Next Year Proposed Loads
From BUDWRK to EXCEL-CSV to APPROP: NYPLOAD
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Created by Patty Daniels
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Purpose:
Setting up for Next Fiscal Year Budget and Revenue Accounts by doing a mass load of pulling the information from budwrk report into a excel spreadsheet.  The user will then modify the Next year Purposed file then transfer the file back to their directory on reflections and perform an NYPLoad. 
Revision History:
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Prerequisites:

None
Scope:

To be able to enter the necessary information to complete the next year proposed.
Procedure:

1. Log into NEOMIN8
2. Go into your STATE files.

Creating the BUDWRK Report:

1. At the menu> USAS
2. Select and go into :   USAS_RPT  
3. Select the BUDWRK report.  
a. BUDWRK     Budget Work Sheet
4. Press  Enter key           to continue

5. The following is the screen input for your report features.

a. Note Screen input is setup for a generic report layout.
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Screen 2 of 4 Layout
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Screen 3 & 4 is blank to select all budget accounts
Screen 3 is for Wildcard selection of only certain budget accounts.   
Screen 4 is for a Range selection of budgets accounts.  

Tip*** If you want to do a certain range then make your CSV filename in screen one matches your selection criteria.  Example:  200budwrk.csv.

6. Press the PF1 – key to create the report

7. This report will produce 2 output files:

    Output file is BUDWRK.TXT                                               
    Spreadsheet file is BUDWRK.CSV    

      8.  Exit to the $ prompt by pressing CTRL+Z to take you back to the $ prompt

      9.  Type in at the $ Prompt:   $>    PRT BUDWRK.txt  
           This will produce a hard copy report for you to look at.

    10.   Transfer BUDWRK.CSV to your local pc.   

Transfer the BUDWRK.CSV output file to your Local PC.
1. Keep reflections open at the $ prompt  (We will come back to this screen later)

2. On your PC:  create a folder to put your BUDWRK files in.  

This only needs to be done once.  If you have a folder created skip to step 5
3. Click on My Documents icon on your PC Desktop Screen

4. When my documents screen appears.

a. Click on File 

b. Click on New, Folder

<or>

Click on Make a New Folder under File & Folder Tasks

c. Name this folder BUDWRK Files.  

5. Go back into your NEOMIN8 Reflections Session.  You will be at the State and $ Prompt.
6. Click on the Flying paper icon or click on File: Transfer from the top menu bar

7. The following dialog box should be setup like this.  See instructions on the sides to setup this box. 
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8. In the middle make sure Protocol is WRQ/Reflections
9. Transfer Type is:   ASCII

10. Click on the transfer << arrows at the top.
   The transfer is complete when you see budwrk.csv under the Local Dialog box.

   Click on Close button at the bottom to exit the file transfer box. 

   The file is located in you’re my documents under directory budwrk File.   
Continue with Opening the budwrk.csv file in Excel.

Working in Excel with BUDWRK.CSV file/

1. Open an EXCEL Session.  From my desktop I click on the following:
a. Click on Start Button on your desktop.
b. Click on All Programs.
c. Click on Microsoft Office
d. Then click on Excel 
2. In Excel
a. Click on File:  Open

b. In the open Dialog box.  Click on My Documents (left hand side)

c. Click on the folder: Budwrk File
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                            d. File type        is “All Files”

d. Under the Name Dialog box.  Double click on budwrk.csv   
e. The spread sheet will be populated as follows:
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The highlighted proposed field is where you will enter your next year proposed.  

DO NOT change any heading titles. 
When you have completed all fields you can proceed and save the budwrk to a new file name.  I will save it to budwrk2.csv
Saving the Changed CSV Budwrk file. 

When you have made all your modifications proceed to save the file.
Click on:  File Save  
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Click on Yes 
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Click on Yes to save your changes.
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Assign a new file name so that you have the changes save from the original. 

I called this budwrk2.csv

Exit EXCEL 

The file is now budwrk2.csv.  We will transfer this file to your NEOMIN8 directory in state software.   Login into STATE and exit to the $ Prompt.

Transfer the BUDWRK2.CSV on your  Local PC to Neomin 8
1. Go back into your NEOMIN8 Reflections Session.  You will be at the State and $ Prompt.
2. Click on the Flying paper icon or click on File: Transfer from the top menu bar

3. The following dialog box should be setup like this.  See instructions on the sides to setup this box. 
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4.  In the middle make sure Protocol is WRQ/Reflections

5. Transfer Type is:   ASCII

6. Click on the transfer >> arrows at the top.
   The transfer is complete when you see budwrk2.csv under the Host File Names 

   The above procedure moves the file from your local PC to your directory on    NEOMIN8.
   Click on Close button at the bottom to exit the file transfer box. 

   You are now ready to run the APPROP:  NYPLOAD program.   
Loading Next Year Proposed using the APPROP/NYPLOAD  (filename to load is budwrk2.csv)
1. You are at the $ prompt since you just closed your File transfer.

2. Type in Menu

3. At the menu Prompt type in:   APPROP

4. Select the program:  NYPLOAD    - Update Proposed Amounts from CSV/TAB file
5. Hit your PF1 key to bring it up.

6. You will need to tell it the file name to load.  My file name was BUDWRK2.CSV
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7. TO UPDATE THE NEXT YEAR PROPOSED FIELD THE UPDATE ACCOUNT FILE OR REPORT NEEDS TO BE A U

8. PRESS PF1 TO EXCUTE THE PROGRAM.

9. Print out the report:   NYPLOAD.txt

Files will be updated and can be check by going into the actscn and view the budget accounts that you put in 

       Next year proposed figures.  

10. Go into   USASCN/ACTSCN    (Only if you would like to double check the changes that were made)
a. Locate the Budget accounts.  
b. Only the Next Year Proposed fields are update.  
Screen 1 of 4


I have selected “D” for Detail Report.


I want to create a spreadsheet.


You must give the spreadsheet a name:


BUDWRK.CSV


(make sure you put the file extension)


Type is CSV


Sort options are FS, AP, AC


Subtotal Option:  FS, AP








Screen 2 of 4 


You may change your options to meet your needs.





Split FYTD Expendable?  (Default is Y)


Y – Splits FYTD column into FYTD Approp and Prior FYTD Carryover Encumbrances Columns


N – FYTD does not split.  Displays Current Encumbered and Unencumbered Balances.











When you click on:    


   Show Host Files





The Host File Names 


Dialog will populate with your file names you have created in your directory





Using the scroll bar 


on the right.


Click on the down arrow to locate the budwrk.csv file.  Double click on budwrk.csv.  You know you have the file when it populates the blank box under Host file names. 





1. Local Directories:


Select C: Drive


Document Settings


Your user name


My Documents


Locate the folder for Budwrk File











When you have Local directories set


And your screen looks like this press the << arrows in the middle at the top to transfer the file.





c.





b..











Local File Name:


Double click on 


Budwrk2.csv.


This will put the file in the Local file name box. 


(Budwrk2.csv has Next Year Purposed )





Local Directories:


Select Drive c:


   Document Settings


   Your user name


    My Documents


    Locate the folder for Budwrk File
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