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Section 1

Budget Team

Greg Clifton, City Manager
Shannon Anderson, Deputy City Manager

Shane Dille, Deputy City Manager

Rick Tadder, Management Services Director

Brandi Suda, Finance Director
Heidi Derryberry, Assistant Finance Director
Allison Eckert, Interim Human Resources Director
Jack Fitchett, Management Analyst
Jared Wotasik, Employee Advisory Committee Representative

Budget Assistance

Brandi Suda, Finance Director (Ext. 2217)
Heidi Derryberry, Assistant Finance Director (Ext. 2215)

Stacey Brechler-Knaggs, Grants and Contracts Manager (Ext. 2227)

Tricia Almendarez, Payroll Manager (Ext. 2210)
Dan Hellman, Assistant Finance Manager (Ext. 2220)
Kevra Barney, Accountant (Ext. 2225)
Abigail Cislo, Accountant (Ext. 2224)
Wanda Noffz, Accountant (Ext. 2219)
Glorice Thousand, Accountant (Ext. 2214)
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Section 2

Budget Process and Calendar

The Budget Process Flowchart demonstrates the overall budget process, while the Budget Calendar

outlines timeline and deadlines for the budget year.

Budget Process Flowchart

Program Managers/ g Section Managers > Division Heads »|  City Council Budget
Employee Input Review Review Advances
A 4
City Council Budget |4 Review of City Manager's [ Selective Program < Budget Team Review
Work Session Proposed Budget Review
A 4
Public Hearing
Property Tax Level P Adoption of Tentative > Adoption of Final > Property Tax Levy
Adoption Budget Budget Adoption
A 4
Budget Team: City Manager, Deputy City Managers (2), Management
Services Director, Finance Director, Human Resources Director, Finance Implementation of
Manager, EAC Representative, and Assistant to the City Manager Budget
Budget Calendar
The current budget calendar can be found on the City’s “Innoprise Financials Training and
Documentation” website click here.
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Timeline Overview

A summary of the budget calendar by month includes:

September:

Reclassification/Reorganization Request Presentations to Budget Team
Human Resources (HR) allows divisions to make requests on an annual basis for potential
position reclassifications and division reorganizations. All requests must be coordinated
through HR and presented to the Budget Team for approval to be included in the budget
process. After an information gathering stage, review process and approval process, those
positions approved for reclassification and/ or reorganization will be adjusted in the budget
system to reflect the approved changes effective July 1st.

Note: Reclassification and reorganization requests may be made outside of the budget process, however,
the division must fund the change from their current base budget ongoing. This will be a permanent
reduction in the division base budget.

Budget Team Retreat
Budget Team meets to discuss budget process and priorities for the next fiscal year.

December:

Personnel Worksheets Distributed
Personnel worksheets are distributed to the divisions for review to ensure accuracy of the
following:

1. Authorized FTE count

2. Fund splits and percentages

3. Position titles

4. Correct section and program

5.  FTE count coincides with the total annual hours

Set-up Budget Accounts
Finance sets up all budgets in Innoprise for the base budget.
Budget Module Available for Data Entry
Budget Training
Budget training is offered to all employees and contains two components:
1. Overview of the City’s budget process and current year budget highlights
2. In-depth hands-on training for budget input
IT (Information Technology) Project Requests Due
IT project requests are due to IT for review and approval. This process is to ensure personnel
and financial resources are available to complete the requested projects.
Personnel Worksheets Returned to Finance
Facilities Review/Update all Maintenance Requests
IT Review/Update all Software/Hardware Maintenance Requests
Council Winter Retreats
The purpose of the Council Retreats is for the Council to determine the goals and priorities
for the budget year. This retreat allows the Council an opportunity to discuss budget
highlights (i.e. wage initiatives, construction projects, revenues) which may affect the budget.
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January:

New Personnel/Rezone Requests Due to HR

Operating Capital (Non-Fleet) Entered by Divisions
Operating capital (Non-Fleet) is the responsibility of the divisions for input into the budget.

Operating Capital (Fleet) Entered by Divisions - Division Funds
Operating Capital (Fleet) vehicles/equipment paid out of division funds will be entered
into the budget by the appropriate division.

Operating Capital (Fleet) Entered by Fleet - Fleet Funds
Operating Capital (Fleet) vehicles/equipment paid out of Fleet funds will be entered into
the budget by Fleet.

IT Projects Entered by IT
All approved IT requests will be entered by IT.

Line Item Budget Entered by Divisions - Base, Grants and Capital
Line item budget entry is limited to the base budget, grants and capital. In general, budgets
may be reallocated within a program and or section. Grant funded, or restricted funding may
not be reallocated to other programs. It is the responsibility of the divisions to ensure the
budgets for grants and capital properly reflect the terms of all grant agreements, capital
purchase agreements and construction agreements.

Note: One-time and ongoing requests will be addressed in February and should not be entered into
division budgets at this time. These requests will be handled by your accountant. Personnel budgets
will be handled by the Payroll Department.

5-Year CIP (Capital Improvement Program) Project Projections Provided to CIP and Finance
Capital Improvements staff manages the CIP database/spreadsheet. A CIP summary will be
presented to the project owners by the CIP Staff/Finance. The project owners, with input
from CIP staff, will update the spreadsheet with 10 years of capital projects and their
associated changes to operating and maintenance (O&M) costs.

CIP Reviewed and Entered by CIP and All Divisions

Budget System Closed (Base, Grants, Capital)
By this deadline, all budget data entry for base, grants and capital must be complete and
submitted in the Innoprise system. The first level of budget data entry is closed in the system
on this date and only the accountants will have the ability to make changes in the budget
system going forward.

Leadership Personnel Review
All new personnel requests will be reviewed and prioritized by the Leadership Team.

5-Year Plans Completed by Accountants (Year End Estimates, Revenues, Base and Capital)

Note: Year-end estimates for the Division Checklist do not require line by line input. The Division
Checklist form must be completed and approved by the section head for submission to the Budget Team
and the assigned accountant. The current Division Checklist form can be found on the City’s “Innoprise
Financials Training and Documentation” website click here.
Priorities, Objectives and Measures are to be completed and submit to Finance to include the
following:

1. Council Goal
2. Council Objective
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3. Performance Measure
4. Metric

5. Target

6. Outcome/Results

February:

March:

Distribute 5-Year Plans to Divisions

Personnel information from HR due to Finance

Council Budget Retreat
The purpose of the Council Budget Retreat is to validate the direction the budget is taking, to
present additional information to Council and to address any questions Council may have
related to the budget.

All IFR Forms Due from Divisions (Standardized Excel Format)
Al IFR forms are due to Finance in the standardized excel format. The current IFR form can
be found on the City’s “Innoprise Financials Training and Documentation” website click here.

Note: These requests are not to be entered into the Innoprise system.
Book to Budget Team
All the budget information is consolidated, and accounting staff prepares and distributes key
components of the budget book to the Budget Team in preparation for the Division Reviews.
Division Review
At the division review, the Budget Team reviews the budget details with the appropriate
division/section heads, evaluates one-time and ongoing requests and makes
recommendations for budget changes.
Division Narratives (Missions, Accomplishments and Initiatives)
The missions, accomplishments and initiatives are due to Finance from all divisions.

Divisions Respond to all Budget Issues
After the division reviews are completed, divisions will be requested to respond to any
budget issues identified during the review.
Division Review - Call Backs all Divisions
The call backs of all divisions give the divisions the opportunity to respond to the Budget
Team regarding any issues identified during the division reviews.
Approved Personnel List Provided to HR
Budget Changes Completed in System (Finance) for Council
Finance will input any budget changes into Innoprise for Council review.
Final Compensation Changes in Budget System
Final compensation changes are modified in the budget by the Finance staff.
Updated 5-Year Plans Completed by Accountants
Updated 5-Year plans are completed by the Accountants and distributed to the divisions,
Budget Team and readied for publication in the budget book.
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April:

Post Potential Property Tax Rate/Levy Notice
Proposed Budget Available to Council
Year-End Capital Estimates and Rollovers Due to Finance
Carryforwards are due to Finance for any capital projects or purchases.
Council Budget Retreat

The entire City budget is presented to the Council over a three-day period.

generates final recommendations regarding the budget adoption.

Final Documents to Clerk’s Office
Agenda Review for Tentative Budget Adoption

Organizational Charts Issues and Updates to Finance
Tentative Budget Adoption

Tax Levy Hearing and Final Budget Adoption

First Reading of Tax Levy Adoption

Second Reading of Tax Levy Adoption

The Council
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Section 3
Overview of Budgeting

Budgeting is an ever-evolving process which reflects community needs and priorities. Through the efforts
the City Council, City employees and under strict State and Federal laws for accounting and reporting for
a Municipality, the budget is adopted. Though the City prepares and adopts a budget for the fiscal year
(July through June), the budget process includes forecasting five years forward, with a six to ten-year long-
range view. In particular, capital improvements require a multi-year perspective. The intent for this
particular method of budget management is to address short-term planning and to help ensure the long-
term viability and strength of the City.

The City operates under the state expenditure limitation with a permanent adjustment to the base. The
Arizona State Legislature imposed a constitutional amendment that limits the annual expenditures for
municipalities. The Economic Estimates Commission, based on population growth and inflation, sets this
limit.

For additional information, please refer to the “City of Flagstaff’s Annual Budget and Financial Plan” which
can be located on the City’s website click here.

The City can only legally spend the amount it has been authorized during the budget approval process.
The divisions have a significant role in this process, as they are accountable for any deviations from the
approved budget for their areas of responsibility. When deviations are anticipated, it is important for the
division/section to report them to their accountant and the Budget Team as soon as they are known, not
just during the budget process. Early planning is fundamental to managing our legal expenditure
limitations. During the budgeting process, divisions are required to communicate the status of their budget
and deviations from their authorized budget via the completion of the Division Checklist form which can
be found on the City’s “Innoprise Financials Training and Documentation” website click here.

What is the purpose of having an annual budget aside from the legal requirements? The purposes include
the following;:

Demonstrate financial and operating plan consistency and documentation
Indicate short-term organization-wide initiatives

Present long-term non-financial goals and objectives

Report performance measures

Present information using a specific fund structure; the list of current funds is available on the
shared drive click here.

Present major revenues

Capital expenditures and their related operational impact

Debt structure

Other planning processes used for budget direction

10 The goals, objectives, programs, projects and services as presented

SN

© % N o

The focus for all divisions should be on the City’s Mission, Vision and Values click here and the City’s
Strategic Plan click here. Additional documents to support division budgets might include: Council Goals
and Priorities click here, Regional Plan, Master Plan, and/or other strategic documents.

The legal basis through which the budget process operates includes regulations regarding a balanced
budget, expenditure limitations, timeliness for adoption, publishing guidelines and required public
hearings. The City’s budget process is designed to satisfy these legal requirements in a timely and
comprehensive manner.
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Overview of Budgeting Concepts

The adopted budget is based on fiscal restraints consistent with conservative and sustainable revenue
estimates. Plan expenditures and revenues should be based on a conservative view. All budget revenues
and expenditures should reflect the economic climate anticipated for that period, with the recognition that
all revenues may not be realized, and consequently, the expenditures should reflect the reduced revenues.

Expenditure Budgeting

When preparing the budget forecast, it is important to delineate the different types of expenditures.
Basically, there are the following categories:

e Personnel Services
e Contractuals
e Commodities

e Capital

Personnel Services - Object number 4101 to 4196

Object codes include salary and wages, overtime, employer taxes, employer retirement, employer health

benefits, employer other benefits, employer allowances and other.

Example: 001-02-034-0130-1-4101 Regular Pay

Entity Dhjecis. Segments Fund Classes  ACCOUNES Classes Defaults | Bank | Bank Accounts Quick Numbers

Fiscal Years | COA Imports | Acc

Fund Division Section Progam Function Object Account # Description GLType Type Class Class Datail
R — — — - -1-
] oot| o0z | o34 | o130 1| 4101] 1-02 3?‘0‘10130 L= | Reqular Pay Expense|Detail F;E;\?iz";' Salary and Wages
O oo1| 02 | 034 | 0130 1 | a411p|204-02-084°0130-1- | yine Expense |Detail (e TeleryEn e
10 Services oT
—
Budget Manual Page 11 City of Flagstaff



Note: Contracted Personnel Services (4191) is where temporary hourly labor hired through a temp agency would be
budgeted.

Contractuals - Object number 4201 to 4297
Contractual Services are used for operating or construction activities. Object codes include professional
services, utility services, maintenance, rents, debt service, insurance, depreciation, travel and education,

miscellaneous and contra charges. Debt service costs, though in this category, are budgeted by Finance.

Example: 001-02-034-0130-1-4211 Utilities - Telephone

1] oot| o2 | 034 | D130 1 | 419y (QQLZ02:0380130°10 |0 v personal Services | Expense Detail| o 50nnE! Other
4191 - Services
oo1| o2 034 | 0130 1 az11 |2 2'2;‘1‘;01‘30'1" Utilities-Telephone Expense|Detail| Contractuals Utility Services
oot o2 024 | 0120 1 4261 |201-02-0340130-1- |7, o Lodging and Meals Expense|Detail| Contractuals | Trawel and Education|
4761

Commodities - Object number 4301 to 4396
Commodities are expendable items used by operating or construction activities. Object codes include small
equipment, motor vehicle and machine parts, library supplies, inventory adjustments, other supplies, work

order charges and contra charges.

Example: 001-02-034-0130-1-4301 Computer Equipment

™ i ™ ™ - T T S e T S e ST S T P e = LIS TCrECTrETY e
= 4250 e ————— ]
ooi| o2 034 | 0130 i 4301 1'02'0331”30'1' Computer Equipment Expense |Detail| Commodities Small Equipment
O ooL| oz | o34 | D130 1 | 4z302 001'02'33350130'1' ?gjg;g“”'”’"e"tu"d&r Exp Detail| Commodities | Small Equipment
o0i-n2-n24-0130-1.-

Capital - Object number 4401 to 4497

The basic definition of capital is those items valued over $5,000 with a life expectancy of at least three years.
Object codes include fleet, equipment, professional services, land and buildings, street and related
construction, water and sewer construction, other and contra charges.

If there is a question regarding whether to classify a projected expenditure as commodities or capital, please
contact your accountant for clarification. There are many exceptions to the rules, and your accountant will
have the resources to confirm the correct treatment of your purchase.

Example: 001-05-102-0314-4-4401 Rolling Stock (Fleet)

Entity Db]ects Segments Fund Classes ACCOUNES Clgsses Defaults | Bank | Bank Accounts | Quick Numbers | Fiscal Years | COA Imports
Fund Division | Section Program Function  Object Acoount # % Description GLType Type Chss | Class Detail
l:l 001 as 10z 0z1i4 4 4401 001-05-102-0314-4-4401 |Rolling Stock [Flest] Expense Dwetail | Capital Flest
Base Budgeting

Base budgeting is the method used by the City where the department itemizes personnel, contractual and
commodity costs needed to maintain current service levels based upon last year’s budget. The base budget
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does not include any one-time expenditures approved during the prior budget. No one-time increases will
be built into the base budget.

Detail justifications must exist in the base level narratives to support the continued level of funding. For
basic ongoing expenditures such as photocopying or office supplies, it is not necessary to go into detail
(i-e., input for photocopy costs of $1,000 would state “Base - Photocopy Costs $1,000”). Only if you have
significant changes in your budgeted accounts is it necessary to include detailed justifications. Any
significant budgeted items (i.e., legal fees, consultants, etc.) require additional justification. Line item
budgets may be increased and/or decreased within the contractual category (42XX object numbers) and the
commodities category (43XX object numbers) to arrive at the base budget. The "bottom line" budget number
is the target in preparing the base budget. Any increases in discretionary expenditures must be absorbed
within your base budget.

Fund Balance

Fund balance is the excess of assets over liabilities. Fund balance does not necessarily mean funds available
for spending. Fund balance can be restricted, committed or assigned. Only the unassigned balance over
the minimum fund balance policy is available for allocation for future year budgets.

Fund balances are created to compensate for:

¢ Economic uncertainties
e Cash flow requirements (10-15% of expenditures based upon the specific fund)
e Adequate contingencies

Contingency/Reserve Funds

Contingency/reserve funds are monies to be used for unexpected expenditures in the current fiscal year.
If the funds are not used, they are rolled into the fund balance and carried into the next fiscal year. It is
important to have these funds budgeted in the event an unexpected expenditure is required. The City is
not allowed to spend above the authorized approved budget. These funds provide the City with protection
in the event of an issue requiring additional expenditures.
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Catastrophic Fund

The catastrophic fund policy set forth by the City is to help protect the City from negative financial impacts
due to aging infrastructure. The City has deferred maintenance and purchase of equipment and
infrastructure due to the recession, reduced funding by the State, tax receipts and other agencies. Where
possible, the City is trying to build up funds in case of major unbudgeted repairs and replacements.

Appropriation

Appropriation is the authorization granted by the City Council to make expenditures and to incur
obligations for purposes specified in the Appropriation Resolution.

Revenue
Revenues are amounts estimated to be received from taxes and other sources during the fiscal year.
Carryforward

Any equipment, contractual, commodity or capital project expenditure that has been approved in the
previous budget but for various reasons has not been purchased or implemented on schedule may be
carried forward. Under State law and Generally Accepted Accounting Principles (GAAP), only those costs
related to goods received or services performed on or before the last day of the fiscal year can be reflected
on the financial statements of that fiscal year as expenditures. To avoid having to charge the costs estimated
to be incurred in a subsequent fiscal year as an unbudgeted item, such expenditures are included in the
subsequent year’s budget. Ongoing contractual and commodities are not normally allowed to be carried
forward unless approved by the Budget Team. Carryforwards must be submitted by the section to their
accountant by the date noted in the Budget Calendar.

One-Time Expenditures

One-time expenditures are authorized on a fiscal year basis for a specific purpose, and are not expected to
be recurring costs as a part of normal operating expenditures. Consultants are considered one-time
expenditures unless your program is one of the few exceptions.

Ongoing Expenditures

Ongoing expenditures are authorized as a part of the budget process for recurring/ongoing operational
needs. These expenditures will increase the amount of the base budget in future years while showing as
an approved IFR for the current budget year.
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Grant

A grant is a financial award given by the Federal government, State government or other agency to support
a particular program or activity. Grant proceeds are restricted to the use stipulated by the grant award.
Misuse or misappropriation of grant funds can impact the City for years to come.

Responsibility of the Department Regarding Budget Deviation

The division is responsible for ensuring budgets are reviewed frequently. New expenditures are
authorized only with available funding and any significant changes to the adopted budget must be
communicated, in writing, to the accountant and the Budget Team. Based upon the nature of the change,
you will receive additional guidance to manage the budget deviation.
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Section 4

Budgeting Process

Budget Process Steps (for details on how to perform the steps see Section 12):

1.

Year End Estimates - line item year end estimates are not required except for those areas with
significant deviations from the current year budget. The Division Checklist form must be
completed by the section heads and division director and sent to the Finance Manager - Budget
and the accountant for the appropriate area. This form is located on the City’s “Innoprise
Financials Training and Documentation” website click here.

Base Budget Requests - will itemize personnel (input by payroll), contractual and commodity costs

required to maintain current service levels. The prior year base budget and any ongoing
authorizations approved in the prior budget will be provided. The base budget will not include
any one-time expenditures from the previous approved budget. Contractuals and commodities
may be reallocated within each program, and, if appropriate, within each section. Line item
justifications should demonstrate enough detail to clearly explain the link between the dollars
requested and the justification. However, if the item being requested is a basic service, such as
photocopies, then a general justification is appropriate (i.e., Base - Photocopies). It is important to
review all justifications and modify as necessary. Justifications may be copied and pasted if they
are contained in a master word or excel document. The justification field has a 2,000-character
limit.

Increased Funding Request (IFR) - will project financial requirements to increase service levels, or
implement new programs or activities. The one-time and ongoing IFR requests will be due to the
Budget Team and the assigned accountant in the standardized excel form which can be found on
the City’s “Innoprise Financials Training and Documentation” website click here. If additional
information is required, it may be provided in addition to the excel form. Any additional
information provided must be submitted at the same time as the excel form. The deadlines for
one-time and ongoing requests are hard deadlines. These requests will be presented at the
Division Review meetings. At the conclusion of the Division Review, all decisions related to IFRs
will be communicated to the requesting divisions.

Capital Requests - are for those items that exceed $5,000 for a single item of operating capital or
$25,000 for a capital improvement project. Capital requests may require pre-authorization from
another division if it involves fleet, information systems or building renovations.

Interdivision Service Requests - are those requests that involve service provision between
divisions. The division that is being asked to provide the service will estimate the number of
hours, related equipment charges and other materials that may be needed to complete the request.
The total cost to provide the requested service will be charged to the requesting division.
Personnel Change Requests - must be completed for any new staff, changes in staff and
reorganizations that change any staff classifications. Human Resources manages this process.
Forms and additional information may be found at the City of Flagstaff website click here.
Council Goals and Objectives (Priorities, Objectives and Measures) - tie priorities and objectives
to quantifiable measurements and show a relationship to the overall Council Goals and objectives.
Revenue Forecasting - is necessary to assure adequate resources are available to fund current and
future levels of service through new or enhanced revenues including grants, user fees, impact fees,
implementation of new services or guidelines. Plan to meet with your accountant in January for
revenue reviews and updates prior to 5-Year Plans being completed.
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Review Process

All the components of the division budget will be reviewed with the division director (or designee), the
assigned accountant and the Budget Team. The purpose of reviewing the budget is to assure that adequate
resources are budgeted to provide agreed upon service levels to citizens. In the event that resources are not
adequate to maintain continuance of the same level of services, the budget process will examine alternate
budget reductions so as to minimize service disruptions and/or decreased levels of service provided to
citizens. A review of each line item is conducted to ensure that thoughtful consideration is given to budgeting
for each item and results in the deletion of items not essential to the operation of a specific program or division.

The review will consist of:

Review of new personnel requests and associated offsets

Verification of base budget amounts

Review of the Increased Funding Request (IFR), one-time and ongoing

Review of capital/grant budget items

Review of Interdivisional Service Requests

Discussion of new/changed (increased or decreased) revenue sources
Evaluation of strategic priorities, objectives and measures

Determination of issues needing additional information for Council presentation

PN PN

After the Department Review, any addition, deletion or request for additional information will be
discussed with the appropriate division. It is the responsibility of the division director, through adequate
communication with the section head(s) and the accountant, to ensure changes are made and documented
appropriately.

Other Budgeting Information

Accountant Assignments - A list of the accountants assigned to the divisions can be found on the City’s

“Innoprise Financials Training and Documentation” website click here.

Account Security - Account security limits the accounts for which a user has access. If additional account

access is required for data entry, please contact Heidi Derryberry at hderryberry@flagstaffaz.gov or

extension 2215.

New Programs/Adding Account Numbers - To add a new program or account to an existing program,

please contact Heidi Derryberry at, hderryberry@flagstaffaz.gov or extension 2215.

Account Numbers - The account numbers used by the City can be confusing for many users. The numbers

are comprised of six segments which are outlined below:
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- 02 | 034 | 0131 . 4302

The first segment consists of three digits, and identifies the fund. In the example above,
001 stands for the General Fund.

The second segment consists of two digits, and identifies the division. In the example
Division above, 02 stands for Management Services.

; The third segment consists of three digits and identifies the section. In the example
Section above, 034 stands for Finance.

The fourth segment consists of four digits, and identifies the program. In the
example above, 0131 stands for Accounting. Program numbers starting with 0010 to
2999 are operating programs, 3000 to 5999 are capital project programs and from 6000
to 7999 are grant programs.

The fifth segment consists of one digit, and identifies the function. In the example
above, 1 stands for General Government.

The sixth segment consists of four digits, and identifies the object. In the example
Object above, 4302 stands for Office Equipment Under $5,000.

Program

1: Asset 2: Liability 3: Revenue 4: Expense 5: Charge to/from 6/7: Rev Trans

41xx: Personal Services
42xx: Contractuals
43xx: Commodities
44xx: Capital

For a master list of the account numbers click here. For guidance on how to look up the Innoprise account
number using the prior Naviline (HTE) account number, see Question 8 in Exhibit 7 - Common Questions.

Budget Levels - There are key times during the budget process that information is captured for reference
purposes. These times refer to decision levels as detailed below:

1. Division Level (DIV) - This is the budget entry level for the divisions. At this level, the divisions
enter budget amounts for the base budget, capital, grants and specific items in personnel services
(see Budget Tips in Section 5 for a full listing). The divisions will be provided target budget
amounts. This is the ONLY level the divisions can enter data into directly. The divisions will not
enter personnel, as that will be entered by Payroll.

2. City Manager Level (CM) - After the Division Review meetings are held, changes to the budget are
entered in the CM level. The data in this level is printed and used for the Council and public
review. Budget changes may include Budget Team recommended changes including; base, one-
time, ongoing, capital and grants.

3. Final Level (FNL) - After the City Council changes are made in late April, the final adopted budget
is prepared.

Budget Sequences - Within each of the three budget levels are three sequences.
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1. Base:
a. The Base Budget is copied from the prior fiscal year and includes all approved ongoing

IFRs from the prior fiscal year. The target base will be provided by Finance. Each division
will enter changes to the base budget numbers and include required narratives.
Narratives are required wherever a number is presented, no exceptions. See Section 12
for specific instructions on entering budget data.

b. Sufficient detail must exist in the base level narratives to support the continued level of
funding. For basic ongoing expenditures such as photocopying or office supplies, it is not
necessary to go into detail (i.e./. Base - Photocopies). If there are significant changes in
budget levels from the prior year, it is necessary to have a sufficient justification included
to explain the change. Items such as legal fees, consultants, software maintenance
contracts, etc., will need a more complete justification.

2. Grants:

a. User entry of all grants should include the following information:

e Total project cost (grant and match)

e  Grant number assigned by granting agency

e City project number assigned to the grant

e Grant type (i.e., Federal, Federal thru State, State or foundation) and, if known, the
name of the funding agency

¢ Funding period (start date and end date)

e Matching or cost sharing - enter the percentage of the funding match and if it is cash
or in-kind (i.e., 80% Federal/20% Cash Match); enter ‘No Match Required’ if there
is no match necessary

b. Grant project representative - name of the division contact responsible for the overall
management of the grant

3. Capital:

a. This is the division entry for all operating capital and capital project budgets (except those
entered by CIP and Fleet).

b. The CIP Section will input budgets for the divisions the Capital Improvement group
manages (Sections 152, 112, 111, 103).

c. The Fleet Section will input all General Fund Fleet approved vehicles.

d. All other CIP capital, operating capital or Enterprise fleet capital will need to be input by
each section.

4. Personnel:

a. Salaries and fringe benefits are budgeted in Finance. Any deviations from authorized
positions are to be brought to the Budget Team and the accountant’s attention immediately.

b. Overtime - last year’s approved overtime is included in the Personnel sequence. Review the
personnel report and if a division seeks to increase their overtime request, they must enter
either a one-time or ongoing IFR.

5. IFR (Increased Funding Request):

a. The divisions will be required to submit a standardized spreadsheet for submission to the
Budget Team and the assigned accountant. The IFR form can be found on the City’s
“Innoprise Financials Training and Documentation” website click here.

b. IFRs will be entered by the accountants or other Finance staff once approved.
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Section 5
Standard Budget Reports

Working Budget Report
The Innoprise Standard Reports for use in the budget is the Working Budget Report.

Click on Standard Reports in the Jump To Menu or on the favorites bar

(@ Standard Reports

y =
Standard Reports ‘ oystem Furctions Innoprise Software

City of Flagstaff @[ 1o V| Finoneiols System

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL T | Std Ret: GLTX Detail |

Entity | Entity Activity | Work Flow | Chart of Accounts | G/L| A/P | Ad-Hoc Reports | Standard Reports 5udgets Inventory | Projects | Department Defaulls | Gateway EFT Control | EFT Email Defeults

Balance Sheet ®
Income Statement ¥

Trial Balance &

Authorized Spending Report #
Budget Revenue Report #

GL Transaction Detail Report 3

ncumbrance Report &
Open AP Reconaliation Report &

Project Report &

» Working Budget Report
1. Click on the Working Budget Report
2. Enter the account range for which you want to the run the report
3. Check boxes as needed to summarize the report to reflect the data presentation needs
4. ALWAYS check the “Show Comparative Columns” and “Round All Amounts to the
Nearest Dollar”
ALWAYS check “Exclude Asset Accounts” and “Exclude Liability Accounts”
6. Choose if you want the report to be HTML, PDF or Excel

o
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L Tramuactions | Std Rpt GLTK Datail

Working fedget Input

Budget

From Account -
Tao Account

Project
Account Cass Class Detail
Leave blank to display all authorized accounts

Examples:

DGroup By GL Type Division: Management Services

¥ Summarize By Fund Section: Purchasing, Finance
[¥Summarze By Division Program: Operating, Capital Project, Grant

= i fiTe =EZEED Function: Used for CAFR to identify General Gov't, etc.
[ Summarize By Program

[#/Summanze By Function Account Class: Personnel, Capital, Ops
[¥Summanze By Account Class Class Detail: Salary and Wages, OT

A Summarze By Class Detail

[1Summanze By Object

[Cshow Account Detail
[1Show Justification Detail (Budget Detail, requires Show Account Detail)

[#Show Comparative Columns
[I5how All Zero

FIRound All Amounts To The Nearest Dollar

¥ Exdude Asset Accounts

[AExdude Liability Accounts
I¥/Exdude Revenue Accounts
ClExdude Expense Accounts

Generate repert using cutput format
SHTML POF XS

To run a Detailed Line Item budget report, select Summarized by Division, Section, Program and Account
Detail.

To run a Program Summmary report, select Summarized by Division, Section, Program and Account Class
(subtotal by Personnel, Contractuals, Commodities and Capital).

To run a Narrative (Justification) report select Show Account Details, Show Justification Details and then
subtotal (summarize) as needed.

Note: See Exhibit 7 - Common Questions (#6) for a walkthrough on how to find the most up-to-date
program listing within Innoprise and to see examples of available reports.
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Account Inquiry Report

The Account Inquiry Report can be useful to retrieve information on several accounts regarding
expenditures year-to-date (up to the prior years).

Click on Chart of Accounts in the “Jump To” Menu

Entity | Obpactn | Sagmmees Furd Clansen | AEDUNS Clamamn | Dafmits Bark | Back dczoarts Gk Wumbers Facsl Yawrs G0 fmporm | Accoust Consarsion

st | 81 | me | oo P3| GUSOSOEIINA  Cestden
| e | | mmsssmsioun  telees

C ok T TR e c—r—.

os | oow [ DD RN 140 Cane

os | ooe DLDLDISC0R) 411 DR Easde

os | ook ' DD RN |4 OChMadien

os | ooe D1-DI-DISC08Y 4120 Peaie-agag

o | oos 1 [TETE T EraieL] Gl

s | o P a3 | ESiOMoter il Dl CeselOWASi
o s | o | wow t 4| Speteridial  Oesiesse e
[ | T T e —"—)

gl i b

[ —r——

[ ]

am [T am a0
00 neo o8 e
seaos  Loonso 00 Loss0
4o amase  eamad 263431
00 oso oo 200

'\’\(.‘,(((ﬂ(ﬂ(ﬂ(ﬂ(‘,(((ﬂ(ﬂ(‘,(ﬂ‘ﬂ‘ﬂ('\(‘

» Account Inquiry Report

1. Click on the Acct Inquiry Symbol (circled in green) for the desired Account # (circled in
red)

2. The Account Input screen will be displayed which includes a graph for Budget vs. Actual,
Adopted Budget, Opening Balance, Month-to-Date (MTD) Expenditures, Year-to-Date
(YTD) Expenditures, Pre-encumbrances, Encumbrances and Ending Balance

3. Click on MTD, YTD, etc. to review a list of all transactions which have affected the
Expenditures/Encumbrances-To-Date
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Fie fd1 Yuw Fposte Tech Hep

EAGSTAFF [feiptiutat

bt wsonon s i
T e — =, Btm ca Al

- _— C 3¥aar Actesd Comparinen

Opamngalimen 17}

o - - =] Adagtad Bucgus Dutsl [Pr20aa]

L wif | -

Brramcembe i L] | PRSP

Eeing Baliace PET

Frerer Tove | e Clear
shoming 10 8 of L
[T T
dmarad £ Bsel e Jnand Dmrigtion TP 6P (afeesd S (ffectss 0D Sened momt Glipe Ameet 0 Bmblets Comset Fed e Section Pogme fextim Ohisdt ot Emiect e oot E__nn-mu_un
b
LTI |Sceme  |aceem 85070 0620014 0L OTDLT0M || 600000 Bxpamne 6.000.00 G0 i (e 4202314 oetlor  mas (e |b 41 S61-60" S84~ 0001717313 Uriioar Tepine | Crarsouals
00000 o)

4. Click on the 3 Year Actual Comparison box to see a comparison of the last three years

Gty-nnoprod.
e [#  Yew Fgeooten Tosh  Help
Ao -
BLAGSTAFF b -
Dudgats GIL|Chart of Adcounts | Pvojects Workfow Standerd Beperts | Accoust Conversion  GL Trasasclions  Sid Bpb GLTE Dekadl |
At el By
— e e
= =
P S Claxs Dawld Caams
e
o sppssress e
ot e —
Pt k. [+ ‘ﬁ":l' B v Aczad)
- SEEE ] ¥ 3 Ve Acteal Comparingg,
Cpaneg Balmce a.00 {
- - TR
e Legads =-
L i S
miee = 3 P a—
e o
saaene wien ] e | Cleae| P
e
[feturs | ieiresh |
el 8% bl Namme fowend Dot [F SIF  Gateond 5K Cfnter  PU Swesl Aot O fvee  Amesnl o o o PsiOsie Commenl e Gttt Seclie fresses Eeien Ckied Auumet gvhguwwﬂ
2
L3208 |Ademed  idegrn 350 rve B3 Gy BN 3 5.50050 Bxpansn 400000 B0 ) L a0 o101 ok ooea 3 az lophens Canworn
ettt
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Section 6
Budget Tips
Personnel Services - Division Responsibility
The only items divisions are responsible for entering related to Personnel Services are:

Employer Allowances

e 4171 - Clothing Allowance (Except Police)
e 4173 - Other Allowances

Other
e 4192 - Mechanical Shop Labor

Charges - Contra

e 4196 - External Reimbursements - Personnel

A narrative must be entered with an amount for each budgeted line item.

Note: In the narratives describe what is requested/needed, the purpose it fulfills and any financial

considerations. The narratives will be read by the City Council, City Manager and others, and should

be presented in a professional manner. Review for missing words, numbers and typographical errors.

Contractual Services - Division Responsibility

Professional Services are compared to prior year expenditures. The usage and reason for each
contract must be documented in the narrative. Consultants are always considered one-time
expenditures (unless your program is one of the exceptions) and must be re-budgeted on an
annual basis detailing both the specific project and the amount. All new one-time and ongoing
requests will be submitted on the excel spreadsheet to the Budget Team and assigned accountant.
Do not enter them in the base budget unless it is to be funded within the base budget.

Utility Services are compared to prior year expenditures. Once known, any potential rate
increases and how they are to be treated in the budget will be communicated to the sections. Refer
to the “Budget Quick Reference Guide” for current budget year rates.

Maintenance of facilities and equipment is budgeted in accordance with existing equipment and
estimated service contract costs. Minor renovations of facilities are budgeted in the appropriate
program's maintenance budget. Divisions should contact Facilities Maintenance for requested
work orders and to ensure that adequate funds are budgeted. To better manage the funds, open
communication between the requesting division and Facilities Maintenance is required. The
division is ultimately responsible for ensuring all Internal Service Requests (ISR) are accounted
for in their budgets.

Rents and leases on multi-year contracts are budgeted at the appropriate level and all other items
are budgeted at estimated cost.

Debt Service costs are budgeted in Finance.

Insurance costs are budgeted in Finance.
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Travel requests should be based on the most economical method of transportation. The City’s
policy is to utilize rental car contracts procured by the Purchasing Section for all one-day out of
town travel. Multiple day trips must be comparatively analyzed. Travel allowances are included
in the Payroll sequences.

Miscellaneous line item categories are available for those items that do not fall into one of the other
categories. Every effort should be made to budget in specific titled accounts, however if there is
no appropriate category, expenditures may be budgeted as Miscellaneous. A complete
description of the expenditures must be stated in the narrative section for all miscellaneous budget
items.

Charges-Contra should be budgeted as known. Please contact your accountant for specific
assistance for your section or program.

Note: Operating capital (>$5,000) is budgeted in capital and major renovations or projects (> $25,000)

are subject to the Capital Improvement Project (CIP) review process and should be budgeted in capital.

Commodities - Division Responsibility

1. Small Equipment is compared to prior year expenditures.

a. Divisions/Sections should contact the Information Technology Division to coordinate
hardware/software purchases and the implementation of maintenance plans.

2. Motor Vehicle & Machine Parts are compared to prior year expenditures.

3. Library Supplies accounts are to be used only by the library.

4. Other Supplies are compared to prior year expenditures with adjustments to add/ delete one-time
expenditures. Printing and binding should be budgeted according to prior year expenditures
adjusted for cost increases.

5. Work Order Charges see Section 8.

6. Charges - Contra

Capital/Grants Input

Operating capital are all items with a cost greater than $5,000 and capital projects are those projects having
assets with a cost greater than $25,000 and a useful life of three years or more.

Costs for capital projects must include all costs associated with completing the asset/project. Costs to be

included cover all categories of commodities, contractual (including work orders) and capital which

encompass the purchase of land, design and engineering, and construction of buildings and infrastructure

items such as streets, bridges, drainage, street lighting, water systems, etc.

1.

Enter all operating capital and CIP in the YYYY-DIV-GRANTS/CAP sequence.

Note: The budget system does not recognize project numbers for budgeting purposes. When
entering amounts for account numbers that have multiple projects associated with them, break
out each project in the narratives and their respective project costs. If the project number is
known, include that information in the narrative. The line item should then reflect the total of
all individual projects listed in the narrative.
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Fleet Vehicle Requests

Section 7

Fleet will meet and make recommendations on fleet purchases prior to the budget system being closed in

January. Divisions will be notified which vehicles requested/due for replacement have been approved by the

Fleet Committee. Fleet generally only pays for those vehicles in the General Fund. Fleet will enter the

approved fleet purchases into the budget system for General Fund divisions.

responsible to enter their Fleet approved equipment into the budget system.

All other divisions are

EQUIPMENT Service |Service |Service |Minimum |Purchase |ytd Itd Miles
TYPE years |Hours [mileage |yearly |costs accrued
accrual by
criteria

Sedans (Non-patrol) 15 150,000 5,000

*Sedans (Patrol) 5 100,000 20,000

Sedans (Fire Admin.) 15 150,000 5,000

Trucks (1 Ton or less) 15 150,000 5,000

4 x 4 Plow Trucks 10 100,000 5,000

Suv's, Vans 15 150,000 5,000

Trucks 1 $-2 ton 15 150,000 5,000

Fire Type I Engine 25 200,000 5,000

Fire Tender 25 200,000 5,000

Ladder Truck 25 200,000 5,000

Dump Truck (15,000 GVW

& up) 20 200,000 5,000

Street Sweepers 10 9,000 200H

Backhoes 20 9,000 200H

Motor Grader 25 9,000 200H

Front End Loader 20 9,000 200H

Miscellaneous Tractors 15 10,000 5,000

Trailers 20

Dozers 20 9,000 200H

1/2 ton + SUV (Patrol) 120,000 10,000

1/2 ton + SUV (Fire) 140,000 7,000

Type III Engine 25 200,000 5,000

Type 6 Engine 12 120,000 5,000

Ice Resurfacers 25 5,000 200H

Mowers 10 2,500 200H

Top Loaders 10 150,000 5,000

**Rear Loaders 10 150,000 5,000

**Side Loaders 10 150,000 5,000

Rolloffs 10 150,000 5,000

**Landfill Dozers 9,000 200H

**Landfill Scraper 9,000 200H

**Landfill Compactor 9,000 200H

Landfill Tub Grinder 9,000 200H

Hydrocleaner 12 9,000 200H

Hydro Vacuum 12 9,000 200H

Paint Striper 12 9,000 200H
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Snow Blowers 20 9,000 200H
Patch Truck 15 9,000 200H
Brush Chipper 20 9,000 200H
Conveyor Plant 20 9,000 200H
Compressors 20 5,000 200H
Rollers 20 5,000 200H
Fork Lifts 20 9,000 200H
Welders 20 5,000 200H
Skidsteers 12 6,000 200H
Truck Tractors 20 200,000 5,000
Airport Runway Sweeper 15 9,000 200H
Airport Runway Plow

Truck 25 9,000 200H
Gradall 25 9,000 200H
Generator (trailer

mounted) 15 5,000

*P/D patrol cars will not
be ordered until mileage
criteria is met

**Heavy equipment option
refurb
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Section 8

Interdivisional Service Requests

An Interdivisional Service Request (ISR) must occur when a division requests services from another division

within the City. This ensures the associated labor and material costs are properly charged back to the

originating division.

Interdivisional Service Request (ISR) Process

1.

2.

All ongoing and base Facilities ISR requests from the prior budget have been imported into the
base budget including all narratives.

Divisions are responsible for reviewing these rolled work orders, managing the increases expected
in labor and materials costs, descriptions, work scope, etc.

Divisions/sections have the obligation to communicate with Facilities/Parks/Streets any major
changes in requests or request descriptions within their division/sections.

Any ISR request (one-time or ongoing) that requires funding beyond the base budget target shall
be included in the IFR requests.

Finance will run a city-wide report for Facilities/Parks/Streets as a cross-check for major budget
changes which affect the finances and workload projections of Facilities/Parks/Streets. The
Facilities/Parks/Streets sections will also review the report and address any major issues with
Finance and the division requesting the service.

The divisions must input all relevant data into the budget.

New programs and capital projects may require new account setups in both Naviline and
Innoprise. =~ These account setup requests should be sent to Heidi Derryberry at
hderryberry@flagstaffaz.gov and copy the assigned accountant, Facilities/Parks/Streets and the
section requesting the work. Account number requests are normally the responsibility of the
division/section.
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Section 9
Performance Budget Information

The responsibility of the City of Flagstaff is to develop and manage programs, services and their related
resources as efficiently as possible and to communicate the results of these efforts to our citizens. Performance
measurements when linked to the budget and strategic planning process can assess accomplishments on a city-
wide basis. When used in the long-term planning and goal setting process, and linked to the City’s mission,
goals, and objectives, meaningful performance measurements can assist City officials and citizens in
identifying financial and program results, evaluating past resource decisions and facilitating qualitative
improvements in future decisions regarding resource allocation and service delivery.

Mission Statement
Division/Section mission statements should be revised as needed. Some divisions/sections have been

impacted by organizational changes in the current year and need to ensure that the mission statement is
adequate.

Program Description

Program descriptions should include a short description of the primary functions performed for the City.

FY YYYY Accomplishments

List accomplishments that were achieved by the division/sections.

FY YYYY New Initiatives and Goals

List new initiatives or goals the division/sections have for the new budget year.
Performance Measures

As defined by the Council goals and the City’s Strategic Plan, goals, objectives and performance measures must
be established. A section should have three to five goals and objectives. Those measures selected should be
ones the section is interested in maintaining and tracking on a long-term basis and are measurable.
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Section 10
Revenue Forecasting

The next step in the budget process is revenue forecasting. This is a very important step in the budget process
for estimating fund balance for the current year and for five-year plans. Both quantity and quality of service
to be provided are directly dependent upon the amount of revenue available. The Revenue section provides
estimates for local taxes and state shared revenues. Other revenue forecasts are a joint effort between divisions
and Finance.

This information is required to be presented to the Budget Team during the division meetings in any situation
where new revenue will be generated or where revenue estimates change (whether increase or decrease) by a
substantial amount in comparison to the overall budget. Divisions need to work closely with the assigned
accountants during this stage to assure revenue estimates are appropriately captured on the five-year plans.
All sources of revenue, including proposed grants, should be projected regardless of the amount involved.
Please prepare separate revenue forecasts for each revenue source.

Note: Revenue numbers are generated internally as a joint effort between the divisions, accountants and the
Revenue section of Management Services. BBB funds, specifically, are provided to divisions as they are
updated.
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Section 11
Fiscal Year End and Carryovers

Carryovers

Divisions must notify, in writing, the assigned accountant of any carryovers and the related updated year-
end estimate projections by the assigned deadline (Section 2). This must be communicated prior to the City
Council approval of the budget or sufficient appropriation may not be available in the new budget year to
pay for the expenditures. There is no opportunity to create additional appropriations after Council
approval due to legal timeframes that dictate the publication and adoption of the budget.

Year-End Close and Invoices

Finance must receive invoices by the end of the first week of August for all items received before June 30th.
For any delivery expected after June 30t, the expenditure will be charged against the next year’s budget
line item. Budget authority does not automatically rollover into the new budget year. If an item is not
received by June 30t, the encumbrance will lapse and no funds will be available. Therefore, it is imperative
that large capital items that may carry over into the new fiscal year by budgeted appropriately. Requisition
high dollar items in a timely manner to avoid this situation. If the expected delivery date is in doubt, re-
budget for a carryover. Coordinate with Purchasing to determine expected delivery dates.
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Section 12

Innoprise Instructions for Budget Data Entry

Entering the Base Budget

1)

2)

CILTY

File Edit View Favorites Iools Help

PECOTAFE

Log in to Innoprise using the same user name and password as you do for logging into your
computer.

On the right-hand side of the Innoprise home page is a Jump To drop-down menu. Select the
Budgets function.

@ hitp://city-innoprod:8006/financial/secure/index] O ~ & (2 Innoprise Software Financials *
System Functions
@
A~

oF
Innoprise Software Financials
Welcome Page

Financials System

Budgets | G/L | Chart of Accounts ‘ Projects | Workflow | Standard Reports | Account Conv.

/P Setup

Account Conversien il |

User: Matthew Luhman

Last Login: 12/03/2014 09:32 AM

Zccount Objects
Rctivicy Logs
nd-Hoc Reports

211 Entities

Bank Reconciliations
Budget Permissions
Budgets

ccounts

Check Register
Checks

Common
Deposits
Entity
Favorite

Fixed Assets
G/L
GL Transaction Search

GL Transactions
Home

Inventory
Invoices
Logout

Number Formatters (FA)
ECard Transactions
Pending Items Listing

1Move ToTop Of The Page 1
E mail Comments

Copyrght ®2014 Harris ERP. All Rights Reserved.

3)

A list of budgets will be available for input. Divisions will be entering for the following;:
a. YYYY-DIV-BASE
b. 2017-DIV-GRANTS/CAP
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4) Click on the YYYY-DIV-BASE from the list.

File [ Yiww Higory Bockmarks I:mh el - - N O b:.. -
) Budge Select x ".\4.

£ & city-innepeod oo inan wide14 || @ sean TE O 4+ a8 =

B Most visites @ Getting Started [ Suggested Sites | | wWeb Slice Gallery

FLAGSTAFF [ U

D Jemp Te... ~ | Finandals Sywem

Budgets | G/L] Chart ol Accounts | Projects | Workilow | Standard Reports | Account Conversion | GL Transsctions | Std Rpt GLIX Detail | St Rpl: Working Budget | Check Register | Fixed Assats | vendars |

Srarss Wish » Filter| Clear <y =

shewing 1 - 69 of €9 shewing 1 - 69 of 69
v [ [sirest] 7 e [
Budgets merge Budger Details | Dudget Parmissions
il You = i) Meme Wtk farm 1 apftLached
2012 workig 2017-DIV-GRANTE/CAS [ i a Delete
e working ZO17- BV FERSONNEL Dutads o [} Delete:
208 woriien 2016 CH-GRANTSICAD = a &
2046 workisg 2016 CM: PERSONKEL Dasads a &
0% working 2018~ CMKSLE Dwtads [} o
2048 Warhing 2016-EM-Base BREL Ewiads a o
2048 warking 3016-CM: DurshCap Curads a8 &
0L Workisg 2016-CM-Tens Cetads a &
s orking 2016-FNL- Total Exga [ o <] Delete
2018 e 2016-FNL - Cose Alln rats a &
2046 workisg 2016 FNL- Transfarn Dasads a 3
s working 2018 FNL Revetues Dwtads a &
WL Wthing 2016-FNL-Exp/Casn Al [ o o Delete
046 workiag 2016 FNL-RarTrad Danais o o Delele
2018 workiag 2016 Adipted Bedt Duads o a Delete|

Hard-Locked - if this column indicates locked (closed lock icon), no one can make any changes to
the budget level.

Soft-Locked - if this column indicates locked (closed lock icon), only accountants and specifically
designated individuals can make changes to the budget level.

5) Click on the Budget Details tab.

| File felt View Higlery Bockmarks ;[T.nl\ Helpe - = E B ==
ty x)"'n..dgxwm x &
& | @ city-innoprod B0 ecure/Cont ” etEdifinancislentit hist 14 olla 5 £E 9 4+ A

) Most Visited @ Getting Started [[J Suggested Sites | | Web Siice Gallery

Budget Input [
City of Flagstalf - 2017 Worlang - 2017-DIV-BASE P r=p T e « | Financialy Symem

Fixed Assets | Vendors

E—
ki Budget Details | Justi o

Details | Atachments | Majar Emphasis | Goal | Training Need | Budget Detais Import | Activity

Create a Budget

Tyrs Wozking

Fscal Vaar fvyyy) 2017

Mama 2017-DIV-BASE

Budges Lack Mard-Lacked Sak-Lacked

Enactive Accowmcs Dnsiudn Tnaesn G2 Arzeants

Busger Darsil Oprisas Hdn Munthly Amsurts Hide Dtail D

Chack Raquanced Anosnt Vi Jussicasion Amosnris] s Cacall Save

Bosdget Dutals - Reguested Amount Total:  50.233.665.42
Budget Datads - Justification Amoust Totali 50,253.665.42

Ruabush Accourts By GL Type Assuis Liakilities Expanias Revesues | FEM83h ACCOURSS | Rebwihed:13/16/2015 02:56 FH Type:E Countil
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Note: As budget values are entered, in order to see the most recent information the Refresh boxes
must be checked and the Refresh Selected Column(s) button pressed.

| o gttt CyheT - o
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6) A list of all the accounts available for access will be shown.

View Faverites Tools Help

Eile  Edit

CIIY OF

ﬂ GSTAFF Budget Details Select ~
City of Flagstaff : 2016 Working - 2016-DIV-BASE
Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail
052-07-213-0830][ Stazts With V| Filter|| Clear| 7
lshowing 1 - 15 of 28| Next
Return | Add | Refresh |
Budget | Budget Details | justification Details | Attachments | Major Emphasis | Goal | Training Need | Budget Details Import | Activity |
isi ion Program Function Object e Account Description Project Class GL Type Forecast  Period 1 Period 2| Period 2 Period 4 Period 5 Period 6 Peria
[/ os2| o7 212 | 0830 a4 4261 |052-07-213-0830-4-4261 | Travel, Ladging and Meals Contractuals ;Tu"i::: Expensz| 2,000.00 2,000.00
Travel and
[(Jjosz| o7 | 213 | os3o 4 | 4262 |052-07-213-0830-4-426; on Contractuals| _ov° WY Expense| 1,000.00 1,000.00
: 052 o7 213 08320 4 4270 |052-07-213-0830-4-4270 | Postage and Freight Contractuals | Miscellaneous | Expense 0.00
: 052 o7 212 08320 4 4271 |052-07-213-0830-4-427 1 | Advertising Contractuals Miscellaneous | Expense 0.00
Jjosz| o7 | 213 | os30 4 | 4273 |052-07-213-0830-4-4273 |Service Partner Contracts Contractuals| Miscellansous | Expense| 0.00
[Jjosz| o7 | 213 | os30 4 | 4274 |052-07-213-0830-4-4274 Contractuals p 1,500.00 41,500.00
[Jjos2| o7 | 213 | os30 4 | 4290 |052-07-213-0830-4-4290|Other Il Services Contractuals| Miscellansous | Expense| 0.00
[(Jjosz| o7 | 213 | os3o 4 | 4341|052-07-213-0830-4-4341 |Copying and Printing Commodities SS;:IT;S Expense| 0.00
[(Jjos2| o7 | 213 | os3o 4 | 4342 |052-07-213-0830-4-4342 Office Supplies Commodities Sf;:f;s Expense| 0.00
[(Jjos2| o7 | 213 | os3o 4 | 4347 |052-07-213-0830-4-4347 [Food Commodities SS;:IT;S Expense| 500,00 500,00
[Jjos2| o7 | 213 | os30 4 | 4349 |052-07-213-0830-4-4345 |Promotional Materials Commedities sf;:ﬁ;s Expense| 1,000.00 1,000.00
[|osz| o7 212 | D830 a 4381 |052-07-213-0830-4-4381 |Work Order Charges Commodities wé:;z:ﬁ” Expense| 0.00
[Jlos2| o7 | 213 | os30 4 | 4401 |052-07-213-0820-4-4401 |Rolling Stock [Flest) Capital Flest  |Expense 0.00
46,000.00) 0.00/46,000.00 o000/ 000 000 o000 o000 o
IChEck All - Clear All

7) To view only the accounts in a particular Fund, Division, Section, Program, Account, etc., a Filter
or Advanced Filter will have to be set-up.
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a. Click on the Funnel Icon to access the Advanced Filter.

L3l = http://city-innoprod:8006 /financial/secure/Con JO = ¢& 72 (& Budget Details Select

File Edit View Favorites Tools Help

Budget Details Select
City of Flagstaff : 2017 Working - 2017-DIV-BASE

| Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail |

I |[stazts with W] Filter| cl@

showing 1 - 15 of 12984] Next

Budget | Budget Details | justification Details | Attachments | Major Emphasis | Goal | Training Need | Budget Details Import | Activity |

o

Project| Class | Class Detail | GL Type Amount Forecast Period 1 Period 2 Period 3 Period 4
|
[/oot| ot 011 | 0010 1 4101 [001-01-011-0010-1-4101 |Regular Bay Salary and | 0.00
Servicas | Wages
[ oo1| o1 011 | ooio 1 4102 (001-01-011-0010-1-4102 | Temporary Pay (Ellry e 0.00
Services | Wages
[Jjoot| ot | o11t | ooto 1 | 4110 (001-01-011-0010-1-4110|Overtime Salary and | 0.00
Servicas | Wages-OT
I||:| o01| ot 011 | ooio 1 4115 (001-01-011-0010-1-4115|FICA-Regular B 0.00
Services Taxes
[Jjoo:| o1 | 011 | ooto 1 | 4116 |001-01-011-0010-1-4116|FICA-Medicars Employer | 0.00
Servicas | Taxes
I||:| 001| 01 | 011 | 0O1O 1 | 4120 |001-01-011-0010-1-4120|Pension-ASRS Euplm 0.00
Services
[Jjoot| o1 | o11 | ooto 1 | 4124 |001-01-011-0010-1-4134|Pension-LT Disability Employer | 0.00
Services |Retirements
\| Employer
[Joot| ot | 011 | ooio 1 | 4125 |001-01-011-0040-1-4125| Defarred Comp-ICMA-City et 0.00
[ oo1| o1 011 | ooto 1 4126 [001-01-011-0010-1-4126 | Deferred Comp- ING- City Employer | 0.00
Services |Retirements
| Employer
[Joot| ot | 011 | ooio 1 | 4141 |004-01-011-0010-1-4141 |Group I -Medical Health 0.00
Services
Benefits
|| Employer
[Joot| ot | 011 | ooto 1 | 4142 |001-01-013-0010-1-4142|Group Insurance-Dental < Health  |Exg 0.00
ervices
Benefits
,| Employer
[Joo1| o1 | 011 | ooio 1 | 4143 [001-01-011-0010-1-4143 | Group Insurance-Dependant Ins - Health 0.00
ervices
Benefits
,| Employer
D 001 o1 011 oo10 1 4145 |001-01-011-0010-1-4145|Group Insurance-Vision Health Exj 0.00
Services
Bensfits
|| Employer
[Joot| ot | oi1 | ooto 1 | 4146 |001-01-011-0010-1-4146 Health Savings Account-City Health 0.00
Services
Benefits
| Employer
[Joot| ot | 011 | ooto 1 | 4147 |001-01-011-0010-1-4147 Flexible Spending Account-City A Health  |Exg 0.00
ervices Benefits

53,447,321,92|  0.00 43,688,516.24 631,881,023 115868.00 539,360,00 245

Check All - Clear All

Return I Addl Refresh —
showing 1 - 15 of 12984| Next
1 Move Ta Top Of The Page

User: Matthew Luhman Email Comments W
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i. Criteria will be available for selection to choose how to filter the data.

Example: Court, Section 16

1. Name the filter (i.e., Court-Section 016).
2. Click on Remember Filter.
3. Input Section for Column Name, Equals for Operator and 016 for Column
Value.
4. Click on Filter/Save.
i@ Advanced Filter - Internet Explorer El_lg
EMELPOE ——— o
Cancel | Filter/Sawve | Clear Filter | Delete Filter Ed
Sawed Filters Name |Cﬂurt—Ser_'ti|:m 0l& |
Remember Filter Default Filter I:‘
Caolumn Mame Oiperatar Caolumn Value
| Sectiecn Vl |3q’uals| V| |01€ |
Add |
Cancel ] Filter/Save | Clear Filter | Delete Filter '1?3,

Note: Filters can be applied to any of the Column Names available in the drop-down.

Division

 FY2014 Rctuals
FYZ015 Budget

| | F¥2015 ¥TD Zetuals
FYZ0lé DIV Grta/Cap
F¥Z20le DIV Perscnnel
Forecast

Function

Fund

EL Type

Has Attachment
Object
Period
Period

T

o
(=

Dericd

-1

[
R

Period
Period
Deriocd
Period
Period
Pericd
Period
Period

W =1 @y o G R

Pericd

Program
Froject
Heguested Zmount

er | Delete Filter

|Ch|:}|:}se one. - . V|
Operator Column Value
|Eq‘uals V| |1:r:ue |

Add |

er | Delete Filter
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ii. The filter results will be displayed on the screen for easy access. To the right of the
Funnel Icon, the advanced search parameters will be displayed. Once the filter is

saved, in the future it will be available for selection.

(22 Budget Details Select

File Edit View Favorites Tools Help

Budget Details Select ~
City of Flagstaff : 2017 Working - 2017-DIV-BASE
|

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail

[ |[szarts wicn v| Fitter| clear @

showing 1 - 15 of 201| Next

get | Budget Details | justification Details | Attachments | Major Emphasis | Goal | Training Need | Budget Details Import | Activity |

isit ion Program Function Obie Account™¥ Account Description Project| Class  Class Detail L Type Forecast. Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Peria
ID ooi| 01 016 | noso 1 4101 |001-01-016-0060-1-4101 |Regular Pay Personnel| Salaryand | oo 0.00
Services | Wages
I‘D oo1| o1 016 | ooeo 1 4102 |001-01-016-0060-1-4102 | Temporary Pay ';E’S?""E' seleyent |z oo 0.00
srvices | Wages
[J|oo1| o1 016 | ooeo 1 4110 |001-01-016-0060-1-4110 Ovartime Personnel| Salaryand | o 0.00
Services | Wages-0T
[Jfoo1| o1 016 | ooso 1 4115 |001-01-016-0060-1-4115 | FICA-Regular o] Eorlo=r Expense| 0.00
Services | Taxes
I‘D ooi| o1 016 | ooeo 1 4116 |D01-01-016-0060-1-4116 FICA-Madicare Personnel| Employer | . 0.00
Services | Taxes
I‘D oo1| o1 016 | ooso 1 4120 |D01-01-016-0060-1-4120 | Pension-ASRS Comamd| Erlees |- 0.00
Services |Retirements
I‘D ooi| o1 016 | ooeo 1 4124 [D01-01-016-0060-1-4124 | Penszion-LT Disability F;E’s“!""d Employer |2 o ree 0.00
srvices |Retirements
I‘D ooi| 01 016 | noso 1 4125 |001-01-016-0060-1-4125 | Deferred Comp-1ICMA-Ciry o] Rl (o 0.00
Services |Retirements
[Jfoo1| o1 016 | onoso 1 4126 |001-01-016-0060-1-4126 | Deferred Comp-ING-City Persannel| Employer (o o o 0.00
Services |Retirements
Personnal| EMPIoYEr
[Jjoot| o1 | ois | ooso 1 | 4141 001-01-016-0060-1-4141 Group Insurance-Medical aeoni®| Heslth  |Expense 0.00
Benefits
Barsonnel| EMPlavEr
[Jjoot| o1 | ois | ooso 1 | 4142 |001-01-016-0060-1-4142 Group Insurance-Dental Pl Health  |Expense; 0.00
srvices Benefits
Personnel Ernploz
[Jjoot| o1 | ois | ooso 1 | 4143 |001-01-016-0060-1-4143 Group Insurance-Dependant Ins camicne | Heslth |Expenss 0.00
Benefits
Personnel Employer
[Jjoo1| o1 | o1s | ooso 1 | 4145 001-01-016-0060-1-4145 Group Insurance-Vision canices | Heslth Expenss 0.00
Benefits
Personnel Sl
D oo1 o1 o016 oo0s0 1 4146 | 001-01-016-0060-1-4146 Health Savings Account-City Health Expense| 0.00
Services
Benefits
Personnel| EMPIover
D oo1 o1 o016 oo0s0 1 4147 |001-01-016-0060-1-4147 |Flexible Spending Account-City Health Expense| 0.00
Services
Benefits
[ 742709.00) 0.00/742709.00] 0.0/ 000 000 000 0.00 o0

Checke All - Clear All

showing 1 - 15 of 201| Next

Note: As many different filters as may be needed can be created so that future data extraction is faster and
easier.
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b. Another filter option to see only the desired accounts is from the Columns.

i. Click on the Section column title.

6 | 2 http://city-innoprod:8006/financial/secure/Con O = & (&) Budget Details Select

File Edit View Favorites Tools Help

Budget Details Select Al
City of Flagstaff : 2016 Working - 2016-DIV-BASE

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail
|[stazzs wicn V| Filter | clear| 7
Ishowing 1 - 15 of 12984 Next
' Budget | Budget Details | justification Details | Attachments | Major Emphasis | Goal | Training Nesd | Budget Details Import | Activity |
"{ _‘; R i ject Account Account iption Project Class. Class Detail | GL Type Amount | Forecast Period 1 Period 2 Period 3 Period 4 Period |
D 001 99 ooo 000 o 4276 |001-99-000-0000-0-4276 Bad Debts Contractuals [Miscellaneous | Expense| 0.00
: 001 99 ooo ooo0 o 4277 |001-99-000-0000-0-4277 | Contingency Contractuals |Miscellaneous | Expense| 100,000.00 0.00 100,000.00
: o022 s9 ooo oooo o 4277 |022-39-000-0000-0-4277 | Contingency Contractuals |Miscellanesus | Expense 250,000.00 250,000.00
: 0z0 99 ooo 0000 o 4276 |D30-99-000-0000-0-4276 Bad Debts Contractuals |Miscellanscus | Expense 0.00
: 020 99 oo0 0000 o 4277 Contingancy Contractuals |Miscellansous Expense 100,000.00 0.00 100,000.00
: 040 29 Q00 0000 o 4276 | 040-39-000-0000-0-4276 | Bad Debrs Centractuals | Miscellansous | Expense 0.00
D 040 29 Qoo 0000 o 4277 |040-99-000-0000-0-4277 | Ci y Centractuals | Miscellansous | Expense 100,000.00 100,000.00
D 041 29 oo0 0000 o 4276 |041-99-000-0000-0-4276 Bad Debts Contractuals | Miscellansous | Expense 0.00
D 042 00 000 0000 o 4276 |042-00-000-0000-0-4276 | Bad Debrs Contractuals | Miscellanssus | Expense 0.00
D 042 99 000 0000 o 4276 | 042-39-000-0000-0-4276 Bad Debts Contractuals |Miscellansous | Expense 0.00
D 043 99 ooo oooo o 4276 |042-99-000-0000-0-4276 Bad Debts Contractuals [Miscellaneous | Expense| 0.00
: Daa 89 ooo oooo o 4276 |044-99-000-0000-0-4276 Bad Debts Contractuals |Miscellaneous | Expense| 0.00
: 051 99 ooo oooo o 4276 |051-99-000-0000-0-4276 Bad Debts Contractuals |Miscellaneous | Expense 0.00
: 051 99 Qo0 0000 o 4277 |051-99-000-0000-0-4277 | Contingency Contractuals |Miscellaneous | Expense 0.00
: 052 29 ooo 0000 o 4276 |052-99-000-0000-0-4276 Bad Debts Contractuals |Miscellansous Expenss 0.00
53,447,321.92 0.00|49,688,516.24/631,881.03 115,868.00/539,360.00 245,319.9]
Check All - Clear All

ii. Input the Section into the box at the top left, select Starts With or Contains for the
filter and click on Filter.

File Edit View Favorites Tools Help

Budget Details Select
City of Flagstaff : 2016 Working - 2016-DIV-BASE

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion

:IEJE\ ||Cc:m:ains mﬂear'v

showing 1 - 15 of 201| Next

Return | Add | Refresh

B —
Budget i Budget Details | Justification Details | Attachments | Major Emphasis | Goal | Training Need | Budd

|:| ooi| 01 0ie 0060 1 4101 (001-01-016-0060-1-4101 |Regular Pay

|:| ooi| Ot 016 0060 1 4102 |001-01-016-0060-1-4102 | Temporary Pay

Note: This option is available for any of the columns.
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8) Click on Next to view additional accounts.

Bl — e ET—

Hle Edn Yiew Fpeoetes ook Hep
Rudget Datalls Selact \
System functions
ELAGS LR iy of Fiagetaft - 3016 Working - 2016-DIV-845E - g | esmarsrry
Budgets | 6/L ] Chart of Accounts | Projects | Warkflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail |
[= | Filter| Clear| 7
Budget | Budget Details | jyusuficaton Details | Astachments | Wajor Emehasss | Goal | Trawwng Need | Budget Detais Import | Actvity
S0t o1 | Gi6 | Oo6D | 1 | 4101 |901-DL-PI6-GDEO0-§-4104 Rep [ i "l'_’; hipol] w0 TIITLAE 26853600 102.161.82
01 | ou6 | 0060 | 1| 4102 (901000160060 14103 Temgarary Suy v e 060
[lloar| o1 | oss | ooss | 1 | 4100 (901-05-016-0060-1-4310!Cvernin . a0 78 260,00,
TJloor| o1 | 06 | 0060 | 1 | 4188 |001:01-016-0060-1-4118 FICA Ragelar Fizanse 800 1671931 16.320.00 edaze
[lens| @1 | oss | ooso | 1 | 4uus |p01-0y-016-0060-1-4118 FICA-Medicare Exgunse oo 236704 317,00 130440
01 | 016 | 0060 | 1 |4120 0160060 1- 4120 Fansion ASAS | Exzansa 000 3149938 30.347,00. 1197798
91 | oi6 | 0080 | 1 | 4024 |R0U-Gi-D18-G080- j-d LT Disalility oo w6138 317,00 1231
7001 o1 | ou6 | oosn 1| 4135 | 00000016 0060~ 1-4125 | Oretarrws Comp: IEMA- Ciry 1‘;’;:::' Fuz 0.0
[leos| o1 | eas | oesd | 1 | 4126 |S01-04-016-G0E0-1-4136 Beberred Comp-1NG-City arsionl @ e Entunan oo
oos| o1 | c16 | ooceo | 1 |ara areup " e a0 16.215.00 16.230.00 &raz60
Moot| o | cis | oosa | 1 | arez 143 [Graup eririee oo £.167.00 475.30
Jloos| o1 | o16 | 0080 | 1 | 4143 [001-01-016-0060- 1-4143 | Grsup Inpurance-Depesdat fns " L
[loo:| o1 | e16 | oeso | 1 | azes Graus e ot Exzanse as0 30,00 s6.00 2100
[Jlooa| o1 | ei6 | ooso 1| AL Hualth Bavings :' Engunse 0.0
01 O | 036 | 0648 | 1 | 4147 [S0U-G1-016CONO L4147 Fheible Spanding Accosar Ciry [— 000 280,00 318,00 131,00
142.709.00 606|  27iioesrs]  27em09400 101468697 o0 0.00
Check All - Cleac AR
topes Denaiia impers e
1 Meva To Tep OF Tha Baga 1

9) To modify the view of information presented on the screen there is an edit option.

a. Click on the Pencil Icon in the upper right side of the screen.

& gy i ol
le [dit Yiew Fgvorites Tools Help

System Functions
0 - 2016-01V-BASE

|| Fiaancials Syrom

shawing 1 - 15 of 201] timg =

R ] [ |

Major Emphasis | Gosl | Training Need | Budget etails impart | Activiy ) ) ) ) ) ) ) ) ) ) o
L o —— ot Povind | Puind 3 Posied 3 P 4 Povid 3 Pesied 6 Prviee 7 Peviod 8 Pavivd 8 Pesied 18 Pevid 11 Perirs 13 Drladd g O EGTR Cow oy o

e 1-a101 Regular Bay 21337118 16RII600) 10316182

- 1: 4402 Tamporary Buay

De1-a110 Ovetime 2.607.00

0 1:4 115/ FICh-Ragalar 32100 #4384
- 1-41 16/ FICA-Medicar 396104 S#1700  1304s0
0:1:4]20 Pessisn-A5RS 3049533 3034700 1187788

14128 Bustiza-LT Duabiley w139 17,00 12501
0:1:4123| Daterras Camg=1CMA:Ciry LT
0:1: 4126 Daferred Cang-ING-Cty [ Eean o0

214541 Gross fraurasce: Madical Expanre ] 1621500 1633000 674260

Saruice e
Sarssnag| EElevss
koa.s TR T oe0 LIER00 136700 23830

Banlcs

Paryanaal| EmEliver

Sarvices | Hath
e

o 1-a ey Gioep 1a Exparse 000
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b. The following menu pop-up will appear.

{24 User Column Configuration Input - Internet Explorer

| cancel | save = E

Columns

Mumber of Rows 1&

Column
Fund

Diwvision
Section 3
Program
Function
Object

Account

Account Description

HONENEEEE

Project
Class a

W
Class Detail 1

c. Delete the display numbers of the columns to be removed, or change the number to change
the order in which they are displayed.

@ User Column Configuration Input - Internet Explorer

EUESL=g O aL

F
L

IR RENEEENEE

>

Forecast
Period 1
Period 2
Period 3
Period 4
Period 5
Period &
Period 7
Period 8
Period 9
Period 10
Period 11
Period 12

Budget Dietail Description

FY2014 Actuals

L)
w

d. Click the Save at the bottom.
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Note: It is recommended to remove Period 1 through Period 12 and Budgeted Detail Description.

e. The data view will be modified per the selections above (i.e., when Period 1 through Period
12 are removed).

Budget Datalls Selact
City of Flagstaff : 2016 Working - 2016-DIV-BASE

System Funchans

D[ 3ump 7o || Finamezals Symam
orts | Account Conversion | GL Transactions | Std Rpt: GLTX Detail
16
1 - 15 of 201] Hext showing 1 - 15 of 201 Next &
Return | Add | Refresh st Subyet Sotails Dmpees Eased Pile (33 Setails) vlﬂ
Jbudge: | Budget Details | juuification Cetails | Anachments | Major Emphasis | Goal | Training Need | Budget Cetails impart | Activity ; _ ; ; ; ;
e Bivintn 55 Brguram Fusstion Ohinst Aot Accunt Descintion Proit Class | Casa Datadl ShTves Beswesied Amowed Forscast  EYIPM Aceals  EYIPL3Bwduel EYA0L3YTD Actmals e EnSs P
Toor| o1 | 016 0060 | 1 | 4101 |OUI-0i-0IE-00S0-1-4202 Reaulsr Bay Fursannal] Saary 09 g samse 0.00 27337118 269,336.00 10316082
Flooa| o1 | 016 [ooto | & |4302 |aai-ar-ais-oose a1 [Tamporary bor Persannai === 200
Joot| o1 | 016 0060 | 1 |4110 |001-04-016-0060-1-4110 Cvartime Womnor [Exnss 000, 7178 2607.00
loor| o1 | oie | 0060 | & |4313 |001-01-016-0060-1-4108] Fica-hepuiar parsanne| Empleyer (o as0 1693 1632100 carasa
looi| 01 | 016 0060 | 1 |4116 |D0I-DI-D1E-O0E0-1-411§ FICA-Medicers it Bl L 000, 3.567.04 3.817.00 1,304.40
[l oos| o1 | 016 | 0060 | 1 | 4020 BOI-01-016 O0EG-1-4130 Pension-ASAS Parsunnal| Emplever g o orse 00 31.499.38 38,347.0 11,977.38
Too:| o | 016 | 0060 | 1 | 4124 |D05-03-016-0060-1-4124 Pansice-LT Disability Pl ‘:;‘;'::;’“ Extanse 0.0 661.35 31r.e0 12301
[T 00| o2 | oue | ooso | 1 |412% |008-01-016-0060- 14125 Defered Camp-ICMA-City Barsannal | Expansa .00
leoot| o1 | o1 ocee | 1 |4126 Dharred Comp e | Enpanss .00
| .H-rlanml Emplayer |
[ Jooa| o2 | ous | ooso | 1 [4141 |900-01-016-00%0-1-4243 Greup Insurance Madicel = wealth | Expange 0.00 16.213.00 16.230.00 674280
arvices | I
Parsonnal Emplayer
oo or | 016 | ook | 1 | 4142 |002-01-016-00%01:4143 Grevs Insursnce-Ousisl i it | Gaans a00 1167.00 1167.00 41330
e Banwbis

View Faverites  Tools  Help
Budget Details Select Sypstem Functiane
City of Flagstalf : 2016 Working - 2016-DIV-8ASE B emw 70, || Financials Symen
Bravicys | ehowing 16 - 30 of 201 g =
T e T £ |
Pudget | Budget Detalls | jusification Details | Attachments | Major Emphasis | Goal | Trsining Need | Budget Detals Import | Activity | § § § § § i § §
Sacten Erwensied Y313 YTD Y3018 IV FYa0is oIy
Fusd Divaios FProcues Fenction Objest Accunt Accomt Desiption Eroiest  Clam | CanDetal GLTive Torecast  FYZ0L4Actusls  [Y1013 Dudaet &
1> | 1 ! ! 1 ! | l Arrvuet 1 | 1 Actugls Satalan Peyvansd |
Emelayar
Toos| o1 | eae | vese | 1| 2169 |001-0a-016-0060 12260 Industnal Iaseriace 0,00 07,00 237,00 10243
[lo0:| 02 | cas | ooss | 1 |are: roup B0 sa3.00 sra.00 23963
(loos| o1 | o1e | 0080 | 1 | 2192 |000-01-018-000 14192 Mechanicsl Shop Laber 000
[ost| o1 | cis | oosa | 1 |aiss Frinros 0.0, -48.00
[jo0s| o1 | ox6 | ooso | 1 | #202 |00L0N-06-CORD 202 [Meticl Fana Epanis 0,00
[loos| o1 | cie | oosa | 1 | 4205 |901-04-016-0080- 14203 Lagel Feas [A— \70.000.00 3785.00 170,000.50
[lloot| o1 | ous Conractuls *expanss 1:300.00 3303 1:3060.00
H 1 e 4 ! 1 ; 1 4
Jloos| o1 | oee [commaenunte| Y, |eepansa) 140000e) | 1400000 2si078)
oor| o1 | ois comacnals] U e 12 640,00 CERES 1284000 wansT
[loos| o1 | o6 [oose | 1 |42z a Commacrants| U0 epanne 4843.00, 478078 484300 243,47
Jleor, o1 | cxe | gosa | 1 | 4213 |001-01-016-0060-1:0213 Ublities- Wate. Semar. Rafusn Commenls| SN |expanis Z103.00 184228 230369 a9
Tom| o2 | ois |oos0 | 1 |azas] | e ] 00| | 230000, 1 TA300]
[[lo0t] 01 | o6 | oen | 1 | 4239 |001-01-016-0080-1-a223 Mumsesnce-Equipamst Carractusli| Mamtansace | Expanie 2000.00 200600
Joos| o1 |owe |ooed | 1 | 00401016 GO0 L4231 | “smyurer Cqwgmam | ! Muiaranunce | Fxpanaa | 0.00] | |
Jloo:| o1 | o1e | ooea | 1 | ar3s |901-03-018-0060-1-a233 Mainte Carractusls| Mamtanince Expanss 0,00 1336004
74270500 Boe| 370006578 276808400 101458557 X0 o.00.

Budget Manual Page 41 City of Flagstaff



a. Click on the Edit button in the top left to open the screen where budget input can be made.

| @ http://city-innoprod:8006/financial/set 2 ~ € H@Cﬁydﬂww I & Budget Details Input » |

View Favorites Tools Help

Budget Details Input
City of Flagstaff : 2016 Working - 2016-DIV-BASE @
Budget Detail for Account: 001-01-016-0060-1-4211 = || dumpiTac-.. V|

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail |

e

Budget Detail | Attachments | Activity |
Budget Detail For Account
Account Number _PREVIOUS| 00i-01-016-0060-1-4211 Urilities-Telephone NEXT |

System Functions

Financials System

F¥2014 Actuals $12,124.98
FYz0l5 Budget $14,000.00
FY2015 ¥TD Actuals $3,%10.78
FY2016 DIV Grts/Cap $0.00
FY20l1é DIV Personnel $0.00

Requestsd Amount 14,000.00 - b Bpl Forecast

Monthly Amounts Toggle |

Total: 14, 000.00

Justifications

0 Narrative P 14,000.00
Estimated based on historical costs.

Type RECURRING

Total: 14,000_00

b. The budget input screen will be displayed.

<« @k@ http://city-innoprod:8006/financial/sec © ~ ¢ n {22 City of Flagstaff CityNET
File

& Budget Details Input x

Edit View Favorites Tools Help

Budget Details Input System Functions

City of Flagstaff : 2016 Working - 2016-DIV-BASE @ - -
; MIIEN | Budget Detail for Account: 001-01-016-0060-1-4211 D[ gum> 1o v || Financicts System

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail |

Cancel | Return | Save | Save - Next QBrC‘
Budget Detail For Account @
Account Number 001-01-016-0060-1-4211 Utilities-Telephone

F¥2014 Actuals $12,124.98

F¥2015 Budget $14,000.00

F¥2015 ¥ID RActuals $3,310.78
F¥201le DIV Grts/Cap 50.00
FY2016é DIV Personnel 30.00

Requested Amount ‘ 14, 000.00] | 12-Month Split Foracast
Monthly Amounts Toggle |
Update Requested Amount Total: 14, 000.00

Justifications

o Narrative

Estimated based con historical costs.
Amount 14,000.00

13€4 characters |eft %.1{ =

TYPE | RECURRING

O+

Update Requested Amount Total: 14, 000.00

Budget Manual Page 42 City of Flagstaff



c. Click on the + under Justifications to add the narrative and amounts to the account. There
is no limit on the number of items that can be added to the justification section.

Note: Do not input the Requested Amount or Forecast. The Requested Amount is formula
driven and will update after line items justification amounts are entered.

U1 @ hitp:/city-innotest007 finenciel-test O ~ ¢ |72 City of Fiagstatt CityNET ] & Budget Details Input

Eile Edit View Favorites Tools Help
)
City of Flagstaff : 2016 Warking - 2016-DIV-BASE

CLIY OF
FLAGSTAFF : .
SRS | 5udget Detail for Account: 001-01-D16-0060-1-4211 D[ sure To..

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail |

e - =
Innoprise Software "

Financials System

Budget Details Input Systern Functions

vl

Cancel | Return | Save | Save - Next ﬁ
Budget Detail For Account 2
Account Number D01-01-016-0060-1-4211 Utilities-Telephone

FY2014 Rctuals $12,124 93

FY2015 Budget $14,000.00

FYZ01l5 ¥ID Actuals $3,910.78
F¥z0le DIV Grrs/Cap $0.00
F¥20l1l6 DIV Personnel $0.00

Requestsd Amount | 1q,aac.gg| | 12-Month Splic Forscast a.00

Monthly Amounts Toaggle |

Update Requested Amount Totl: 14,000.00

Justifications

Update Reguested Amount | Total: 0_00 :

d. Input the Narrative for the budget item. There are 2,000 characters available in the
narrative field and the system will display the characters left as the justification is input.

Note: If justifications are in an excel spreadsheet they can be copied and pasted into
Innoprise. The excel entry must be in a single line format (word wrap is compatible) and
must not exceed 2,000 characters. Please ensure that the entire description is transferred.

Justifications are required for all entries. If it is an immaterial amount and it is part of
normal operations, enter a brief description, such as ‘Base - Office Supplies’.

Project number entry will be covered at a future date. At this time, it is not being used
except as a part of the justification.

e. Input the Amount of the budget item.
f.  Click on the Type drop-down menu and select Recurring for all Base budget input.

Note: All one-time and ongoing IFR request items will be input by the assigned accountant after
submittal and approval of the request by the Budget Team.
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(52| € hutp:/city-innotestB007 /financial-test/secure O ~ & H ‘= City of Flagstaff CityNET & Budget Details Input x ‘ | - ) 2 fo3

File Edit View Favorites Tools Help

ELAGSTAFF

Budget Details Input Systern Functions

City of Flagstaff : 2016 Working - 2016-DIV-BASE @ =
Budget Detail for Account: 00101-016-0060-1-4211 D|[ump 1o || Finoncials System
Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports [ Account Conversion | GL Transactions | Std Rpt: GLTX Detail
cancel | Return | save | save - Next 522
Budget Detail For Account @
Account Number 001-01-016-0060-1-4211 Utilities-Telephcne
F¥2014 Rctuals $12,124.98
FY2015 Budget $14,000.00

F¥2015 ¥ID Retuals  $3,510.78
F¥2016 DIV Grts/Cap $0.00
F¥2016 DIV Personnel $0.00

Requestsd Amount [ 0.00] | 12-Month Split rrmrs 0.00

Monthly Amounts Toggle |

Update Requested Amount Total: 15, 00000

ustifications

@ Mz Base - Telephone Serviees.

Estimated based on historieal costs.

TYPE | RECURRING V

1534 charactawg |eft

O+
Update Requested Amount | Total: 15, 00000
g. Click on Update Requested Amount.
—
T— —n|w[E]
Q;/‘w ity-innotest8007 financial-test/secure O ~ & || City of Flagstaff CityNET ‘ (& Budget Details Input x ‘ | ' {0 g fed
File Edit View Favorites Tools Help
CITY OF =
Budget Details Input
|2 DNERIWN DI ity of Flagstatt - 2015 Werking - 2016-DIv-8aSE ®‘ System Functions
. An A Budget Detail for Account: 001-01-016-0060-1-4211 D|[3ume 7o

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail |
Cancel | Return | Save | Save - Next ‘i‘}c
Budget Detail For Account @
Account Number 001-01-016-0060-1-4211 Utilities-Telephon
FY2014 Actuals $12,124.98
FY¥2015 Budget $14,000.00

FY2015 YTD Actuals  $3,910.78
FY2016 DIV Grta/Cap $0.00
FY201& DIV Perscnnel $0.00

Requested Amount [ 0_oa] | 12-Mcnth Split Forecast 0.00

Monthly Amounts Toggle

Update Requested Amount Total: 15,000.00

Justifications

o Narrative

Base - Telephone Services.
Zstimated based on historical costs. Amount 15,000.00

1934 characters left ]

TYPE | RECURRING W

-+
< Updste Requested Amount : 15,000.00
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h. The Requested Amount field will now be populated with the total amount requested for
all items.

— —
- - — e

L) (5))| @ http://city-inmotest:8007 financial-test/zecure © = & |72 City of Flagstaff CityNET

Eile Edit View Favorites Tools Help
City of Flagstaff : 2016 Waorking - 2016-DIV-BASE

EITY 0F
EEAGSTAFF
L A Budget Detail for Account: 001-01-016-0060-1-4211

Budgets | G/L [ Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transa

| (2 Budget Details Input *® ‘ ‘

Budget Details Input

Inr

r ftware
Systemn Functions p o]

Financials System

Cancel | Return | Save | Save

ext

udget Detail For Account

account Number 001-01-016-0060-1-4211 Urilities-Telephone
FYz014 Actuals $12,124 98
FY2015 Budget $14,000.00

FYz015 ¥ID Actuals  $3,910.78
FY2016 DIV Grts/Cap $0.00
FY2016 DIV Persomnel $0.00

<Requasted Amount | 15,000.00” 12-Month Split Forecast 0.00

“onthly Amounts Toggle

Update Requested Amount Total: 15,000.00

ustifications

o Marrative

Base - Telephone Services.

) ) . Amaunt 15,000.00
1534 characters left Estimated based on historical costs

Fne B

O+

[ Update Reguested Amount | ~oral: 15,000 00

11) Continue this process until your entire base budget has been entered.

(=)
Edit

12) Click on Save to return to the listing of accounts or Save - Next to go to the next input line.
& nttp://city-innotest8007/financial-test/secure O v & U /2 City of Flagstaff CityNET ‘ (2 Budget Detsils Input X

View Favorites  Tools Help

CITY OF .
Budget Details Input
2 NERIWNB | ity of Flagetaff - 2016 Working - 2016-D1v-asE ®‘ System Functions
: Au BN eudget Detail for Account: 001-01-016-0060-1-4211 D[ sum 1o v
Budgets\ G/L\ Chart of Accounts | Projects \ Workflow\ Standard Reports \ Account Conversion | GL Transactions | Std Rpt: GLTX Detail |

Eile

Financials System

Cancel | Return | Save | Save - Next

Budget Detail For Account

0
Account Number 001-01-016-0060-1-4211 Urilities-Telsphon
F¥2014 Actuals $12,124 .38
FY2015 Budget $14,000.00

FY2015 YID Actuals  $3,910.78
FY201& DIV Grts/Cap $0.00
FY2016 DIV Personnel 30.00

Requestzd Amount | 15,ooo.oo| ‘ 12-Month Split o o.00

Monthly Amounts Toggle

Update Requested Amount Total: 15, 000.00

Justifications

o Narrative

Base - Telephone Services.

i TR 15,000.00
1938 characters lef | E9FimaTed based on historical costs mount

Fng B

-+

Update Requested Emount Total: 15, 000.00
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Note: If upon saving an error is present, double check the Requested Amount equals your
Justifications amount. Make any necessary adjustments and then click Update Requested Amount
and Save once again.

13) Once successfully saved, the Budget Detail Input screen will be updated.

& hitp://city-innotest:3007 /financial-test/secure O ~ ¢& || ‘2 City of Flagstaff CityNET

{2 Budget Details Input % ‘

File Edit View Favorites Tools Help

Budget Details Input ‘
City of Flagstaff : 2016 Working - 2016-DIV-BASE @
Budget Detail for Account: 001-01-016-0060-1-4211 D[ gume 1o

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail |

System Functions

Budget Dei Attachments | Activity

Budget Detail For Account @
Account Number PREVIOUS 001-01-016-0060-1-4211 Utilities-Telephone NEXT

F¥2014 Actuals $12,124 .38

FY2015 Budget $14,000.00

F¥2015 YTD Retuals  $3,910.78
FY201§ DIV Grts/Cap $0.00
F¥2016 DIV Personnel $0.00

Requested Amount 15,000_00 Forecast 0.00

Monthly Amounts Toggle

Total: 15, 000.00

Justifications

o Narative 15,000.00
Base - Telephone Services. Amount

Estimsted based on historical costs.
Type RECURRTHEG

Total: 15, 000.00

14) Click on Return to exit the Budget Detail Input Screen.

LB 5 bt/ city-innotest:8007 financial-test/secure © = € ﬂ@mynfﬂagmnﬁymn |;@ Budget Details Input x ‘
Fie Edit View Favortes Tools Help

FLAGSTAFF

Budget Details Input | s
City of Flagstaff : 2016 Working - 2016-DIV-BASE @ stemn Functions
Budget Detail for Account: 001-01-016-0060-1-4211 D|[ 2urp To-.. v|

N 3 =
Innoprise Software i

Financials System

lBudgets | G/L [ Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail |

Budget Detail | attachments | Activity |
udget Detail For Account

A ccount Number PREVIOUS| 001-01-016-0060-1-4211 Utilities-Telephcne NEXT |
FY2014 Actuals $12,124 38
FY2015 Budget $14,000.00

FYz015 ¥YID Actuals  $3,910.78
FY2016 DIV Grts/Cap $0.00
FY2016 DIV Persomnel $0.00

Requested Amount 15,000.00 - 3 Farecast 0_0a

fonthly Toggle |

Total: 15, 000.00

ustifications

o Namative 15,000.00
Base - Telephone Ssrvices. Amauns

Estimated based on historical costs.
Type RECURATNG

Total: 15, 000.00
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Reviewing/Exporting Justification Details

1) Click on the Justification Details tab.

.“‘.’100,1-'_

Justification Details Select
Gity

Eystem Functies
of Flagetaf : 2016 Working - 2016-DIV.BASE -

B[ ump 70, Bl Syt

26 [svares wan v] Fiiter) Clear| 57

rexigus | showing 14 - 38 of 244] bt Brescious | showing 16 - 30 of 244 Mext

| Majer Emptass | Goal | Traming Meed | Budget Details tmpont | Activey
Searated st Datad tifcatios bfiates botifates Bl PGmS Possvie DO fTEW
Acomet Descrtien
fnd Dtvsion 07 Pmiect  Gam | CamOetad S ST prey prbeek k= Manative — s s e &|
01| 03 016 | CosE 3 4380 (00351938 Do% . Persemnel Fipanie L 4050 a3%.00) 18343
N N Servan ™ - -
boi| 01 | 016 | cosn | 1 |61 [00101-016-0060-1-4161 Oeses aserasca-Life e saxcs  sreoo  zmes
1| 01| 016 | COBD | 1 | 4192 0010101600 14182 Mac e
01| 01 | 016 | 06D | 1 | 4307 |001-G1-ON6-DI0-3-4Z0T Madcl Fees 000
bos| o1 | ou6 | oo | 1 [4a03 [001-01-016-0080-1-4203 el Faes Contractuats| "L g 176,000,00 o 176,006.00[KECURRING| 378360 170.000.00
01| 01 | 016 | 060 | 1 | 4306 |001-G1-086-DI0-1-4Z0K Connsinim Faes Casems 130000 o 1 390.00RICURRING] 43983, 1.300.00
01| o1 | 016 | 060 | 1 4381 |003-01088-0R0--4311 | Uoimar Temhe f— Cewn 1369008 009 o 120000 RECURNING 1243490 1400000 231878
01| 01 | 016 | G060 | 1 | 4303 [001-GLONE-DI0-3-431| Voimar B P— 0% o $2440.05 RECURRING 12e00a  4nees
01 01 | 016 | 6060 | 1 | 4203 001.01.0N6-0N0-1-4213 Unbeas Natsl Gu Contractua| U fgene 484300 o 484500 RECURAING| 4 apason  z1a
01 01 | 016 | 0060 | 1 | 4334 001:01-006-0040-3-4T54 Mumcemssce Bubdimga & Serucrimas Cosrac ancelBrzams| 000 400
' 138608 RECURATNG
3 v Bavgmen 00 119,09 AECURRING
1 rdarease  Bae 1 1 (4308 (RTLLLAR.TI 1TEBOMA00 §0I4ERESY 200 L]

2)  The Justification Details tab displays the detail which makes up the requested total.

3) Using the selector screen the Justification Details tab can be exported to excel.

S d s s 00 i P

Justification Dutails Select

System Funmans
ity of Flagstat : 2016 Working - 2016-0iV-BASE Di[2eme 7o o

| Faruialy Sriem

amks | Projects | Workfiow | [5td gt GLTY Gotad |

g 16 - 30 of 2841 HERNG

Duclet | Dudiet Dwtasls | Justification Detalls | astachments | Major Imphass | Goal | Traineg Meed | Budget Detads Impert | Acirvity
it Sewenied Bdurt futad elifnatem bt odduatee farsty ar i
e Biviion "5 Prore fumction Ohiect Aucaent Ascaent Sescription Frosect  Clan fenbetsd @lee “TUT fesont ol Ry Mamter i At

Bansanal | b

D01 DY | OLE | O0RD | 1 | 436D|00NGLDISDUED-1-4L60 Indwarrie Inavrinc B L Py arm w24

031 DF | OUE | COSD | 1 |4163 |DON-CI-DYS-DOSD-1-416) Gy Dapsresce-Lie Fapeais 00 S0 I a3

oo o3 | oue | cOSD | | 4397 |DOb

S1-D26-0060- 14153 Machanicsl 5 Fapeais om0

021 01 | Gle | 0060 | 1 |4336 |00LG1-036-D060-1-413 Extarsal Rembarsamascy Pasasel [— a0 4n00

O3 O3 | Gub | GOBO | 3 | 430 |G05-G1-038-006E-1-4303 Medol Fens

| o2 | ow [ooso | |az0n oos-e-ousoren-s-sana vepuren Comrcunts| e 70 00000 . 17oomos RcusnnG  279a08| 170900
o) o o6 | Gos0 ) ATLT | BO5-1-006-00HC-1-431 1 Unbtias-T = e T PR R ) 105000 AECURRING TDIJANE 1400008

" PR Prevy FT—— i fpaana| 13 p : 124
Lo o6 | Goso U | ensa| 3344008 & smme EAA0.00 REE R RN Y LR At e

i - Pree 3 ST 1 Dt M
wa| o | o |ooso| 1 001-01-0380080-1-4213 unbear-Natwrsl s S epenna| 434300 L e RSO NECUNRING)  ATIOTE  AMEGS, 34347
o1 o | owe |oosn| L [ [ o [Emeid e susosamcunma|  Lezze  zusos  wn
00| o | bt | ook 1 L s Mo Ecponra| 200000 5 |Paeasascs e e e T T Y
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a. Select Extract from the drop down menu.
b. Click on Go.

Sipatem fungtizes

ve s w| Finee| Clear, 57
| shomeng 16 - 39 o 344 bt

bo1| 01 | 016 | 8ed0 | 1 | 4163 D80-01-018:0068 14161 Greus Inrsramce-Life 24300 5740 23mas
01| 81 | eue | esan [ 1 £1-014:8065- 14193 Wachumical Shs
pot| o1 | o | oowo | 1 anso

14283 diaal Fans

bot| 01 | 016 | bedo | 1 [ 4208 [601.01-018-0080-1-4308 Lagal Fem 17000000 AECURAING.  ATHS00] 178.008.00

poa| o LU i -03-014- G060~ 14211 Unikties-Telephase Cestraciualy 200 L 1360060 RECURRING (Ea iRy 1400000 ER IR
| I | Urikry | | | .lluumalnuan- | Py |
po1| o LU 1 03-014-C0RD- 141D Unikties-Kitersl Oas Servicas Bepense 484300 L3 hiscanes casta AB43 00 RECURRING aTRote 484300 E R
01| 01 o6 | 0080 1 00103016 0060 14713 Uribtias- wacer, Sewar. Rubise Cantractusly 5 Expense|  2.103.00 L] 210300 1643726 210500 4799
po1| o 016 | 0060 1 OOL-01-016 0060 L4124 Mamtenssce Buikiengs & Stractas Cantractui petenance Expenne 220000 144300
1 1.200.00 RECURRING
74270900 ooo TALT09.00 1T11.068.73 01468697 ono 000

i | shomng 16 - 30 of 2441 st Prexicui | showng 16 - 39 of 2441 figxl
1 Mava To Tap O Tha Paga |

ORI [T —

fest L 12023084 5t Pt Corvright £ T8EA Harvs BRP. Al Righis Rasarvend

c. The data will be exported to an excel file where it can be modified as needed.

FEECE - [Read-Only] [C ode] - Microsoh Excel - ’ |==r
Home | Indert  Pagelayout  Fomulas  Dats  Redew View c@P=F 2
1 o e S - AN T owma] B et General - }_ﬂ! H | Marmal | imad Good ~m _?* i I: ¥ Autasum - }r
“— Qa Copy - — . i - . = e
"o Gramarms B2 UG - A BEA FE Bucocrcoo-| $ % 0 WA ot e Wew 0 [Clotoion | (ORI - e o v G, e s |
Cipbaard O - Alignment . MumBer - Styles Cely Editing
A d o
IST=] e < @ " T 1 1 1 | u T u o T G =
_mmm Section Account Account Descrgbon Praject Chass GL Type tequesied Amoun Forecas! Budget Uelail Description  Juslifscation Hank =1
12 'Wl = 0 1 o - o0 v 1 I_llﬂl 001-01-006-0060-1-4101 Reguar Pay Pergannel Services Salary and Vages taperse om e
n L 0 . o0 - 1 I_llﬂi PON-0 06008014102 Temperary Pay Persannel Services Salary and Wages Lupense i)
Lo o o6 1 001-07-086-00601-4110 Civertime Personnes Services Sy 80 Wages-OT Expesae 0.0 0.00
- n 4 (a1 o 0050 o 1 D0100-0065-00860-1-4115 FA-Reguis Persoane Services Empicyer Taxes xpense 000
& 'Wl L L1} L 0 b 060 L 1 001-09-006-0080-1-4116 Fila-Medcare Personned Services Empicyer Tames Expense 000
7 'Wl L L1} L 0 L 060 b 1 001-09086-0080-1-4120 Pergion-A5RS Personned Services Empicyer Retrements Expense 000
] 'Wl L {4} R 0e o 060 b 1 001-09-006-0080-1-4124 Pengen LT Daabiey Perseaned Services Empicyer Retrements. Expenge 000
) 'Wl L {4} R 0e o 060 b 1 001-09-006-0080-1-4125 Deferres Comp-iCUaCoy Perseaned Services Empicyer Retrements. Expenge 000
10 'W! L o IR 0 L 060 b 1 001-01-096-0080-1-4126 Dederrad ComphG-Coy Perscans Sarvices Empieyer Retrements. Expense o
11 'W! L o IR 0 L 060 b 1 001-01.006-0080-1-4141 Group insurance-Medical Perscansd Services Empieyer Heath Benefts Expense o
| 12 'M! L L1 1 o 1 oc8n 3 1 001-01-008-0088-1-4142 Oeoup nawrance-Destal Empleyer Expease LI
B o o e 1 001.01-516-0080-1-4143 Greup burance-Depeadart s Frployrr Expeaan L1
14 'M! L L1 1 ol \ o040 3 1 001.51.008-0082. 14145 et newrance.Vinen Frpleym Expecan LI
|1s,000 o1 0w o 1 001.01.016.0085-1.4148 Haatn Savegs Accouss Ciy [~ Expecan 00
| " 'Wl = 0 1 o - o0 v 1 001-00-006-0080-1-414T Flextie Spendng Accownt-Cly brpicyer taperse om
7 'Wl = n 1 0 - o0 v 1 DON-00-006-0060-1-4160 ndustnal Faurance Persannel Services Umgiayer Oitar Denatts Lupense o,
: 1 'Wl - n L 0 . o0 - 1 00100 -006-0080-1-4161 Gring NBeratce Lite Persanngl Gervices Emglayer Ottar Denatts Lupense i) |
(a1 o 0050 o 1 D0100005-0080-1-4152 Mechancsl Shoo Lstar Persoane Services Omher xpense 000
(a1 o 0050 o 1 D0100-005-0080-1-4156 Persornel Charges-Contra xpense 000
0 L 060 b 1 00109006-0060-1-4202 Medical Fees Conractiuals Professional Services Expense 000
0 L 060 b 1 00109096-0060-1-4205 Legal Fees Conractiuals Professional Services Expense 170,000 .00 .00
o 4 aees__anama mar Ancma_ssae X Fa— e - PP e
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Budget Reports

Working Budget Report

1) From the Favorites Bar, or the Jummp To dropdown, click Standard Reports.

& Innoprise Software Financials ®t kN

& http://city-innoprod:2006/financial/secure/index s ~ | 2 City of Flagstaff CityNET
p://city-innop Jjsp ity 9 iyl

View Favorites Tools Help

Innoprise Software Financials ‘ System Functions
Welcome Page (@[ cnecks

Financials System

Common.
Budgets | G/L | Chart of Accounts | Projects | Workflgw | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail | Deposits
Eatity
Favorite
Fixed Rssets
&/L
GL Transasction Search

GL Transactions
Home

TInventory

Invoices

Legout

Number Formstters (FA)
PCard Tramsactions
Pending Ttems Listing
Projects

Purchase Orders

< e e

std BpT
Std Rpt: TX Detail

Std Bpt: Gpen AP Recenciliation
Std Bpt: Project Report
Std Rpt: Tressurez's Interest Report V¥
Std Bpt: Trial Balance

2) Click on Working Budget Report.

n v

city-innoprod:8006/financial/secure/Contraller?ac O ~ & ” {2 City of Flagstaff CityNET | (& Standard Reports ‘ ‘
Tools Help
AFF Standard Reports | System Functions
et | City of Flagstaff @[ 3ume To... ~|| Financials System

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail |

Entity | Entity Activity | Work Flow | Chart of Accounts | G/L | A/P | Ad-Hoc Reports | Standard Reports | sudgets | Inventory | Projects | Department Defaults | Gateway | EFT Control | EFT Email Defaults

Balonce Sheer

Income Statem

Trial Balanc,
Authorized Spending Report X

Budget Revenue Report
| Transaction Detail Report 0

&l

Project Repos

 Move To Top Of The Page 1
User: Matthew Luhman Email Comments

Last Login: 12/04/2014 10:47 AM Copyright € 2014 Harris ERP. All Rights Resarved.

a. Click on the Budget drop down menu.
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City of Flagstaff CityMET Xj{ Working Budget Input ® \\_NewTab ®x |+

€ city-innoprod:8006/financial/secure/Controllerfaction=workingBudgetReport&imode=edit&history.clear=true&thistory.windoy C || Q Search

|2 Most Visited @ Getting Started [[J] Suggested Sites {_| Web Slice Gallery

Working Budget Input
City of Flagstaff

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactio

Return | Run

Working Budget Input Save Current Report| Load Q

Choose one...

2017 Working — Import of ONG

2017 Working - 2017-DIV-PERSONNEL

JECIAEEONnE 2017 Working - 2017-DIV-GRANTS/CRP  |_
1

Project 2017 Working - Z0L7-Z0I& CM Base

2016 Working — 2016-FNL-Transfers

2016 Working - 2016-FNL-Revenues

2016 Working - 2016-FNL-Rev/Trsf

2016 Working - 2016-FNL-Exp/Cost Bl

2016 Working — 2016-FNL- Total Expe

Leave blank to disp 2016 Working - 2016-FNL - Cost Zlleo

2016 Working - 2016-DIV-TOTAL
[ClGroup By GL Typ 2016 Working - 2016-DIV-PERSONNEL
2016 Working - Z2016-DIV-GRANTS/CRF

[C] summarize By F 2016 Working - Z01&-DIV-EASE

2016 Working — Z2Z016-DIV-B&F

2016 Working - 2016-CM-Total

i 2016 Working - 2016-CM-RSLs

Clsummarize By Pl 5016 working - 2016-CM-PERSONNEL -

| eummarize By Function

Budget 2017 Working - 2017-DIV-BASE |

From Account

Account Class

[Cl summarize By Di
[C] summarize By Se

b. Select a budget from the drop down list (i.e., 2017 Working - 2017-DIV-BASE).
Input the Account parameters.

Select display parameters.

Select Show Comparative Columns

Select HTML, PDF or XLS format for output.

Click Run.

w ™o oan
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TEe Edi View History Bockmaris Took telr RN

of Flagstaff CityNET KfWorking Budget Input x\+

€ @ city-innoprod:3006/financial/secure/Controllerfaction=workingBudgetReport&mode=edit&history.clear=true&thistory.wind

BLAGSTAFF

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpt: GLTX Detail | €

Working Budget Input
City of Flagstaff

Working Budget Input _Save Current Report Load 58

Budget 2017 Working - 2017-DIV-BASE

Account Class. Ciass Detall

O+

dispiay

DG @ By GL Type

Sumarze &y Funa
Sumnfarize By Divislan

Summarize By Sactian

‘Sumimarize By Fragram

] surmaferte By Functian

[ surmefarte sy Acemure i
[ sumartze By Ciacs Detall

] Stz By Otgect

aw Account Detall

[T s sustincation oetan (Buset Detan, requires Shaw accaurt detany

e Camparative Calmns.

o an zera

L N Raunding d ANl Amaunts To The Nearest Dallar ' Aound ANl Amaunts Ta The Nearest Thausand

Exdiude Asset Accounts

Excfuds Linbility Accaunts

Bart using output farmat

o s

.

e This rapart Is: restrictad by ScE0UNE DATTISEIONS.
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h.  Working Budget Report output.

T — - —
XSL FO Document - Moxzilla Firefo: s o e S
File Edit View History Bookmarks Tools Help
@ city-innoprod:8006/financial/secure/workingBudgetReportifinancialentityid=72860 &controllerAction=workingBudgetReportSavefifromacc_seg 3=016&toace_seg 3=016&budgetid=6760877 &segl=
-
PAGE »
City of Flagstaff
Working Budget Report
2017, Working, Details, 2017-DIV-BASE
From Account: -016  To Account: -016
Run Date: 12/15/2015  User: miuhman
Segments FY2012 FY2014 FY2015 FY2016  FY2016 YTD Budget FY2017 DIV FY2017 DIV Forecast FY2012 FY2011 FY2010
Actuals Actuals Actuals Budget Actuals Request GrtsiCap Personnel Actuals Actuals Actuals
[FUND] 001 : General Fund
[DIVISION] 01 : General
Administration
[SECTION] 016 : Municipal
‘Court Division
[PROGRAM] 351,087 410,810 460,635 708,591 295,116 293,354 o 0 0 473,108 807,823 1,028,891
0080 : Genersl
Administration
[FROGRAM] 0081 : Court T70.202 734,973 806,843 881,004 341,957 37.600 0 Q o 722,893 882,587 876,475
Services
[PROGRAM] 0062 : Record 137,184 118,173 105,718 122,395 21,729 31,890 o 0 0 156,002 316,753 219,693
Management
[FROGRAM] 0083 : Court 209,257 270,589 243,205 300,093 48,679 119,099 o 0 [ 211,848 422,262 532,976
Enforcement
[PROGRAM] 333,045 288,298 321,512 343,493 62,338 190,469 0 Q o 371,432 20,891 13,824
0084 : Warrant Division
[PROGRAM] 0085 : Gourt 170,619 165,889 280,264 197,218 75,355 80,900 o 0 0 166,133 126,191 8,153
Operations.
[FROGRAM] 0085 : Judicisl 484,557 435,011 459,244 462,918 180,976 6,710 o 0 ] 460,928 0 ]
Services
[SECTION] SubTotal : 016 2,435,931 2,679,641 2,677,421 2,817,808 1,026,188 740,022 1] ] 0 2,563,440 2,376,307 2,479,812
: Municipal Court Division
[DIVISION] SubTotal - 04: 2,435,831 2,579,641 2,677,421 2,817,308 1,026,188 740,022 o o 0 2,563,440 2,376,307 2,479,812
Generzl Administration
[FUND] SubTotal : 004 : 2,435,931 2,579,641 2,677,421 2,817,808 1,026,188 740,022 1] ] 0 2,563,440 2,376,307 2,479,812

General Fund

Note: This report example contains no entries for Cap/Grants or Personnel Budgets, which is why
some of the columns have zero balances.
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Account Inquiry Report

1) Select Chart of Accounts from the Favorites Bar or the Jump To menu.

B hitpc//ciy-inneprd 3006 financial stcure/ Co
View Favortes  Took  Help

FLAGSTATT g ! System Functians

shawing 1 - 34 of 34
[ Go]
| Entity | Objects | Segments | Fund Classes | ACCOURES | Classes | Defaurs | Bark | Bank Accounts | Quick Numbers | Fiseal Years | COA Imparts | Account Cemversion . . B . . . . . . |
Fnd piviion Sectivn Proseam Fuscticn Chisct st £ Easuipion Sime D ™ Cmtelsd  Pustis M ot Acct tequry SRS EERCANY ) it 11 ket I 1D Avaiabla
0061 | 1| 3251 | 001:02:016-0081-1:335] |Ceanty drasey Wavaras| Cutad| Incargavammnentsl Revenses Ceurcy Brasts
ookl t 4101 00400016 D06L-4-4000 Reuler Pay Cwtad Salery sad Wages

(L3 b | 4102 00U-0L016:-0061-1:4002 | Tamascanc Bax Tarad Salary sad Wages

szs0000) 3230000  are| 3230000

ABR312.00 IE:!'.!.M. 147, M!.Q}. ELERLED)
0.00 oco. 4n ‘12. 481132

e 2110 001020160061 1-4130 patad Salary and whas- 0T ooo| ool  eses|  cmas

[ 4119 | QOL-0i-9I6-008L-§-953D [FICA-Resler Tanas

no%: | 4116 .n] A=0L-016-DOSL- L4006 .ﬂmm]ﬂ I | [ [

006 4120 | 000:00-016:0064- L4120 | Panalsn-ASES

230600 2030608 843833 1emrrs
SAS7.00 5451.00. (! wgm. 2ATRSL
4&"74:0. [LE L | 30.407.90)

uos: 4124 | Q01R01E-00EL 1 0120 asunn|  asove| 1o

ousa 123 ! o Ratirarants

000 . @) 000

oesy aran Eoraplarpms Haalth Bamaits 4808100 aspaice| 2:13se3e| T4

o061 4142 | 0R4-RL-0IG-D0GL-L-4143 |Graus Eaxscance:Cansal a Ermgloyer asich Danadcs 437900 437300 LATROS| 239996
o0s 4143 | 004-08-046-0061: 1-4443 | Sraps Iagwrancy-Capandess Iny Emgloyer taslch Banadcs 12320.00) 12.330.00) 508000  7.140.00

e 148 | 00y-02-00¢-0061-1 2108 |2, & . Emglayar seaslth Dasads w00 1enes 3430 o080

o1 4148 | 001-01-016-006 114146 - Ermgloye waslth Besadts
oesd 4160 | 004-04-016-D061-1-4360 . Empluyar Other Banslits

o081 4161 Pargannsl Sarvires Emplayr Othar Bansfire

53600 33600 23000

7600 67600 26138

53500, 93300 34296
o061 4191 | 004-08-016-00G1: 14381 ursznzel Sarvi Ockar 36.000.00) I600000| 1104600 2495400
001 4208 | go Conracrusls Bredasisnnl Sanvices 000 S83rees| 2037040

o1 Costsneraals Unlity Sar

oess | & | 4229 [—y Mairenance e8¢

0083 | b | 4361 | DOM-0L-0I6-006(-|-4261 |Tresl, Losging ard Muly a [a—— Traval ans Edszaman a0

0061 | ¢ | 4262 | 001-04-016-0061- 14363 |Racimasion Coseracrusly Traval and Edscasian

0061 | | 4263 | DOL-0L91E-006L- 14263 |Eduiatis g Conractusls Traval and Bdesaan
0081 | 1 | 4270 | 001-0]-016-006]-]-4370 |B3atece ped Fraicht Costrucrusls Miscalaracus
oesd 4371 | 004-05-016-D061-1-437] |Adeanizing [y Miscabaraius
ooer | 4374 | 091-05-016-0061-1-4274 | Mamberahins | | | [ asramameeur

SRR T T R R T N S N S N S AL L SR

2) For the desired account, click on the Acct Inquiry symbol.
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The Account Input screen will be displayed which includes a graph for Budget vs. Actual, Adopted
Budget, Opening Balance, Month-to-Date (MTD) Expenditures, Year-to-Date (YTD) Expenditures,
Pre-encumbrances, Encumbrances and Ending Balance
Click on MTD, YTD, etc. to review a list of all transactions which have affected the
expenditures/encumbrances to date

- - EEm
e [4% \iew Favortes Took

city-inneprod 1004

vau £ = & |G ity ot Hiagutatt Caegtact

& Account Input

Help

Account Tnput
City of Flagstaff

Badgets [6/0 ] Chart of Accounts | Prajects | Warkilow | Stamdard Reports | Account Comvers Tan | Gl Transac Tions | St Rpl: GLIX Dwtail

ccount Inguiry

001-08-816=00%8=2=4211
Expanss
Debix

12/00/3024 [

-

00
L0454
0,00

E
Www o=

PECLET

== | Filter| Clear| 7

RIS R G6/A03938 G4 07013034 § | 6,005,090 Epansa £,000.00 GF (3 G 0 35/a014 R

£.000.00) 6,000,600

o061

bornal 8% Jowsal Mams Jownal Descrigtion 1B S1P  (ntersd 58 Uffsctive PO Sosed Amcwnt SLTvoe Amewst o ) | PostDute Comessst Fund Ofvisics Sectisn Proacem Ewsctisn Dhiect

Adegrad Busger Durad [FYI013]

Amanded Busge Dersd [FY2013]

Brccount Descristics Aoceust Class Protect Pradect Tves Probect Desct

5)

Click on the 3 Year Actual Comparison box to see a comparison of the last three years

£ hitge//eity-inneprod 8006/ Fnancial/securs/ ContrellerTactiona et

Help

-0 0 = € ) G City of Flagutalf CityNET

& Account Input

Fle [dr  ¥iew Favorites  Tools

coount Input
ity of Flagstalf

counts | Brajects | Workflow | Standard Beports | Acenunt Conversian | GL Tramas T st Wpt: GLTX Dwtail |

L.000.00
0,00
£200.00

0.00

.00

2
D00 dia 3|
0.00 |

439346

azes #izs V| [Filter] Cloar| 7

6.000.00| Evpansa) 6,000.00 @ I @D eracianta
00000 4.000.00

o010 |0i6  |o0sl

Joemal @ Jowsy| Myves Jownal Oescrgtion 18 51| Enteesd 8 Effective |90 Soeed Amoynt S1Tvee Amowst o | PoitDute Comment fusd Divisien Section Svoorss Femtion Sbist

Adspred Rusger Dessl [FY2013]

Amanded Dudger Dutal [FY2015]

Adsgust Decrigtion Accownt Cles Ereiect Brodect Tres Probect Destr
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Budget Document Shortcuts

Budget Calendar:

Budget Calendar

Division Checklist:

Division Checklist

IFR Form:

IFR Form

Mission Statement, Vision and Values:

Mission, Vision and Values

Accountant Listing:

Accountant Listing

Exhibit 1

Budget Manual

Page 55
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Exhibit 2

Common Questions

1. Thave a budget of $2,000,000, but Innoprise shows $1,750,000. What happened to the $250,000 that
is missing?

> Sometimes in the Charge To/From Class, there are entries for Charge to Grants Fund
(Object - 5101). These are typically negative numbers which impact the bottom line of the

report, but in actuality, the expense budget is unchanged, it is merely reflecting expected
funding to offset expenditures.

>

In addition, there may have been a change in the presentation of the account. Please send
the assigned accountant an e-mail with a PDF, excel file, or HTML screen print of the report
in question and your accountant can review the item and explain any deviations.

2. IfI'wantan easy way to see my budget from the prior fiscal year (including narratives), what report
should I choose?

> Under Standard Reports, Working Budget Report, there is a drop-down “YYYY Working
- YYYY Adopted Budget”. Input the range of account numbers to view, and select the
desired options as needed. Look at the final page of the report and compare the total

Budget Request to the budget to ensure you have pulled up the entire set of data.

Waorking Budget Input Save Current Bepor Load -\
Budget Manual Page 56

City of Flagstaff



3. lam trying to do a filter, but I keep getting incorrect or no results, what is the problem?

> Click on the Clear button next to the Filter button. If you have done previous filters, the
results are progressive unless you clear the prior filters.

> Verify the column that you are filtering by. The default for your screen display may not
be what you are searching. Look for a downward arrow in the heading to ensure you are
searching the correct data.

> Click the Refresh button on the left side of your screen.

» As with all data bases, when it comes to searches, sometimes less can be more. For
example, if your search is not returning what you are looking for, try to use less words or
only part of a word, or an account number, etc.

[ = |

L SBE 2 hitp://city-innoprod 8006 financial/secure/Controller? £ ~ & | & City of Flagstaff CityNET @ Budget Details Select x

File Edit View Favorites Tools Help

Budget Details Select ‘ Syetem Functions Innopr

Gty of Flagstaff : 2016 Working - 2016-DIV-BASE @)oo 7o ]| Finonciols Syt

kflow | Standard Reports | Account Conversion | GL Transactions | Std Rot GLTX Detail

showing 1 - 15 of 12984 Next B

7| e ——TyTTE ] 7 |

[Eeturn [ Add [ Refrech]
N

dget Budget D tification Details | At Major Emphasis Goal Training Need | Budget Details Import | Activity
o somjobgart] (mmtv) et Project| Cam | Class Detsd |GLType %ﬁ Forerast FY2014 Actusls FY2015 Budget 12013 YTD. =14
|ooz| o1 | o1 | oowo 1 |2101 |001-01-011-0010-1-2101|Regular Pay personnel| Salary and g o 0.00 65077148  671758.00| 266,896.13
Services | Wages
C|oox| o1 | o1 | ooio 1 |4102 |001-01-011-0010-1-4102(T¢ P: (]| Smyerd | 0.00 1,244.00 4,222.00
emporary Pay Sarvces | Wages pense . 244, :
Personnel| Salary and
[|oot| o1 | o11 | ooio 1 |4110 |001-01-011-0010-1-411 Canices | nages-OF |Expense 0.00
01-011-0010-1- ; Personnel| Employer
|oot| o1 | o11 | ooio 14115 |001-01-011-0010-1-4115 FICA-Regular amannel| EOESYS Bxpense 0.00 21,48065 4142800  10,445.43
fooz| o1 | o1 | oo | 1 |4116|001-01:011-0010-1 5116 FicAMedicar Fersonnel| EMEIOYE | opense 0.00 19631 sees00 379109
[looz| o1 | o1 | oo | 1 4120 |001-01-011-0010-1-8120 Pension-ASRS Personnel] Emplover |ecpensel 0.00 78,7222, 77,823.00,  31,098.31
[|oox| o1 | o1t | ooio 1 |4124 |001-01-011-0010-1-4124 Pension-LT Disability ?::2:‘ aiﬁﬂi‘;ﬁls Expense 0.00, 1,968.19 813.00 325.05
[Jjoo1| o1 o11 | oo10 1 4125 |001-01-011-0010-1-41; Comp-ICMA-City ';’:::g:‘ Employer Expense 0.00 -2,500.09 10,028.00
[Jjoot| o1 | o11 | ooto 1 |4126 |001-01-011-0010-1-41! Comp-TNG-City Personndl| Employer Expense 0.00
Senvices | Retiremants
Personnel| EMployer
[|oox| o1 | o1 | ooio 1 |4141 |001-01-011-0010-1-5131|Group Insurance-Medical = Health |Expense 0.00 35787.00 35293.00  14,661.80
ETCES | Bansfits
Persannal| SMElever
[|oot| o1 | o11 | ooio 1 |4142 |001-01-011-0010-1-4142 Group Insurance-Dental < Health |Bxpense 0.00 2,528.00 2,528.00) 1,023.60
=SS | Bensfits
Personnel| EMPloyer
|oot| o1 | o11 | ooio 1 4143 |001-01-011-0010-1-4143|Group Insurance-Dependant Ins = Health |Bxpense 0.00 10,700.00 7,643.00) 3,175.00
=Mie=s | Bensfits
fei Personnel| EMPlOYEr
[|oot| o1 | o11 | ooio 1 |4145 |001-01-011-0010-1-4145 Group Insurance-Vision f Health |Bxpense 0.00 108.00 108.00 45.50
SMces | Bansfits
Barsonnal| EMPloYer
[J|oo:| o1 | o011 | coio 1 |4146 |001-01-011-0010-1-4146 Heslth Savings Account- City = Health |Expense 0.00 556.00 231.00
ENCEs | Benefits
Fersonnel| SMElover
[foo:| o1 | 011 | coio 1 |4147 |001-01-011-0010-1-4147 Flesible Spending Account City et Health | Expense 0.00
EMCES | Bensfits
53.447,321.92 0.00]164,285,558.05| 231,140,274.92 63,271,182.88 0.00 0.00
Check All - Clear Al
[Retarn | Add & i et T R I |
showing 1 - 15 of 12884 Naxt showing 1 - 15 of 12984| Next
1 Move To Top O The Page
User: Matthew Lubman Email Comments
Last Lagin: 12/04/2014 11:18 AM Copyright © 2014 Harris ER®. All Rights Reserved. I
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4. Tentered a budgeted amount into the system, however, it will not accept the data.

> Verify the Justification was filled in, the Amount is correct, Type is selected and the
amount you requested is reflected in the Requested Amount.

s |
oA

LS © hitp://city-innoprod: 2006 financial/secure/Controller? 0 = & [ 2 Gty of Flagstaff CityNET @ Budget Details Input x

File Edit View Favorites Tools Help

System Functions

Budget Details Input
Gity of Flagstaff : 2016 W orking - 201 6-DIV-BASE @]
@ remp Te. ..

Budget Detail for Account: 001-01-016-0060-1-4231
Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Tr- ions | 5td Rpt GLTX Detail |

Cancel | Return | Save | Save - Next
O]

~|| Finencials System

Budget Detail For Account

Acceunt Numbar 001-01-016-0060-1-4231 Maintenance-Computer Equipment

EY2014 Retuals s0.00
EY2015 Budget $0.00
EY2015 YD Zctuals  $0.00
EY2016 DIV Gres/Cap $0.00
£Y2016 DIV Fezzomnel $0.00

Monthly Amounts Toggle |

e e

Justifications

o MNamative

BAIE - Computer Eguipment Amnusl Maintenance

o 250000

1856 characters

=11

Updats Regueszed Amounc Total: 2, s00.00
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5. Why can’t I see an entry that was accepted by the system?

> Verify you are in the correct sequence. For instance, you might have entered it into
Cap/Grants instead of Base.

> Verify by looking at your budget entries for your accounts whether it was accidently input
on the wrong account line.

» Verify that you clicked on Update Requested Amount.

e 0 - & 17 Gty of agetat] CRNET £ Budget Detat nper

Bl[7ms

nuastions | Gtd Rpb CLTX Dutail [ Lagnut

Budgel Datail Fur Accsumt

acesmnt tembar

i Forecast
Homthly Amasnts  Teggle
[ Tpdste Reguaried Amsuny Tetak 880
Jastilications
o amw worn - FIERTRTS -
3970 cha e ek Amcunt
Tvpe
=
Upasre Seguesnes dmeunt | Tayls,soo.s

Note: The requested amount indicates $0.00, but the Justification amount is $5,000. The system

should give you a warning when you click on Save if you have not updated, but inadvertently
Return may have been selected instead of Update Requested Amount.

&3 wirp.//eity-innobest 3007 Finanzial test/secure/ Carr

Fle Eda Yiew Favores Jooks Help

Budget Details Input
City of Flagstafi 1 20
Bud

) E—

thoms | 5td Bpt GLTK Detail | Lagout

Budgets | G/L| Chart of Accounts | Frojects | Worl

i R 1 wrers (See Bl

Budget Detail For Account
Azccunt tembar L0 016-0060- 14358 Taleny Tappliss

13viemsk Splic | Farecaer

Haguasted Ameunt das noe aquales the tetal of the Juseibcation mewnals)
Manthly Amaunts  Taggls

Updata Bagunsted hesuns | Tastiaee

Jus tifications.

ottt Bane - Gamarsl wafery sepplins

2970 charaoars st

6. How do I find the most up-to-date program listing?
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a. Click on Chart of Accounts either through your Favorites bar or by using the Jump To
drop down.

Favorites

Tools Help

Innoprise Software Financials

System Functions
Lajcome Page @

Jurp To..
2/ sesup ~

Account
Acccunt Objects
Activity legs
2d-Hoo Reporess
311 Encities

Budgees
evrgETTEevesd
Chare of hecounts
Chear Begimees
.

Commen
Deposits
Envity

Favorite

L Tramsaction Seazch
L Tramsactions

Heme

Invencory

Invoizes

Logout

Number Fommazers (FA)
5Cazd Transactiens

Pending Items Listing v
b. Select the Segments tab.
@ hitp://city-innoprod:8006/financial/secure/Controller?action=glAccountSele O ~ & |'| {2 City of Flagstaff CityNET | (& Account Select

File Edit View Favorites Tools Help

Account Select
City of Flagstaff

Budgets | G/L | Chart of Accounts | Projacts | Workflow | Standard Reports | Account Convarsion | GL Transactions | Std Rpt GLTX Datail

[ [[seaze= wien v| Filter | Clear| 7

showing 1 - 299 of 4000 (Capped)Show Count| Newxt

Entity i ments  Fund Classas  ACCOUNtS Classes | Defaults | Bank | Bank Accounts | Quick Numbers | Fiscal Years | COA Imports | Account Conversi
Fund Division) ram Function Object #v  Description GLType Type Oass

001-00-000-

O oo1| oo ooo | oooo 0 1001 | GRLOEA0% |pocled cash ssset |Detail Cash and Investments
001-00-000- I

O oo1| oo 000 | o000 0 1011 | piosiTERo |Petty Cash psset |Detail Cash and Investments

] ool | oo ooo | oooo o 101z | Q0E0C000- o h e Funds psset |Detail Cash and Tnvestments
001-00-000-

Police Investigation Fund
O oo1| oo ooo | oooo 0 1013 | gEsdEOC | police Investigation Fund ssset |Detail Cash and Investments
| oo1| oo 000 | oooo 0 103 | QOLOOD00: i opents psset |Detail Cash and Investments
e
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c. Click on Program.

2 http://city-innoprod 8006 /financial/secure/Cont O = & || /22 City of Flagstaff CityNET {2 Segment Select

File Edit View Favorites Tools Help

Sggment Select | System Functions
City of Flagstaff -j)” Jump Te. ..

Budgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Transactions | Std Rpkt GLTX Datail |

|[asazts wien V| Filter | cClear| 7
showing 1 - & of 6 Quick Jump: showing 1 - 6of6 B
Return | Refresh] =2
Entity Objects | S€OMeNts  Fund Classes | Accounts | Classes | Defaults | Bank | Bank Accounts | Quick Numbers | Fiscal Years | COA Imports | Account Conversion
Len Ord Base Allow Characters laster ment Object Parent
Fund 3 1 v v none
2 2 v Fund
3 3 v Division
4 4 v Section
Function 1 5 v Program
Object 4 6 v v Function
Return || Refresh | 22 7epor =t v Go
Showing 1 - 6 of 6 showing 1- 6 of &
1 Move To Top Of The Page 7
User: Matthew Luhman Email Comments A
< >

d. You are now viewing the most up-to-date program listing. The Code column contains the
program numbers.

Helpful Hint: By clicking the pencil icon in either the upper or the lower right corners, you

can increase the lines displayed up to 499 lines per page.

(& Segment Description Select

File Edit View Favorites Tools Help

Segment Description Select | S vatem Functions Innoprise

City of Flagstaff : Program @|[aume za.. ~|

Financlals System

e

howing 1 - 16 of 500 (Capped)Show Count| Next showing 1 - 16 of 500, ylﬁi ount| Next =]

Code « Seament
0000 Program Delete
0010 Program Delete
Disability Awareness 0011 Program Delete
Public_Information 0012 Program Delete
Customer Service 0013 Program Delete
Property Management 0014 Program Delete
0015 Program Delete
0016 Program Delete
0020 Program Delete
0021 Program Delete
0022 Program Delete
0023 Program Delete
0024 Program Delete
0025 Program Delete
0030 Program Delete
0040 Program Delete

showing 1- 16 of 500 (Capped)Show Count| Next

howing 1 - 16 of S00 (Capped)Show Count| Next

T Move To Top Of The Page ?

er: Matthew Luhman Email Comments
ast Login: 12/05/2014 11:58 AM Copyright @ 2014 Harris ERP. All Rights Reserved.
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» Change the number of rows up to 499 and click on Save.

(& User Column Configuration Input - Internet Explorer @_Iﬂ
=] = I

Columns

Number of Rows
| column

Description

Code

Segment

=

[Cancel | save] | Reset 57

Helpful Hint: There are other ways to view the program list. By using the dropdown menu to the
right of either pencil icon, you can choose to view the program list as either a webpage (HTML) or

pdf report. From here, you can also extract the list as an excel spreadsheet. Just select the format
you want and click Go.

Sl 2 hitp://city-i ntroller?acti O & |72 (& Segment Description Select X

Segment Description Select System Functions
City of Flagstaff : Pragram @ |[7ump 1o v

o g
Innoprise Software A

Financials System

Sudgets | G/L | Chart of Accounts | Projects | Workflow | Standard Reports | Account Conversion | GL Tr. tions | 5td Rpt GLTX Detail

—( e

fevious | showing 85 - 100 of 500 (Capped)Show Count| Next

Pravious | showing 85 - 100 of 500 (Capped); =]

:scription Code v Segment

ransportation Engineeriry 0312 Program Delete

v elopment Engineerin 0313 Program Delete
ublic Works Inspection 0314 Program Delete
sterials Testing 0315 Program Delete
urveving 0316 Program Delete
eneral Administration 0320 Program Delete
Lapital Improvement Engineering 0321 Program Delete
DOT Project Coordination 0322 Program Delete
Inplanned/Unprogrammed Work 0323 Program Delete
Y ear Capital Program Development 0324 Program Delete
ond Election Development 0325 Program Delete
eneral Administration 0330 Program Delete

uncil and Commissions 0331 Program Delete
dvanced Plannin 0332 Program Delete
uilding Plan Review 0333 Program Delete
building Inspection 0334 Program Delete

. P ———
evious | showing 85 - 100 of 500 (Capped)Show Count| Next Previous | showing &5 - 100 of 500 (Capped)SREVrCwORTT Next
1 Move To Top Of The Page *

Jser: Matthew Luhman Email Comments

ast Login: 12/05/2014 11:06 AM Copyright © 2014 Harris ERP. All Rights Reserved. Y
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HTML

& http://city-innoprod:3006/financial/secure/yarp/segmentl O ~ &

File Edit View Favorites Tools

Help

Mode: landscape

Report

Description Code Segment
Unassigned 0000 Program
General Administraticon 0010 Program
Diszability Awareness 0011 Program
Public Information oo12 Program
Customer Service 0013 Program
Property Management 0014 Brogram
City Clerk 0015 Program
Elections 001e Program
General Administraticn 0020 Program
Recruitment and Selecticn 0021 Program
Benefits oo22 Program
Compensaticn and Classification 0023 Program
Employee Training and Counseling 0024 Program
Diversity Awareness 0025 Program
General Administration 0030 Brogram
General Administraticn 0040 Program
Applications 0041 Program
Systems 0042 Program
Services 0043 Program
Network 0044 Program
GIS 0045 Program
Micreosoft Settlement 00486 Brogram
IT Non Departmental 0047 Program
General Administration 0050 Program
Council and Department Support 0051 Program
Police Court 0052 Program
Description Code Segment
General Administraticon 0060 Program
Court Services 0061 Brogram
Record Management 0062 Program
Couni E 5 LYY

Description Code

Unassigned oooo

General Administration oo1o

Disability Awareness. o011

Public Information o012

Customer Service o013

Property Management o014

City Clerk 0015

Elections o018

General Administration oo20

Recnitment and Selection 0021

Benefits o022

Compensation and Classification 0023

Emplayee Training and Counsaling o024

Diversity Awarznes: o025

General Administration o03n

General Administration oo4n

Applications o041

Systems o042

Services o043

Netwark o04q

GIs 0045

Microsoft Settiement o048

IT Non Departmental o047

General Administration 0050

Council and Department Support 0051

Folice Court 0052

General Administration ooen

Court Service: o081

Record Management ooa2

Court Enforcement ooea

Warrant Division o4

Court Operations 0085

Judicial Services ooes

General Administration o100

General Administration o11n

Purchasing 0111

Warzh 0112

General Administration 0120

Licensing and Support 0121

Auditing o122

Sales Tax Collections 0123

Customer Service 0124

Billing and Collections 0125

Print and Mail Services o128

Meter Services 0127

General Administration 0130

Accounting 0131

Fayroll 0132

Accounts Payable 0133

Grants Management 0124

General Administration o140

Technical Services 0141

Public Services 0142

East Flag Library 0143

Main Library Automation 0144

Outreach 0145

County Jail 0151
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EXCEL

Home Insert Page Layout Formulas Review View
£ Arial 10 - A= ¢ Wrap Text e
4 By~
Pajte ¥ I uo- - d-A- = % =34 Merge & Center ~
l: Clipboard 1= Font P Alignment
Al - _fr| Description
A | B C D
1 Description ICodeSegment
II 2 Unassigned "0000 Program
3 General Administration 0010 Program
4 |Disability Awareness 0011 Program
5 Public Information 012 Program
6 Customer Service 0013 Program
7 Property Management 0014 Program
8 |City Clerk 0015 Program
9 Elections 0016 Program
10 General Administration 0020 Program
11 Recruitment and Selection 0021 Program
12 Benefits 0022 Program
13 | Compensation and Classification 0023 Program
14 Employee Training and Counseling 0024 Program
15 Diversity Awareness 0025 Program
16 General Administration 0030 Program
17 | General Administration 0040 Program
18 Applications 0041 Program
19 Systems 0042 Program
20 |Services 0043 Program
I 21 Metwork D044 Program
22 |GIS 0045 Program
23 |Microsoft Settlement 0046 Program
24 |IT Mon Departmental D047 Program
25 |General Administration 0050 Program
26 Council and Department Support 0051 Program
I' 27 |Police Court 0052 Program
28 |General Administration D060 Program
29 |Court Services 0061 Program
30 Record Management 0062 Program
31 Court Enforcement 0063 Program
|| 32 Warrant Division 0064 Program
I. 33 Court Operations 0065 Program
I 34 |Judicial Senices 0066 Program
35 |General Administration 0100 Program
36 | General Administration 0110 Program
37 Purchasing 0111 Program
38 Warehouse 0112 Program
39 | General Administration 0120 Program
40 Licensing and Support 0121 Program
41 Auditing 0122 Program
4 4 » M| Report ¥ -
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7. How do I setup and customize my favorites in Innoprise?

> Detailed instructions for setting up the favorites bar start on page 1.5 of the Innoprise
General Information manual found at the following link:

http:/ /www.flagstaff.az.cov/DocumentCenter / View /43440

8. Is there an easy way to cross-reference account numbers between Naviline (old) and Innoprise
(new) structures?

» Detailed instructions for accessing the account conversion tool in Innoprise start on
page 2.7 of the Innoprise Chart of Accounts manual found at the following link:

http:/ /www flagstaff.az.gcov/DocumentCenter/ View /43441
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