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Purpose

This report is used to monitor over-budget lines in any given account.
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SAP Transaction
e ZOVERBUDGET- Over budget Report

Points To Note:

e There are thresholds on the amount an account manager will be notified on:

O For grants: there is no threshold. All over budget lines will cause a notification to be sent.
0 For non grant accounts: Account managers will not be notified on anything less than $10.00
over budget.

e This report pulls in all over expended lines some of which an account manager may not be
responsible for. Specifically this refers to Indirect Cost Accounts. Please contact the budget office if
you have questions on these accounts.

e Security is set up so that users will only have access to their accounts.

e There are definitions of all column headings and other terminology used in this document at the end
of this training document.

Pay Account managers are responsible for all budgets as outlined in UPPS No. 03.01.09.

/ This report gives details by budgeted line items. Although a specific line may be negative (ex:
e salaries) it does not mean the entire account is negative. However, all lines should be

monitored and covered as per policy.

Step 1:
e Double click on the transaction: ZOVERBUDGET
e |Initial screen ( entry screen) looks like this:

Over Budget Detail Report

Step 2:

e  Fillin your parameters:

e Qur suggestion is to run it wide open with either a range of fund centers or a wild card. For grants
you want to run it with the range 8000000000-8999999999.

e This will then bring in all associated funds and commitment items that are over expended.
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Examples of Entry Parameters:

Note: grants will not pull in with a wild card. You must enter in a single grant or a
range. We suggest you put in the range we have pictured below and this will pull in all
grants that you have access to including subordinate accounts.

e Arange of fund centers:

13200086000 132099934949

e Oruse a wild card for your fund centers :

e Oneatatime:

1320120000|

e Grant Range:

olelolololg

so0opEE000| 3 899999934949

Layout
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Step 3:

Execute the report:

Hit the button.

Screen shot of report once executed:
Overbudget Detail Report

Fumed Contor = CF 320°

Lovsi | (Fund  “[Furd Hame Furd Conter |Fund Cunter Name , and Nu_| Grand Narny | Homi C llurn Mamw | Comsurmatly Amount| £ £ Achanl Atz
(5062000 1000050008 | Operstions Support 13201 10001 | Mlte-Cogative Willy | NR BTO0O0 Faculty Sularies 00,570.20 0.00 80,579.00
5062000 |Operstions Support (1120120001 |PhD Geography N | 670081 Faculty Salaries-Draduste| 00d 00D 104801

G021 2000 EOD'I'INH)“IIHR 113201 40090 | Modam Languages [NR | 670090 Facuity Galaries-Undergra 1777482 oo0 1039202
5062000 13501 70040 | Goclology NR | 670000 Faculty Salanes 726,504,860 000 765,019.09¢
a1 62008 (13201 70000 | Sociology [hR I | (670 |5t Bataries I I | I51600|  GLEi0 |
() |50 S00G0 | Chrangyaouthwes] | |NR T T TEraton |5t Gatanet | T aa |
(73501 71000 | Texas Amance TR T T TErnng Sta% Salanas - Hourly non | Y ETET ]

This report has a default layout that does not include all the columns of information that are
available. Rather, this layout only includes the minimum amount of information required to
analyze this report by most users. A full listing of column explanations is at the end of this
document with directions on how to “show” additional columns.

The default columns are as follows:

e Level 1: this indicates the first day that the account showed up on the report and will generate an
email to the account manager.

e Fund: is the fund number

e Fund Name: fund name

e Fund Center: is the fund/cost center number

¢ Fund Center Name: is the name of the fund/cost center

e Funded Program: is the funded program number or if there is not one it will display as NR ( not

e Grant Number: is the grant number if it is a grant.

e Grant Name: Grant name.

e Commitment Item: is the budgetary commitment item number

e Commitment Item name: is the name of the budgetary commitment item.

e Consumable amount: is the budget amount.

e Encumbrance Amount: Isthe amount encumbered against this combination

e Actual Amount: is the amount expended against this combination.

e Over budget amount: is the amount the line item is over budget.

e Responsible Person: is the name of the person who is the designated account manager for the
account/grant.

Over Budget Report Page 4 of 10



Non-Grant Account Sample Analysis:
(screenshot split to show all columns across)

Level 1 Fund : Fund Mame Fund Center |Fund Center Nare |Funded Pragrarm | Cormrmit | Commitiment It
06172008 | 2000021008 |Indirect Cost 1320170050 |Sociology-Rsrch 9000000260 BFO0S0 |Faculty Salaries
TE Consumable Amount|zEncumb |2 Actual Amt |2 Overbudget A
3 0.00 0.00 3,800.00 3,800.00
In this example what you are seeing is:
e This account went negative on 06-17-2008 (level 1 column).
e The account assighment is 2000021008 / 1320170050 / 9000000260
e Commitment item that is over budget is 670080 or faculty salaries.
e The budget amount (consumable amount) is 0.
e There are no encumbrances.
e Actual amount expended is $3,800.
e This line is over budget by $3,800.
0 [consumable ( 0) — Encumbrances (0) — Actuals ( 3,800) ]
Grant Sample Analysis:
Level 1 Fund T|Fund Narre Fund Center |Fund Center Mame Funded Prograrm | Grant Mumber Grant Mame
05212008 | 8000521000 |Private-Fublic Serdce |1320120000 |Geography 2000000831 GEQGRAPHY IMPORTAMNT
03212008 Frivate-Public Service [1320120000 |Geagraphy persannel a00ooo0s GEOGRAPHY IMPORTANT
E Consumable Amount |2 Encumberance Amou |E Actual Amt |z Overbudget A
19,900.00 0.00 20,167.53 Z67.53
4,713.34 0.00 4,981.33 6T 99

In this example what you are seeing is:
This account went negative on 8-21-2008 ( level 1).
The grant account is 8000521000 / 8000000831.

Grant Name is Geography Important.
Funded program column: this column, when looking at grants, tells you whether you are overall
negative or just the personnel lines are negative.
If there is nothing in the column then you are over all negative.
If it says personnel in the column then just your personnel line is over budget.

(0}
(0}

So in our example on line two where it shows personnel in the funded program column this is

telling you that this account is over expended in the personnel line by 267.99:
[ consumable ( 4,713.34) — encumbrance (0) — Actual ( 4,981.33) ]
However, line one is saying the entire grant is over budget by $267.53

(o}

(0}

[Consumable ( 19,900) — encumbrance (0) —actual( 20,167.53)].
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Error Messages:

When executing the report you will get the following message if you don’t have access to the
fund center you are entering:

Information

v @

You cannot enter a fund only; you must enter a fund center or funded program or you will get
the following message.

Infarmatian

Funded Frogram or Grant Mumber.

| (@

You cannot enter a fund center with a funded program or a grant. You should enter one or the

other or you will get the following message:
Infarmatian

Center, Funded Program or Grant Mumber.

v @

If you request a range, the program only returns the records associated with objects that you
are authorized to view. There may actually be data in the table, but if you don’t have security
authorization to view it, the message is:

v @

If you are authorized to view them, but there are no records for the object(s) or object range
requested, the message is:

v (@
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Pulling In Additional Columns:

e |f you prefer you can pull in other information other than what is in the default layout.
e To do this execute the report as you normally would which will result in this layout.

Overbudget Detail Report

Funed Conter = CF {320°

Lovei | [Fund  “[Fund Name |Fund Center |Fund Cerder Name g Hom lom Mame | Consumatl | Amound s Achual Ami Amil R bie For_|
05052000 1000030008 [Operations Supporl {13201 10001 | Mite-Crentive Wiltg | NR (BT0000 [Faculty Salaries { 0057030 | 0O0| 8057800 010 [Hurmes s, Michasl
5062000 |Oparsnans Suppart 1320120001 PhO Geography R 70081 Faculty Salaries-Draduste| 000 000 104801 | 1,048 01 | Guckding, Prila W |
i1 2000 | iOurmn: Guppot (1320140000 | Madam Languages [N 670030 Facuty Galaries-Unoergra 17,77482 a0l 1038202 810,00 *Fischer, Roben A’ |
| | 13201 70068 | Sociniogy R 70000 Faculty Galarizs 71650460 b0 78502048 | 50,445 11 ‘ay, Susan b |
0162008 | {Gperaons Buppori |13201 70090 Sucinioay iR (670100 |t Gataries [ G3,846.00| TE1E00|  Bagda0d | 251305 'Day, Susan b |
TR0 « ppait |13 BO0G0 | CaredyEautwes] MR TEFi0 GtaE Gatanas T TEEhI 9| wan;  A7deza | " Hi9 0% | BUsby, MArk B
(CFLEL N |1300121 000 | exas ABAncH 1L NCILILE] |SuASalanes - Hourly | TR non | XETEL ]| 7,200 (10 [“Hoenm, Richan G

e Looking at the list at the back of the document you decide that it would be nice to see the ID
number of the person responsible as well.
e To pull this in simply highlight a column and right context click your mouse. Choose Show from the

drop down that appears:

MamefFunded fre=-esembemnt bloontaddSennd blonns

NE | SopyTes
~ |mrR | Hide ]
~|NR Shiw.., |
R Optirnis idth |
_|REISER Freeze to Colurmnn ﬂ

- FoE
——1 Unfreeze Columns T wc
~ |personm  Sortin Ascending Order 1T Wit
—m Sottin Descending Order ROJE

e This provides a pop up box with choices for all columns of information that are available in this
report. You would look in the Column Set section and find ID.

Change layout

Displayed Colu k Sort Order k Filter k W ey k Display

Hjj~]~]|2]|¥]

Grant Mumber

Grant Mame
Commitment ltem
Commitment lterm Mame

monsirmahle Seannnt

Over Budget Report

Displayed Columns Column Set
Calumn Mame E Caolumn Marme
Fund Center Marne [=] ID

Funded Fragram [+] Lewvel 2

Level 3
E Funded Program Mame

Functional Area
Lewel 4
Trt Maws h
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Highlight ID and then click the arrow button pointing to the left to move this selection to the
Displayed Columns section. This will move it over as below.

“hz rige |;5|'!||'I:I ut

Displayed Colu k Sort Order k Filter k ey k Display

LI RAEIED (|
Displayed Columns Column Set
Column Mame E Calumn Mame
Fund Center Mame [«] Level 2
ID (] Level 3
Funded Program | Funded Program Marme
Grant Mumber o Functional Area
Grant Mame Level 4
Commitment ltem Tot Days
Commitment ltem Mame
Consurmahle Amount
Encumhberance Amaount —
Actual Armt [«]
Cverbudget Amt E'

v H %

e C(Click the green check mark to save your selection.
e You have inserted the ID column to the left of the Funded Program column.

Fund “Fund Marne Fund Center |Fund Center Mame|(1D Funded Program|
2000011008 |Designated Method 1320120000 | Geography P533 MR
2000021008 [Indirect Cost 1320120000 | Geography PS33 MR
4100101000 | Jones Geographic Education Fnd |13201 20000 [Geography PS33 MR
Jones Geagraphic Education Fnd [13201 20000 | Geoagraphy PS33 (MR
2000301000 | State-Fesearch 1320120000 | Geography personnel a
State-Fesearch 1320120000 | Geodgraphy 3
2000321000 |State-Fublic Service 1320120000 |Geography g
State-Puhblic Service 1320120000 | Geography personnel a
2000501000 | Private-Research 1320120000 | Geography RB0O3 |personnel g
2000511000 |Private-Instruction 1320120000 |Geography g
2000521000 | Private-Fuhlic Service 1320120000 | Geography RB03 a
Private-Public Service 1320120000 |Geography RBO3 (personnel g
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Column Heading Definitions For All Columns Available In This Report

Fund: is the fund number

Fund Name: fund name

Fund Center: is the fund/cost center number

Fund Center Name: is the name of the fund center

Funded Program: is the funded program number or if there is not one it will display as NR ( not
relevant)

Funded Program Description: is the spellout (name) of the funded program.

Commitment Item: is the budgetary commitment item number

Commitment Item name: is the spellout (name) of the budgetary commitment item.

Responsible Person: is the name of the person who is the designated account manager for the
account/grant.

ID: is the 4 digit id of the person responsible. ( email if add @txstate.edu)

Grant Number: is the grant number if it is a grant.

Grant Name: Grant name.

Level 1: this indicates the first day that the account showed up on the report and will generate an
email to the account manager.

Level 2: indicates that this account has been on the report without correction for 8 days and a
second email will be generated and sent to the account manager.

Level 3: indicates that this account has been on the report without correction for 15 days and a third
email will be sent to the account manager with a copy to the Chair.

Level 4: : indicates that this account has been on the report without correction for 22 days and a
fourth email will be sent to the account manager , with a copy to the Chair, and the DD/AVP.

Level 5: indicates that this account has been on the report without correction for 29 days or more
and a fifth email will be sent to the account manager, with a copy to the Chair, and the DD/AVP. In
addition, if still uncorrected this will go to the VP on the 1% of the month following the 29" day.
Level 6: : indicates that this account has been on the report without correction for 36 days or more
and a sixth email will be sent to the account manager, with a copy to the Chair, the DD/AVP, the
VP and then the President 31 days after the VP notification.

Total Days: is the number of days that this account assignment and commitment item combination
has been on the report.

Consumable amount: is the budget amount.

Encumbrance Amount: |s the amount encumbered against this combination

Actual Amount: is the amount expended against this combination

Over budget amount: is the amount the account is over budget. (consumable —encumbered-
actuals = over budget amount).
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¥ There are many other things you can do via sorts, subtotals, filtering, saving layouts, and
;’ A saving variants to make this report very powerful. To learn more, refer to our Report
N Fundamentals training doc located on the Budget Office Website.

Other Terminology

Wild Card:

e A wild card is when you put in just a partial fund or cost center indicated by using an asterisk. By
using a wild card you are letting the system search on a larger range than if you type in the
entire number. Sometimes this allows you to pull in items you may not be aware of and will
help you catch mistakes and/or analyze your data better.

e Ex: instead of typing one cost center 1320120000 which is only one account or a range of cost
centers you can type in 1320* and it will pull in any account combination that you have access
to with any account that starts with 1320.

Context Click: is clicking the right mouse button to pull up a drop down menu.

&

Sort: Sorting data in ascending or descending order. Use the sort buttons:

Filter: Filtering out data via the filter button:

=

Total: Used to total a column of numbers. Use the summation button:

| B |

Subtotal: To subtotal by a specific item. Use the subtotal button:
Center.

Example subtotal by Cost

Contact Information:
e Non-Grant Accounts: Budget Office at 245-2376
e Grant accounts: Office of Sponsored Programs at 245-2102
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