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Logging In
1.) Login with APSU username and password
2.) Land on Govs Suite Home Page

Navigating to Budgetary Control Dashboard
1.) Navigate to Budgetary Control Dashboard on Home Page
a. Click arrow to scroll over
b. Click Budgetary Control heading
c. Click Budgetary Control icon

= /S SUITE

Good morning, Jacklyn Milam Click Arrow

Me My Client Groups Contract Management Projects Grants Management General Accounting Intercompany Acc 3
QUICK ACTIONS

Eﬁ- Create Expense

B Create Expense Report

¢ [ntercompany Accounting Budgetary Control Cash Management Fixed Assets Procurement My Enterprise Tools >

QUICK ACTIONS Click Icon

@ Review Budgetary Control Balances /

- -
E Review Budgetary Control Transactions

Budgetary Control

2.) Navigate to Budgetary Control Dashboard using Menu
a. Click the Menu in top right corner next to the Govs Suite icon
b. Click Budgetary Control to expand menu
c. Click Budgetary Control
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Good afternoon, Jacklyn Milam



i Show More

Q Home

Me W
My Client Groups W
Sales W
Contract Management W
Receivables v
Product Management W
Projects hd
Grants Management W
General Accounting W
Intercompany Accounting W
Budgetary Contro| €= CJick to Expand A

LT, Budgetary Control 4====== Then click to go to dashboard

3.) Save to Favorites

Click Star icon in the top left corner

Click Add to Favorites

Enter Name and click Save and Close

. Dashboard will be added to Favorites and you will be able to navigate from the Favorites menu.
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Favorites and Recent ltems

Favorites FRecentltems

I Add to Favorites I




Add to Favorites

I * Name I Budgetary Control Dashboard I

Create In

[ New Folder...

Save and Close ] [ Cancel ]

| | | | .
Favorites FRecent ltems
Add to Favorites
lManage Favorites
Budgetary Control Dashboard
4.) Land on Budgetary Control Dashboard
= Aw R a
= GOVSSUITE
L= -
Budgetary Control Dashboard
4 Budget Monitor
View w T i@} Detach  Budget Account Group A110001 ™ Budget Period * Balance O
< [ ]] | I I (I i I I I I I I I I[]
A Budget (USD) Consumption {USD)
Entity Fund Organizati Organization D Account n::g: Program . 5 . o 5
Initial  Adjustments Total C ol Other  Expenditures
A A110001 All Organizatio.. All Account Values All Program V... 374,233,590.27 11,741,926.00 386,975,516.27 0.00 115,106.37 4,019,285.38 0.00 342,273.34




Create Budget Account Group

1.) Create Budget Account Group
a. Click View
b. Click Budget Account Group
c. Click Create
d. Land on Create Budget Account Group

Budgetary Control Dashboard

4 Budget Monitor

i i@ Detach  Budget Account Gro
Budgetary Control Dashboard

4 Budget Monitor

i Detach  Budget Account Grol

I Create I

Edit

Budget Account Group

Columns [

Detach Manage
~
= SUITE Ny B 2 m
e
Create Budget Account Group m Cancel
General Funds Availability as a Percentage of Budget
+
* Name ‘ | o -
a0 Starting from 100% Funds
e : ity -]
. _ E
Description
® Running Low D‘L‘
" Access | Private w i
i ) —a
Owner Jacklyn Milam U

Budget Accounts

View w Format v

L]

Budget Account Label

No data to display.

2.) Enter Name, Control Budget, Description, and Access
a. Control Budget will always be University Budget
b. Description is optional
c. Access is private or public. Private can only be viewed by you. Public will be available for everyone to
see.
i. If you make a private account group, that does not restrict others from creating an account
group using the same FOAP.
ii. If the account group is private, only the user that created it can see it. Their supervisor would
not be able to see the group.



General

* Name | Jacklyn's Budget

* Control Budget | University Budget v

Description | Optional Description

* Access | Private w

Owmner Jacklyn Milam

3.) Adjust Data Bar
a. You can customize the data bar that provides the visual indicator of how much funds are left.
b. Move the sliders on the scale to adjust or click the +/- on each end to change.
c. Change colors to your personal preference.

Funds Availability as a Percentage of Budget

. Change colors
il
80 Starting from 100% Funds | |
80 Availability L

70
Nﬁ- —
N‘; Running Low I:“ - |

4  ESSSRRRRT

30

20 —_—

10 Critically Low -| v |

. B

Adjust scale

4.) Add Budget Account Line
a. Click the Plus icon
b. Add optional label
c. Add Entity, Fund, Organization, Account, and Program
i. Itis recommended that Program is All Program Values
ii. You can either type, scroll through list, or search for the code you want to add.
iii. You will have to use the budgetary account codes. Transaction information will not appear on
the specific expense account codes.
d. If you want to add another row, you can click the Plus icon again. You can also duplicate and remove
rows by clicking the appropriate icons.
e. When you are done, Click Save and Close.



Budget Accounts

View » Format w B Freeze Wrap
E:l:gm Account - Entity * Fund * Organization * Account * Program
Mo data to display.
E::gm Account . Entity “Fund & * Organization ~ Account * Program
Budget Office | | A v l | A110001 v l | All Accoun| w l | All Program Values v l
Organization Organization Organization i
All Organization...  All Organization

Type

000000- 000000 000000
100000-Universi... 100000 100000
Scroll 100001-Instituti... 100001 100001
100002-Instit M... 100002 100002
100003-Other E... 100003 100003
Search
100010-Claims ... 100010 100010
100011-Campus... 100011 100011
100012-Instituti... 100012 100012 v
Search...
Budget Accounts  Add Rows | Duplicate Rows | Delete Rows
View » Format w [=] Freeze Wrap
Budget Account Label * Entity ™ Fund * Organizatiars? ~ Account &< ~ Program
Budget Office A A110001 301001 All Account Values  All Program Values
Budget Travel | |A - l |A11D[H]1 - l |31]1EH]1 - l |?3[I'P. v l |AIIF'ngram Values
Budget Operating A AT110001 301001 74 All Program Values



Save and Close

Save and Create Another

Budgetary Accounts Codes
Budgetary Account Codes

Budget Account Budget Account Description
Name

5100 In State Tuition

5105 Out of State Tuition

5110 All Debt Service Fees

5115 All General Acc or Program Services Fee
5120 All Technology Access Fees
5125 All Student Activity Fees

5131 All Facilities Fee

5132 All Sustainable Campus Fee
5133 All International Education Fee
515 Nonmandatory Fees

52 All State Appropriations

53 All Federal Grants and Contracts
54 All State Grants and Contracts
55 All Local Grants

56 All Private Grants

57 All Private Gifts

58 All Sales and Services EDU ACT
59 All Other Sources

5C Auxiliary Generating Revenues




5D All Nonoperating Grants and Contracts

SF All Additions to Permanent
Endowments

5G All Operating Gifts

5H All Nonoperating Other Revenue
Sources

5J All Other Capital Revenues

5K All Sales and Services of Other Act

6110 All Administrative Salaries

6120 Faculty and Academic Salaries

6130 All Clerical and Support Salaries

6140 All Student Salaries and Wages

6160 All Professional Support Salaries

62 Benefits

730A All Travel

74 All Operating Expenses

751 All Utilities and Fuel

78 All Capital Expenses

79 All Scholarships and Fellowships

8110 All Retirement of Indebtedness To

8120 All Renewal and Replacements To

8130 All Loan Fund Matching To

8200 All Retirement of Indebtedness From

8210 All Transfers to Unexpended Plant

8220 All Transfers to Renew and Replace

8223 All Loan Fund Matching From

8230

All Transfers to Other Funds




8240 All Transfers from Unexpended Plant
8250 All Transfers from Renew and Replace
8260 All Transfers from Other Funds

8300 All Renewal and Replacements From




Dashboard Overview
1.) The dashboard can be broken down into four sections:

a. FOAP —This displays the FOAP string where budget and expense transactions take place.
b. Budget — This displays the Initial budget loaded on July 1, Adjustments made afterward, and the Total
budget.
c. Consumption — This displays Commitments, Obligations, Expenditures, and the Total consumed.
i. Commitment is an encumbrance.
ii. Obligation is a purchase order.
iii. Expenditures are actual expenses.
d. Funds Available
i. The difference between Budget and Consumption columns.
ii. Nexttothe Amount column, there is a data bar that visually displays the available funds.
Budget (USD)
Entity Fund Organization  Account Program
Initial Adjustments Total
A A110001 000000 All Account Val...  All Program... 0.00 0.00 0.00
A A110001 304009 All Account Val...  All Program... 0.00 0.00 0.00
A A110001 450210 All Account Val...  All Program... 0.00 0.00 0.00
A A110001 800002 All Account Val...  All Program... 0.00 0.00 0.00
A A110001 303011 All Account Val...  All Program... 0.00 1,739.00 1,739.00
A A110001 405013 All Account Val...  All Program... 0.00 1,474.00 1,474.00
A A110001 801003 All Account Val...  All Program... 0.00 5,381.00 5,381.00
A A110001 306003 All Account Val...  All Program... 193,542.96 7,200.00 200,748.96
A A110001 400011 All Account Val...  All Program... 98,900.00 0.00 98,900.00
Consumption (USD) Funds Available
Commitments ObligatoRz Other Expenditures Total Amount (USD) Eud(%z;‘v
0.00 29.78 0.00 -22,180.52 -22,150.74 22,150.74 _
0.00 0.00 0.00 0.00 0.00 0.00 _
0.00 0.00 0.00 0.00 0.00 0.00 _
0.00 0.00 0.00 0.00 0.00 0.00 _
0.00 1,738.80 0.00 0.00 1,738.80 0.20 om
0.00 1,473.59 0.00 0.00 1,473.59 0.41 0.03
0.00 4,081.36 0.00 0.00 4,081.36 1.299.64 2415
0.00 13,795.00 0.00 115,805.47 129,600.47 71,148.49 3544

0.00

36,416.80 0.00 9,104.20 45,521.00 53,379.00 53.97



Customize the Dashboard
1.) Columns— Adding and Removing
a. View —You can go to View then Columns to add and remove columns
b. Right Click — You can also right click on a Column heading to add and remove columns

B B im Detach  Budget Account Group
Budget Account Group [ | | | r
Columns b Show Al
I
Detach + Entity
Sort Pk Entity Description 0l
Reorder Columns... + Fund M
+ CQery By Example « Organization I
A A110001 go{ @ Fund Description 1
A A110001 3p] ¥ Account 1
A A110001 o1 ¥ Frogram 1
A A110001 30 Crganization Description "
Budget (USD) [
A A110001 308 l
Consumption (USD) [
A A110001 400 l
Account Description
Fail Requiring Attenti
< Failures Requiring Attention Funds Available [ ,
Failed Transactions (0) Cashk
Program Description

Thren tramcantinne Failad Aorinm rncameatinm nf funde and Adidn™ ore

2.) Rearrange Columns — You can click on a heading and rearrange the columns.



Drill Down into FOAPs and Transaction Details
1.) Click any of descriptions under the headings to expand additional values.

4 Budget Monitor

vieww im| Detach  Budget Account Group All FOAPs ™ Budget Period | FY-2025 | * Balance | Period to date w| 4)
e[ || | | | | | |

Entity Fund Organization g;g::‘ii;zgﬂ“ Account gggg:;:im Program
A All Fund Values All Organization Values All Account Values All Program Values
q
2.) When you click All Organization Values, all organization codes will appear.
4 Budget Monitor
All FOAPs = Organization: All Organization Values
vieww T iz Detach  Budget Account Group All FOAPs Budget Period Balance )
]| | | | | |
Entity Fund Organization g;g:ﬁi;:gﬂn Account Account Description Program
| A All Fund Values 301000 301000-Associate VP Bud_ .. All Account V. All Progra. ..
A All Fund Values 30100 301001-Budgets All Account V. All Progra. ..
A All Fund Values 301002 301002-Accounting Services  All Account V. All Progra. ..
A All Fund Values 301003 301003-Payroll All Account V. All Progra. ..
A All Fund Values 301004 301004-5tudent Account ... All Account V. All Progra. ..
A All Fund Values 301005 301005-Procurement All Account V. All Progra. ..
A All Fund Values 301006 301006-Auxiliary Services All Account V... All Progra...
A All Fund Values 301007 301007-Post Office All Account V... All Progra...
A All Fund Values 301008 301008-Book and Supply ... All Account V... All Progra...
A All Fund Values 301009 301009-Vending All Account V... All Progra...
A All Fund Values 301010 301010-From Auxilaries All Account V.. All Progra...
A All Fund Values 302000 302000-Human Resources  All Account V... All Progra...
A All Fund Values 302001 302001-FBMC (Admin Ex) All Account V.. All Progra...

3.) When you click All Account Values for one of the organization codes, you will see all the accounts for that org.



4 Budget Monitor

All FOAPs = Organization: All Organization Values = Account: All Account Values
vieww F im| Detach  Budget Account Group All FOAPs Budget Period Balance )
| ]| | | | | | |
Entity Fund Organization g;g::i;zﬂz“ Account Account Description Program
| A All Fund Values 301000 301000-Associate VP Bud... 5C_baze 5C-Auxiliary Generating ... All Progra. ..
A All Fund Values 301000 301000-Associate VP Bud... 6110_base 6110-All Administrative ... All Progra. .
A All Fund Values 301000 301000-Associate WP Bud...  62_base f2-Benefits Base Balance  All Progra. ..
A All Fund Values 301000 301000-Associate WP Bud...  730A_base T30A-All Travel Base Ba...  All Progra. .
A All Fund Values 301000 301000-Associate WP Bud... 74 _base T4-All Operating Expens...  All Progra. ..
A All Fund Values 301000 301000-Associate VP Bud... 8210_base 8210-All Transfers to Un...  All Progra. ..
A All Fund Values 301000 301000-Associate VP Bud... 8220 _base 8220-All Transfers to Re...  All Progra...
A All Fund Values 301000 301000-Associate VP Bud... 8230_base 8230-All Transfers to Ot...  All Progra...

<

4.) To go back a level, you can click the link at the top of the monitor window.

4 Budget Monitor

I All FOAPs = Organization: All Crganization Values =~|.-:-:-:=.. nt: All Account

values

5.) You can also drill down into transactions by clicking on the amounts.

Budget (USD) Consumption (USD)
Initial Adjustments Total Unreleased  Commitments Obligations Other Expenditures Total
304,105.28 295.00 304,400.28 0.00 0.00 120.72 0.00 0.00 120.72
135,422.00 0.00 13542200 0.00 0.00 0.00 0.00 0.00 0.00

6.) You will land on the Review Budgetary Control Balances page. This will display more detail behind the amount
you clicked on the previous page. You can click on the amounts again to get more information.

Review Budgetary Control Balances

Control Budget  University Budget

Currency USD

Budget Period FY-2025 - FY-2025

Budget Balances

viewy T @ Detach ! wrap

Entity A
Fund  A110001

Organization 301000

Account

Program

Al Account Values

All Program Values

2| I I

Entity Fund A Organization
A A110001 301000
A A110001 301000
A A110001 301000
A A110001 301000

Total

Organization
Description

Account
301000-Associa.. 6110
301000-Associa.. 62
301000-Associa..  730A

301000-Associa... 74

Account
Description

6110-All Admini...

62-Benefits Bas
730A-All Travel

74-All Operating

Program Budget Period  jtal Budget
450 FY-2025 190,530.00
450 FY-2025 83,900.00
450 FY-2025 2,000.00
450 FY-2025 27,970.28

304,400.28

0.00 0.00
0.00 0.00
0.00 0.00

|| IL

Total Funds Available Fu
i Amount
0.00 190,530.00
0.00 83,900.00
0.00 2,000.00
12072 27,849.56
120.72 304,279.56

7.) You will land on the Review Budgetary Control Transactions page. This show the specific transactions behind the
amount on the previous screen. Under the Transaction column, you can click the document number to get more

information.



Review Budgetary Control Transactions

4 Search

Budget Transactions

View v Fomatv 52 53

Control Budget  Uriversity Budget

Budget Period  FY-2025

Budget Account A-AT10001-301000-74-450

Balance Type  Obligation

Balance  120.72USD

Budget Currency USD

2 |[momrial \ I I i \
Jated Reserved
Budget D: Transaction e aeaction Transaction Activity Reserved
Amount
4127125 P2507791 1060 USD Reservation 1050
4127125 P2507791 5962 USD Reservation 5962 0.00
4127125 P2507791 5050 USD Reservation 5050 0.00
Total —— 12072 0.00

8.) Depending on the type of transaction, you will land on the Purchase Order, Requisition or Invoice page. These
pages are similar to Govs eShop. They contain Supplier, Shipping, Quanity, Requestor, etc. information.

= /S SUITE

Purchase Order: P2507791 @

Main

4 General

Procurement BU
Requisitioning BU
Sold-to Legal Entity
Bill-to BU

Order

Status

Funds Status
Buyer

Creation Date

Terms  Notes and Attachments

University
University

Austin Peay State University
University

P2507791

Open

Reserved

Lois Cuhwell

42725

Required Acknowledgment None

Payment Terms  Net 30

9.) When you are done, you can click Done in the top right corner on each page to get back to the dashboard.

Supplier
Supplier Site

Supplier Contact
Communication Method
Bill-to Location

Ship-to Location

Shipping Method
Freight Terms
FOB

Canon USAInc
300 Commerce S-PO-2
'AD0230452-Contact Name
None
Austin Peay State University Central Receiving

Austin Peay State University Central Receiving

Ordered 336 67 USD

Total Tax  0.00 USD

Total 33667 USD
Description

Requisition

Source Agreement

‘Supplier Order

— Requires signature

__ Pay on receipt

— Confirming order



Exporting to Excel

. . )
1.) On most pages, you can export the data to Excel document by clicking Export to Excel |con.-

Detach

&= Detach

1.) On most pages, you can detach the window on the page by clicking the Detach icon
you have several rows and need more space to see them.

. This is useful if

Filter

1.) On most pages, you can apply filters to your data by clicking the Filter icon.
a. Empty fields will appear above the headers.
b. You can enter in these fields to filter for certain information.
c. Wildcards can used to search for certain characters.

A110001 = Organization: All Organizafion Values

vieww §E il JE4 = Detach BudgetAccount Group A1

z L] | E ||

Entity Fund g;g:ﬁisﬁgz“ Organization
............... A A110001 200000-VP ... 200000

A A110001 200010-Str... 200010

A A110001 201000-Pu... 201000

A A110001 201001-Go... 201001

A A110001 20M1002-Adv... 201002

A AT110001 20M1004-Stu... 201004

4

View w _'f-ﬁ in! m" Detach Budget Account Group A1

2 | ] | = ||
. Organization S
Entity Fund Description Organization
A A110001 200000-VP ... 200000




Graph View

o]
1.) On the dashboard, you can see a graph view of your budget by clicking the Graph icon. =

Budget vs Consumption Trend x

Budget vs Consumption Trend
University Budget |...

29K
20K

16K

[l Budget
M Consumption

12K

Amount

8K

3K

114

Fr-2025
Budget Period




Manage Budget Account Groups

1.) Create Budget Account Group
a. Click View
b. Click Manage

4 Budget Monitor
2 ] J|E4 = Detach BudgetAccountG

Budget Account Group 2 Create

Columns L Edit

Detach I Manage I

2.) Set Default in Budget Monitor
a. If you want a specific account group to appear every time you access the dashboard, you can that group
as the default.

Manage Budget Account Groups m
view w Formatv o= 4 ¥ Er Freeze  [m| Detach
My Settings
Name Description Control Budget Owner Access

Setas DefaultinMy - Display on My Infolet

Budget Monitor
A110001 University Budget Jacklyn Milam Private B

All FOAPs University Budget Jacklyn Milam Private ™ M

Another Test University Budget Jacklyn Milam Private |:| B

3.) Add, Edit, or Delete Budget Account Groups
a. You can add a Budget Account Group by clicking the plus icon.
b. If you highlight a Budget Account Group, you can edit by clicking the pencil icon or delete by clicking the
x icon.



Manage Budget Account Groups

View v Format w I + S X I By Freeze  im | Detach Wrap
Name Description
A110001

All FOAPs
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