


SPOL Budget/Planning-Interface Tutorial
Enhanced budget items are tied to Objective TASKS. You can enter needed elements from the Planning side (section I) or from the Budget side (section III) depending on the information you already have in SPOL. 
· If you do not have an appropriate task already written, go through the Planning side and write the task first. 
· If you already have a task written, you can go through the either side. 

I. Entering enhanced budget items from Planning
In SPOL, click the Planning tab; do the following. If you have questions, call us at 2131 or 2259 or email crystal.braden@angelo.edu or sarah.logan@angelo.edu.
1. Instructions for creating new objectives: 
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]on the Welcome to the Planning Homepage, click Create a New Objective;
· in Create/Edit a New Objective,
· write a short Objective Title, 
· select a Planning Unit from the drop-down menu, 
· select an Objective Purpose,
· write an Objective Description that describes how what you are proposing will help your students and/or improve your program:
· SLO: Students will analyze a social problem from multiple perspectives
· Operational: Faculty will attend a teaching-related conference.  
· click the blue save [image: C:\Documents and Settings\slogan\Local Settings\Temporary Internet Files\Content.IE5\FQ8H5S4U\MC900433851[1].png] button and the next screen pops up;
· IF you wish to complete the Assessment Measures and Intended results sections at this time, do so; if not, you will need to do those in Aug/Sept;
· DO fill in the Task section. The following assumes the task is new.
· Click Add Task+ and choose due date, priority, and status.
· Write a Task Description that describes how requested money will be used.
· Click the blue save [image: C:\Documents and Settings\slogan\Local Settings\Temporary Internet Files\Content.IE5\FQ8H5S4U\MC900433851[1].png] button and then reopen the task by clicking Edit Task or by double clicking on the Task Description text. (NOTE: You need to click out of the objective and back into it.)
· Click the Budget Detail button and then +New button.
· Choose the Budget account and GL code you want. Click       Next.
· You are now on an Enhanced Budget screen. 
· Select a Priority.
· Write a short Description that ties back to the Task.
· Select Commodity Type, Classroom [y/n], and Upgrade [y/n].
· Fill in Quantity you need and Price Per Item.
· Write a justification for the budget request.
· Click the blue save [image: C:\Documents and Settings\slogan\Local Settings\Temporary Internet Files\Content.IE5\FQ8H5S4U\MC900433851[1].png] button. You can see $$ in the task.
· When you have the objective and task(s) finished, click the green [image: C:\Documents and Settings\slogan\Local Settings\Temporary Internet Files\Content.IE5\MBCNB3Y2\MC900432530[1].png]Approve so your dean/supervisor has the information in time to review it.
2. Instructions for adding TASKS to already written objectives:
· On the Welcome to the Planning Homepage, click View My Objectives.
· Under My Planning Units, click any planning unit with an [image: C:\Program Files\Microsoft Office\MEDIA\OFFICE12\Bullets\BD14565_.gif] next to it.
· Click the objective which you wish to add enhanced budget. 
· In Objective Details, complete Assessment Measures and Intended Results sections now IF you wish to; if not, you will need to do those in Aug/Sept.
· DO fill in the Task section; refer to this section above in #1.
· When you have the objective and task(s) finished, click the green [image: C:\Documents and Settings\slogan\Local Settings\Temporary Internet Files\Content.IE5\MBCNB3Y2\MC900432530[1].png]Approve so your dean has the information in time to review it.

II: Entering budgets
In SPOL in the Budget module, do the following. If you have questions, call the Budget Office at 2517.
· Click My Budget Review on the Welcome to the Budget Homepage.
· Under My Budget Accounts, click any planning unit with an [image: C:\Program Files\Microsoft Office\MEDIA\OFFICE12\Bullets\BD14565_.gif] next to it.
· Click a budget title. 
· On the Budget Detail, enter $$ in the 2010-2011 Proposed column for appropriate GL Codes. (NOTE: Not all cells in the proposed column allow you to enter data.)
· When you double click in the Proposed cell, you will see a screen that has a New Budget Item tab; click it. It takes you to the Budget Item Detail screen where you explain how budget is spent.
· When you finish the Budget Item Details screen, click the blue save [image: C:\Documents and Settings\slogan\Local Settings\Temporary Internet Files\Content.IE5\FQ8H5S4U\MC900433851[1].png] button.
· When you have the budget ready, click the green [image: C:\Documents and Settings\slogan\Local Settings\Temporary Internet Files\Content.IE5\MBCNB3Y2\MC900432530[1].png]Approve.

III. Entering enhanced budget items from Budget
You can enter enhanced budget items and accompanying tasks from the Budget module side of SPOL. 
· Follow the first 3 steps for the Budget module (section II) above.
· On the Budget Detail, double click in the 2010-2011 Enhanced column for appropriate GL Code. 
· Click the +New Budget Item button.
· Follow the You are now on an Enhanced Budget screen items in the Planning module instructions (section I, #1.).
· At the bottom of the Enhanced Budget screen under Associated Objective Information, click the +[image: C:\Documents and Settings\slogan\Local Settings\Temporary Internet Files\Content.IE5\N765Y2IW\MC900441458[1].png]Assign Task button. This takes you back to the Planning module where you can assign an already written task.

IV. GENERAL TIPS
To edit anything already written, roll your mouse over the various parts. Anything that is underlined (e.g., text in a Task, Budget Detail Description text) will open with a click when your mouse is above it. 
Sometimes SPOL can be a bit clunky to navigate. If you find you have put something in the wrong place in SPOL and have to delete what you have done, copy text into a Word document temporarily, get where you want to be in SPOL, and copy your text from Word back into SPOL. 


IR&E, April 22, 2010
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