ON -Line Budget Adjustment

If you have been set up for Budget Adjustment Workflow, you can enter your budget
adjustments otine directly into the KVS Financial Management System. The budget
adjustments can then be electronically approved, creattogpletely pperless budget
adjustment process

Getting Started: How to Enter a Budget Adjustment

Log on to the SBI Website (subboard.com)

Cl i c KAccountmgoii t a b .

ClickKvsen n

Cl i clkonpeob fit o connect to the Remote Ter mi nal
Log onto the Remte Terminal with your UBIT Name and Password.

At the KVS Login Screen, Log in with your UBIT Name and Password.
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1 After logging into KVS, select th&eneral Ledgeroption from the Main Screen

t_‘,' Interactive KV'S - subboardi.sb2.buffalo.edu - Remote Desktop
8+ PLAY SUB BOARD I, INC. *** {GMZ) - [K¥S0010,/¥1 /L1 K¥S Main Screen; 1
File Edit Setup Swskems Options ‘Window Help

- Setup
Default Municipality:
i & i F2
B el &
By b2 & e | Code: [sSUBBOARD |
Currency Furicip ality Group User Hame: |""’* PLAY SUB BOARD |, IMGC. =
—Systems
EBudget Frep. Fited fssets Gen. Ledger Purchaszing
Gen. Receipts Ernail Suppart Help
Standard Log OF
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T
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1 Atthe General Ledger Main Screen, clickiolBu d g e u s Adient o

®w Interactive KVS - subboardi.sb2.buffalo.edu - Remote Desktop
4+ PLAY SUB BOARD I, INC. *** {GM2) - [GLOOD0,/¥1 /L1 General Ledrer Main Screen]
Fil= Edit Actions Frocesses  Reporks  Swyskems  Sefup wWindow  Help

General dger Main Screen

Reports systerns |

Actions

Chart of Accounts yd
Account Ledger

Budget Adjustment

[Ramard- 14 [ [-ners -neE- |

T
utlstartl | = & ||E&l *** pLAY SUB BOARD...

Query Record  Field /Setup  Window Hep (e,

s |almw| <mlz @72 B L En

“reaar: 2007 - Feriod: I 4 Trans Twpe:
Trans Mo Trans Date: [04/15/2008 Lser Ref:

File  Edit

o4 || &Y

Fieguested: | Approved: Created By |D4,-"‘I B/2008
Description: EI I~ Spread 12
I~ Rejected
Attachrments I Fast Entry I Eewverse |
Account No Account Description Amount  12M

Imparnt Detail I Total Amount: r 0.0n

Curr Adj Budget: 0.00 Mew Ad]Budget: 0.00 Rew: 0.00 Expe I 0.00
Curr Met Budget: o000 MNew MNet Budget: 0.o0

Enter walue far Trans Type
[Bermrd 11 I [ Lmor Lo |

@& Startl | = & | |ERl *** PLAY SUB BOARD...




You may now begin entering a budget adjustment. Fields in redqguied.

1 EIRST: You MUST change t hB3-Adjus$tbyactickingdnytheeuwl- t o
down arrow. Please DO NOT use anyrans Type other than B-3:

't‘; Interactive KVS - subboardi.sb2.buffalo.edu - Remote Desktop

S8 e+ PLAY SUB BOARD I, INC. *** {GMZ) - [GLZ060A/¥1 /L1 Budget Adjustment]
File Edit <uery Record Field 3Setup  Window Help

wd|v | B > akle| =l &|s|?|El B

Year: 2007 - Feriod: I 4 Trans Type: IB

Trans Mo: Trans Date: |04/15/2008 User Ref: =] .
— B2 - Armen

Reguested Approsved: Created By: BT - Adjust IU4.-"'| /2008

Diescription: B4-Feplace Ori Q’l [~ Spread 120

B5 - Append Orig

Attachments I Fast Entry I Eewverse I

Account Ho Account Description Amount  1ZM

ENTRY MODE

=

I Batch

TR

4

Import Detail | Tatal Amount: [ 0.00

Curr Adj Budget: 0.00 MNew.Ad) Budget: 000 Rew 0.00 Exp 0.00
Curr Net Budget: p.00 Mew MNetBudget: 0.00

Enter value for Trans Tvpe
[Racardt 1 I [ l-ner- l-nes~

distart| | (2 @& ||g& *+* pLAY sUB BOARD...

1 If you wish, you may enter the name or initials of the person requesting the Budget
Adjustment in théd R e g u e lxox (modréquired).

1 You may also entef a description of the budget adjustment you are entering in the
i De s ¢ r ibgxAnotoequired).

Q_‘; Interactive K\VS - subboardi.sb2 buffalo.edu - Remote Deskiop
S8 *or PLAY SUB BOARD I, INC. 7" (GMZ) - [GL2060A,/¥1 /L1 Budget Adjustment]
File Edit Quefy Record Field / Setup  ‘Window  Help

v bl B sy =lmlz] @@ 8 ENTRY MODE

“rear FPeriod: |—4 = Trans Twpe: |g3 —Adjust vI Status: IEiatch -I
Trans MHo: Trans Date: |04/15/2008 User Ref: (ShAZ
Feguested: Approved: Created By:  [GhZ |D4,a’1 /2008
Description: [SRA-ALLOCATE EXCESS REVENUE FROM BARRISTERS BALL EI I Spread 12M
I Rejected
Aftachments I Fast Entry I Pewerse |
Account No Account Description Amount  1Z2M

+

q

LT
AT

Irmpart Detail | TmalAmnunt'[ 0.on

Curr Adj Budget: I 0.00 MNew Ad Budget: I 0.00 Rew: 0.00 Exp.l 0.00
Curr Met Budget: I 0.o0 Mew NetBudget: I n.oo

[Brarmrd 1M1 I [ -ners -naes |

@& startI | = & ||e& +*+ PLAY SUB BOARD...




1 You must enter the account number that you are adjustingin#e c o u hox No 0
(required). If you need tgA0akp the account number you are adjusting, use thedpulh

File Edit Field Aup  window  Help

e Lz S
Period: |—4

04,15/2008

Query Record

ala ||| B ENTRY MODE

8@ 2@
B3 - Adjust vI Status: IEIatl:h v[

GikAL
GikAL

rear:

2007

Trans Mo Trans Date:

Feguested: Approwved:

BA-ALLOCATE EXCESS REVEMNUE F

Attachments I

Created By
EARRISTERS BALL

|D4,."‘I /2008
gl [~ Spread 12M
[~ Rsjectsd
Fiewerse
12ZmM

Description:

Fast Entry I

count Description Amount

b

T

Junnann

4

lmport Detail I Total Amount: r 0.00
Curr Adj Budget: I 0.00 MNew Adj Budget: I 000 Rew 0.00 Exp: I 0.00

Curr Met Budget: I 0.00 MNew MNet Budget: I 0.0

Barara 1 T I Lrncrd nee |

@ Startl J [ & JI@ #otek LAY SUB BOARD...

Edit Window  Help

=Y

Action Guery  Block  Record  Fielfl

== lal el 2 Iml m FNTRY MONF

Acct Mo / Component Code
Description: FLIMND -
Twpe: DEFT
Grani/CapEx Code: ITER
FRO
LOC =

Account No T Grant 2007 Bud Bal
003.0003.0100.0000.0000 E I YT coreo | -
003 00030101 0000 g0 [STUDENT ACTIVITY FEES [F E1.8BE0.06  Bud Prep
003.0003.0103.0000.0000  [CASH SALES - MISCELLANEOUS [ =3.761.00  Bud Prep
D03.0003.0111.0000.0000  [[INTEREST REVEMUE [ 0.00 BudPrep
003.0003.0111.0099.0000  [INTEREST REVENUE UNREALIZED GZ R 000 Bud Prep
003.0003.0167.0051.0000  [GRANTS PROGRAMMING GRANTS | [Ft 0.00  EBudPrep
D03.0003.0243.0000.0000  [SCHOLARLY PUBL. ON ACCOUNT [F 000 Bud Prep
003.0003.0402.0000.0000  [CASH RETURNS [ 2564 BudPrep | .|

Enter walue for Acct. Mo,

[Barred 1 1 I [

Lmer Lmem |

@& Startl | =2 &
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1 After entering the accoumumber, tab across to theA mo u box and enter the amount of
the adjustment. (If you aracreasingthe budget for this account, enter the amount as
positive. If you arelecreasingbudget for this account, enter the amount as negative by

using a minusign before the amount)

t.‘_.'l Interactive KVS - subboardi.sb2.buffalo.edu - Remote Deskiop
S8 -+ PLAY SUB BOARD I, INC. **+* (GMZ) - [GLZ060A,/%¥1/L1 Budget Adjustment]
File Edit Query Record Field Setup Windew Help

wlalvw] B sinmbe| sl els(2?(m @

“ear: 2007 - FPeriad: I 4 Trans Type: [53 - adjust \ -I Status: IElatCh vl
[ 04/15/2008 |

ENTRY MODE

Trans MNo: Trans Date: User Ref: SkAZ
Feguestad: F\EIC Approwved: Created By:  |[GhZ \ |D4,-"1 5/2008
Description: |SR4-al | OCATE EXCESS REVEMUE FROM BARRISTERS Bal L Ql I~ Spread 12M

I Fejected

Attachments | Fast Ent Rewverse |

Account Ho Account Description mount 1ZM
003.0003.0103.0000.0000 CASH SALES - MISCELLANEOUS 3000.00

b

4

AT
T

Impart Detail | TDtaIAmDunt.r o.0o0

Curr Adj Budget: I 46.015.80 MNew AdjBudget: I 46.0158.80 Rew o000 Exp: I 0.00

Curr Met Budget: I -3.761.00 Mew NetBudget: I -3.761.00

[Barmrd- 141 [ [-hers -nRc-~ |

T
@& startl N ] |[e&) **+ pLAY sUB BOARD...

T You may enter additional i nformation i
A N at the end of the line you are enterifighis will open up a box for you to enter
additiqpal information about this line of thedget adjustment:

S8 o pLAY SUB BOARD I, INC. *** {GMZ) - [GL2060A,
Fil=  Edit M

W] W[y 2]

Year [zo007 -

Query Record Field Setup

ENTRY MODE

B3 - Adjust v[ Status: IBatch 'I

User Ref: GikAZ

Trans Mo: Trans Date:

Feqguested: [aBC Approwved: GkAZ |U4,-"1 /2005

Description: [SRA-AlLOCATE EXCESS REVERUE FROM BARRIST BalL QI ™ Spread 12M
I~ Rejected

Attachments | Fast Entry | Eeverse I

Account HNo Account Description Amount  1Z2M N
003.0003.0103.0000.0000 CASH SALES - MISCELLANEQUS N 3.000.00 M | }
003.4200.46682.0000.0000 SPECIAL ACTIWITIES 1.000.00
003.1100.4102.0000.0000 ELEFPHOMNES - oo
003.4700.47111.0000.0000 COMNFEREMNCES SE0.00N
003.1100.4907.0000.0000 PUBLICIT/ADVERTISIMNG 500.00
003.1100.4123.00p0.0000 SPEAKERS B50.00

Irmpart Detail | Total Amount: |' £.000.00
Curr #dj Budget: | 15.000.00 MNew Ad) Budget: | 15.650.00 Few 3.000.00 Expe | 3.000.00

Curr Met Budget: I 0.00 MNew MNet Budget: I B50.00

Enter value for Account Mo
|[Recaord: 676 [ |List af Walues [«0SC> [<DBG> |

) ) Startl J [ & J@ Ak plaAY SUB BOARD...




1 If you wishto delete an entire line of the budget adjustment, make sure your cursor is on the

File Edit

44 1|b|bl

ENTRY MODE

flw| Sl

3|

ear: F Feriod: |—4 m Status: m
Trans Ma: = Trans Date: [04415/2008 User Ref: CikAZ
Feguested: F Bpproved: Created By |GhAZ quﬂ E/2005

I~ Spread 12

Duplicate

=]

Description: F Clear EXCESS REVEMU Okd BARRISTERS BALL
- I FRejected
Attachments | Fast Entry | Eeverse |
Account No ccount Description Amount 12M N

003.0003.0103.0000.0000 CASH SALES - MISCELLAMEOUS 3.000.00 |12 IE =
EIE|3.42EIEI.4682.UEIEIEI.EIUUE/ SPECIAL ACTIWITIES 1.000.00 |12M IE
003.1700.4102.0000]0ed0 ELEFHOMNES -100.00 |12mM IE
003.4100.4111.0000.0000 COMNFEREMNCES 950.00 |12M IE
003.1100.4107.0000.0000 FPUBLICITv#ADYERTISING 500.00 |12M IE
003.1100.4123.0000.0000 SPEAKERS B50.00 |12M IE
~ e.00000 —

Impart Detail I Tatal Armount: I—
250000 MNew Ad Budget:
592 00 Mew MNetBudget:

240000 Rew I 3.000.00 Exp: 3.000.00

492.00

Curr Adj Budget:
Curr Met Budget:

[-ners [-mrEs

Reports Background Engine |

I [l ick ~F sl alime

||E& ++* PLAY SUB BOARD...

[Rarmard 28

@& Startl | [ &

1 Once you have completed the budget adjustment, you must save it by clicking on the
i Di,_ s kieoh, brebyclosing the budget adjustment sci@P o adaor):

®w Interactive K\'S — subboardi.sb2.buffalo.edu - Remote Desktop
{GMZ) - [GL2060A/¥1 /L1 Budget Adjustment]

Sz a(E(?|m H
B3 - Adjust v[ Status: IEiatch vI

o+ PLAY SUB BONNRD I, INC,
Edit Field Setup ‘Window Help

s :a 5| e

Query Recogd

[ 1]

File
> ||

ENTRY MODE

Year: [zoo7 Feriod: |_4 = Trans Type:

Trans Ho: Trans Date: (041572008 User Ref: (kA Z

Requested: [aBC Approved: Created By [GhiZ IIJ4,."‘I /2008
I~ Spread 12k

SBEAALLOCATE EXCESS REVENUE FROM BARRISTERS BALL Q_I

Description:
I~ Eejected

Fast Entry |

Eewverse I

Aftachments |

Account No Account Description Amount  1ZM N
003.0003.0103.0000.0000 CASH SALES - MISCELLAMEDUS 3.000.00 |12M IH‘ =
003.4200.46582.0000.0000 SFECIAL ACTIVITIES 1.000.00 |12M Iﬂ
003.1100.4102.0000.0000 ELEFPHOMNES -100.00 (12M Iu'
003.4700.47111.0000.0000 COMNFEREMCES 95000 |12M Iﬂ
003.1100.4107.0000.0000 PUBLICITY{ADWERTISING 500.00 (12M Iu'
EIE|3.'I1EIEI.4'|23.EIEIDEI.UEIEIU SPEAKERS E50.00 |12M IH

Import Detail | Total Amount: [ 000,00
15.650.00 Rew 3.000.00 Exp | 3.000.00

Curr Adj Budget
Curr Met Budget:

Enter value for Account No

15.000.00 MNew.Adj Budget

BR0.00

D00 MNew MNet Budget:

|List of Values [=0SC> <DBG> |

cE‘Startl | =2 &

|Record: 6/6

4% PLAY SUB BOARD...




1 If you would like a hard copy of the budget adjustment you may print it out byraick

thed PL i n

£ ¥ pLAY SUB BOARD I, IN
File Edit Query Record Fiel

o | R zafe] €@

Q; Interactive KVS - subboardi.sb2.buifalo.edu - Remote Desktop

coreat tide top of the screen

C. *4* (GMZ) - [GLZ060A, 1 /L1 Budget Adjustment]
d Setup  Window Help

&2 @ B

ENTRY MODE

Year: Z007

Trans Mo

Feguested: [aBC

Feriod: I 4 Trans Type:
Trans Date: |04/ 5/2008 User Fef:

Approved: Craated Byw:

B3 - Adjust v[ Status: IEIatl:h v[

GhA 2

ik Z

Description: [SEA-ALLOCATE EXCESS REVENUE FROM BARRISTERS BaALL

Attachments I

=]

Fast Entry I

|D4,-"1 E/2008
I Spread 12M
I Rejected

Eeverse I

Account No Account Description Amount 1ZM N
003.0003.0103.0000.0000 CASH SALES - MISCELLANEOLIS 3.000.00 |(12M Iﬂ =
003.4200.4582.0000.0000 SFPECIAL ACTIMITIES 1.000.00 |12 Iﬂ'
003.1100.4102.0000.0000 ELEFHOMNES -100.00 0 (12 Iﬂ'
003.4100.4111.0000.0000 CONFEREMNCES 950,00 (12 Iﬂ'
003.1100.4107.0000.0000 PUBLICITr{ADWERTISING 500.00 (12 Iﬂ'
003.1100.4723.0000.0000 SFEARERS B50.00 |12M Iﬂ
Import Detail | Total Amount: | &,000.00

Curr Adj Budget: 15,000.00 MNew Adj Budget: 16.650.00 Fev: | 3.000.00 Exp: | 3.000.00
Curr Het Budget: D00 Mew Met Budget: ERO.O0

Enter walue for Account Mo

|Record: E/E |List of Walues [<OSCx [<DBG> |

:{Jstartl | = & |[g& *** pLAY SUB BOARD...

The budget adjustment is now ready for approvals.

On-Line Budget Adjustment Approvals: How to Approve a Budget Adjustment

Log on to the

=A=A=2=-9=-9=9

SBI Website (subboard.com)

Cl i c KAccountimgo fab.
ClicKkKvSsean i

Cl i clkonpeob fit o connect
Log onto the Remote Terminal with your UBIT Name and Password.
At the KVS Login Screen, Log in with your UBIT Name and Password.
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T At the KVS Mai GenSledgede n cl i ck on i

t_‘: Interactive KVS - subboardi.sb2 buffalo.edu - Remote Desktop

S A% pLAY SUB BOARD I, INC. *** {GMZ) - [K¥S0010,/¥1/L1 K¥S Main ficreen]
File Edit Setup Swskems Options ‘Window Help

T Setup

Currency Funicipality

Default Municipality:
Codea: Im

Name: |""* PLAY SUB BOARD |, IMGC. =

User Wolkflfv

—Systems /

Logl
EBudget Frep. Fited fssets Gen. Ledger Purchaszing el
Gen. Receipts Ernail Suppart Help
Standard Ay

[Fracard 14 [ [sher~ Lmass T

T
#istart| | [Z & |[e&) *** pLaY suB BOARD...
T —

T From the Gener al L e d Budget Ajustmento:Scr e e n

S8 SUB BOARD I, INC. (JKWANTZ) - [GLOODD, W1 /L1 General Ledger Main Screen]
File Edit Actions Processes FReports Systems Setup Window Help

General Ledge Al Screen mmmmy

Actions

Budget Adjustrment

|Record: 141 <05C> <DBG> |

Page 2 Sec 1 2j2 T w7 Gl REC TRK ExT owR &

@ S@™ 3] mbox - Micros... " & welcome to M, .,

%] Micrasoft Excel “ B Documentz - ... H O] B9 @ 9msam




T From the Budget Adjustment S®earcht ht &cr een,
AApproyeo:

T mniApprowede, double click on the Budget Ad




