Data Plus Hospitality Solutions Tech Note Budgets in GL

Overview of Budgets in General Ledger

The Budgets function is a very robust feature in Data Plus, giving you the ability to View
Budgets for a particular Fiscal Year, Copy Budgets from one year to another, Add a
Budget to a year, Delete a Budget from a Year, and Create brand new Budgets—all from
a single task! This information can be printed on financial statements. Budgets can be
established for any General Ledger account. These budgets can then be printed on
financial statements or used for analysis with the Budget Balances and Budget Analysis
Monthly Reports. Forecast amounts can be entered with the budget task for use in
comparing actual to forecast. Statistical (unit) budgets can also be entered.

Please contact Data Plus, if you wish to establish or update budgets by importing budgets from
an ASCI| file created from an external application (such as Microsoft Excel®).

Budget, forecasts, and statistics are all examples of budget types. A budget type is a name
that identifies a group of accounts and their budget amounts. An account may have more
than one budget type and a budget type may have more than one fiscal year, as shown in
the following diagram:
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You can use the Budget task under File Maintenance > Budgets to do the following:
1. Create new or delete an existing budget type/account.
2. Modify existing Budget Amounts
3. View all budgets for a particular Year.
4. Copy Budgets from one year to another.

Upon selecting the Budgets button from File Maintenance, the following screen
will appear. Simply type in the Fiscal Year for which you wish to view budgets
and press the View Year button. All of the budgets for that year will be displayed.
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You may select the budgets you wish to modify or delete by using your mouse, by
entering a range of accounts to select, or by using the 'Select All Rows' and
‘Deselect Rows' buttons.You may also use the Filter and Order options to further
filter those budgets you wish to view.

Budgets
Fiscal Year: |2003 Copy Year Add Budget to Year
Budgets
Aot 1140310000 TRAMSIEMT ROOMS
Amount 1140320000 GROUF ROOMS 2485300 E
Amount 1140321000 CORPORATE ROOKS 1344100 E
Aot 2260305000 [rsLirarnce 5000 Use these fields to enter
Forecast Q0007 07000 CASH - First Federal Bank 7500 ina Budget Type and a
FORECAST | 00007071100 T8 COMM.Fleet Bank 0.0p range of aCC(_)U”tS you
FORECAST 0O0MO2000  PAYROLL - New Ireland Bank 28.170.3 Wr'jl"stf;;“égfyé g‘ftrt‘on
FORECAST DDOOT03000  Receipts Suspense Accourt 00l Toeystemll
Select Budgetz and Presz F2 or Enter to Modify Budget Amounts automatically highlight
Select All Rows Deselect Rows | Budget Type: all budgets that are in
that range!
= = = | Start Account: -
elete Selecte udgets ange
2 End Account: I _I
FILTER IMFORMATIOM OFRDER OFTIOM

Budget Type: I Budget Type
GL .-'lu:u:u::unt:l GL Accaunt

Property |0 Frapert| [

Filter Information
Budget Type

To view only those budgets for a particular budget type, specify that budget type here &
then press the Budget Type button to the right of the screen, under Order Option.

GL Account

To view budgets for a particular GL Account, specify the account in this field & then
press the GL Account button to the right of the screen, under Order Option.

If you wish to view a particular budget type for a specific GL Account, specify your
selections in the above fields, then select the Type/Account button to the right of the
screen, under Order Option. This will filter out all other budgets/gl accounts, allowing
you to view only that Budget Type/Account which matches your selection.
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Copy Year

This function, found on the main Budgets Screen (shown below), allows the user to copy
budgets from one year into another. This task is used to duplicate sets of budgets, usually
to go from one year to the next. The amounts may be copied as well or cleared.

Budgets
Fiscal Year: (2003 - Copy Year | Add Budget to Year |
Budgets
Arnount 11 40310000 TF.--H IEMT ROOMS
Amaunt 1140320000 GROUP ROOKS 24,899.["] E
Amount 1140321000 CORPORATE ROOKS 1344100 E
Arnount 2260305000 Inzurance a00.00 M
Forecast Q0001 07000 CASH - First Federal Bank FFR.00 E
FORECAST (0000701100 Tt CObRA. Fleet Bank oo E
FORECAST | 0000702000 PavROLL - Mew Ireland Bark 281703 E
FORECAST 0000103000 Receipt: Suspense Accaunt 0.0 E ;'

Select Budgets and Pressz F2 or Enter to Modify Budget Amounts

Select All Rows Deselect Rows | Budget T_I,Ipe:l
Start &ccount: I
Delete Selected Budgets Range
4 | End Account: I _l

Upon selecting this button, the following screen will appear:

Cogy fram:
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Frapeiey T8
Fizcml Tamc maan

Capy ta:

Belget Typa |

Fraopsr=y I

Figoml Tear |(DO00
Clanr Budge® amcnk !

Inter dets or precy IEC to e=d.

Enter the Budget Type and Fiscal Year that you wish to Copy From. Then enter the
Budget Type and Fiscal Year you wish to Copy TO. If you wish to clear the existing
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Budget amounts that currently exist in the Copy To budget type, say YES, and the
existing amounts will be overwritten. If you wish to add to the existing budget amounts,
enter No. Press F2 to continue.

Add Budget to Year
This function, found on the main Budgets screen (shown below), allows you to add a
Budget to the fiscal year you specified, or create a brand new budget.
Budgets

Copy Year |

Fiscal Year: Add Budget to Year |

B udgets

ArnoLnt 114IIII-'I anan TF.--H IEMT ROOMS

Amnount 1140320000 GROURP ROORS 24,899.00 E

Ammount 1140321000 CORPORATE ROOMS 13.441.00 E

Arnaumnt 2260805000 Insurance A00.00 M

Forecast 0000107000 CASH - First Federal Bank. FiR00 E
FORECAST (0000101100 T4 COMM . -Fleet Bank oo E
FORECAST | 0000702000 PAYROLL - Mew lreland Bank, 2817031 E
FORECAST | 0000703000 Receiptz Suspense Account 0ooE ;'

Select Budgets and FPress F2 or Enter to Modify Budget Amounts

Select All Bows Deselect Bows | Budget T}'PEZI
Start Accaunt; I
R ange
End Azcount: I _l

Upon selecting this button, the following screen will appear:

Delete Selected Budgets |
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Add/Create Budgets

Fiscal Year: 2003 Create Hew Budget
Budget Type]GL Account Account Description b ethod| = Select All Rows
(] fmaunt 1211371000 Revenue - Banquets/Functions B 1=
Arnount 2260661000 Telephone b
Arnount 2260662000 Fostage and Delivery E Deselect Rows
< Armount 22B0E71000 Itilities E
annual 0000107000 CASH - First Federal Eank, E
budget 1141600000 POOL AMD HEALTH CLUB RE W Delete Budgets
FORECAST (0000101007 Cazh - Bank of England E
\| [FORECAST 3000301000 Test Account 30 E =

Select Budgets and Frezs F2 or Double-Click to Add to Year

Budget Type: Start Account:

End Account: I— Use Hange

FILTER INFORMATIOMN ORCER OPTIOM
Budget Type: l— Budget Type
GL Account: I— GL Account

Property 1D

The system will display a list of all the Budget Types/Accounts that do not exist in the
year you specified on the previous screen. You may select the Budgets you wish to add a
number of different ways.

1. Highlight each budget individually using your mouse.

2. Use the 'Select All Rows' button on the right hand side. It will automatically
highlight all of the budgets displayed.

3. Enter in a budget type, starting and ending account range, and then select the
Use Range button. The system will automatically highlight all of the budgets
that fall within the range you specified.

4. To filter the budgets displayed, use the Filter Information section, in which
you can enter in the budget type and GL account you wish to filter, then
choose on of the order options to the right

Once you have highlighted the budgets you wish to add to the year (specified on the
previous screen), press F2. The following screen will appear, with the budget
type/account entry you selected:
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Budget Type Amount
Account 1140320000 Bewverme - Group Rooms
Method E
brnual Awowst ([N Fiscal Year 2002
507 | 0.00  Jan .00
Feh o.aoo
Har 0. oo
Apr o._oo
Mar 0. oo
Juar o.aoo
Jul 0.oo0
Aug o._oo
Sep 0. oo
Ot o.aoo
Now 0. oo
Dec o._oo
.00 307 | 0.00

You may enter in the budget amount information on this screen. Listed below are the
field descriptions:

Budget Type

This field displays the budget type of the budget/account you selected on the previous
screen.

Account

This field displays the Account of the budget/account you selected on the previous
screen.

Method

This field displays the Method of Entry for the budget/account you selected on the
previous screen.

Annual Amount

If using method ‘E’, leave this entry blank. For methods ‘M’ and ‘W’, enter the annual
amount for this budget type. A change to this amount is reflected in the monthly budgets,
which is automatically recalculated. For accounts with a “credit” budget amount, the
negative (‘-) sign must accompany this amount.
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Fiscal Year
Enter four digits to identify the fiscal year.
SOY

Enter the start-of-year budget amount. This entry is not added to the annual amount, nor
is any amount distributed to it. It is normally set to ‘0’ for income/expense accounts and
to actual or projected figures for asset/liability accounts. For accounts with a “credit’
SOY amount, the negative (‘-) sign must accompany this amount.

Month Descriptor
This is the three-character month descriptor. [-Displayed-]
Monthly Amounts

If ‘E” was entered as the method, enter the separate monthly amounts in the
corresponding fields. For accounts with a credit budget amount, the numbers entered
must have a negative (*-*) sign. The system changes the Annual Amount to reflect the
sum of the month’s entries. As stated above, if the budget method is ‘M’ or ‘W’, the
monthly figures are calculated by the system. A thirteenth month is provided for those
installations using thirteen 4-week fiscal periods. For accounts with a “credit” month
budget, the negative (*-°) sign must accompany the amount.

EOY

Enter the end-of-year amount budgeted for this account. If entered, the end-of-year
amount is added to the annual amount, but no amount is distributed to it when
budget figures are calculated by the system. For accounts with a ‘credit’ EOY
amount, the negative (“-*) sign must accompany this amount.

Note: In order for the budget entry to be saved, you must press F2 twice. The
following message will appear, notifying you that the budget entry has been saved:

x

Budget zaved. Presz Ezc to return to Budgets.
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Create New Budget
This function, found on the Add/Create Budgets screen (shown below), allows you to
create a brand new Budget, which does not currently exist in the system.

Add/Create Budgets
Fiscal Year: 2003 |:'> Create Hew Budget

Budget Tepe|aGL Account Account Degcription b ethiod| = Select All Bows |
Fmount _ O000102000 ___ PAYAOLL -Newlielnd Bark M {—

Arnount 1211311000 Revenue - Banguets/Functions | E

Aot 2260661000 Telephone b Deselect Rows |
Arnaunt 22B06E2000 Poztage and Deliveny E

Arnount 2260671000 I tilities E

anrual 00007071 000 CASH - First Federal Bark E Delete Budgets |
budget 1141800000 POOL AMD HEALTH CLUEB RE' W

FORECAST 0000707001 Caszh - Bank of England E =

Select Budgets and Press F2 or Double-Chek to Add to Year

Budaet Type: I Start Account: I
Use Hange
End Account: I

Selecting this task will bring you to the following screen, where you are able to insert the
details of your new Budget:

[Budoget Type Budoret

Account lo041s0000 Group PRoom

Description Group PRoom Budget

Method M Enter

added: 05/0Z/200Z tlw changed: 08/02/2002 tlw

Listed below are definitions of each field for the above screen shot.
Budget Type

A budget type identifies a group of accounts and their budget amounts. An account may
have multiple budget types. Since DPHS has the ability to set up multiple years within a
budget type, the budget type should NOT indicate a fiscal year.
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Account

This field is the general ledger account number to which the budget applies. The
description or name of the account is displayed for verification.

Description
This can be any text to describe the budget.
Method

This is a code from the list below to identify the method of budgeting to be used. This
determines how budgets are calculated from the annual amount that is entered.

(M)onthly If the amount of the budget is to be divided evenly into twelve
accounting periods by the system, enter ‘M’.

(W)eekly If the annual amount of the budget is to be divided into a 4/4/5 weeks
per quarter format, enter ‘W’.

(E)ntered If amounts are to be manually entered for each month separately, enter

‘E’. Since this is the most common method, it is the default.
After you press F2 to continue, the next screen appears. This indicates fiscal year
information.

Budget Type Eudget
Account 1004120000 Group Poom
Method M
lirntaal Amount | 15, 00000 Fiscal Year z0oz
207 | 0.00  Jan 1,250.00
Feh 1,250.00
Har 1l,z50.00
Apr 1,2&50.00
Maw 1,250,000
Jur 1,250.00
Jul 1,250.00
Aug 1,2&50.00
Sep 1,250,000
Oct 1,250.00
Now 1l,z50.00
Dec 1,z50.00
o.oo0 07 0.00
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Budget Type

This field displays the budget type of the budget/account you selected on the previous
screen.

Account

This field displays the Account of the budget/account you selected on the previous
screen.

Method

This field displays the Method of Entry for the budget/account you selected on the
previous screen.

Annual Amount

If using method ‘E’, leave this entry blank. For methods ‘M’ and ‘W’, enter the annual
amount for this budget type. A change to this amount is reflected in the monthly budgets,
which is automatically recalculated. For accounts with a “credit” budget amount, the
negative (‘-) sign must accompany this amount.

Fiscal Year
Enter four digits to identify the fiscal year.
SOY

Enter the start-of-year budget amount. This entry is not added to the annual amount, nor
is any amount distributed to it. It is normally set to ‘0’ for income/expense accounts and
to actual or projected figures for asset/liability accounts. For accounts with a “credit’
SOY amount, the negative (‘-) sign must accompany this amount.

Month Descriptor
This is the three-character month descriptor. [-Displayed-]
Monthly Amounts

If ‘E” was entered as the method, enter the separate monthly amounts in the
corresponding fields. For accounts with a credit budget amount, the numbers entered
must have a negative (*-*) sign. The system changes the Annual Amount to reflect the
sum of the month’s entries. As stated above, if the budget method is ‘M’ or ‘W’, the
monthly figures are calculated by the system. A thirteenth month is provided for those
installations using thirteen 4-week fiscal periods. For accounts with a “credit” month
budget, the negative (*-°) sign must accompany the amount.

EOY

Enter the end-of-year amount budgeted for this account. If entered, the end-of-year
amount is added to the annual amount, but no amount is distributed to it when budget
figures are calculated by the system. For accounts with a “credit” EOY amount, the
negative (‘-) sign must accompany this amount.

Note: In order for the budget entry to be saved, you must press F2 twice. The following
message will appear, notifying you that the budget entry has been saved:
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x

Budget zaved. Press Esc to return to Budgets.

Deleting Budgets

Budgets may be deleted from both the main Budgets screen, and also the Add/Create
Budgets screen. On the main screen, you will see a button called 'Delete Selected
Budgets'. This will delete any budgets that you have selected on the main screen, for the
Fiscal Year you specified. Simply highlight the budget you wish to delete, then press the
Delete Budget From Year button.

Budgets

Fiscal Year: |2003 Copy Year |
Budget Tepe]GL Account Account Dezcription Annual Amountjdethod] =
Armount 1140310000 TRAMSIENT ROOMS 500.00 | e
Aot 1140320000 GROUFP ROOMS 24,833.00 E
Armount 1140321000 CORPORATE ROOMS 13.441.00 E
Arniount 2260305000 Inzurance A00.00
Farecast Q000 ot oo CASH - First Federal Bank, FrR.00 E
FORECAST 0000701100 T#d COMM.-Fleet Bank, Qoo E
FORECAST 0000702000 Pa&YROLL - Mew lreland Bank 28.170.31- E
FORECAST 00007103000 Receipt: Suspense Account 0o0 E ;'
Select Budgets and Press F2 or Enter to Modify Budget Amounts
Select All Rows Deselect Rows | Budaget Type: Iamu:uunt
Start Account: |1
> Delete Selected Budgets Hangel
L | End Account; IEDDDDDDDDDDDDD

Upon highlighting a budget to delete and selecting this button, the following message will
appear. Select “Yes’ to delete budget.

Question X

@ Are you sure you want to delete this budget from the year?

Tes | Mo I

There is a second Delete Budget function found on the Add/Create Budgets screen
(shown below). This task allows you to delete Budgets that do not exist in the year
specified on the previous screen. Simply scroll to the budget you wish to delete, highlight
it and then press the Delete Budget button.

-11 -
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Add/Create Budgets

Fiscal Year: 2003 Create Mew Budget
Budget Tepe|GL Account Account Description b ethiod| = Select All Bows |
amount 1211311000 Revenue - Banquets/Functions B 1=
Arnount 2260661000 Telephone b
Armiount Z2B06E2000 Poztage and Deliven E Deselect Rows |
Amaunt 2260671000 [ tilitie= E
annual Q0a0T 07000 CASH - First Federal Bank, E
budget 1141600000 FOOL AMD HEALTH CLUE RE W I_J>Delete Budgets |
FORECAST | 0000707001 Cash - Bank of England E V
FORECAST | 9000301000 Test Accaunt 30 E =
Select Budgets and Press F2 or Double-Chick to Add to Year
Budaet Type: I Start Account: I

Use Hange
End Account: I

Upon highlighting the budget you wish to delete and pressing the Delete Budget button,
the following message will appear. Select “Yes’ to delete budget.

uestion =]
T ) humpou sum poas et 1o chebsie the sebscied budgst fiom the naism?
e “ He |

If you have any questions or comments regarding Budgets, please contact Data Plus
Support at 978-897-3700 x 3 or email support@dphs.com

-12 -
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