Texas A&M Texarkana
Budget Contact Training




What is a Budget
Contact?

It is a Workday role

One that assigns costing allocations during
business process for promotions, new hires,
reclassifications etc.

One who coordinates with managers to keep
department personnel on budget




Where do | get my information?

Your manager or personnel budget

.
o]
Q A search authorization form

Paperwork coordinating with a promotion, job change, allowance or other various business

@
@2 processes

% Previous employee costing allocation/the position costing allocation



When will | need this information?

* When prompted by the business process in Workday for the following:
* New hires
* Reclassifications
* Allowance additions or changes

* When completing HR forms

* When funding changes for an employee (will be a manual process outside a business
process)



Terms to Know

FAMIS Web/Canopy - They are the same system just with a different look and
should have same information

PCT - Payroll Cost Transfer- Allows you to move payroll expenses after processed
between accounts to correct errors or change funding sources.

DBR - Department Budget Request-Allows you to move available funds from
accountto account or between pools within the same account

CA - Costing allocation-tells Workday which account the payroll expense should
be coded to which should align with the personnel budget for 9/1

SENC - Salary Encumbrance- A transaction batch type in canopy identifying that
line as a salary encumbrance transaction

SSV - Salary Savings; transaction batch type in Canopy identifying that line as a
salary savings transaction

Work-tag — \What Workday calls an expense account



Position Identification Number
(PIN)

Starts with P or N followed by a series of numbers
Used to attach budget information to an employee or vacant position
PINs starting with 1+ are P, 0 or 8 are N

To find the PIN associated with an employee, go their profile, look on the summary

page on the right-hand side. A screenshot example provided on next slide.

If you already know a PIN and want to know who is attached to it, use the Workday

search bar and type position: P-116218 or position: NO0718



& Supervisory Organization @ Positon Title
22160044 Office of VP for Finance And P.149611 Assistant Director, Budgss Job Details
Admbistration (Budgets) (Ramona Knighton)

Employee ID 737008200
@ Location Manager
Toxarkana TAMUT Ramana Knighton Supervisory Organization Board of Regents {(Robert Nbrtson [Cf) >> 22160044 Office of VP for Finance
And Acministration (Budgets) (Ramona Knighton)
Pasition P-139611 Asaistant Director, Budgets
1 2 Basiness Title Assistant Dienctor, Budgets
Tricia Briggs Job History
Job Prefile Assistant Direcior, Budgets
Assistant Director, Budgets Finance Director
Tenskans Water Utines | Febryary 2021 - Pregent | b yeors 4 months | Texarkana TX Job Family TAMUS > Business / Finance
Duties inchude manegement of all financisl operations Including MR, customer senvice and field services perscane,
preparation of the annusl budget for appeaximately 40 milkon in expenditures with input from the Executive Director and Employee Type Staf
all depariment heads, directs and oversees the annual audit, develop and maintaia inmemal controls for il tnance
function, develop and mantain finascial policies and procedures, moniton revesies and expenses and makes M 1 Level Director (5)
Emall T recammendations as needed 1o mantain the fnancial health of the utilty | ensures complance with rdes and o)
requlstions such a3 GAAP an well a5 the Investment policy, prapares financia! statements, works with Enancisl advisors, Time T Fat
bond attorney's and underwriters on bond issues, attends board end council meetings for presantation of financiel dats, e hm
serves as technical and professional finance advizee provicing suppart 1o the Execctive Director of the utilty, provides
Summary HR support 10 departments for dazipinary lssuss, grievances, review of interview questions o personeel pelicy FIE 100.00%
questions, annual ceconciliation of fuel and parts inventory. Reviews personnel policy handtock as a committee
QOverview membey, gives feeddack on required changes, makes clarifeation and/oc wivding suggestions, and reviews new Location ¥ Texackans TAMUT
policies as proposed
Absence Areual Werk Period 12 Mot (Seplember 1+ August 31)
Benefits Work Period Percent of Yea 100%
Accounting/HR Manager
i Tesarkans Waner Utifses | January 2018 - Februay 2021 1 3 years | menth | Texarkana TX Blended FTE 100 005
Feer
Duties included oversight for all Mg fi 1%, customer senvice and field services, reviewed and created ) ,
. cpersting procedures, handed al banking transacticns, responded to employee complants such as grievances, Didbursément Fian Padlod 1200 (Septecber 1 August 31)
Compensation prowided MR supgort 10 dapartment for questions or employee issues, helped draft disciplinary actions includng
termination letlees, aspisted In Interpreting perscanel poicies, assisted with extraordinary customer [ssues by phane Apply Percent of Year During Payroll Processing  Yes
Contact and in person, teviewed variows payrol functions for legal compliance, reviewed and approved all weeky expenditures,
tracked and purchased nvestments, worked closely with Finance Director %o monitor budgeted expendtures and cosh Hire Date 10/20/2025
fowa, authorized al prumal entries fee menth end doseout a8 wel a3 yearend closeout.
Feedback ——
Original Hise Date 10/20/2025
Job
© More (4) Contact Information - Public

Pay



Costing Allocations

Tells FAMIS what account an employee’s payroll expense is coded to
Can be attached to a PIN or an employee
Aligns with budget created at beginning of FY by Department heads and the Budget Team

To find an employee’s CA go to their profile, click on the pay section in the blue menu on
the left, and then click costing allocations at the top.

To find the CA for a vacant position, search the PIN, click on the search result then click
costing allocation.

The next two slides are screenshots to show how to find the costing allocation for a filled
position and a vacant position.



Results Pay Group Input Payslips Costing Allocations Withholding Orders Arrears Tax Eloctions Tax Treaties Tax Documents

> Default Organizational Assignments

Current and Future Costing Allccations 4 sems @ v ols o 08
-~
° o o
Tricia Briggs End
Staet Date Dste Costing Alocation Level Position Restrctions Position Costing Company Costing (As of Start Date) Dariunon Percent
Assistant Director, Budgess
1O20/2025 Wortker Positon P4561) Aasistast Drector, Butgets - Terss ARM University TAMUS Cost Center 22.150765 4000%
( Actions ) Tria Bragye Tesarkana G000 (30002) Bt Fmance
- Suppoct
® @
< .- Teas ABM Universty - TAMUS Cost Cemter 22-163010- S000%
Gnel isem Texarkana 00000 (31000) (31005 Budget
Offce
Summary
OW0NV/202S Peaftion Restrcbom P IEPE1T Assistart Dewctor, Budgets Tesas ALM Unrversty TAMUS Coat Camer 22.150765 L0008
Trcia Bro Toavwkana GOOM0 (30005) Bt Fnante
Overview Support
Absence
Teornns ARM Unrverpty - TAMUS Cost Cantes 22-163510- 60 00%
Teearkos 00000 (31000) (3100) Dudget
Benefits Office
-
Carcer
View All Cos: Allocation
Compensation ( i " > )
Contact
Fecdback
J
Pay

Step One: Search employee name in search bar at the top, and click on name
Step Two: Click pay

Step Three: Click costing allocations



P-144762 Graduate Assistant (Unfilled) e
Requisitions Incumbent

Position Overview Hiring Restrictions Qualifications Default Compensation Pre-Hirez Incumbent History Business Process History Costing Allocations

1 itemn
Allocation Detail
Costing Start Date Costing End Date Costing Allocation Level Costing Company Costing Worktag
08/23/2021 Position Restrictions Texas AEM University - Texarkana TAMUS Cost Center: 22-203645-00000 (20000) Usf Provost's

Office

Step One: Search the PIN in the search bar at the top on the home screen and
click on the position results

Step Two: From this screen, click costing allocations on the far right



Costing Allocation Tips to Remember

The account you are entering must be prefixed with 22 then the account number
Example: 22-360408 (22 is our campus code-often abbreviated as CC)

End dates are only entered if you are going to change the funding source on a specific date from
one account to another.

Otherwise, do NOT put an end date.

* When doing a new account, the end date of old and begin date for new must always be
back-to-back.



When prompted during the business process, what do | do?

* For hires, you will ALWAYS enter a costing allocation.

* Forreclassifications:
* Increase in pay MAY have a change
* Switching of PINs WILL require one
* Noincreasein pay and same PIN, submit to-do and make no changes



Canopy

* Main Menu-Payroll-Payroll Inquiry- allows you to search by UIN, account or PIN

Main Menu = Payroll = Payroll Inquiry = Payroll by UIN

Payroll by Account Payroll by UIN Payroll Encumbrance Payroll Enc Trans

UIN/Name: | @ | Search Month: | All ~ @ Cycle
() Pay Period

Show Inactive [

Payroll by UIN will show how payrollis allocated. This should align with Workday.

e e L

N e e R L e

05/31/2026 1507/65-00000 M 1510 40.00%

M
M 05/31/2026 163010-00000 M 1510 60.00%

gy e ———
Briggs, Tricia D
Briggs, Tricia D

(RS |




Canopy

* Main Menu-Payroll-Payroll Inquiry-Payroll Encumbrance

You can use the payroll encumbrance tab to search by PIN this will show how much is left to be
paid in salaries based on the month you select. This will reduce each month and zero at the end of
the year. The payroll enc trans tab will show you where the full annual salary is encumbered and
how it reduces with each payroll. It is a little more detail than this tab shows.

Payroll by Account | Payroll by UIN | Payroll Encumbrance | Payroll Enc Trans |

Account Number: | e Include ALL Support Accounts: Enc Type: | ALL b
Pin: _n13358€ | ! Thru Manth: | Jun V. Include Egmpletgd:
| Submit j'

PAYROLL ENCUMBRAMNCE (TotaL rrems: 2)
Campus Account SRS Pin Name Bud/Wage Salary/Wage
22 150765-00000 N N188586 Vacant B L]
22 163010-00000 N N188586 Vacant E

Grand Total

L |




Canopy

* Main Menu-Payroll-Payroll Inquiry—-Payroll by Account
You can also search payroll by account. This is probably the most commonly used method. When

you click the payroll by account tab it will take you to a different screen. This will show you payroll
detail for all employees within the account. You can see the name, pay period to and from dates,

the pay date, costing allocation and wage amounts.

Payroll by Accoumnit | Payroll by UIN | Payroll Emcumbrance I Payroll Enc Trans |
Account Number: | o = Include ALL Support ACCOUNtS: Enc Type: | ALL At
Pin: \n188585 | & Thru Month: | Jun | Include Completed:

Submit |

PAYROLL ENCUMBRAMNCE (Torta. sTems: 2)

Campus Account SRS Pin MName Bud /Waqge Salary/Wage
22 150765-00000 [ N188586 Vacant B L]
22 163010-00000 ™ MN188586 Vacant B

Grand Total

-

Account: 163010 Budget Office Dept: 31000 Office Of Fiscal Affairs Freeze: No SRS: Mo
Respaonsible Person: Knighton, Ramona G Sub-Dept: 3100 Budgets Office Delate: Na

Account Number: [163010 o Include ALL Support Accoumnts: Cycle Month: | May «|  Thru: | Jun |

[Submi |

PAYROLL BY ACCOUMT [Toma smsa: 1)
Pct 1 Charged Pay Prd

Seq  Pay
] MNbr Cycle Eft WVoucher Benefit Amt  Status End Date
sl M 05/31/2026 163010-00000 1510 FO.000 00ZE050 0.00 — $0.00 CO 05/01/2026 05/31/2026
2 M 05/31/2026 16301 0-00000 15!D G0.00% 0026050 000 L ] £0.00 CO 05/01,/2026 05£31,/2026
. M 05/31/2026 163010-00000 1510 G0.00% 0026050 0.00 S %0.00 CO 05/01/2026 05/31/2026




Resources for Training

Traintraq in your SSO Menu

Use the search function on Office of IT web page on the
tamus.edu website
https://it.tamus.edu/famis/docs/reference/manuals/

TAMU-T Budget Office Webpage
www.tamut.edu/administration/budget



https://it.tamus.edu/famis/docs/reference/manuals/
http://www.tamut.edu/administration/budget

Contacts

* Budget Office — budget@tamut.edu

* Human Resources — HR@tamut.edu



mailto:budget@tamut.edu
mailto:HR@tamut.edu

? Questions?
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