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Overview
The Working Budget Report is designed to:
1. Compare actual Revenues and Expenditures for the past two years with the Current

Year Budget.

2. Report Current Year Budget as a calculated column for multi-year funds. (Fund 2, Fund
22, and Fund 360 are multi-year funds consisting of Projects that can be expended over
a period extending beyond one fiscal year.)

This document provides instructions for producing the Working Budget Report in printed form and
magnetic media file formats.

Fund 2, Fund 22 and Fund 360 Budget Appropriation Calculation

Fund 2, Fund 22, and Fund 360 are multi-year funds consisting of Projects that can be expended
over a period extending beyond one fiscal year. Any multi-year fund account is budgeted just
once - in the year of its inception. This Project budget remains in effect over the life of the
Project, which may extend beyond a single fiscal year. Because the Working Budget Report
shows budgets for a single fiscal year, reported budgets for Projects with activity beyond a
single fiscal year will be distorted. To minimize the distortion, the report performs the following
calculation:

Project Budget — Prior Year Actuals = Reporting Year Budget

The calculated budget is reported in the Budget Appropriation column on the Working Budget Report.

Steps for Generating and Submitting the Working Budget Report
To successfully generate and submit the Working Budget Report, several steps are performed.
1. Verify that Project Actual start and end dates are set appropriately on all Project Master
Records.
2. Generate the Working Budget Report hard copy and magnetic media files.
a. This step will produce an error message if any errors exist.
b. Errors must be corrected before the magnetic media files can be generated.
3. Generate the Working Budget Report with detail.
4. Generate the Working Budget Report without detail.

5. Transfer electronic files to KDE.
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6. If necessary, submit replacement electronic files.

Setting Project Actual Dates

Establishing proper dates in the Actual date range fields for multi-year fund projects (Fund 2,
Fund 22 & Fund 360) in the Project Master table is an important part of producing the Working
Budget Report. Dates must be entered accurately for ALL projects. Incorrect or missing dates
will result in projects being excluded from or incorrectly included in the report.

Prior year multi-year projects should not generate into the Working Budget report. The Project
Master record for a prior year grant should contain an Actual Start & Actual End date before
generating the report.

Example: 310I- FY22 Title | Basic — A portion of these funds can be carried over and spent in the
following year. However, the budget for these funds should not be included in the FY22
Working Budget report. Therefore, the Project Master should reflect the following:

Project fiscal range JUL o JUN
Projected date range 07012020 ] to 063072021 ]
Actual date range O7/01/2020 [ to 06/30/2021 [F)

Note: The Projected date range does not affect accounts missing from or being included in the
Working Budget Report. Districts must use the Actual date range field to ensure accurate
reporting.

The table below describes the effect of dates entered in the Actual date range fields on budget
reporting for multi-year accounts.
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Added to budget calculations?

No Dates in Actual date range fields Yes
Actual Start Date only, before reporting year Yes
Actual Start Date only, after reporting year No
Actual End Date only, before reporting year No
Actual End Date only, after reporting year Yes
Actual Start and End Dates before reporting No
year

Actual Start and End Dates after reporting year No
Actual Start Date before reporting year,

Actual End Date after reporting year Yes

Set Project Start and Actual Com

“B Financials » General Ledger Menu

pletion Dates

» Set Up/Chart of Accounts P Project Master

= Xoelkte

5L Tile ng.vu‘
Excel A

sssss At
D schedie

Add  Update

SF'

& Duplicate

Mot BRAudl  GLAwount Obligation Date
i Maplink- 6L Budget

© e

Tools

Grant

W Droject ledger use only

encumber

& External Contacts || & Milestones
& Fixed Assets & Locations

& Internal Contacts
& Contract Details
AP Retainage

Amount

a

0 (=]
o T

=] Original

o |Revses

& Escrow
& Task Groups

& Notes

Roimb % Roimb max IND % Total Billed to Date

Find all records.

Select Browse and review the projects to verify that the appropriate Actual Start Date and
Actual End Date has been set for each project.

If any project has an incorrect date range, perform an update to modify the dates.
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Generating the Working Budget Report

“B Financials » General Ledger Menu P Inquires and Reports P State Specific Reports
» Kentucky Reports »Working Budget Report

":-'" HOME

Browse Delete B Text file | [, ord Notes Audit Define
il @:.i" Builder -t . G PDF —— Ema Notif Bcull

Print Attach : e
e evie Schedule oAlerts'
Confirm Search Actions Output Office Tools Menu
Export Options

Fiscal year for reports

W Include Account Detail.

O Paper/Spool Only
Output file options O Magnetic Media & Spreadsheet Only
O Both Paper & Mag Media/Spreadsheet

Select Define and enter the fiscal year.

The Include Account Detail box is checked to generate the detail file submitted to KDE. This can
also be checked to generate a detail report to research discrepancies.

Check the Include Account Detail box.

Click the Both Proof Report & Electronic File/Spreadsheet output file option.
Click Accept.

At this point, if errors exist, the error message shown below will appear:

Munis (glkywkbd)

Balancing errors exist. Only output file option paperfsaved reports only is allowed.

OK

Select OK and the Output file option will now be set to Paper/Spool only.

Select Print from the ribbon at the top of the Working Budget Report screen and choose an
output method.

The last page of the report gives information related to the errors that exist on the report.

Description of Munis Errors
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1. Fund X Revenue (object codes =>0999) and Expenditures (object codes < 0999) do not
equal

Note: This error indicates the budget for Fund X does not balance.
2. Total Funds Transfer Revenue and Expenditures do not equal

Fund X Revenue Transfers for object code 52** = SXXXX

Fund X Expense transfer for function 5200 and object 091* = SXXXX

Note: Refer to Appendix A for instructions on how to generate a report that will identify
fund transfer accounts that are pulling into the Working Budget Report.

3. Expense transfers for object 091* and NOT function 5200 exist
Fund X and function XXXX=SXXXX

Note: This error indicates the object is attached to an incorrect function code. An
account change or segment change may be necessary. Refer to Appendix B for more
information.

Description of Munis Warnings

1. Negative budget amounts exist in Fund X for SXXX for function XXXX and object code
XXXX

Note: Only reported for Funds < 7X
2. Contingency fund percentage is less than 2%
Note: Contingency % is calculated as follows:
A = sum of object code 0840* for fund 1

B = total expense accounts for funds 1 and 51 and Expenditure Objects less than 0900
and not 0280 and not project 16M*

Contingency % =A/ (B-A)
3. Budget amounts do not exist for fund X

Note: Where budget revenues or expenditures do NOT exist for funds 1, 2, 310, 320 or
51 for the reporting year
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Take corrective action on all errors and any warnings before proceeding to the next step.

Generate the Required Detail File for Submission to KDE
When all discrepancies have been resolved, proceed to generate the required reports.
Select Define and enter the appropriate fiscal year.

Check the Include Account Detail box to generate the detail file that is required for KDE
submission.

Click the Electronic File Spreadsheet Only or the Both Proof Report Electronic
File/Spreadsheet option if you also want to generate a paper/spooled copy of the Working
Budget Report.

Click Accept.

The Segment Find screen will appear. Press Accept to select all accounts.
Select Print from the ribbon at the top of the screen.

The print window appears. Select an output method.

Choose Save to save in Saved Reports.

The file name will be displayed.

Define report parameters.
Spreadsheet path and filename:  \\fms\mu_sys\mu0283\spool\WSD9830005.b¢

Generate the Required Non-Detail File for KDE Submission
When all discrepancies have been resolved, proceed to generate the required reports.
Select Define and enter the appropriate fiscal year.

Click the Electronic File Spreadsheet Only or the Both Proof Report Electronic
File/Spreadsheet option if you also want to generate a paper/spooled copy of the Working
Budget Report.

Click Accept. Then click Accept again.

Select Print from the ribbon at the top of the screen.
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The print window appears. Select an output method.
Choose Save to save in Saved Reports.

The file name will be displayed.

Define report parameters.
Spreadsheet path and filename:  \\fms\mu_sys\mu0983\spool\WSB9830005.txt

When the process is complete, the spreadsheet and electronic file are created. You will need to
view the files in Saved Reports to be sure you transmit the appropriate files to KDE.

Detail Files:

1. WKDddd####.txt Working Budget Electronic File
2. WSDddd####.txt Working Budget Spreadsheet File

Non-Detail Files:

1. WKBddd####.txt Working Budget Electronic File
2. WSBddd####.txt Working Budget Spreadsheet File

Note: The ddd represents your District Number and the #### reflects the report sequence
number.

Preparing Files for Submission
The steps that follow are used after the Working Budget has been created with detail and

without detail as directed earlier in this document. Only two Working Budget files will need to
be submitted, the WKD file and the WSB file.

ASP Admin > Transfer a File

This box appears:
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File Transfer Program ©

Download a file from the Munis application server to your PC:
V| Include extended file attributes: date/time, byte size, and user |D if viewing speooled files

‘ [ Download from export directory |

‘ = Download from spool directory |

Upload a file from your PC to the Munis application server:

‘ = Upload to import directory |
‘ [ Upload to Crystal Reports directory |

Purge file(s) from Munis application server:

=% Mass delete import files

Choose “Download from spool directory.”
Find the files that were saved.

An easy way to find the files is to click on the Date column heading. This will sort the files by
date. Then look for the date you saved the files.

983smill WSD9830005.txt 09/02/2015 10:25 1
983smill WS5B9830005.txt 09/02/2015 10:30 1
983smill WKD9830005.txt 09/02/2015 10:25 1
983smill WKB9830006.txt 09/02/2015 10:30 1

You will see several Working Budget Files. However, you will only submit the WKD and WSB
files to KDE.

Click on the WKD file then select Accept. Then choose Open and the file will open as a text file.

Select File >Save As from the top left corner of the screen as shown below:

| WKD9830005.xt - Notepad

[Ei?] Edit Format View Help
N Ctrl+N |001 |000 |0
o 1 Joo1 [000 |0
Open... Ctrl+0O 001 1000 |0
Save Ctrl+S I 001 I 000 I 0
001 000 |0
Save As... 1001 1000 |0
|001 |000 |0
Page Setup.. |001 1000 |0
Print... Ctrl+P |ool |000 |0
; |001 |000 |0
Exit |oo1 |ooo |0
983wl 201411 |001 1000 |0
983 |w| 2014|1 |001 |000 |0
983!W! 2014!1 !001 !UUU !0

A screen similar to the one below will appear:
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j Save As

@ ®'| & * Miller, Sheila - Division of Operations and Ser.. » OneDrive for Business »

Organize = New folder
Favorites *  Name : Date modified
Ml Desktop 4 IDEA-B MoFE 6/22/2015 2.27 PM
!4 Downloads = . Job Salary 6/22/2015 3:39 PM
=» Recent Places 4 KASBO Docs 6/22/2015 2:26 PM
& OneDrive for Busi| o + KDE Files for Submission 8/14/2015 11:21 A...
|, MUNIS 4 KDE Munis Skydrive 4/9/2015 2:26 PM
g SharePoint 4 KHRIS 6/22/2015 1:21 PM
| Old docs 4. KIRS 6/22/2015 2:27 PM
o4 Ky Def Comp 11/17/2014 7:54 A..
; . Libraries & Merger Info 11/17/2014 7:54 A..
°, Documents (1) & MUNIS Enhancements 6/22/2015 2:27 PM

- ‘ +4 ‘ ‘ Search OneDrive for Bu.

E=

Type Size

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder

“. Documents i 4 U

File name: WKD9830005.txt

=S
P
(2]

Save as type: | Text Documents (*.txt)

)

= Hide Folders Encoding: |ANSI ~ Open Cancel

Find the folder to which you want to save the file. Double click the folder or select Open. Then
select Save. Do not change the name of the file or the extension.

Repeat the steps above to save the WSB file.

You are now ready to submit the Working Budget files to KDE using the SEEK web-based
application. Directions are on the pages that follow.

Working Budget Web Submission

The web-based application is the same application that is used to submit SEEK trend data. Once
the Working Budget Files have been prepared, follow the instructions below for submission:

1. Go to the SEEK District Data Submission login screen located at SEEK Submission Login

Screen.
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Kentucky.gov KY Agencies | KY Services | Search

SEEK District Data Submission

Login

welcome to the web based forms electronic submission page! This process is = result of the enhancements made to the SEEK application =t the Department of
Education. Web based forms will create 2 mere efficient and effective datas cellection process.

Slesse snter yeur user name and passverd to access = web based form. If you nesd sssistance obtsining = ussr name or passverd, slesse contact your
district’s web administrater.

sertiame: ||
] I

Before your third try, click hers if you have forgetten your User 1D and/er Passwerd.

Contact Us | Copyright @ 2008 Commonwealth of Kentucky

2. Enter your User Name and password and click the Submit button.
Successfully entering your User Name and password will open the SEEK District Data
Submission Home page.

3. Click the Financial Forms link on the left side of the page shown highlighted below:

Homa

Weloome to the SEEK Data Submission page! This pac
of advanced technology will create a mone effickent an

7 wou have any quedtions, plaats Neel frea 1o contacd

Wi are bagged in a5 SETFLER and belong ta the Dist
Wou hawe full access o this site. You can save ar
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4.Select the Working Budget link under the list of Financial Forms.

Home

Welcome to the SEEK Data Submission page! This p
of advanced tachnalogy will create a mara efficant

1f you have any questions, phaxse feel free to conta

¥ou are logged in as SEIFLER and belong to the D
You have full access to this site. You can save

5. Click the Browse button at the end of the Working Budget (WKD) row.
It will allow you to choose which file to upload by opening the Choose File to Upload
screen. You are also given an option to submit your file as a test file before actually

submitting it to KDE by checking that box.

Working Budget

Compensation

.
No Dbt Service Expenditura?
s Less than 2% Contingency?

Hew Chart of Accounts?

Submit | Cancel

VIS8 INPUT TN APPIOpAATE I3 ANG AN rass SUDTVL WIAN YOU are Tnesned. ror relp, phiass read the Instructions,
District: | Adair County =]
Form History: | New EI
School Year: 2011 - 2014
® Audited AFR
* Unaudited AFR
* Tentative Budget
Classified Staff Data
S, e =
Salary Data Working Budget Summary =
Superintendent WS il

6. Click the file you wish to upload, such as WKD0010001.txt.

The name will appear in the File name: box.

12| Page



Kentucky Department of Education
Munis Guide
Budgets — Working Budget Report (STW-GL-4)

=} Choose File to Upload

e P

Updated: April 2021
Last Reviewed August 11, 2021

P g——— -
@Dv! L. = smiller (\kdedatanl\.. » KDE Files for Submission

L
| 43 [l Search KDE Files for Sub

Organize ~ Mew folder
&4 DVD RW Drive (D) Audio CD =
& kde (\kdedatanl) (&)
o MUNIS (\\kdadatan]datayinteg\public kdeisn)S
= smiller {\\kdedatanl\users) (M)
| Dashboard
L. District lssues
| Finance Mewsletters
| Job Pay =
| KASBOD Docs
| KDE Files for Submission
L. KHRIS
L. KTRS
| Merger Info
L. MUNIS Enhancements
L. MUNIS Knowledge Base Docs

FTETY L  p

File pame: WEKDOD10001.bd

= |
MName Da

& WeDo010001.54
& WsB0010001.be

- -'.a'.u Files () =

Cancel

Open

Click the Open button. The Choose file screen will close returning to the SEEK Data

Submission screen. The file location and name now appears in the Working Budget
(WKD) text box. Do not be concerned that the entire file location can’t be seen.

Click the Browse button at the end of the Working Budget Summary (WSB) row to

upload the Working Budget Summary. The Choose File to Upload screen opens.

Kestucky gov

‘Working Budget
Dpan: 9/13/2012 - 8/23/2020
Districts  Adair Courty

Form History: Haw
School Year: 2013 - 2014

+ Professional Staff Data
+ Salary Data Warking Budget Summary
+ Superintendent Compensation (w5}

Subsmit as a Test?
No Debt Service Expendsture?
Less tham 2% Contingency?

Mew Chart of Accounts?

Plaase input the approprate data and then press 'Subma’ when you ace finahad, For Mefp. plesse read the Instructons.

Working Budget (WXD) v:\Annual Fisance Recond FiesWorl [ Browse

(Csbme ] [ cancel ]

=
=

9. Click the summary file to select it, such as WSB0010001.txt. The name of the file will

appear in the File name: box.
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=) Choose File to Upload

B L
[ S

——— i

@-Ovl | = smiller (\\kdedatanl\.. » KDE Files for Submission

w |y |?1 Soarch KDE Files for Sub.. 2

Organize = New folder
&9 DVD RW Drive (D) Audio CD

& kde (\\kdedatanl) (L)

& smiller (\\kdedatan1\users) {N:}
}. Dashboard
| District Issues
). Finance Newsletters
| Job Pay
| KASBO Docs
| KDE Files for Submission
KHRIS
). KTRS
| Merger Info
. MUNIS Enhancements
). MUNIS Knowledge Base Docs

CF TR YL ol N Py FO8

|

& MUNIS (\kdedatanl\data\integ\public\kdeisn1\S

File pame: WSB0010001,0t

= Name Da

& WrDoo10001.b4
&/ WsB0010001.5a

- 4 1 b
v [ Al Files (4) -

Open i Cancel

10. Click the Open button. The Choose File to Upload screen will close returning to the SEEK
Data Submission screen. The file location and name appear in the Working Budget

Summary (WSB) text box.

SEEK District Data Submission

Working Budget
SEEK Forms & Tools
Open: 9/15/2012 - 8/29/2020
Tax Forms Please input the appropriate data and then press "Submit' when you are finished. For Help, please read the Instructions.
- District: | Adair Co e
Transportation Forms = air County :l
Form History: New B
School Year: 2013 - 2014
* Audited AFR
+ Unaudited AFR
+ Tentative Budget
* Working Budget

¢ Classified Staff Data

# Professional Staff Data

+ Salary Data

+ Superintendent Compensation
* Indirect Cost Adjustment

Working Budget (WKD) Y:\&nnual Finance Record Files\Wor | Beowse..
Warking Budget 5"'(";:;; ¥:\Annual Finance Record Files\Worl

Submit as a Test? ||
Other Forms I No Debt Service Expenditure? | | I
Reports Less than 2% Contingency?
New Chart of Accounts?

= 5

11. If the district has no debt service expenditures, click the box next to No Debt Service

Expenditure?.

12. Click the Submit button to submit the files.
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13. Once the files have been successfully submitted, a confirmation screen will appear.

SEEK District Data Submission
Confirmation

SEEK Forms & Tools

Tax Forms

Transportation Forms

Financial Forms

* Audited AFR

® Unaudited AFR

® Tentative Budget

® Working Budget

® Classified Staff Data

® Professional Staff Data

® Salary Data

® Superintendent Compensation

Other Forms
Reports

Contact Us | Copyright @ 2008 Commeonwealth of Kentucky

14. The submission process is now complete. Click at the top right-hand side of the
screen.

The following page contains the possible errors that may occur during submission.

Possible Submission Errors

Missed their submission window. — This form is only open during the following dates: Tentative
Budget 05/15/xx-06/15/xx; Working Budget 09/15/xx-10/15/xx.

We have closed the form submission process. — This form has been closed. No data may be
submitted at this time.

Internal error with application. — There was an error in loading the page. Please try again later.
File has already been uploaded. — File has been uploaded.
Did not choose file. — Please select the WKD Budget file OR Please select the WSB Budget file.

Chose wrong file. — Please upload a valid WKD Budget file OR Please upload a valid WSB Budget
file.

Test to make sure the layout of the detail file is correct. — The Finance Record Import file
layout is incorrect.

Invalid district number in detail file. — The following errors were found in files uploaded: The
Finance Record Import file contains an invalid district number.
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Invalid budget type in detail file. — The Finance Record Import file contains an invalid budget
type.

Invalid fiscal year in detail file. — The following errors were found in files uploaded: The Finance
Import file contains an invalid fiscal year.

Not one expenditure record for fund. This applies to funds 1, 2, 310, 320, and 51. — The
following errors were found in files uploaded: The finance Record Import file does not contain
an object code between 0100 and 0998 for fund code 1.

Not one revenue record for fund. This applies to funds 1, 2, 310, 320, and 51. — The following
errors were found in files uploaded: The Finance Record Import file does not contain an object
code between 0998 and 5640 for fund code 1.

Invalid fund codes in submission. — The following errors were found in files uploaded: The
Finance Record Import file contains invalid fund code(s).
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Appendix A: Verify Fund Transfers
A Working Budget detail report can be generated to review transfer accounts.

Expenditure Transfer Report

From the Working Budget screen, select Define and enter the appropriate fiscal year.
Check the Include Account Detail box.

Click the Proof Report Only option.

Click Accept.

The Segment Find screen will appear. Enter the options as shown below to generate a report
for expenditure accounts:

GL Segment Find - Munis [0..| = || B || 53 |

=

¥

%

1] )

@O +# B «Q

Find by Segments
Fund

|

& ==

Unit

Function 52
Frogram

Inst Level

Character Code E]
Org

U goon?

Object 091%* ]

Project (o]

Account type E
[=]

Account status

Enter Object code

Click Accept.

Select Print from the ribbon.
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From the Working Budget screen, select Define and enter the appropriate fiscal year.

Check the Include Account Detail box.

Click the Proof Report Only option.

Click Accept.

The Segment Find screen will appear. Enter the options as shown below to generate a report
for revenue accounts:

@ ® + =

Find by Segments
Fund

Unit

Function
Program

Inst Level
Character Code
Org

Object

Project
Account type

Account status

Enter Object code

GL Segment Find - Munis [K...

<3

52%

= || =]

(i)
E

] o E)

mE O E

PG

»

Click Accept.

Select Print from the ribbon.

Select an output method.
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Review the reports to identify the discrepancies.

Make appropriate budget amendments and generate the budget files again.
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