once you have selected a project press the “Pull Budget Lines” button, your detailed project budget will be loaded into the light-blue “Current Budget Fields” area of the template.
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At this point you can begin modifying your existing budget.  To make changes to your budget, simply add values to the GREEN “Edit Fields” section of the template.   You can modify the budget hours, budget dollars, and even add notes to budget lines.

In the image below you can see that $2,000 and 100 hours were added to the Interviewer III budget line for the Occurrence Date of 2/28/2007.  A note was added to this budget line as well.  The new amount for Interviewer III (Temp) is the amount shown in the “Adj Dollars” and “Adj Hours” column.
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In order to make sure that you are entering the correct modifications to your budget, a Subtotal display was added to the Budget Editor template.  This display is shown in red above the “Edit Fields” section of the template.  The Subtotal fields show the total amount for the original budget above the Dollars and Hours columns in the blue “Current Budget Fields” section.   It also shows the amount being increased or decreased above the Dollars and Hours columns in the green “Edit Fields” section.  And finally it shows the final adjusted amounts above the “Adj Dollars” and “Adj Hours” columns.
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There is also a “Grand Totals” section in the red area that shows the final Grand Total budget amount for the entire original budget amount plus or minus any changes.  This should display what you want your new final total budget to be.
Adding a new line to an old Budget
Another capability of the new Budget Editor tab is that you can add a new budget line to an existing budget.   You can do this one of two ways.

1. Select a shortcode and load its chartfield combination, and then add the row.

2. Enter the chartfield combination manually, and then add the row.
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To add a new line “by shortcode”, pick a shortcode from the “Select Shortcode” drop down box, and then press the “Load Shortcode Chart Com” button.   This will take around 20 to 30 seconds to load the chartfield information.  

Next you need to select an Occurrence Date and Budget Description for the Budget line that you are about to add.   After you have made your selections press the “Add Row” button and a new budget row will be added to your existing budget.
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The new row will appear as the last row and will be highlighted in orange.  You can then add dollars, hours and a note to this new budget row before saving it to the budget table.
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To add a new budget row manually, simply follow the same steps described above, but instead of selecting a shortcode, you will need to fill out the Chartfield Combination information manually in the white boxes provided, and then press the Add Row button.
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Exporting your Changes
After you have made your budget changes, added required budget lines and have confirmed that your budget total matches what your total budget should be, you can now save your changes and export your new budget lines to the budget table.
To save your budget changes simply press the GREEN “Save Budget Changes” button.  NOTE: Remember that you cannot have hours on a non-salary line.
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If you go back to the CRS and refresh your cost report, you should see that new budget transactions for your project.

NOTE: If you add dollars or hours for a new row that matches the chartfield, Description, and Occurrence Date for an existing budget entry then the new row that you just entered will be summed into the pre-existing row.  That is, the two rows will be added together, and will not be shown separately the next time you review your budget.

