CHEATSHEET – Budget Planning
0. General System Configurations
0.1 Default value for Fund code
0.2 Default value for LOCAL currency in each transaction for field AmountLocal
0.0 Contacts Module Settings
1. Budget Parameters Configuration
1.1 Required Financial Settings:
Location: Financial: Tools & Settings – Settings  Local Settings
1.1.1 Financial Journals:
Created as code: ZBIND & ZBUDD (to be set-up as Parameters, thus used in ldg D transactions)
1.1.2 Financial Periods – must be created (part of System Configuration), but not necessarily Opened
1.1.3 Financial User – a GMS User with Log-in, Role: Finance Director,  and Analytics visibility % must be also set-up as a “Financial User” with ledger D mask in order to enter data and post transactions in ledger D (Planning). Note that a ledger mask which is left empty means ALL ledgers (synonymous to % in terms of Visibility).
1.1.4 Manage Currencies – registration of currency is required for both:
Local CoA: Conversion Code setting for all Balance Sheet Accounts subject to Revaluation
Local T4: Native Currency (the currency of a particular donor contract award; this will predetermine the currency of the Budget Check automatically performed by the system controls)
[bookmark: _GoBack]1.2 Required Module Settings:
Location: Budget > Planning > Settings 
1.2.1 Plan (#3): 
Logic of Budget Planning Export  Only USD
OSI Budget Season First Budget Year  2015
OSI Budget Season Future Years to Export (# of subsequent years in the future to be exported to HO in addition to current year)  1 (i.e. 2016)
OSI Budget Season Historical Years to Report (# historical years to be exported to HO for comparison purposes)  1 (i.e. 2014)
Journal for Initial documents in Ledger D   ZBIND_Initial budget in Ledger D
Journal for modifications in Ledger D  ZBUDD_Adjusted Budget in Ledger D
2. Prerequisites for Budget Planning Module:
2.1 Local Chart of Accounts (CoA):
2.1.1 Location: Financial: Tools & Settings – Settings – Local Settings  Chart of Accounts
2.1.2 Structure: Account Group > Sub-Group > Item
2.1.3 Prerequisites: 
CoA Hierarchy is observed (to registeran Account, first create Group & Sub-Group)
Corporate CoA exist in an Active status (to link/map with local CoA)
Financial: Tools & Settings – Settings – Corporate Settings  Corporate CoA
Corporate CoA is also hierarchical: Corp. Accounts must belong to a Type & Group
Corporate CoA must be set-up which Analytics they require (from the T-codes)
Corporate Expense accounts should be also associated with one GlExpCatg
Global Expense Categories are introduced into the system
Financial: Tools & Settings – Settings – Corporate Settings  Global Expense Catg.
Currencies are already registered (to be used as Conversion Codes for Balance Sheet accounts)
Funding Item (first, the T4 code must be defined in Budget module, so that to associate it with a GL mapped to corporate 15100 Cash & Cash Equivalents)
2.1.4 Minimum required data in order to create a new GL:
Account
Name
Corporate Account (HOAcc) mapping:
Corporate Account (HOAcc) is mapped to the standard corp. CoA
Corporate Account 2 (HOAcc2) is mapped to the latest NY CoA
Conversion Code (if Balance Sheet account) – currency setup important for Revaluation
Funding Item (T4) - a requirement only in case the user maps the local GL to corp. 15100 Cash & Cash Equivalents (HOAcc2 is 10610). The “Operational Activity for Revaluation” setting in the Funding Item (T4) Details will be used automatically by the system when a financial user revaluates the local cash & Cash Equivalents accounts, thus incurring Foreign Exchange Gain or Loss.
2.2 Management of Analytics:
2.2.1 Local Program Codes (T1)
Structure: Program>Sub-Program>Item/Group>Group Item/Sub-Group>Sub-Group Item
Prerequisites: 
T1 Hierarchy is observed (to create a Program Item, first introduce Program & Sub-Program)
Corporate Programs are entered with an Active status (to link/map with HO T1)
Budget: Tools & Settings – Settings  Corporate Programs
Minimum required data in order to create a new code:
Code
Name
HO Mapping – mapping between local and corporate Division (required for all OSF)
By default, upon creation of a new Program Item/Group Item or Sub-Group Item code, its status is Active and Transactions (are) Allowed.
2.2.2 Funding Codes (T4)
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Structure: Funding Source > Funding Type > Funding Item
Prerequisites: 
T4 Hierarchy is observed (to create a Funding Item, first introduce Funding Source & Type)
HO Funding Sources are registered in an Active status (a list of OSI HO codes & Third Party Donors) in Budget: Tools & Settings – Settings  HO Funding Source
Minimum required data in order to create a new code & use it in Budget Planning:
Code
Name
HO Funding Source - mapping between local and corporate Fund Class & Donor list
Revenue Account must be:
Created in local CoA with status Open
Mapped  to  a particular Corporate Revenue Account, as indicated in HO Funding Source list
Contract Start & End Dates – necessary for period calendarization of budget 
 Use Rates – select one of two options:
User specified Rate – one or several rates could be registered as Planning/Budget rates; such will appear in BD: Additions drop-down list for the user to specify which rate (only one rate per one BD: Addition) the system to use in order to convert the budget amount (by Native Curr) into another currency (Local Amount).
Rates by Periods - one or several rates could be registered as Planning/Budget rates; however such will NOT appear in BD: Additions, as the system automatically deduces the relevant rate, based on the user-specified calendarization of the budget amounts by periods (months, quarters, semi-annually or annually). Thus, the user does not have control over the rates used for conversion (from Native amount into Local amount) in the budget transactions. The user has control only over how many and on which dates the Plan/Budget rates will be registered in the system for the respective donor contract (Funding Item).
By default, upon creation of a new Funding Item code, its status is Active, however Transactions (are) Denied, e.g. such T4 code cannot be used in Plan Modification BDs or in ledger D transactions. Use Edit & Save options to change to Transactions: Allowed, if needed.
2.2.3 Country Codes (T3)
Structure: currently none, but could be created with Status: Inactive
Prerequisites: 
Corporate Countries mapping is a new HO requirement (Geography list)
Budget: Tools & Settings – Settings  Corporate Countries
Minimum required data in order to create a new code:
Code
Name
HO Map – mapping between local and corporate Geography list. Either:
 Select a corporate Country mapping from drop-down list upon local code creation. 
If during the time of initial registration, one chooses None (no HO Map), later on this be changed & such mapping introduced (by Editing the Details of the local T3 code). 
By default, upon creation of a new Country code, its status is Active and Transactions (are) Allowed.
2.2.4 Categories of Work Codes (T5)
Structure: currently none, but could be created with Status: Inactive
Prerequisites:
Corporate Category of Work mapping is a new HO requirement (Field Support vs. Concepts & Initiatives vs. Shared Frameworks)
Budget: Tools & Settings – Settings  Corporate Functions
Minimum required data in order to create a new code:
Code
Name
HO Map - mapping between local and corporate Category of Work list. Either:
Select a corporate mapping from drop-down list upon local code creation!
If during the time of initial registration, one chooses None (no HO Map), later on this can be changed & such mapping introduced (by Editing the Details of the local T5 code). 
By default, upon creation of a new CoW code, its status is Active and Transactions (are) Allowed.
2.3 Budget Entry Prerequisites:
2.5.1 Active status of all Analytical Codes (Local T1, T4, T3 & T5) & local CoA 
2.5.2 Transactions Allowed (as opposed to denied) 
2.5.3 “Show in Plan” checkbox is checked in the respective T4  [image: ]
2.5.4 Planning Rate(s) is registered for the respective T4 within the Calendar Year
If Funding Item’s currency is Main (USD): how many Local Currency units for 1 USD
Main Rate: Local Currency/ 1 Unit in Base Currency

If Funding Item’s currency is neither Main, nor Local currency: 
Main Rate: Local Currency/ 1 Unit in Base Currency
Native Rate: Local Currency/1 Unit in Native Currency
Cross Rate – automatically calculated by the system, based on the above two rates.
3. Budget Planning Entry – done via online Budget Documents (BD) called “Plan Modifications”. Users may start registering the Plan Budget in GMS.NET choosing one out of three starting points:
“Fundings Management” – Amounts (0.00) by Fundings (T4) and by YEARs (2015)
“Program Management” – preselecting the Program (T1) first, after which selecting the Funding
“New Plan Modification” – selecting Funding Item (T4) from drop-down list
Kindly note that the respective Funding Item (T4) must be tick-marked to “Show in Plan” in order to appear here.
3.1 Plan Modification Types:
Addition – increasing the budget in ledger D (initial budget or adjustments)
Reduction – decreasing an already allocated budget in ledger D
Reallocation – changing any of the analytical combinations of already allocated BDs
3.2 Working with Plan Modification - Split:
Budget breakdown – For a specific Funding Item (T4) Add level (row in Split) & select from drop-down menus the following analytics (in order of appearance):
Year – those Year(s) as per the respective T4 duration (Details: Start & End Dates)
Program (T1) – Sub-Program – Program Item/Group – Group Item/Sub-Group – Sub-Group Item
Country (T3)
Catg of Work (T5)
Global Expense Category (GLExpCatg)
Expense Account from local CoA
Amounts can be registered only on GL Account level. Budget calendarization may be done by pressing the Calendar icon - . Users have the following two options to calendarize the budget:
Manual – register the split budget amount in the respective PERIOD by type-in. Save & Close the pop-up Calendarization window.
Automatical – after registering a lump-sum amount for the respective Calendar Year, users have the following predefined options to split the budget by MONTHs:
E – Equally: divide the amount by 12 months [image: ]
Q – Quarterly: divide the amount by 4 quarters [image: ]
B – Biannually: divide the amount by 2 (6 months each) [image: ]
R – Re-calendarize from ledger [image: ]
U – Un-calendarize: undo the chose calendarization & leave the amount as a lump-sum amount in the first period (as per Start Date of Donor Contract & Year filter) [image: ]
Kindly note that Plan budgets can be also calendarized post-allocation via Plan Calendarization Preset (Budget > Preset Wizards).

Use Top Filter to narrow the current view of Split by T1, T3, T5 and GL account
Expand/Collapse all lines in the Split or Expand up to a certain level [image: ]
Right click on a specific Analytic in the Split (tree wizard) to open the following options:
Initialize Ledger (Plan Modification BD type: REDUCTION or REALLOCATION) - clears all currently allocated transactions in ledger D for this particular Funding Item
Clear Amounts Here (Plan Modification BD type: ADDITION, REDUCTION or REALLOCATION) - clears the registered by the user amount as per the current BD under a specific line in the SPLIT for this particular Funding Item [image: ]
Top Down vs. Bottom Up Approach – alternatively, one may put ceiling in Split on each level (except the lowest one – GL account) [image: ]
[image: ]
3.3 Validations:
Budget Breakdown by Analytics & GL Accounts matches the TOTAL (if not, click [image: ])
Planning Rate(s) are registered for the respective Funding Item (T4) – at least one for the beginning of the Contract Start Date (in the respective Calendar Year)
The system user posting the transaction is an Active Financial User with ledger D mask.

4. Budget Presets – available for certain operations in Budget Planning 
4.1 Prerequisites:
Allocated transactions in Budget Planning (ledger D)
Specific requirements are described in respective Preset Manuals
4.2 Currently available planning-related presets in Budget > Presets are:
OSI Plan Bifurcation
OSI Plan Calendarization
PLAN_Clone from prev.year/T4
5. Exports from GMS.NET
5.1 Submit Pivot Table Reports to Head Office (HO)
5.1.1 Prerequisites:
Allocated Plan Modification BDs – a system check
Verify budget Totals & Breakdowns by donor proposal – human control
5.1.2 Generate Reports to Submit to HO: Budget > Planning > Reports
BS2015 SUMMARY ( corporate 2015 Budget and Workplan Summary)
Note that users have to manually copy & paste the two columns: NY_Proposed_Activities & NY_Shifts_Explanation as last columns (after the amounts)
BS2015 FLAT EXPORT – flat Excel export
BS2015 Cross Cutting (corp) – corporate CoW and Divisions by Cross-cutting Themes
3rd Party Budget Worksheet (if any Third Party Donor Contracts for 2015)
5.1.3 Export Reports to HO: Budget > Planning > Export Budget to HO
LOCAL_CATG_OF_WORK_CORE
CORPORATE_CATG_OF_WORK_CORE
						
6. Finalize Projections – upon approval by donor, activate budget by Funding Item (T4) from ledger D to ledger B
For OSF organizations, the budget should be also bifurcated by US & non-US funding sources and calendarized by quarters prior to its activation.
6.1 Prerequisites:
Allocated Plan Modification BDs (not in status Draft)
Budget Rate(s) are registered and same as the respective Planning Rate(s)
If there are no Budget Rates under the respective Destination Funding Item (T4):
Use the available shortcut [image: ] to clone the Planning Rates as Budget Rates
Go to the respective Funding Item and register a new Budget Rate via Add.
If there are Budget Rates for the selected Destination Funding Item, the system compares the Budget Rates with the Planning Rates of the Source Funding Item. In case the two rates are different, then the user has to change the Planning Rate to match (be the same as) the Budget Rate or vice versa.
At least the Source Budget Type must be indicated as a minimum, so that the rest of the data fields to be automatically cloned from the respective Source fields. Thus, upon user selection of a particular Source Budget Type, system prompts the same T4 as a Dest. Budget Type, however this and any other Destination fields, which were suggested by the system to use for the Budget Activation, are subject to change. 
If the Dest. Budget Type is different from the Source (user choice based on case), such a Funding Item (T4) must be first registered in Budget > Fundings, so that it appears in this drop-down list. In such cases, the system performs one extra validation: that the Destination T4 FUNDING TYPE (Core vs. Network vs. Third Party) matches with the FT of the Source Budget Type.
The Destination Budget Type may NOT be tick-marked as “Show in Plan” and still it will visualize in screen: Finalize Projections.
Ledger D budgets can be activated as ledger B partially (By Period; Program or Country) or fully (ALL).
6.2 Validations – system checks whether:
No budget transactions involving the selected Destination Funding Item pre-exist in budget ledger (B) for the same year/period(s) (to avoid duplicity). 
Budget Rates for the selected Destination Funding Item (respective T4) is equal to the Planning Rates of the Source Funding Item (i.e. the system checks the first rate in Ledger D vs. the first rate in Ledger B for each period). 
Budget rate of the Destination Funding Item are used for currency conversion when activating a Source Budget Type in one Native currency into a Destination Budget Type in another currency.
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