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Mayo Clinic Enterprise — Funding Budget Applications Quick Reference Guide

FUNDING APPLICATIONS

Cost Management in Kahua is managed across Expense and Funding applications, all of which ultimately
constitute a project’s budget, commitments and actuals. The Funding side of cost management includes
budgeting activities. Each activity will be managed in a separate sub-application within Funding:

e (Create a budget with the Budget application
e Manage any net-zero adjustments to the budget with the Budget Adjustments application
e Track supplemental funding with the Budget Changes application

Budgets allow project costs to be tracked on the Work Breakdown in corresponding Funding columns,
which allow users to track budget against commitments and actual spend at a project or line item level.

Note that users will have a Mayo template budget in the system when they copy the Project Template,
so all initiated projects will have a blank budget with specific high-level account categories. If the user
desires to budget at a more granular level or add additional codes, they may do so as they edit the
budget record.

To navigate to the Funding Budget application:

1. Select the App Launcher.

2. Select the Funding application under the Cost Management section.

Browse Tasks  Messagas FilaManager  Gtiing Started
Q| Visitthe kStore to explore more than 50 project management apps that work the way you want them to work

Recent Cost Management Index Management

B Projects EE)| Catalogs [| Csl Codes

Getting Started . Expenses @ Locations

@ File Manager ©oc| OmniClass Codes
éé Users MA| Master Agreement SM| Site Management
&) Groups é%t Work Breakdown s¢| Supplemental Codes
Administration Document Management Other

[&)| Company Profiles ,’,) Communications %g Community

@ Configuration % Daily Reports B Contacts

{D Dev Logs @r Field Observations D File Manager

@ Domain Settings <7 | Material Tracking Getting Started

_&g Installed Apps 5 Meetings % Groups

k¥ KCreator E»| Packaged Submittals Mi | Milestones

é Licenses ‘= Punch Lists PD| Project Directory
[PT| Project Tasks (D| RFls B Projects

)| Share Manager RB| Recycle Bin

| users
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The three Funding apps display as sub-applications under the Apps Bar when Funding is open.

B A BB x| /5 =2 O

Apps Browse Tasks Messages File Manager Funding Getting Started

l Budget Budget Adjustments Budget ChangesJ

NEW REPORTS MORE Y
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CREATING A BUDGET

The Budget application allows the user to create one or more budgets for a project. Each budget can be
assigned one of four statuses, which will determine how items are displayed in the Work Breakdown.

Users will have a Budget record defaulted in their new project that can be used as a starting point. Users
may create additional budgets if desired, but all budgets will appear on the Work Breakdown based
upon status assigned.

To create a budget:

1.

With the Funding app open, click Budget to open the sub app. Click New. If you already have a
budget record defaulted in your project, click on the record to open it in the right Detail pane.

88 A EP =@ S

Apps Browse Tasks Messages File Manager Funding

Budget ﬂget Adjustments Budget Changes

REPORTS MORE Y

= v View: Default =~

0)

Getting Started

B A& | B =0 o

Apps Browse Tasks Messages Gelting Started
Budget Adjustments  Budget Changes
NEW REPORTS MORE Y
=~ View Default ~ a & Funding Budget

Number Subject Total Date Status References

0 Item(s) Detalls ftems Comments References
~ DETAILS

Number

Date

Subject

Status

Notes

—

~ ITEMS

Insert 1

[errz018

Estimated

Total Save To Cal

leulate...

NO DESC

[j o1

~ COMMENTS

You last logged in yesterday at 5:00 PM Eastern Time (US & Canada) n

ACCOUNT CATEGORY QTY

uom
$

UNIT PRICE

K kahua
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At the top of the Detail pane the shaded area is where the budget total is displayed. The amount is
calculated and displayed in this area by clicking Save at the bottom of the window.

Funding Budget \
Total Save To Calculate...

Details Items Comments References

2. Click Edit if this is for an existing budget record. The Detail pane will display editable fields. Fill out
the DETAILS section as appropriate.

The Number field and the Date field may be defaulted, but are editable.

The Status field will display ‘Estimated’ while the budget is not yet approved. Users should not
increment the status of the record until all line items have been entered.

~ DETAILS
Number 0001
Date ler82018 3]
Subject My new budget
Status Estimated v
Notes Here are my notes

3. Fill out the ITEMS section to enter important budget information. Each account category budgeted
will require an additional line item.

For projects with existing budget templates, several line items will already exist. Each line item is
editable. Templates have been created to budget at a high level — users may choose to add or
remove line items in the budget.

To add additional budget line items, enter the number of lines to be added in the box at the top of
the ITEMS form, then click Insert. For example, to add two blank budget item lines, type 2 in the box
and click Insert. Two blank line items will appear at the bottom of the ITEMS grid.

- ITEMS /

NO DESC ACCOUNT CATEGORY QTY UOM UNIT PRICE STATUS TOTAL

C" 01| | Construction =D 1 $ 50000000 | |Estimated - $500,000.00
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4. Each line item in the budget represents an Account Category.

- ITEMS
nsert
NO DESC ACCOUNT CATEGORY QTY uocm UNIT PRICE STATUS TOTAL
[ | 01 | construction [ .C2 Construction X 1 $| 500,000.00 | | Estimated ul $500,000.00
~ COMMENTS

Here are my comments|

~ REFEREMNCES

o UPLOAD ADD KAHUA DOC . MOV ADD COMPOSITE

TYPE DESCRIPTION CONTRIEUTOR DATE MARKUP? INCLUDE ONSEND INCLUDE MARKUP ON SEND IS CURRENT PREVIEW STATUS COMMENTS

Fill in the Account Category field first using one of two ways:

Click in the field — a list will pop up with the available Account Categories. Scroll through the list
then click on the category to insert in the field. These codes refer to the hierarchical structure that is
in the Work Breakdown application. It may be useful to open the Work Breakdown application to
review the code structure if not already familiar with it.

Type in the field — begin typing the description of a category to filter the list of account categories
by the description typed in. For example, type plumb in the field and several categories for
plumbing appear. Click on the correct account category to insert it in the field.

Note: When a category is entered in the Account Category field, the Description field auto
populates. Users may choose to leave the description, or enter a new description to denote specific
detail of the budgeted line item.

5. To enter budget values for a line item, fill out at the QTY (quantity) and UNIT PRICE fields. For
example, to assign a value of $10,000 to a line item, type a 1 in QTY and $10,000 in UNIT PRICE. To
calculate the total, users must enter a QTY for each line item with value assigned.

To enter additional information, use the QTY, UOM (unit of measure), and UNIT PRICE fields. For
example, to budget for 100 days of labor at $1,000/day, put “100” in QTY, put “day” in UOM, and
put “$1,000” in UNIT Price. This displays $100,000 in the TOTAL column upon clicking Save.

6. STATUS for each line item defaults to Estimated, in line with the record status in the DETAILS
section. Leave this default in place in each budget line item. The overall budget status will be
incremented at the document/record level in the Details section that is above the Item grid. When
the document/record level Status is updated, all line items will also increment to that status, to
avoid users having to increment status for each individual line item.

7. Fill out the Comments section if desired.
I E——
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.________________________________________________________________________________________________________________________________________________]

8. Inthe References section, add any necessary documents from your computer by selecting Upload or
from your Kahua File Manager by selecting Add Kahua Doc.

9. Click Save. The budget record will Save — if a new budget record was created above, the new record
will appear in the log view on the left side of the screen. Click on the saved record.

8B & =0 = 0] & @ X

Aops  Beowse Tasks  Messages Goting Startict

Budget Adjustments  Budget Changes

W PROCEss pELeT  SEND EDIT VIEW PROCESS GELETE HISTORY

S vew Defaut | Q) & 0001
Number Subject Total Total $500,000.00

0001 My new budge!  $500,000.01 Detalls Items Comments Referonces

« DETAILS
1 hem(s}

Number
Date

Subject

Status
Hotes Here are my notes
- ITEMS

NO DESC ACCOUNT CATEGORY | QTY uoM UNIT PRICE STATUS TOTAL

U 01 Construction C2 Construction 1 5500.000.00 Estimated 5500.000.00
« COMMENTS
Y Bouzerand - May - GR2018 11:08 AM
Here are my comments

= REFERENCES

TYPE DESCRIPTION CONTRIBUTOR DATE MARKUP? INCLUDE ONSEND INCLUDE MARKUP ON SEND IS CURRENT PREVIEW STATUS COMMENT

The Total appears now at the top of the window — if the total is not accurate, check that all line
items have a QTY listed. Without a QTY, they will not be counted towards the Total.
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STATUS IN THE WORK BREAKDOWN APP

Once a budget is created with an Estimated status, the budgeted values will be displayed in the Work
Breakdown app.

1.

Click the App Launcher and select the Work Breakdown app under the Cost Management section.

& £]

Browse Tasks

Recent

Getiing Started
[ﬂ] Site Management
[(Eﬂ] Contacts

[&:] Work Breakdown
(& Funding
Administration

[#8]] Company Profiles
[&] configuration
[ DevLogs

(@] Domain Settings
(28] nstatied Apps
8] kcreator

(B)] Licenses

(P7 Project Tasks
‘@I Share Manager

[ %l Users

Q

=

Massages

Visit Ihe kStore 16 explare mare than 50 project managerment apps that wark the way you want thefm 1o work

[0

Getting Started

Cost Management

{EE]J Catalogs

[ ] Work Breakdown

Document Management

@I Communications
| Daily Reports
(Bt Field Observations
A tssues

?l Material Tracking

a"}.J Meetings

EOI Packaged Submittals

it

Punch Lists

RFls

Bl

Sub RFIs

Index Management

()] csi Godes

@ Locations

‘SM] Site Management
E‘ Supplemental Codes
Other

E‘ Community

@] contacts

1 File Manager
Getting Started
% Groups

:;] Project Directory
E‘ Projects

:RB- Recycle Bin

Note that any estimated budget items appear in the Estimated Budget column.

GENERAL

Code Description

» . PROJECT TOTAL

BUDGET

Estimated Budget | Approved Budget Budget Adjustments Approved Changes Current Budget

$500,000.00 h

The Work Breakdown has a drill down feature allowing the user to see more detail at the account
category level or at summary levels throughout the hierarchal codes.

Select the right arrow » in the Code column to drill down into the account category codes.

GENERAL BUDGET

Code Dgscrigho Estimated Budget Approved Budget Budget Adjustments Approved Changes Current Budget

PROJECT TOTAL

$500,000.00 $0.00
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With the details displayed, the user can see that the information is the same as the data entered the

budget. This gives users both project level, summary and granular view into account category

budget.
GENERAL BUDGET
Code Description Estimated Budget YApproved Budget Budget Adjustments Approved Changes Current Budget
“ PROJECT TOTAL $500,000.00 $0.00
4 C CAPITAL $500,000.00 $0.00
r C1 Professional Fees $0.00
( 4 C2 Construction $500,000.00 $0.00
.C21 | General Construction $0.00
» .C22 Mechanical Construction $0.00
» .C23 Electrical Construction $0.00
» .C24 Other Construction $0.00
» .C25 Owner Provided Construction $0.00
» C3 FFE $0.00
» C4 Contingency $0.00
» E EXPENSE $0.00
P POTENTIAL CHARGE $0.00
S STUDIES $0.00

Per above, we see $500,000 budgeted for Construction. It is in the Estimated column, meaning the

record and the line item in the Budget record are in ‘Estimated’ status. The Work Breakdown

information in the image above might look like this in the Budget app:

~ ITEMS

o

NO
01

Construction

DESC

ACCOUNT CATEGORY | QTY

.C2 Construction 1

uocm

UNIT PRICE STATUS

$500,000.00 Estimated

TOTAL
$500,000.00
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APPROVING A BUDGET

Once the estimated budget is ready to be incremented to Approved, the status must be changed to

make the approved budget appear in the approved budget column in the Work Breakdown.

1. Select the Funding app then the Budget sub app.

B8 & B =9 2 O

Apps Browse Tasks Messages Fi Work Breakdown Getting Started

Budget «gemd]uslmems Budget Changes

2. Select the budget record to edit. Once the record is selected, click Edit. The budget opens in the

Detail pane.

| A g =9 & 0]

Apps Browse Tasks  Massapss Work Breskdown  Gatting Started

Budget  BudgetAdjustments  Budget Changes
NEW REPORTS MORE Y SEND EDIT VIEW PROCESS DELETE HISTORY
SEND EDIT VIEW PROCESS DELETE HISTORY

=~ View: Default ~ al &
0001
Number Subject Total Date _ Status __ References

0001 My new budget $500,000.00 6/8/2018 Estimated

J Total $500,000.00
TGRS :

|
X

@

3. Inthe Details Section of the budget, select the appropriate status from the drop-down menu, then

click Save. Notice that on the saved record, all line items now appear with a status of Approved. The

line item status is what drives each line item to the appropriate column in Work Breakdown.

~ DETAILS
Number 0001
Date 6/8/2018 |
Subject My new budget
(Status Approved A )H

Notes Here are my notes
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In the Work Breakdown, the budget is now in the Approved Budget column (1). Notice that it
appears is in the Current Budget column (2) as well.

The Current Budget is a sum of Approved Budget + Budget Adjustments + Budget Changes. In the
below sections, Budget Adjustments and Budget Changes will be described.

Note that the values in the Estimated Budget column will have moved, and the Estimated Budget
column will be empty when the budget is incremented to Approved.

GENERAL BUDGET

Description Estimated Budget

Approved Budget | Budget Adjustments Approved Changes [ Current Budget!

4, PROJECT TOTAL $500,000.00
4 C CAPITAL $500,000.00
r C1 Professional Fees
4 C2 Construction $500,000.00
» .C21 General Construction
» .C22 Mechanical Construction $0.00
» .C23 Electrical Construction $0.00
» .C24 Other Construction $0.00
» .C25 Owner Provided Construction $0.00
» C3 FFE $0.00
» C4 Contingency $0.00
» E EXPENSE $0.00
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COPYING A BUDGET

Users may copy a budget to maintain information on a previous budget (maybe an estimated budget).
For instance, it may be useful to copy a budget if users want to maintain previous copies of an estimated
budget. When a budget is copied, the status of the initiating budget will increment to ‘Superseded’ and
thus not appear on the Work Breakdown. The new budget can be adjusted, edited and incremented to

appropriate status as needed.

To copy a budget:

1. Navigate to the Budget application and select the record that will be copied.

i dget Adjustments. Budget Changes
MNEW REPORTS MORE ¥ SEND EDIT VIEW PROCESS DELETE HISTORY
=+ view Default ~ al &
Number Subject Total Date Status References
(0002 My second budget $100,000.00 6/20/2018 Estimated ) <ffmm——
0001 My new budget  $500,000.00 6/8/2018 Approved
2 Item(s)
2. Inthe Detail pane, select Process.
Budget  BudgetAdjustments  Budget Changes
NEW REPORTS MORE ¥ x
| SEND EDIT VIEW PROCESS DELETE HISTORY
= view Default ~ a &
Number Subject Total Date Status Referer Total $100,000.00
0002 My second budget $100,000.00 6/20/2018 Estimated Details [tsms Comments Refarences
0001 My newbudget  $500,000.00 6/B/2018 Approved ~ DETAILS
Number 0002
2 ltem(s)
Date 6/20/2018
Subject My second budget
Status Estimated
Notes.
-~ ITEMS
NO DESG ACCOUNT CATEGORY | aTy|  UoM UNIT PRICE STATUS
U 01 FFE Ed4 FFE 1 $100,000.00 Estimated
~ COMMENTS
~ REFERENCES
L.}
TYPE DESCRIPTION CONTRIBUTOR DATE MARKUP? INCLUDE ON SEND INCLUDE MARKUP ON SEND IS CURRENT
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.________________________________________________________________________________________________________________________________________________]

The Process window appears. The Source will detail the Budget record chosen to copy, and the
Target application details should be greyed out.

Process %

Select target partition and document type:
Source My second budget

Target Application

Select copies to include in references:
m| PDF of Initiating document (current state) on the Destination document

m| PDF of Destination document (current state) on the Initiating document

Select references to include:

Type Description Reference Type
m| Supporting Document Budget.pdf Supporting Document v
Cancel Start Processing

3. PDF versions of the budgets can be created and attached to the initiating and new budget as
references. By default, both PDF documents are selected in the “Select copies to include in
references” section of the form.

4. References from the initiating budget are listed under the Select references to include heading.
Users may choose to check boxes next to any reference documents that should be carried forward
into the new budget.

5. Select Start Processing to copy the budget. The following will then occur:
a. A copy of the budget will be created and appear in the log with a status of Estimated.

b. The status of the initiating budget (the source for the copy) will have a status of Superseded and it
will not appear in the Work Breakdown.

c. The new budget may be edited, and the status may be incremented as desired. Recall that the line
item edits should all be made before adjusting the status in the DETAILS section.
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. _______________________________________________________________________________________________________________________|]
Budget  Budget Adjustments  Budget Changes

NEW REPORTS MORE Y | SEND EDIT VIEW PROCESS DELETE HISTORY

=v View Defeult ~

Number Subject Tatal Date Status
My second budget $100,000.00 6/20/2018 Estimated

References

0003

0002 My second budget $100,000.00 6/20/2018 Supersedad
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BUDGET ADJUSTMENT APP

The Budget Adjustment app tracks net-zero changes against the

project budget. Budget adjustments can

arise when money is reallocated from one account category code to another, or when money is pulled

from Contingency. All adjustments against a budget will be tracked in the Budget Adjustments
application rather than editing the Approved budget directly. This allows for granular reporting and
insight into where budget adjustments were required throughout the project.

Click Budget Adjustments from the Action bar in the Funding app to begin.

0

Getting Started

Budget Changes

@

1. Click New. The Budget Adjustment form will display in the Detail pane.
B 2 B =0 [}
Budgmf.-\;\ stments | Budget Changes

NEW |REPORTS MORE ¥
Vie sfault =

0001 My Description

iption Total Date Status References

0 ltem(s)

Detalls Iltems Comments References

~ DETAILS
Number
Date

Description
Status
Reason

Authorized By

Notes

- ITEMS

Insart 1 itemy(s
NO DESC
(©)
o

01 | My deseriptior

02 | My description

= COMMENTS

Save

Total Save To Calculate...

0001
6112018

3

My iption

Descrif
Estimated

Reallocation

ACCOUNT CATEGORY  QTY uom UNIT PRICE
1 §

1 $

-50,000.00

50,000.00

.

¥ kahua

The Total in the summary header of the record will not appear until the record has been populated

and saved, similar to the Budget application summary header.

0001 My Description

.

Cl'otal Save To Calculate... )

Page 15



Mayo Clinic Enterprise — Funding Budget Applications Quick Reference Guide

2. Fill out the DETAILS section of the Budget Adjustment form. See below description of each field:

~ DETAILS

Number 0001

Date 6/11/2018

Description My Description

Status Estimated v
Reason Reallocation -
Authorized By

Notes My notes

Number- will be auto populated/incremented when a new record is created
Date — will be auto populated with the current date upon creation of the record
Description — will display a short description of the adjustment transaction

Status — determines the column in the Work Breakdown where the dollars will appear. The status
should be incremented to Approved when the adjustment is formally applied to the project, to have
the adjustment reflected in the total Current Budget for an account category code.

Reason — use Reallocation if dollars will be reallocated to another account category or enter Other.
If users enter Other, detail of the Reason should be entered in the ‘Notes’ field.

Authorized By — will be auto populated with the current user’s name. Users can edit this by selecting
the ‘X’ to the right of the name and populating the field with another Contact’s name. Start typing
the name to search for it or click in the field to display a drop down of all the domain’s contacts.

Notes — enter notes as needed.

3. Fill out the Items grid.

~ ITEMS
nsert 1 tern
NO DESC ACCOUNT CATEGORY QTY Uom UNIT PRICE STATUS TOTAL
4 01 | My description 1 -50,000.00 | || Estimated - $(50,000.00)

[3' 02 | My description 1 50,000.00 | || Estimated hd $50,000.00

The Items grid is defaulted with 2 line items. A budget adjustment must have a minimum of 2 line
items, as the total must equal 0. Additional line items may be inserted as needed by using the
‘Insert’ button above the Items grid.

The Description, Account Category, QTY and Unit Price fields are required. Use negative numbers in
the Unit Price field to remove budget from an Account Category and positive numbers to allocate
funds to a different Account Category. After all adjustments have been entered, the total of all
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entries in the Items grid must equal $SO. Users will receive an error message upon Save if the total
does not equal 0, or if required components in the grid are missing.

Note: The Status should be left as Estimated for the moment. It will be modified in the Details
section above the Items section once all the information is entered and before saving.

~ DETAILS
Number 0001

Date [6r1172018 ]

Description My Description /

[Status Estimated v J

4. The Comment field is optional but is the appropriate field to enter a comment on this transaction for
reference in the future.

5. Inthe REFERENCES section, add any documents from your computer by selecting UPLOAD or from
your Kahua File Manager application by selecting ADD KAHUA DOC.

~ COMMENTS

—

~ REFERENCES

M UPLOAD ADD KAHUA DOC ADD COMPOSITE

TYPE DESCRIPTION CONTRIBUTOR DATE MARKUP? INCLUDE ONSEND INCLUDE MARKUP ON SEND IS CURRENT PREVIEW STATUS COMMENTS

6. Go back to the Detail section upon completion and change the Status field into Approved if the
record should appear as approved on the Work Breakdown.

7. Notice that the status of the Line Items in the Status column change to Approved as well.

8. Select SAVE.
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~ DETAILS
Number 0001
Date 6/11/2018 E
Description My Description
Status [ Approved - ) M
Reason Reallocation -
Authorized By ‘Yann Bouzerand X
Notes My notes
~ ITEMS
Insert 1 item(s)
NO DESC ACCOUNT CATEGORY QTY UOM UNIT PRICE STATUS TOTAL
%) 01 | My description [ c2 x] 1 $| -50,000.00 | | Approved - $(50,000.00)
Ef 02 | My description m 1 $ 50,000.00 | | Approved hd $50,000.00

In the log, the record appears with a total of $0.00 and with an Approved status. The record will
appear in the Work Breakdown in the ‘Budget Adjustments’ column.

Budget BudgetAdjustments  Budget Changes

NEW REPORTS QOREY SEND EDIT VIEW DELETE HISTORY

= view Dc‘au\ a &
Number ﬂes(riplinn Total Date Status References

0001 My Description] $0.00 f6/11/2018)

1 ltem(s)
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BUDGET CHANGES APP

The Budget Changes app allows project teams to initiate changes to the Project’s approved budget,
which may be a net increase or a decrease in budget. This differs from the Budget Adjustment
application, which requires the changes to be net-zero transactions.

Click Budget Changes from the Action bar in the Funding app to begin.

B/ A =0
Apps  Browse Tasks  Messages
Budget  Budget Adjustments

Budget Changes

1. Select New to initiate a new budget change. A Budget Change record appears in the Detail pane.

B & | @ =@ 0] & & X
Apps  Browss Tasks  Messages Getting Started
Budgmﬁgm Adjustments  Budget Changes
REPORTS MORE ¥ - ‘\x
=v View Default ~ al & Budget Change
Number Change D ipti Total Date Status Total Save To Calculate...
0 Item(s) Details Items Comments References
- DETAILS
Number igned on
Date Requested [select a date [3)|
Change Description
Status Projected -
Reason -
Approval Committee -
Submitted By [ Yann Bouzerand - Mayo Enterprise X |
Notes
~ ITEMS
Insert 1 ter
NO DESC COST CODE ary UoM UNIT PRICE
: Save
J

Recall that the summary header Total will not be calculated until after clicking Save.

0001 My Description

.,

(Total Save To Calculate... )
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2. Fill out the Details section of the form.

~ DETAILS
Number

Date Requested
Change Description
Status

Reason

Approval Committee

Submitted By

Notes

(assigned on save)
Construction budget change
Projected -
Scope Change -
Florida Executive Operations ~
Yann Bouzerand - Mayo Enterprise X

here are my notes

Number - will be assigned upon save; will increment by 1

Date Requested — will allow the user to choose a date for the budget change

Change Description — will allow the user to describe the budget change

Status — will determine where in the Work Breakdown column the dollars will appear

Reason - will allow the user to choose between Scope Change and Other

Approval Committee — will display all the Mayo Clinic committees in a drop-down list; users should
select the committee that approved the supplemental funding

0 Iltem(s)

09

8 A | B == O] @ @ X
Apps Browsa Tasks  Messagas Gatiing Started
Budget BudgetAdjustments  Budget C

NEW REFORTS MORE ¥ C*
=~ View Default ~ a & Budget Change

Number Change Description Total Date Requested Status Refer

Details ltems Comments References

Change Description Construction budget change

Status Projected -

Reason Scope Change -

Approval Committee Florida Executive Operations =

Board of Governors

Board of Trustees

Charter House Board of Directors
Department/Division

Florida-Facilties Planning Committee (FPC)
Franciscan Healthcare Board

Mayo Clinic Administrative Team (MCAT)

Mayo Clinic Clinical Practice Committee (MC-CPC)
Mayo Clinic Education Committee

Mayo Clinic Management Team (MT)

Mayo Clinic Research Committee

Total Save To Calculate.

ary uom UNIT PRICE STATUS

$ Projected -

Mayo Clinic Research Space & Equipment Subcommittee
L
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Submitted by — will be auto populated by the name of the user who initiated the budget change
Notes — allows the user to add notes to the record

3. Fill out the ITEMS section

NO DESC COST CODE ary UomMm UNIT PRICE STATUS TOTAL

(= 01| | Landscaping- pineltree 20 H 500.00 | | Projected - $10,000.00

The Items grid is defaulted to have 1 line upon initiation of a budget change. More lines may be inserted

as needed.
The Description, Account Category, QTY and Unit Price fields are required in each line item.

Note: The Status will not be incremented in the items grid. It will be modified in the Details section
above the Items section once all the information is entered.

4. The Comment field is optional, but it is good practice to enter a comment on this transaction for
future reference.

5. Inthe REFERENCES section, add documents from the computer by selecting UPLOAD or from the
Kahua File Manager application by selecting ADD KAHUA DOC.

~ REFERENCES /
E I ( UPLOAD ADD KAHUA DOC L ADD COMPOSITE

6. If the budget change has not been approved yet, the user can save the record under the Pending
status.

Note that a Budget Change with a Projected or Pending status will not be displayed in the Work
Breakdown.

The record in the log displays the dollars amount and the Pending status of the budget change.

Budget Budget Adjustments Budget Changes

NEW REPORTS MOREY | SEND EDIT VIEW DELETE HISTORY

=~ View Defaul ~ al &
Number Change Description Total Date Requested | Status |References
0001  Construction budget change| §$10,000.00 6/20/2018 | Pending

7. Once the budget change is approved, select the record and click on EDIT.
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8.

Budget BudgetAdjustments  Budgel Changes

NEW REPORTS MOREY | SEND EDIT VIEW DELETE HISTORY

=~ View Defauit =

al &
Number Change Description Total  DateRequested Status  References
0001  Construction budget change $10,000.00 6/20/2018 Pending
1 ltem(s)

SEND | EDIT| VIEW DELETE HISTORY

Budget Change

Total $10,000.00

Details ltems.

~ DETAILS

Number 0001
Date Requested 6/20/2018
Change Description Construction budget change
Status Pending
Reason Scope Change
Approval Committee

Submitted By

Florida Executive Operations Team
YYann Bouzerand - Mayo Enterprise

Notes here are my notes

In the DETAILS section, change the status to Approved.

Note that the status of the item(s) changed upon changing the status in the DETAILS section.

Approved

(Status

-J_

Reason Scope Change A

Approval Committee Florida Executive Operations ~

Submitted By Yann Bouzerand - Mayo Enterprise X
Notes here are my notes
~ ITEMS
Insert 1 item(s)
NO DESC CQOST CODE QTY UOM UNIT PRICE r STATUS
4 01| | Landscaping- pine tree .C3201C8580 X 20 $ 500.00 LApproved v

Select the SAVE button to change the status of the budget change.
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BUDGET CHANGES IN THE WORK BREAKDOWN

Once the approved Budget Change is completed and successfully saved, check the Work Breakdown to
see updated reflected there.

&

Work Breakdown

The Approved Changes column will show the amount approved in the Budget Changes application.

»

Code Description

GENERAL BUDGET

PROJECT TOTAL

$500,000.00

Estimated Budget Approved Budget Budget Adjustments

$0.00

$10,000.00

Approved Changes |Current Budget
$510,000.00

Note that in the Current Budget, the approved budget change amount of $10,000.00 has been added to

the original approved budget of $500,000.00 for a Current Budget of $510,000.00.

1. Drill down in the Work Breakdown to the specific account category to where the additions are.

Code

w| o|m

GENERAL BUDGET

Description Estimated Budget Approved Budget Budget Adjustments Approved Changes Current Budget

PROJECT TOTAL $500,000.00 $0.00 $10,000.00  $510,000.00

CAPITAL $500,000.00 $0.00 $10,000.00  $510,000.00

.C1 Professional Fees $0.00
Cc2 Construction $500,000.00 $(50,000.00) $450,000.00
.C3 FFE $50,000.00 $10,000.00 $60,000.00
» 031 Capital Furniture $0.00
4 (C32 Capital Furnishings $10,000.00 $10,000.00
4 C3201 Capital Furnishings $10,000.00 $10,000.00
C3201C8540 | Window Treatments $0.00
C3201C8560 | Art $0.00
C3201C8570  Signage $0.00

( C3201C8580 | Plants $10,000.00 $10,0D0.0(B

» .C33 Capital Equipment $0.00
.C4 Contingency $0.00
EXPENSE $0.00

POTENTIAL CHARGE $0.00

STUDIES $0.00
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Changes at the deepest item level are displayed in blue to indicate a hyperlink. Click on the hyperlink
to display the detail of the value displayed, including what record(s) contributed to the value.

Code Description Estimated Budget Approved Budget Budget Adjustments Approved Changes Current Budget
4 PROJECT TOTAL $500,000.00 $0.00 $10,000.00  $510,000.00
4 C CAPITAL $500,000.00 $0.00 $10,000.00 $510,000.00

y C1 Professional Fees $0.00

» .C2 Construction $500,000.00 $(50,000.00) $450,000.00

4 C3 FFE $50,000.00 $10,000.00 $60,000.00

» C31 Capital Furniture $0.00

4 (32 Capital Furnishings $10,000.00 $10,000.00

4 C3201 Capital Furnishings $10,000.00 $10,000.00
.C3201C8540 Window Treatments $0.00

.C3201C8560  Art $0.00

.C3201C8570  Signage $0.00

(( .caz01c8580 Plants $10.000.00 ] $10,000.00

» .C33 Capital Equipment $0.00

y C4 Contingency $0.00

y E EXPENSE $0.00

P POTENTIAL CHARGE $0.00

S STUDIES $0.00

A window pops up and displays detail of the budget change, including the budget change number
and the description entered when the budget change was created.

2. Select the highlighted text and it will bring the user to the budget change record.

Details
Approved Changes $10,000.00
FCCO: - 0001 Construction budget change $10,000.00
01 Landscaping- pine tree $10,000.00
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