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Agenda

 Login/Account Lookup
* Budget Entry

* Reporting

e Budget Transfers

* Positions
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| I Buinessand Fcal Seniees ¢ o f -

Wik Home
Business & Fiscal Services.
Human Resources

TESS

Tramg Resources.

Research Resources

Business and Fiscal Services

Who We Are & What We Do

+ Interim Vice Chancellor of Business & Fiscal Services Jose Tomes is the executive oficer of the
Distict directing a financial and business aflairs

« Adminisirative Assistant Il Kelly Goodrich provdes adminisiratres support 10 the Vice Chancellor
and Business & Fiscal Seraces depantment

« Check out our department pages to meet the rest of the sta Accounting, Audts. Budgst. Businss
Senices. Emitoamantal Heath § Safey, Facities Planaing & Construction, and Piyrol
Division Overview
Piease review the organzational chad for the Business & Fiscal Senices Department
Piease feel e 1o submit 5uggastions on how we Can improve senice 10 you and our studens
Construction Program
The San Bemarding Community College Distict is undergoing an extensive cansiruction program al both

campuses. Constrct
in Hoverber 2002 and Measure M. a $500 million bond passed in Febeuary 2008

Links to Fiscal Sites

R it 2000 Ecc 200

al Measure P, a $190 millon bond passed

Questica

San BERNARDINO
ComMmunity
CouEce
District

SBCCD Federated Login Use your network

Login with your WebAdvisor account to username and passwo rd

access Questica

» Forgot your password? - SBVC | CHC

Username: [tealexander |
» Need Help?

Password : [ll.l...l.ll.. l

© 2009 - 2019 San Bernardino Community College District
All Rights Reserved

114 South Del Rosa Drive San Bemnardino, California 92408

Phone : 909.382 4000 Fax : 909.382.0116
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Account Lookup

* Click:
* Operating
* Departments

SBVC Program Stages
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e Enter department name or
number into the search box

Departments

Welcome back,
Tenille Alexander

Browse

2019-2020

110.03.67300103.0000.0000 Fiscal Review

01-00-03-9004-0000-6730

'Ei Dashboards



Budget Entry

* Budget
* Annual Summary
 Enter brief description/justification and amount (shift+enter)

Fle Department Scenario Reports Tools Help +*

2019-2020 110.03.67300103.0000.0000 - Human Resources - Main Stage: Fiscal Review

Department
Scenario

Budet Y- 2013 suipet ] 305t 2520 o

Annual Summary

Annual Budget (Summary View)

[M Layout ER Display Options & Export

Click here to add a new record...

Details TS99, 731 T629,UT5]
Allocations Object Category: 4000's - Supplies And Materials
Variables y
+ O 410000 - Textbooks 4000's - Supplies And Materials
; + [ 421000 - Magazines & Subscriptions 4000's - Supplies And Materials
Details () 422000 - Reference Books 4000's - Supplies And Materials 2,000 2,000
Annual Comparison | Growth Amount One Time
Quarterly Comparison Click here to add a new record... |
Trimester Comparison O Wl 01 730 \ 2,000
Monthly Comparison il
ER N A (2,000)
% R + O 430000 - Instructional Supplies 4000's - Supplies And Materials 5,000 5,000



Budget Entry

* Department
* Promote
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* Dean/Department Review
* VP Review
* Fiscal Review

Scenario

Annual Summary

Details
Annual Compari

Quarterly
Trimester
nthly Comparison

Positi
Scenario Premiums

Details
Actuals

Notes

19-2020 110.03.67300103.0000.0000

Annual Budget (Summary View)

Click here to add a new record...

599, 731]
4 Object Category: 4000's - Supplies And Materials

[] 410000 - Textbooks 4000's - Supplies And Materials

O 421000 - Magazines & Subscriptions 4000's - Supplies And Materials

I 422000 - Reference Baoks 4000 - Supplies And Materials 2,000

u F2000 Number Description

Click here to add a new record...

| M) e T e e i Dt o ane Sta  anathe
+ [ 430000 - Instructional Supplies Current Stage:  Fiscal Review 5,000
4+ [ 443000 - Software Promote to: Tentative ~] 200
+ [ 244000 - Media Comments:
+ [ 450000 - Noninstructional Supplies 10,000
+ [ 451000 - Maintenance Supplies
+ [] 451100 - Air Cond & Heating Supplies
4+ [ 451200 - Lock & Key Supplies 1,000
4+ [ 452000 - Custodian Supplies m .
+ [] 453000 - Grounds Supplies 4000 - Supplies And Materials
+ [ 455100 - Printing 4000's - Supplies And Materials 2,000




Reporting

* Reports can be accessed within
the department in the “Reports
section

* Excel, PDF, Word, etc.

e Useful reports:
e Department Budget with Notes
* Department Summary

* Department Position Costing
Summary
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File Department Scenario Reports Tools Help

General
Department
Scenario

Budget
Annual Summary
Details
Allocations
Variables

Actual Costs
Details
Annual Comparison
Quarterly Comparison
Trimester Comparison
Maonthly Comparison

Planning

Department Actual vs Budget
Department Actual vs Budget (with Comments)
Department Actual vs Budget Monthly

Department Actual vs Budget Monthly {with Comments)
Department Actual vs Budget Quarterly

Department Actual vs Budget Quarterly (with Comments)
Department Budget by Stage

Department Budget with Notes

Department Position Costing Summary

Department Position Costs by Object

Department Snapshot Details

Department Snapshot Details With Salaries

Department Snapshot Summary

Department Stage History

Department Summary

Department Variable Listing

Department Wage Details

trials

Description

¥+ [ 4300070 - Instructional Supplies
+ 1 443000 - Software



REMINDER:

* Ensure pop-up blockers are disabled
* A reasonable, yet brief justification is required

The site information entered must match the site information
entered on the next screen

SHIFT+ENTER



Change Requests (Budget Transfers)

* Initiate change request

* Add change request

e Select/enter information

* Enter department, object, and amount (repeat as necessary)
* Promote change request

* Verify “change request stage” is advanced
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Initiate Change Request

SBVC Program Stages

Welcome back,
Tenille Alexander
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Add Change Request

Change Requests

Budgetvear 2015-209)v| «——— [Make sure you are in the correct budget year!

EET

New 2019 Change Request
Create a new Change Request for budgeting.

Budget Transfers

110.00(01-00-00) - General District Wide

] override Auto Humber




Fle Change Request

Change Request
Scenario

Operating Changes

Position Changes

Wage Adjustments

Enter Change Request Details

Scenarioc Reports Tools Help

2018-2019 AUTO - 7906 - Main

Operating Budget

—Please select a value-- —Please select a value--

110.00.00000000.0000.0000 - General Program 430000 - Instructional Supplies

110.00.00000000.0000.0000 - General Program 450000 - Moninstructional Supplies

Out of balance!

L

Change Request Stage: [Budget Transfers] Budget Transfer Entry

(M Layout  EB Display Options & Import...

(400.00)

100.00

300.00



Promote Change Request

File Change Request Scenaric Reports Tools Help

Promote Change Request Stage Hey
Promote Change Request Stage from one Change Reguest Stage to
another.

2018-2019 AUTO - 7906 - Main

Operating Budget
Current Change Request Stage Budget Transfer Entry

Promate to: Department Revien |0

Comments:

110.00.00000000.0000.0000 - General Program
|:| 110.00.00000000.0000.0000 - General Program

Other
Documents
Motes

Change Request Roles

Verify “CHANGE REQUEST STAGE” is advanced.
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SBVC Program 5Stages

Welcome back,
Tenille Alexander

Browse 5 5 0
Dashboards

Bookmarks SBVC Budget Entry SBVC
Analytics

OpenBook

Operating

Salaries Positions

Employees

Fo R o Ty o Ty o B © B ¢

Administration
SalaryPlan-Grade

Help Scale Values

Benefits

Earning Breakdowns BVC

Positions

Positions

Budget Year  2018-2019

bl sl

instructor]

+ Add Position [0 Layout & Import... X Export

L

O 100015  Instructor Acc.. Full.. Active 1,416.00 1416 100 Jan1926  sala.. 110.01(.. Option... v 110000.. Dean,.. Steven.. AL152002
O 200024 Instructor Ana... Full.. Active 1,416.00 1416 1.00 Jan 1926 Sala.. 110.02(... Option... 0.00 14,000... 0.00 L CHC 110000... Dean, I Sam Tr, A256008
O 100019 Instructor Ana... Full.. Active 1,416.00 1416 1.00 Jan 1926 Sala.. 110.01(... Option... 0.00 0.00 0.00 hd SBVC 110000... Dean, 5. JoanM.. A153601
O 100020 Instructor Ana... Full.. Active 1,416.00 1416 1.00 Jan 1926  Sala.. 110.01(... Option... 0.00 0.00 0.00 hd SBVC 110000... Dean,S.. DavidB.. AL53602
O 100033 Instructor Ana... Active 1,416.00 1,416 1.00 Jan 1926 Sala.. 110.01(... Option... 0.00 0.00 0.00 hd SBVC 110000... Dean, 5. Tatiana.. AL56004




Positions - Information

File Position Reports T

Annual Costing
Monthly Costing
Eaming Breakdown

Departments

T
Documents
Motes

s Help

2018-2019 Instructor Accounting (100015)

ADP Position Information

Update ADP O

Job Code 100015

Name Instructor Accounting

Employee Steven Lee (101327)

Status Active v
SalaryPlan-Grade 177-H v
Bargaining Unit CECONT v
Job Manager Level Code | 5 _ yon-manager v

Job Workers Comp Code | gg1p
EEO1 Code (2007+) 3 - Professionals v

EEQ4 Code 2 - Professionals hd

Questica Position Information

EPICS Position Number A152002

Pay Group YEU
Mext Step Number 8
Union CTA
Job Standard Hours 40

Compensation Frequency M

EEO1 Code (Pre 2007) 2 - Professionals

FLSA Status P - Professional

Position Type Full Time + Position Category Academic Faculty + Position Security Group  sgyC
FTE Definition 1,416 Paid Hours 1,416 FTE 1
Start Date Jan 1926 = End Date =

Cost Position Using  5515yplan-Grade v Distribution Option 3 - 10 Months L4

Cell Phone 0 Dept Chair Stipend

Expense Allowance g

Job Function Instructional

Site 110.01{01-00-01) - San Bernardino Valley Callege
Object 110000 - Contract Classroom Inst.

Reports to

Description

Medical Benefit 7]

Dean, Mathematics, Business, & Computer Technology (100005): Stephanie Briggs (100189) | *



Positions — Department Allocations

eral 2018-2019 Instructor Accounting (100015) Published Date: 2018-10-16 11:49 AM

Position .

Wage Department Allocations
L + Add Position Allocation [0 Layout & Import.. & Export
Costing

Annual Costing

Monthly Costing Click here to add a new record..

Eaming Breakdown 110.01.05020001.0000.0000 - Accounting: Main (Active) v 100 Mew Position Approved Chancellor Cabinet 11/04/2015 cgg Percentage

Departments

This information can also be accessed from the Department screen under “Positions”.
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Questions??

CONTACT FISCAL SERVICES
SUSAN RYCKEVIC, BUDGET ANALYST x6917
TENILLE ALEXANDER, ACCOUNTING MANAGER x6916
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