Creating a Decision Unit — Position Transfer
Synopsis and Justification

Scenario for Transfer

Transfer a position and associated costs from one budget to
another budget account within your agency

This example -

» Business Process Analyst 3 — PCN 0202 - from the Dept. of
Admin — Director’s Office (BA1337) is transferred to the We
Care budget account — BA2020

» Two E900 will be created. The originating budget will create
the complete E900 including the position and associated costs
and transfer it to the receiving account.

» From BA1337 — Dept. of Administration Director’s Office
» To BA2020 - We Care
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conventions for transfer
decision units. Initially
the decision unit will
have no costs. You must
input the costs you want
to transfer In/Out. In
this example, this budget
account will be receiving
costs for another budget
account: BA 1337 as
indicated in the title of
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Copy Position — Transfer Out Budget Account
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Other Non-Salary Transfer Cost
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E900 Transfer Cost — Position Costs
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E900 Transfer Cost — Total Costs
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] Budget Account Line Item List [ Budget Account Line Item List

Budget Account Line Items
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2 f balance {All DUs): 102,360 Version: A0 AGENCY REQUEST AS SUBMITTED
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s I Out of Balance error . . B om0 01 5400 PERSONNEL ASSESSMENT i i 344 PAYROLL
. . . E] e 0t ss00 cRouP sURANCE a 1 s 5,391 PAYROLL
@ E200 of 5700 Pavrol assessMl M essage Wi ” d IS play u ntll i PAYROLL & Eg00 0i 5700 PAYROLL ASSESSMENT a [ 77 -B0 PAYROLL
@ ES0C 01 7SO RETIRED EMALOVE yo u Id ent Ify t h ea p p ro p ri ate FATROL @ E500 01 5750 RETIRED EMPLOYEES GROUP INSURANCE i i -1,283 -1,351 PAYROLL
g ::z j ::jz :';EMC::F EiTe Revenue source for the :::zl: B e 01 ssoo unemeLovMENT compEnsATION 0 0 38 40 PAYROLL
. e . EY esw0 01 sseo memicers 0 0 o4 830 PAYROLL
B O esoo 02 6100 PR iem out-or- identified expendltures — R e — . el | 7 - tore -
Bl O esio 03 5200 PER DIEM Iv-STAT! T L — ) T [ 0] - None - B0 moe o3 200 e o mesmare : o[ oo [ 0 o[ 7] - Nene -
B O esi0 00 7000 aperarmic g o[ 2] of[ 2| 1] - Hone - Bl Ogmsae  oe 7000 creratmiG ] ]  — Hone -
B 0 oe 7050 EveLoves sonD msurance 0 0 = - PAYROL B esoc ¢ 7050 EMPLOYEE BOND INSURANCE 0 0 4 a1 PAYROLL
B =0 o0 7054 acTonr clam assesswen . - — i L Ed om0 0 7056 aG TORT cLaM assESSMENT 0 0 118 116 PAYROLL
% ES00 04 7252 EITS VOICE MALL a a -4z -4z EITS B E900 04 7292 EITS VOICE MAIL i i -42 -2 EITS
Bl o o: 7205 Ervs sate pronE LIne d g -2 a2 &S B oo e 7285 mms srare peone Lne 1 1 -162 -162 EITS
@ ES00 26 7533 EITS EMALL SERVICE a a 48 -48 EITS & E500 26 7533 EITS EMALL SERVICE a a 45 -46 ETs
@ E300 26 7354 EITS INFRASTRUCTURE ASSESEMENT o o -135 133 PAYROLL @ E300 26 7554 EITS INFRASTRUCTURE ASSESSMENT 0 0 -155 -155 PAYROLL
& ES00 26 7355 EITs SECURITY ASSESEMENT o 0 -107 -7 FAYROL @ ES00 26 7556 EITS SECURITY ASSESSMENT i i -107 -107 PAYROLL
Bl 000 30 7000 oeramivg a a 1 [ 0] - Mone- B Oesee 30 7000 creraTivg i o [_1am] [ ] [ 0] - None -
Tatal Reverue 0 0 ] 0 Totsl Revenus ] 0 8154 68,100
Tetal Sxpanditures i 0 66184 -69,100 Tetal Expmnditures 0 0 8134 69,100
Differerce i 1 69,100 Diffarance a a o ]

| Save ” Save and Retun

| Cancel | | Save || Sava and Return || Cancel |
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E900 Transfer Cost — Process All Schedules

(-] Budget Account Versions List

Before you do your final copy to the

Sudgst Pericd: |2017-2018 Biennium (FY16-13) |

Transfer-In budget account, make sure you

Y, >rocess all schedules to ensure all your costs

are accurately reflected in the transfer unit.

Choose Sudget Account: | 1337 ADMINISTRATION - DIRECTOR™S OFFICE (Lpdate)

- R -

Enter Smarch Text: | 1337 ADMINISTRATION - DIRECTOR'S OFFICE

Budget Account Version Status
1337 - ADMINISTRATION - DIRECTOR™S OFFICE
Create New Working Version....
&00 - AGENCY REQUEST AS SUSMITTED Open

Budget Account Schedule List

Budget Pericd:  2017-2019 Biennivm (FY15-13)

Sudget Accownt: 1337 ADMINISTRATION - DIRECTOR'S OFFICE

Werzion: A&00 AGENCY REQUEST AS SL bam

Schedules

Schedule | De=soription

Does not
include
payroll
schedule

. B CASELDAD
@ 2 VENDOR SERVICES
@ 3 UNIFORM ALLOWANCE
| 4 LONGEVITY
& s s
@ & FLEET SERVICES VEHICLES

B [ 7 AGENCY QWNED VEHICLES

@ B SUILDING RENT NON-SUILDINGS AND GROUNDS
@ =] EQUIPMENT
Ed  t0  sunoing MawTENancE sCHEDULE
B 1t swrrenvsicas

—__ 12 VACANCY SAVING SCHEDULE

| Done | Prc-c-ssAHSchenulesl

(-] Budget Account Version

Budget Account Version

Budget Period: 2017-2019 Bi=nnism (FY18-19)

Sudget Account: 1337 ADMINISTRATION - DIRECTOR'S OFFICE
Wersion: A00 AGEMCY REQUEST AS SUBMITTED

Version Info Additional Text Budget Highlights Text
Version Type: AGENDY REQUEST
Version Code:  ADD
Version Name: AGENCY REQUEST AS SUIBMITTED

Lin= Item Audit Enabled:

| Process Schedules |

— There are two places in NEBS where you can “Process all

. PROGRESS Schedules”: from the Schedules Tab within the budget

HpRoseess account and at the Budget Account Level through the Note

j ::5:5 Icon. Processing all schedules from the Schedules Tab within

i PROGRESS the budget will not process the payroll schedule. To ensure

j ::“:5 you process all schedules including the payroll schedule,

—— “Process All Schedules” from the Note Icon at the Budget
Account level.
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%] Budget Account Decision Unit List

Budget Account Decision U

Sudgel Pericd: 2017-2019 Bi=nnium (FY18-19)
Sudget Accounk: 1337 ADMINISTRATION - DIRECTOR'S OFFICE
Version: A00 AGERCY REQUEST AS SUBMITTED

[ irenems B screues | T

imw: Decision Units | Cabegorie= | Gls | Line= Item Position Groups | Azsessment Settings

[#]

Code

Descriplion Priarity

Add Decision Unil...

C=partment

(4] Copy Decision Unit

Budget Account Pri

Copy Decision Unit

Source;

EY =ooo sase iz =

Budgel Pericd: 2017-2015 Siennium (FY18-19)
B w100 sTatewipe meLaTIon nfa nia s . =

Budge=t Accounty 1337 ADMIMISTRATION - DIRECTOR'S OFFICE
B3 wiso apausmMENTS To BASE nia nf=
Version: LT NoWLEST as SUErIT e
EY w300 FRINGE BENEFITS RATE ADIUSTMENT nia nfz - N .
ZDEISIUH Unit: E50Q TRANSFER FROM BAL1337 TO BAZ020

KY =570 saLamy ADIUSTMENT FOR 2015-2017 BIENNIUM  nja

El@E X

ES01

TRANSFER FROM BA1337 TO BAZ020

Bl X

TRANSFER FROM BA1337 TO BA2020 9935

Destination:

Bausdget Account |232: WE CARE W

e

A00 AGENCY

Version: EQUEST AS SUBMITTED

Dimcision Unik: |E*3III TRAMNSFERS

RS [EXISTING]
Crwemrwrite Budget Accguallocsliaspicg.,
nd treat positions as§ Exact Copies Vl

Rmyme PE'“:': -0R- Starting PCNA
Opposit= E::\_.-: B

Include Positions:

| Copy || Cancel |




Creating a Decision Unit — Position Transfer
E900 Transfer Cost — Transfer Out / Transfer In

[»] Budget Account Line Item List

Budget Account Line Items

@ BUdget Account Line Item List Budget Pericd: 2017-2010 Bi=nnium (FY18-19)

Budget Account e Items Sudget Account: 2020 WE CARE

Version: A00 AGENCY REQUEST AS SUBMITTED

werers NN acct. moi

ear 1 out of balance (Al DUs]
emar 2 put of balance (41l DUs]

754,036
768,100

Sufigst Pericd:  2017-2018 Bimnnium (FY15-19)

Sudget Acoount: 1337 ADMINISTRATION - DIRECTOR'S OFFICE

Wersion: 400 AGENCY REQUEST AS SUBMITTED

Decision Unit Fiiter: [ ES00 TRANSFER FROM BA1337 TO BA2020 ~] [ Save || SsveandRewm || Cancel | &t actusiiwe
[ sommey  JRNNTSTN oo | [
Dulate DU Catg | GL | Descrigtion Betual | Werk Pgm ‘mar 1 Chang= Yemar 2 Changs| Schedule (2] )

Decizion Uit Filter: EQIJO TRANSFER FROM BA1337 TO BA2020

| Save || Sawve and Return ||E El

Delats| DU |Catg | GL | Descrigtion Actual | Wark Pgm Year1 | Changs| YesrZ | C Bl O eso0 00 «230 costavocution RemmeuRsEmENT - A g a 85100] [ 0] - Non= -
= B  esoo o1 si00 sausmmes 0 0 54504 57,256 PAYROLL
T o o " — "
B O esoc oo <230 COST ALLOCATION REIMBURSEMENT - A o Il  —1  — e - ESDO 01 5200 WORKERS COMPENSATION o o 577 PAYROLL
B  esoo ot 300 ReTREMENT 0 0 8,302 PAYROLL
% ES00 01 5100 SALARIES i 0 54,804 -57.256
0 ; _ - B  esoo o1 5400 PERSONMEL AssESSMENT ] a 328 344 PAYROLL
ES00 01 5200 WORKERS COMFENSATION o Il 877 —— B : :
o O . . . £ E300 01 5500 GROUP INSURANCE 0 0 8,391 PAYROLL
o0 o =TIRE -B.
@ @ ESQ0 01 5700 PAYROLL ASSESSMENT a a BO PAYROLL
ES00 01 5400 PERSONNEL ASSESSMENT a 0 328 -344
- B  Esoo o1 5750 RETIRED EMPLOYEES GROUP INSURANCE ] o 1,351 PAYROLL
E900 01 5500 GROUP INSURANCE 0 0 -8.391
EJ  esoc 0t 5800 UNEMPLOYMENT COMPENSATION ] 0 38 a0 PAYROLL
& ESO0 01 5700 PAYROLL ASSESSMENT o Il -80 =
ESO0 01 5840 MEDICARE 0 a 754 830 PAYROLL
£ ES00 01 5750 RETIRED EMPLOYEES GROUP INSURANCE i il -1,351 o .
EY O esoc 0z 100 PEr DIEM ouT-OF-STATE [ o [ o] [ o] [ -1000] [ 0] - Nenz -
o 0 EMELOYME MPENSATION = »
& E900 01 5800 UNEMPLOYMENT COMPENSATION a a 8 . Ed O es00 03 s200 per oIEM me-sTATE 0 a[__-a000] [ 0] 20 | 0] - Meon= -
& E300 01 5840 MEDICARE a a -B30 EY O =00 o4 7000 oPERATING i 0
B O =00 o2 si00 rer DIEM oUT-oF-STATE i o 1.009] [ o [ 1000 [ & 5900 04 7050 EMPLOYES BOND INSURANCE 1 a 1 1 PAYROLL
F nr
[0 ES00 ©3 5200 PER DIEM IN-STATE a 0 200] | o] [ 4000 [ ES00 04 7054 AG TORT CLAIM ASSESSMENT ] 0 116 PAYROLL
[J Esoc 04 7000 OPERATING a 0 2.500] [ 0] [ Z50] ES00 04 7292 EITS VOICE MAIL (i a 4z 42 ETTS
£ ESOD 04 7050 EMPLOYEE BOND INSURANCE 0 0 -1 1 B  esoo o4 7205 ErvssTaTE PHONE LINE ] ] 152 182 EITS
& ESO0 04 7054 AG TORT CLAIM ASSESSMENT o Il 116 ESO0 26 7533 EITS EMAIL SERVICE 0 a a6 a6 ErTs
& ESO0 04 7292 EITS VOICE MAIL a 0 4z a2 E300 26 7554 EITS INFRASTRUCTURE ASSESSMENT ] a 155 155 PAYROLL
% 5800 D4 7295 EITS STATE PHOME LINE 0 o 187 182 &= E900 26 7556 EITS SECURITY ASSESSMENT 0 a 107 107 PAYROLL
E900 26 7533 EITS EMAIL SERVICE [l 0 -d6 45 Bl O om0 30 rooo operamiig a - Nen= -
Tatal Rav 0 b ss1s4 68,100
] E900 26 7534 EITS INFRASTRUCTURE ASSESSMENT a 0 -155 -155 i ; ﬂ_:“"“ . e P
enditures \ \
£y E900 26 7536 EITS SECURITY ASSESSMENT il i -107 -107 Differznce 0 b o 0
[] Escc 30 7000 OPERATING ] P ——a | — ﬁ;
Tatal R=vernus i -55,154 65,100 Save || Save and Rewm W Cancel
Total Bxpenditures a -85,154 -68,100
Differance a o 0
Save | | Save and Retum | | Cancsl

Transfer Out BA 1337 + Transfer In BA
2020 must be balanced and net to Zero
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