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o The Monthly Allocation Plan distributes 2017 Adopted Budget on monthly
basis for projected spending.

o Departments are required to input their 2017 spending and revenue plans
into the Monthly Allocation Application in APEX

o The Adopted amounts are loaded by Sub-Object codes
o Departments must allocate their budget, monthly for each Sub-Object
code (including Month 13). This will serve as each Department’s
Allocation Plan for 2017.

o After NIFS monthly close , within 2 weeks Departments are required to enter
variance explanations for each sub-object code.
o A write-up is necessary where a substantial difference exists from the
current obligation spending/revenue from the submitted Monthly
Allocation Plan. Most Departments were performing this task in 2016.
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The Monthly Allocation Plan is comprised of five Sub-tabs:

o 1%t Tab
o Allocation Plan : Departments will allocate their 2017 Adopted Budget
by month for expense and revenue Object and Sub-object codes. This
sub-tab can access previous years data if available and is
downloadable.

o 2n Tab
o Allocation Plan Report : Create reports of Allocation Plan data —
similar to the Budget Prep Application report feature (including
available monthly historical data)




o Third Tab
o Allocation Explanations : Departments enter their variance
explanations each month for expense and revenue codes. The
General Notes box is used to explain the overall object code. An
individual Sub-object box is used if an explanation is necessary for
this specific Sub-object. The sub-tab can access previous months and
is downloadable

o Fourth & Fifth Tab
o Allocation Explanations Report & Allocation by Exp/Rev Reports :
Again, similar capabilities to the other report features discussed
earlier, plus ability to see previous years, monthly Current
Obligation data.




Data Input Responsibility

OMB responsibility

o Full-Time Salary — OMB will use actual 2017 number of periods per month
and include salary structure according to the labor agreements (CSEA, PBA,
DAI SOA and COBA) applied to 2017 Adopted Budget

o Part-Time & Seasonal Salary — OMB will use historical data applied to 2017
Adopted Budget.

o Longevity, Terminal Leave, Health Insurance Buy Back and Comp Time
cash — OMB will use the preset rules from Labor Contracts.

o BJ/HF, a member of the OMB Staff will be coordinating the ISA process




Data Input Responsibility

Department responsibility

o Salary Extras, with the exception of Longevity, Terminal Leave, Health
Insurance Buy Back and Comp Time cash

o Other Than Personal services
- Revenues




Go to the Monthly Allocation Tab between January 10t and January 31%
Choose the Allocation Plan sub-tab
Select Criteria :

v Year 2017

v Fund

v Control Center
v Object

Enter Data at the Sub-Object level by Month, including Month 13
Monthly amount should be entered

Verify that box “Total Orig Budget” equals box “Total Spend Plan” (or box
“Total Variance to Budget” is at zero)

APEX has built in check balances by Object level and color coded Totals.
The total allocated by Object cannot be above the Adopted Budget.
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o Preparing with Historical Data Spending

Tt Budget Department
7. NASSAU COUNTY, NY B e

Projections

Choose Criteria

ar | 25

Go | Reports | 1. Current Oblig Actions »

R SubObject Criginal Jan Feb Mar Apr May Jun Jul
Budget Cur Oblig Cur Oblig Cur Oblig Cur Oblig Cur Oblig Cur Oblig Cur Oblig

0 -1, 0.00 0.00

5117




o

Entering Data
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o Check and Balances / Color coded totals
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Select one of the Reports Sub-Tab :
v Allocation Plan Report
v Allocation Explanation Report
v Allocation by Exp/Rev Reports
Select the criteria
Click on Actions Button and choose how to manipulate your Data
Save and name reports
Download data to Excel (Click on CSV)
o For your convenience remember to save as an Excel document
Help (provides detailed information for each icon, )

For detailed help with creating reports please contact Matt Ronan,
Martha Worsham or your Budget Analyst (Contact list on last slide)
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o Allocation Explanation Report Sub-Tab
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o Allocation Plan Report Sub-Tab
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o Updated visual and user input screen since mid-2016
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Contact List
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