Budget Services and Financial Planning
School Fiscal Services

STAFFING AND RESOURCES JOB AID

This report summarizes school resources by Job ID, Budget Item Description, or Commitment Item with Full Time
Equivalent (FTE) and Total Cost.
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1. Click on the Reports tab.
2. Click on Staffing and Resources

School Budget Planning and Maintenance
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3. Enter Version. Click on matchbox to display a list of available versions.
Version options:
a. BP1 =Budget Development (Base allocation based on ECast)
b. FNO = Budget Development
c. CMO = Current Modified Budget
4. Enter Fiscal Year.
5. Enter Fund Center.
a. Leaving this field blank will run the report for all schools in the system.

b. Clicking on =] will allow you to enter multiple Fund Centers.
6. Enter Program. System will default to program 13027.
7. Select the Output Type:

a. Printthe Form

b. Email the Form - Enter the Email Parameters to email the form.
Qutput Type
=) Print the Form
" Email the Form
Ermail Parameters

) Send to Schools and Fiscal Specialists
iSend to Specified Email Addresses o

8. Select Display in Form.
Display Options:
a. Display in Grid — Allows for the report to be downloaded as a spreadsheet.
b. Display the Form- Displays a formatted report to print or save.

9. Click on Execute
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10. If the print Output Device is blank, type in LOCL and press Enter. Output Device should be My win local printer
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11. Click on the dropdown icon
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on the Frontend Printer

12. Select Doro WinGUI PDF Writer

13. Click on Print

Note: Selecting Print Preview will display the report/form and allow you to only print (not save)
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14. Click Create. Report will open and be saved to the default location.

e e i e e e [Eeerarepere) poppereyee raranges 4 e

Doro WinGUI PDF Writer -
PDF File ‘ QR10000476543_1.pdf ‘
| \\Client\CS\Users\beatrice.lomeli\Desktop | El
Y wwwthe-sz.com Default location I| Create | Cancel |

15. Result is displayed in PDF format and can be saved and/or printed.

Staffing and Resources
{ Sorted by Budget Line Type, Job, Budget lem, and Commitment ltem )

Fund Center Mame: ABC School Fund Center: 1234501

Fund Citr Type Mame: ELEMERNTARY Local District: 3 A

Morm Category: PHBAC

Fiscal Year: 2019 Wersion: CMO

Program Code: 10183 Program Mame: Targeted Student Population

Description FTE Total Cost
TEACHER ASST - DEGREE TRA 1.00 18,641
ASMT MNOMCLSRM, PREP 0.50 67,620
PROF DEYV TCHR X-TIME 0.00 5,400
TUTOR TCHR X TIME 0.00 599
CRD DIFF TSP ADWY 0.00 770
HEALTH WELFARE CERT 0.00 5,995
RETIREE BMNFTS CERT 0.00 2 505-
TA HEALTH&MEDBEMEFIT 0.00 5,100
POTEMTIAL FHDIMNG WAR 0.00 3,424
1WA 0.00 2,224
CONTR_ INSTRL SWVC 0.00 18,022
Total 1.50 112,400
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