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ENTER BUDGET INTO FRONTLINE SYSTEM

You must enter the data into the automated budget preparation system. The system will total the entry for each budget
unit as you complete your entry. Upon completion of data entry, you may print a copy of your budget using standard
reporting available in the system.

 LOGIN TO FRONTLINE

¢ EXPAND — BUDGET PREPARATION OR MAINTAIN ALLOCATION OR SEARCH FOR THE ENTRY
POINT NAME

s CLICK - ALLOCATE BUDGET OWNER ALLOCATIONS
My Entry Points

My Entry Points

Welcome, Tracy Sims

Maintain Allocation PR - Time Card Mang
Employee Reimbursement Employee Service Cd
RPT - Reports My Accounts

FIM - Journal Entry Account Number Ma
Mileage Reimbursement Procurement Lookug
Requisition Lookup Reimbursements

FIMN - Accounts Payable

« VERIFY 2025 BUDGET YEAR

*  YOUR BUDGET WORKSHEET SHOULD BE LISTED AT THE BOTTOM OF THE SCREEN

Allocate Budget Owner Allocation |
Budaet Owner Allocation Search Criteria

Budget vear: - | zo=zs Status:

Fund - Fune - obs - Subobi - ora B Local
Budget Cwwner:
Anccatio, My Budaset Lines? - ves Mo
Allocation
Filter
Cateaor
Allocation Group:
Alocation
Subgrous
oL S
Budget Owner Allocations
Allocation ” Budget Owner ~ Status = Curr/Next > org L Avail ~ Adjustment ~ Adjustment 7 Allocatable hed
Approver Alltmnt Alltmnt In Out Alltmnt
Departments 727-Budget Office | Incomplete 53,636.00 53,636.00 0.00 0.00 53,635.00
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« SELECT AN ALLOCATION WORKSHEET

s CLICK -

EDIT

Budget Owner Allocations

|allocation -

Elcmcntary Campuscs
Elementary Campuses

Elementary Campuses

Budget Owner

125 Jensen Elementary School
126-Burnett Elementary School

127-Frazier Elementary School

Status

Incomplcte
Incomplete

Incomplete

Curr/Mext

Approwver

Elementary Campusss 128-Teague Elementary School Incomplete
Elementary Campuses 129-Moore Elementary School Incomplete
Elementary Campuses 130-Young Elementary School Incomplete
Elementary Campuses 131-Sparks Elementary School Incomplete
«

o | smesom | oo |

. HEN YOUR ALLOCATION WORKSHEET IS OPEN, PLEASE NOTE THE
FOLLOWING

J . AVAILABLE ALLOTMENT AMOUNT
2. TOTAL ALLOCATION AMOUNT

¢ A RUNNING TOTAL OF THE ALLOCATED AMOUNT ENTERED
* 3. REMAINDER OF ALLOCATION AMOUNT

¢ THE AMOUNT LEFT TO ENTER INTO FRONTLINE. THIS MUST BE 0.00
BEFORE SUBMISSION.

Budget Owner Allocation Allotment Adjustment wersion History Approval History

Allotment

Hide accoy

Available Budget Percent: 100.0 Recurring: Recurring with Allocation
are equal §
e
Allotment Amount: 265,.6854.00 Justification:
oOriginal Allotment =

Awvail Allotment =

Z265,854.00

Adj

Total Allocation Amount: 265, 854.00
Result Page: 1 || Results 1-16 of 16

2565,854.00

Remainder Allocation Amount: 0.00
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COLUMN DESCRIPTIONS:
ALLOCATE PERCENT

This is the percentage of your allocation per line.
ALLOCATE AMOUNT

This is the amount you allocate per line.
DETAILS

You can enter more details including specific budgeted amounts if needed. When using this field the
amounts you enter will autofill the allocation amount

EXPLANATION

The Campus Improvement Plan (CIP) number goes in the Explanation Field

CURRENT YEAR ADOPTED BUDGET

This is the 2023-2024 appropriation (budget) for that account when the budget was imported into Frontline
system September 1St,

CURRENT YEAR AMENDED BUDGET

This is the 2023-2024 appropriation (budget) as of current date.

CURRENT YEAR TRANSACTIONS

This is the 2023-2024 transactions as of current date.

CURRENT YEAR DIFFERENCE

This is the 2023-2024 difference between the Amended Budget and the Transactions.
PRIOR YEAR ADOPTED BUDGET

This is the 2022-2023 appropriation(budget) for that account when the budget was extracted into the
Budget Preparation system September 1%,

PRIOR YEAR AMENDED BUDGET

This is the 2022-2023 appropriation(budget) at the end of the fiscal year.

PRIOR YEAR TRANSACTIONS

This is the 2022-2023 transactions at the end of the fiscal year.

PRIOR YEAR DIFFERENCE

This is the 2022-2023 difference between the Amended Budget and the Transactions.

Bdgt Acct

Curr Curr Pr Pryr
Allocate  Allocate Corr¥r  Cure ¥
Description Details  Explanatio RsrvPCT  Adopted  Amended Adopted  Amended PrYrTran PrYe Diff
pCT Amt Tran Diff
Bdat Bdat Bdat Bdat

199-41-6121-000-727-99-COP Extra-Duty Pay - Support Perst 0.00 0.00 0.00 0.00 118439 -1,184.39 0.00 0.00 0.00 0.00
199-41-6122-000-727-99-COP Subsfitute Wages - Support Pe 075  2,00000 Details 200000 200000 71500 1,285.00 0.00 0.00 0.00 0.00
195-41-6126-000-727-99-COP Part-Time & Temporary Wages 0.19 500,00 Details 50000 500.00 000 500.00 0.00 0.00 0.00 0.00

199-41-6141-000-727-99-COP Medicare 0.02 45,00 45.00 43.00 34592 10.08 0.00 0.00 0.00 0.00
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You can allocate FY 2025 using the distribute based on the prior year button.

199-41-6397-000-727-99-000 Postage Expense 0.00 0.00 Details 6 138,600.00 138,600.00 25,013.56 113,586.44 138,600.00 138,600.00 77,721.41 60,6878.59
199-41-6399-000-727-99-000 General Supplies 0.00 0.00 Details 6 8,695.00 8,105.00 4,094.42 4,010.58 8,695.00 6,727.00 5,919.65 807.35
AN A1 €444 AAN T9T A0 AAA Teal and Cahoictanas  Enle nan Ann Pataile c £ nan an £ n4an nn 2ncnnnl  nos7 o £ nannn £ can an 2 442 22 n4nccn

Distribute Based Prior ¥r Save Allocate m Submit For Approval Print Worksheet
4 Exit Worksheet

**YOU CAN SELECT SAVE ALLOCATE AND RETURN LATER IF NOT FINISHED**
e ENTER ALLOCATION AMOUNT:
* THE ALLOCATION PERCENT WILL AUTOMATICALLY UPDATE

Allocate Allocate
Bdgt Acct Description Details Explanation
PCT Amit
199-41-6126-000-829-99-CDP Part-Time & Temporary Wages 15.08 S5,400.00 Details
199-41-56141-000-329-99-CDP Medicare 0.00 /V m_x/‘; Details
199-41-5249-000-742-99-000 Contracted Maintenance and R 0.00 0.00 Details
199-41-6299-000-742-99-000' Misc. Contracted Services 0.00 0.00 Details
199-41-6329-000-742-99-000 Books & Reading Maternals - MNc 0.00 0.00 Details

e IFYOU WOULD LIKE TO ADD DETAILS:
e CLICK DETAILS
¢ ADD AMOUNT & DESCRIPTION

e THIS WILL AUTOFILL THE ALLOCATION AMOUNT

o IF YOU WANT TO INCLUDE ADDITIONAL FUNDS FOR UNSPECIFIED USES ENTER
"“UNALLOCATED “AND THE AMOUNT

¢ CLICK OK

Allocate  Allocate
Bdat Acct Description Details Explanation Adopted  Amended | Budget Account: 199-41-6126-000-829-99-COPAYS
i o 8dat Bdat Total Amount: 5300.0

199-41-6126-000-829-99-COP Part-Time & Temporary Wages 18.08  5400.00 Details 5,400.00 0.00 Amount Description -
1994 1-6141-000-825-95-COP Medicare 0.00 0.00  Detalls 85.00 0.00 5,000,00 Part- time Wages (]
199-41-6249-000-742-95-000 Contracted Maintnance and Ry 0.00 0.00  Details 800.00 800.00 400.00 unallocated ]
199-41-6299-000-742-99-000 Misc. Contracted Services 0.00 0.00 Details 3,500.00 8,985.00 0.00 i
199-41-6329-000-742-99-000 Books & Reading Materials - Ne 0.00 0.00  Details 215.00 215.00

199-41-6397-000-742-99-000 Postage Expenzes 0.00 0.00 Detalls 100.00 100.00

199-41-6389-000-742-99-000 General Supplies & Materials 0.00 0.00  Detalls 6,849.00  6,949.00

199-41-6411-000-742°99-000 Travel - PISD Employees Only 0.00 0.00  Details 6,775.00  6,775.00

199-41-6495-000-742-99-000 Membership Fees & Dues 0.00 0.00 Detalls 1,935.00 1,935,00

199-41-6487-000-742-89-000 Misc. Fees 0.00 0.00  Details 1,300.00  1,300.00 m m
199-41-6499-000-742-89-000 Misc. Operating Costs 0.00 0.00  Details 900.00 900.00




ONCE YOU HAVE ENTERED DETAILS AND YOU FIND THAT YOU NEED TO MAKE CHANGES TO THE AMOUNT IN
THE ALLOCATE AMOUNT FIELD, YOU WILL NOW HAVE TO MAKE THOSE CHANGES IN THE DETAILS FIELD,
THEN IT WILL CHANGE THE AMOUNT IN THE ALLOCATE AMOUNT FIELD.

Allocate Allocate
Bdgt Acct Description Details
PCT Amt
199-41-6121-000-727-99-CDP Extra-Duty Pay - Support Persc 0.00 0.0a0
199-41-56122-000-727-99-CDP Substitute Wages - Support Pe 0.75 2,000.00 Details
199-41-6126-000-727-99-CDFP Part-Time & Temporary Wages 0.19 S00.00 Details
199-41-6141-000-727-99-CDF Medicare 0.02 45.00 .

e THE EXPLANATION COLUMN IS USED TO ADD NOTES BUT WILL NOT AUTOFILL
THE ALLOCATION AMOUNT COLUMN

o THE CAMPUS IMPROVEMENT PLAN NUMBER GOES IN THE EXPLANATION FIELD

Curr
Allocate Allocate
Bdgt Acct Description Details Explanation Adopted
PCT Amt
Bdgt
199-41-6141-000-829-99-COF Medicare 0.00 0.00 Details 85.00
199-41-5249-000-742-99-000 Contracted Maintenance and R 0.00 0.o00 Details 800.00
199-41-6299-000-742-99-000' Misc. Contracted Services 0.00 0.00 Details 3,500.00
199-41-6329-000-742-99-000 Books & Reading Matenals - N 0.00 0.00 Details ' 215.00
199-41-8397-000-742-99-000 Postage Expenses 0.33 100.00 Details & 100.00
) B ~ Enter the District Improvement
199-41-63%9%-000-742-99-000 General Supplies & Materials 23.27 6,949.00 Details 65,949.00
3
199-41-6411-000-742-99-000/ Travel - PISD Empl oml 0.00 0.00 Detail Enter the District Improvement &,775.00
rave T ehan= Plan Number (DIP) that suac-urls !
199-41-6495-000-742-99-000 Membership Fees & Dues 0.00 0.00 Details | this item Goal 1 thru Goa 1,935.00
199-41-8497-000-742-99-000 Misc. Fees 0.00 0.00 Details 1,300.00
199-41-6499-000-742-99-000 Misc. Operating Costs 0.00 0.00 Details 4 900.00
199-51-6256-000-829-99-000 Telephone Service 0.a0 0.00 Details 1.900.00

« ONCE YOUR REMAINDER ALLOCATION AMOUNT IS 0.00

e  CLICKSAVEALLOCATE-NOTE: IFUNABLETOSAVEALLOCATE—-CLEAR YOUR
CACHE. SEEHELPFULINFORMATION ON PAGE 12, IFYOUDONOTKNOW
HOW TO CLEAR CACHE. IF YOU CLEAR CACHE DURING THIS PROCESS, THE SYSTEM WILL LOG
You our.



o« PRINT YOUR WORKSHEET TO KEEP AS A REFERENCE

¢ CLICK - PRINT WORKSHEET

Total Allocation Amount: 62,342.00

Result Page: 1| 2 | 3 || Results 1-25 of 60

Bdgt Acct

199.11.6117.00.

199.11.6118.00.

199.11.6118.00.

199.11.6121.00.

199.11.6121.00.

199.11.6121.00.

199.11.6121.00.

130.11.000

130.11.000

130.11.350

130.11.000

130.11.254

130.11.255

130.25.000

Allocate
Description
PCT
Wages-PT Teachers/Other Prof 0.16
Extra-duty Pay-Teachers/Other 0.48
Extra-duty Pay-Teachers/Other 0.00
Extra-duty/Overtime-Support ¢ 0.32
Extra-duty/Overtime-Support * 0.08
Extra-duty/Overtime-Support £ 0.32
Extra-duty/Overtime-Support ¢ 0.00

Remainder Allocation Amount: 0.00

Allocate

Amt

100.00

300.00

0.00

200.00

50.00

200.00

0.00

Details

Explanatio Rs|

Tutors to te
"/ Destinatit
Fine Arts Bu
Instructiona
Behavior Ait
Primary Lite

Special Ed 2

Distribute Based Prior Yr

¢ SELECT THE TYPE OF REPORT YOU PREFER
NOTE: PDF DISPLAYS DATA IN EASIER TO READ FORMAT

Save Allocate m Submit For Approval Print Worksheet

Allocate Click on a report to run )(

Curr
PCT Di
Budget Owner Allocations Report [Adobe Acrobat (PDF)]
Lol Budget Owner Allocations Report [ Microsoft Excel (X1L5)] | 1,18
0.19 a0 =1
0.02 32 ]
n.an n0.0n n.nn 00 zo o7 =
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¢ ONCE YOU SELECT THE REPORT YOU WANT TO PRINT, THE REPORT WILL
POPULATE IN A NEW WINDOW

[ ReportServerServiet - Work - Microsoft Edge — ([ oo
(71  httpsy//envl-pasadenaisd.nonpd.erp.frontlineeducation.comy/ ... =
Microsoft Edge offers secure and reliable POF
@ reading experiences. Would yvou like to set it as X
s elofosalE DIDC coocloe?
.
1 of3 QO — + +»
e e D TEENE Beuskget Cwrer Allecations by &Rkecaiicn - Dulail Hudgs: Owrar  Tar
L S L Budgel Fear 2833 Workbooik Ogen Bog el TE DESETTE T
T a3 AL Frm DoteTiss - CRUCGOES W009 0 MM
Mo Suh Gex AL
“% HIIE-: - - Owig .H-ﬂ ﬂ . Totd Toesl . avail
Cow-pariaseeyin | TET Budged Ofce (Flah 100000 [.T-%] e W EEESAD ISESE0] 385 B DD Appeces i
(=24, (=
e hdoped
B Aot Dsmcrigton PLET  Alocus Smi  Cxplanaiicn [ Bdgz T % Tran L Vor OY
R T A (e Chty Py - Bt e e A [ Bl 1,100 T
LI OO T Tl DR kg, - e o zimarm e & s Fukim [
“am & 0ae
P T ey S T i oy g e asare [ [ [ Emaim
e ) S0
T LTI I [ache Retrerean TR Cae LY A [T [ = am e
B T T ey e A [ Bl e S
T OO T - OSEOS B L T e e e daire [ e Amh g [TT ]
AErmier. [aparresnn Busget Cwrear Al ccations by A Becation - Detsi | Dudgsl Crar  TI7
Mier Cue AL Busigel Fear: 2033 Workbook: Open Do Draraer G Dmzarerars
Mier G AL P Dot Trss - DENGGOGET w0093 AN
M S Gz AL
“g lll:: - - Owig .I-:-H g . Totl Totsl . Al
Cw-partrssin | TET Gsdget Ofce (Flugh 18033 i S BSE BECESA D  DESASEO0] 385 BS54 DD Appeves i
-
.3 Pi9mm A4 S4RE Anm s b ora M=

e CLICK — SUBMIT FOR APPROVAL
e NOTIFY YOUR ASCD BY EMAIL WHEN YOUR BUDGET IS READY FOR REVIEW
e NOTIFY THE BUDGET OFFICE BY SENDING AN EMAIL TO BUSINESSOFFICE@PASADENAISD.ORG


mailto:BUSINESSOFFICE@PASADENAISD.ORG
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ALLOCATING BUDGET TO ATHLETICS, FINE ARTS & LIBRARY SERVICES
Please allocate to the appropriate codes listed below.

199-11-6399-000-XXX-11-ALLOCT, for all campuses. This is for Library Services.

199-36-6399-000-XXX-99-ALFINE, for middle, intermediate and high schools.
This is for Fine Arts.

199-36-6399-000-XXX-99-ALATHL, for intermediate and high schools.
This is for Athletics.

It is very important that the Google Doc numbers match what is entered into Frontline.

(Use your Ctrl button and clickon the link below)

2024-2025 Allocations to Athletics, Fine Arts and Library
(google.com)

Campus Number*

Amount to allocate to Athletics

Amount to allocate to Fine Arts

Amount to allocate to Library Services

NOTES:

1) Keep a hard copy of your allocations requests for your records before you click submit (right click,
print)
2) You will still need to allocate these monies in your budget strings in Frontline


https://docs.google.com/forms/d/e/1FAIpQLSeyyvJvLktE_bvH_qWzH727g741IzkdS9APg0EYDVFypPgBsw/viewform?usp=sharing
https://docs.google.com/forms/d/e/1FAIpQLSeyyvJvLktE_bvH_qWzH727g741IzkdS9APg0EYDVFypPgBsw/viewform?usp=sharing
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Which item below on the Campus Improvement Plan does this item support? *

1. CURRICULUM & INSTRUCTION - We will provide rigorous and meaningful curriculum by
creating integrated learning experiences to meet individual student needs ensuring students
are future ready.

2. COLLEGE, CAREER, & MILITARY READY - We will promote college, career, and military
preparation and readiness through the use of systems and structures that meet the needs
of each student.

3. HUMAN RESOURCES - We will actively recruit, develop, and retain a highly qualified staff
to promote a successful learning environment for all.

4. FAMILY & COMMUNITY ENGAGEMENT - We will use a culturally responsive approach
to relentlessly pursue meaningful engagement with family, business, and community
stakeholders to support students and staff.

5. SAFE SCHOOLS & SOCIAL-EMOTIONAL SUPPORT - We will establish safe schools
while meeting the social, emotional, and physical needs of all students and staff in a
culturally responsive environment.

6. ANCILLARY SERVICES - We will promote an exemplary learning environment for
students and staff through the utilization of ancillary service departments thatintegrate
established and innovative practices, standards, and systems.

10
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HELPFUL DEFINITIONS

District Budget Personnel - employees within the Budget Department who are
responsible for setting up next year budget worksheets, defining allotment amounts, etc. Once

budget worksheets are approved, employees responsible for adopting and adjusting budget
allocations.

Allocation Manager- employees who may not have created the budget workbook
but are responsible for maintaining the allocation. This person has access to all worksheets

within an allocation (ex: Federal Grants Coordinator will be the allocation manager for your
Program/Grant Funds allocations).

Budget Worksheet Manager (AKA Budget Owner) - employees responsible
for allocating budget owner allocations for a specific budget worksheet and submitting for
approval (ex: campus principal)

Budget Approvers- employees responsible for reviewing completed allocation worksheet and
approving next year budget calculations.

11
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HELPFUL INFORMATION

HOW TO CLEAR CACHE

1. Delete the browser cache with a shortcut.
1. Press the keys [Ctrl], [Shift] and [Del]. ...
2. Anew window opens: "Clear Browser cache".

3. Here you can select in the upper dropdown-menu |, for which time period you want to
delete the cache data. ...

4. If you want to delete all cache date , select "all".

WINDOW THAT OPENS WHEN YOU DO STEP #2 LISTED ABOVE

Clear browsing data

Basic Advanced

Time range All time

EI Browsing history
Clears history from all synced devices
Cookies and other site data
Signs you out of most sites. You'll stay signed in to your Google Account so
your synced data can be cleared.

Cached images and files

Frees up 18.5 MB. Some sites may load more slowly on your next visit.

12



