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Notes:  
 
* Update the pivot tables if making any changes to the Personnel, Grads and/or Line Item tabs. 
 
* No other changes can be done to these tables. All changes (e.g. adding a new account code, etc.) must be done 

on the Personnel, Grads and/or Line Item, then the tables need to be updated again. 
 
* If inserting a new account code on the Line Item tab, make sure to revise the corresponding information under 

the ORG Category column. 
 
* These tables should update automatically when updating any of the other tables on this file (Management 

Summary tables). 
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Notes:  
 
1. If needed, insert an account or a group of accounts in the Line Item tab: 

a)  Insert an account by adding a new row as instructed under section 1.General Information  
  - insert a blank row, enter the account and copy formulas in the red cells,  
 or  
  - copy an entire row, change the account and delete the historical info.  
 To maintain formula integrity, insert the account only under the correct CFS and ORG Category, above 

the appropriate CFS total (highlighted in yellow), and above the Grand Total row (highlighted in 
blue). 

 
b)  Insert a group of accounts (i.e. the entire fringe ORG category when budgeting for personnel in a CFS 

that did not have personnel in previous years) by copying the desired group of accounts from the CFS 
Insert tab as instructed in these technical guidelines under CFS Insert tab section. If needed, 
add/delete/change the account numbers as needed (the Acct Description should update automatically). 

 
2. If needed, a new CFS section can be added on the Line Item tab. Care needs to be exercised when proceeding 

with this task: most of the columns are formula based, and errors can trigger either data duplication or data 
omission. The following would be the two procedures to insert a new CFS on this tab: 

 
a)  - Insert the new CFS in the Personnel Summary tab; 
  - Insert a CFS section as instructed in these technical guidelines under CFS Insert tab.  
 - Input the CFS number in column A - same CFS number as the one inserted on the Personnel Summary 

tab - (the CFS Description, and all other columns (highlighted in blue) should update automatically); 
- Add/delete accounts, and/or change the account numbers as needed (the Acct Description should 

update automatically); 
- Add all information related to this new CFS on the Revenue tab; 
- Add all information related to this new CFS on the Personnel tab; 
- If needed, insert the new CFS in the Grads tab and add all information related to this new CFS on that 

tab; 
- Add all other expenses related to this new CFS in the All Other column. 

 
b)  - Insert the new CFS in the Personnel Summary tab; 

- In the Line Item tab, copy an entire CFS section (including the row containing the CFS total 
highlighted in yellow) and paste it above the Grand Total row (highlighted in blue); 

- Change the CFS number in column A to the desired one - same CFS number as the one inserted on the 
Personnel Summary tab - and the CFS Description (all other columns (highlighted in blue) should 
update automatically); 

- Delete the historical information; 
- Add/delete/change the account numbers as needed (the Acct Description should update automatically); 
- Add all information related to this new CFS on the Revenue tab; 
- Add all information related to this new CFS on the Personnel tab; 
- If needed, insert the new CFS in the Grads tab and add all information related to this new CFS on that 

tab; 
- Add all other expenses related to this new CFS in the All Other column. 

 
3. If one or more positions generated release time, and some or all of this release time needs to be used/transferred 

into other accounts, this can be accomplished in the All Other column as follows: 
- Budget the corresponding amount in account 5229 on the Personnel tab as instructed under the Personnel 

tab section of these guidelines.  
- The data will automatically feed to the Line Item tab and can be found in the appropriate chartfield string 

section in account 5229 in the Personnel column.   
- Enter the amount needed to be used/transferred in the All Other column in the same row (in account 

5229). Enter a negative number. 
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- Enter the used/transferred amount in the All Other column in the row corresponding to the desired account 
number. Enter a positive number. 

- Enter the appropriate information in the Notes column in both rows. 
 
 
* To compute the summary tabs, a number of factors are needed on the Line Item tab. However, not all of these 

are necessary when printing. To minimize the printing size, hide all the unimportant (or unnecessary) columns 
before printing (e.g. the blue highlighted columns) - this tab is currently setup to fit to 1 page wide (Excel menu: 
View -> Page Break Preview to see the print layout by page; View -> Normal to return to normal view). 
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- FTE info - Position FTE and FTE Distribution columns show the FTE for the position as 
reflected in the most recent USP1. If changes are made in these columns, they need 
to be accompanied by corresponding paperwork. FTE distribution is not salary 
distribution. 

- Home Department info - This section show the information pertinent to the position's home department: 
Division, College/unit, Department, Program, and CFS. This section is for 
reference purposes. Home department is not salary distribution. 

- Salary info - This section reflects the current salary information (see note 4 below).  
 - Make any changes to the salary in the FY11 Adjustments to Current Salary 

column (if the change will occur before July 1, 2011, or in the FY12 Other Salary 
Adjustments column if the change is anticipated after the previously mentioned 
date. Steps, longevity anniversary or upgrade adjustments, etc. are examples of 
adjustments made in these columns.  

 - The FY12 Total Salary should contain the anticipated total salary for the 
corresponding position, including any increases. This will be used in fringe 
calculations as well.  

- Current Salary distr.  - Contains salary distribution information (CFS and percentage charged to the 
CFS) as found in the most recent payroll data. If these are blank, it means that the 
position has either FTE in fund 101, or it has been paid on this fund, but not 
currently. 

- FY12 Alloc Budget info  - Enter the Budgeted CFS (if needed, use the drop-down list that appears when 
clicking inside the cell. If the CFS is not on the list, insert the new CFS on the 
Personnel Summary tab as instructed on that tab - caution needs to be exercised 
since the data will not feed to the Line Item tab if the CFS is not on that tab – the 
table heading will be red if this is true). If desired, the data from the Current salary 
distr. column can be copied here but only as values (Excel menu: Copy -> Paste 
Special -> Paste Values). 

 - Enter the Budgeted Account use the drop-down list that appears when clicking 
inside the cell, or enter 5210 for class, 5250 for non-class and faculty, 5226 for 
budgeted reinvestment vacant positions, 5228 for budgeted vacant positions, and 
5229 for release time).  

 - Input the # of Pay-periods for the position (the number of period that correspond 
to the position - if the position is calendar year enter 26, if is academic enter the 
appropriate number of pay-periods) 

 - Input the number of Budgeted Pay-periods in CFS (the number of pay-periods the 
position will be paid out of the corresponding CFS). This has to be lower that the # 
of Pay-periods for the position. 

 - Input the Budgeted % of Total Salary in CFS (the percentage of total salary to be 
paid out of the corresponding CFS).  

 - The Acct/CFS code and the FY12 Allocation Budget columns are formula driven, 
and are based on the data from the previous columns (error messages will appear if 
data is missing). This information will automatically feed to the Line Item tab. 

- Notes - Include any pertinent notes in this column. 
- Fringe calculations - This section is formula based (for detailed fringe descriptions see the CODES 

tab). Do not change the table headings in this section.  
- Total - This is formula based and it show total salary and fringe for the corresponding 

position in the particular CFS/percentage combination.  
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Notes:  
 
1. If needed, insert a position by adding a new row as instructed under section 1.General Information - insert a 

blank row, enter the necessary data and copy formulas in the red cells, or copy an entire row and change the 
appropriate data. Also, a row can be copied from the Department Positions tab to the this tab (to maintain 
formula integrity, copy an entire row at once).  

 
2. Data for new hires must be updated as the PeopleSoft HR system may not include the latest fringe information. 
 
3. This column helps calculate the amounts for account 5294. Applies only to participating NUNC, PSA, PTAA, 

URIP and MPA employees – if Yes is selected for an employee belonging to other union, and error highlight 
will appear.  

 
4. For employees on a reduced work period, the current salary reflected here is at the reduced rate.  If an employee 

is returning to full time, you must increase the base salary to reflect the 1.0 FTE. 
 
* If using a CFS or an account that are not on the Line Item tab (i.e. budgeting for classified employees in a CFS 

that never had classified employees before), the table heading will become red (see section 1.General 
Information). This error will disappear once the CFS or the account are introduced on the Line Item tab (see the 
instructions for the Line Item tab on how to insert a CFS or an account on this tab), or the CFS or account are 
changed to the appropriate ones (if incorrect values were entered by mistake). 

 
* If a position or person is split between funds and/or colleges/units (e.g. an area’s fund and fund 100), the 

position will be present in this budget package, as well as any other fund budget packages you may receive. 
 
* The personnel and position information is provided directly from the PeopleSoft HR system.  If there is any 

incorrect or inconsistent information relating to a position or person, please indicate this in the notes column or 
contact Steve Thompson at sthompson@uri.edu or at 874-2509. 

 
* To compute the salary and fringe amounts, a number of factors are considered. However, not all of these are 

necessary when printing. To minimize printing size, hide all the unimportant columns before printing - this tab 
is currently setup to fit to 4 pages wide, with columns A through E repeating on each page (Excel menu: View -
> Page Break Preview to see the print layout by page; View -> Normal to return to normal view). 
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3. Suggested Workflow 
 
1.  Familiarize with the template. Note any new information added for FY12 Allocation. Read these technical 

guidelines while reviewing the template. Make a copy of the template. Experiment with the copy while 
familiarizing with the template. Attend the training session. Contact Eugen Trandafir at eugen@uri.edu or 
874-7085 with any pertinent questions. 

 
2.  - Calculate and input the biweekly personnel information on the Personnel tab.  

- Calculate and input the graduate assistants information on the Grads tab. 
  
3.  - Calculate and input all other information on the Line Item tab. 
 - If needed, insert a new CFS on the Line Item tab using the CFS Insert tab. 
 
4. Refresh the pivot table on the Management Summary tab. If the pivot tables from the OHE Summary tab are 

not updated, refresh these tables as well.  
 
5. If making any changes to the Grads, Personnel, and/or Line Item tabs, refresh the pivot tables on the 

summary tabs. 
 
6. Answer the questions and provide the required info on the Final Review tab.  
 
6.  Submit your completed return to the Budget & Financial Planning Office (refer to the General Guidelines 

for more information). 
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