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GEORGIA DEPARTMENT OF TECHNICAL AND ADULT EDUCATION

Office of Technical Education

July 2002

Technical Education Improvement & Innovation Project

Budget Software Manual

The following pages include the steps for completing the new Technical Education Improvement and Innovation Project Budget Software.  The budgeting process is based on projects.

Step 0 – In the Beginning

0.1 -- To load the new software save the TEIIP.mde file to the hard drive of the machine that will be running the software. This can be a single user machine or a server.  The instructions for installation of the software are on the CD with the TEIIP.mde file.

0.2 -- To run the application, double click on the TEIIP.mde file.

0.3 -- A password screen will pop up requesting a password. Use the password for the new system provided by the state office. Enter the password and click OK.
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Screen 1: Password Dialog

0.4 -- The first time the application is run you will need to choose your college.  On this screen select the name of your college from the drop-down box on the left.  Set the fiscal year (for example the first year will be 2003) and click OK.
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Screen 2: Welcome

0.5 -- After selecting the appropriate college, the main menu for the Technical Education Improvement and Innovation Project Budget Software will appear. 
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Screen 3: Main Menu

Step 1 – Enter Projects

1.1 – From the main menu, click “Enter Projects”.  A project must be set up in the software before the individual budget items can be entered.
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Screen 4: Projects

1.2 – The following fields must be completed.


Project Number: Enter 1 or 2 as appropriate.


Name:  Enter the name of your project (no longer than 75 characters).


Project Type: Enter New or Continuing


Project Category: Enter Innovation or Improvement


Project Area: From the drop-down box select your project area.

Core Sub-indicators: From the drop-down box underneath the heading Core Sub-indicators, choose the core sub-indicator(s), for which your project will improve performance.  Please select all that are appropriate. All projects must improve performance for at least one core sub-indicator.

1.3 – This screen also allows you to Add and Delete items by clicking on the icons on the right side of the screen. Click Exit to go back to the main menu.

Step 2 - Budget
2.1 – From the main menu, click on “Enter Budget Items”.  
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Screen 5: Budget Spreadsheet

2.2 – A project must have been set up in the project screen before its budget items can be entered from this screen. The following items must all be completed in detail for each item.


Project:  Choose the project number from the drop-down box.


ID:  This number is generated by Access and cannot be changed.



Description:  A brief (no longer than 125 characters) description of each item that you will be purchasing must be entered.  It must be a detailed line item description.  For personnel, please list the position, person’s name and the percentage of salary that will be funded out of the grant.  

Type: Click on the drop-down box to the right to choose the type:

Personnel- Includes employees on permanent, temporary, skilled or unskilled, on annual, monthly, semi-monthly, daily or an hourly basis. Personnel items need to include salaries, other associated costs, and benefits.

Equipment- Includes material items of a non-expendable nature that are for instructional programs.

Other Operating- Includes any other items needed to operate the institution that are not specified in any other category.  Items in this category may include: supplies, postage, subscriptions, dues and registration fees.

Travel- Includes expenses for lodging, meals, and use of personal vehicle, leased vehicles or other costs incurred by employees in job-related travel. 

Contracts and Consultants- Includes per diems and fees paid to contractual personnel or agencies, public or private firms, and authorities.

Publications and Printing- Include publications that are deemed necessary in providing services delivered within the scope of this award. Includes printing charges, cost of stationary, imprinted envelopes, imprinted computer and other forms.

Amount:  Enter the cost for each individual item.

2.3 – To code the rest of the information for each item, click on the Details button.

[image: image7.png]P2 TEUP - [Budget_Entry_Form : Form]

|¥-d|&
[0 elfssasserir )

Item [This is a detailed description
Description:
Amount: $100.00 Type: |Publications and Printing i
Project:  [1-The rame of the project T o

Justification:  [Ths = why this & needed

Mandates/Permissives:
Amount of Non-Award Match:
.00

@ Source of Non-Award Funds:





Screen 6: Budget Detail

2.4 – Besides the information already entered from the budget spreadsheet screen, the following information must be coded:

Justification:  Please explain (in not more than 255 characters) why this item is needed for the project.

Mandates/Permissives:  To choose a mandate or permissive, click on the drop-down box underneath the heading Mandates\Permissives.  It is allowable and encouraged to choose more than one Mandate\Permissive for an item if it meets the guidelines.  All expenditures must be linked to a Mandate or Permissive.  

2.5 – If you would like a complete list of all Mandates and Permissives, click on the “book” icon.  The following pop-up will appear.  You can click the “x” in the upper-right corner of the pop-up to close the screen.
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Screen 7: Mandates/Permissives Pop-up

2.6 – If Non-Award funds have been used to match the award, then you need to complete the following information:

Amount of Non-Award Match:  Enter the amount of Non-Award funds used to match the award for this item.

Source of Non-Award Funds:  Click on the drop-down box to the right to select the source of the Non-Award funds (state, local, other, or foundation).

2.7 –  When all the details have been coded for this budget item, click on the “accept” button to return to the budget spreadsheet screen.

2.8 – When you have completed entering budget items, click the “Door” icon on the budget spreadsheet screen to return to the main menu.

2.9 – Alternately, from the main menu, you can click on the “Enter Budget Details” icon to go directly to the all budget details screen.  From this screen you can enter all the information as above.
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Screen 8: All Budget Details

2.10 – The all budget details screen also allows you to Add/Delete/Filter/Find/Sort items by clicking on the icons on the right side of the screen. Click Exit to go back to the main menu.

Step 3 - Reports
3.1 From the main menu, click on “View Budget”.  A report listing items in your Technical Education Improvement and Innovation Project Budget appears. This budget grows as items are added. If you click on this screen before items are entered, it will be blank. 
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Screen 9: Current Budget

3.2 – From this screen, once you have set up your printer settings, you can print this (or any of the budget reports) by clicking on the printer icon, or by going to the toolbar and clicking on file and print. To adjust printer settings, go to the toolbar and click on file and page setup.

3.3 – Click Close to return to the main menu.

3.4 From the main menu, click on “View Mandates/Permissives”.  A report listing items in your Technical Education Improvement and Innovation Project Budget by Mandates and Permissives appears. This budget grows as items are added. If you click on this screen before items are entered, it will be blank. 
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Screen 10: Budget items by Mandates/Permissives

3.5 – Click Close to return to the main menu.

Step 4 - Write Budget File for Sending to DTAE
4.1 – From the main menu of the Application click on the ‘Write Budget File for Sending to DTAE’ icon. This will enable the data to be saved as an .mdb file that will exist in your root directory (C:\tdata.mdb).   
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Screen 11: Budget Information Saved

4.2 – Click “OK”.  You will be returned to the main menu.

4.3 – From the main menu, click the “Exit” button to exit the software.

4.4 – The C:\tdata.mdb file now needs to be attached to an e-mail to DTAE.
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Step 5 - Next Year

5.1 – The software is designed to work  for more than one year. From the main menu click on “Change Years” to change the year to the appropriate fiscal year. Type in the year and click “Accept” to return to the main menu.
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Screen 12: Change Years

5.2 – Now enter that year’s budget as explained above.
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