
Projected Budget  
and 

Projected Payroll 
From Oregon School Accounting 

Software (OSAS) at SCESD 



Is it REALLY time to start on the 
budget again?    Already?? 



    So let’s go see what we have to do. 

OK, OK,  OK 
already 

Yeah… it really is… 



Begin here… 



You start the process 
right here.  Use the 
(D)elete option to  

create a copy of your 
present budget and 

budget chart of 
accounts.  



Take a look at  the 
new projected 

budget file.  



Current and prior years have been moved over, 
and a next year column inserted for your new 

budget amounts. 

The challenge is 
getting this stuff  
filled in. 



There are really two main parts to 
getting numbers into your new budget: 

Payroll 

And  everything else! 

100 & 200 
objects 

300 & above objects 

And you can work on these separately! 



There are some choices for getting the 300 & above 
objects filled in for the new year.   (1) You can copy 
the current year adopted into a Detail File to give 
you a place to start ... then you would only have to 

change the items that will be different. 



Here’s an option to 
include the payroll 
objects if you don’t 

intend to use the 
Projected Payroll 

Process.   Give each new detail file a  
unique description so you 
can easily identify it later.  

You can also choose 
not to copy the 
current year’s 

adopted budget & key 
the figures manually 

using option #4.  



You can also use this #4 option to key in 100 & 
200 objects. If you use projected payroll, these 

would add to or deduct from the figures 
produced in projected payroll.   

#4 is also where you would 
make any changes to your 

Requested amounts. 



All of the entries copied in via #3 or keyed in #4 
are stored in the Budget Detail file, and you can 

print a listing at any time during the process.  
This listing includes the record numbers you need 

to access the entries for changes. 



This is a sample of part of the detail listing 
On this listing, you get last 

year’s adopted amount, this 
year’s requested, also the 

approved and adopted columns 
as you get them filled in.  

If we did the copying for you, 
these would start out the same. 

Hey, a 
description! 



And over on the far right side, the 
record numbers you need to access 
these detail lines to make changes. 

So now let’s look at a 
detail line and how it 
gets into the file.  



First you specify in which phase of the 
budget you are working. 

Later, you get the option of moving the 
requested to the approved, etc. all at once. 



You opened up one of 
these fields to make 

entries in… Requested, 
Approved, or Adopted. 



The low priority field is for 
FYI (informational) 

amounts, the high priority 
field is what gets put in your 

new budget. 



And you can put in a 
description or a comment 

to print on the listing. 



Once you have keyed or copied some 
detail lines, this is where you post them 

to your new projected budget.  

This is also how you get your projected 
payroll figures in after running option #19. 



As you develop your budget, the ongoing 
process is that #4 And  #19 

“Send” their entries to the 
new budget via  #5. 

You may go thru this cycle as 
many times as you need to. 



But while this is 
going on, things 
may be changing 

on your “real” 
(active) budget 

file.  

If you add new accounts to the active budget file, 
you should also add them to the projected budget 
file.   You will need for them to be there when you 

“roll” your new budget over. 

So much for the bird’s eye view….. 



Oh, GREAT… 

I had already 
started on my new 
budget and then I 

had to make a 
bunch of account # 
changes for ODE -

like maybe 50 
accounts! 

Don’t panic!  You can make a fresh copy. 
Run #1 again using the option to (R)efresh 

and repost your payroll and detail. 

Crabby 
Tabby 



You can do this… 

And then this… 

And you will not lose the detail entries or 
the projected payroll work you have done!   

You can refresh here… 

And then this… 

All over again! 

You can refresh here… 

And then post… 



Another reason you 
might want repeat #1 & 

# 5 would be if you 
changed appropriations  
in the CURRENT year 

after you made the copy 
in #1. 

That way the new prior year 
figures would get on the reports 



OK, time to 
talk about 

PAYROLL. 

This is your 
biggest 

expenditure & 
the one most 
vulnerable to 

changes of plan. 

So we have many choices you may use… 



You will be able to work on more than one plan & 
save them all…just in case you need them later. 

PLAN  01 

PLAN 02 PLAN 03 



You start by making a copy of 
your “real” payroll files. The 

difference here is that you can 
have more than one copy, so 
you need to number them. 

We call them FILE SETS. 



Then calculate 

For each file set, 
you make whatever  
sorts of changes you 

need to make 

These menu items work just like the ones in 
the real payroll system. The screens are the 

same. But the files are only copies, so nothing 
you change here will affect your live payroll.   

So you can make a set for each of the various ideas that are 
on the table, and print out reports using #19 to show what 

the effect of each would be. 



Now for another bird’s eye view 



File Set 15 
File Set 01 
File Set 27 

You take ANY 
ONE of these 

from Projected 
Payroll  

Do  #19 (Print/Post Payroll) 
& say ‘Y’ to update 
new budget!! 

Then any 
one of 
these 

Detail File  
from #3…then 

Do #5 to post 
detail and PR to 
the budget. 



We need to talk about all these 
payroll things. 



This is where you get 
started on your projected 

payroll scenarios…  



Don’t forget to add a description here!!!!! 

You can create a file set from 99,  (this would 
get you a copy of your real payroll files),   OR 

you can create a file set from an existing file set. 
Always use the (B)efore option unless you are 
doing a multi-year projection.    You should 
always assign a description to the file set. 



Why do I need a description?   
You could wind up with several payroll file sets, one for  
each negotiation scenario.  You’ll need the description 

to be able to tell them apart at a glance.   



#14 is exactly like #1 on the main payroll 
menu--you would be accessing individual  

fringes,  job screens, and their acct numbers, 
maybe assigning  pay cycles, PERS codes, etc.  
Changing any of these items here does NOT 

affect the “real” payroll master. 
Be certain you are in the projected  files before 

making changes!!   Screens look exactly alike the 
live payroll screens. 



Here is where you would change items 
from the variables file:  tax rates, tax 

limits, fringes, PERS rates, SAIF rates… 

You would change anything on the variables 
screen that affects your payroll costs.   Don’t 

worry about items that affect employee net only. 



Here you can add new salary schedules, add 
rows or columns to existing schedules, and of 
course change the rates, however… bulk rate 

changes are best made using #18. 



This one is a biggie….we will have to look at 
this in some detail. Basically, this is where you 

make all the BULK cost changes (as opposed to 
changes affecting just a few people or just one 

part of a salary schedule). 



Payroll costs are projected by 
SALARY SCHEDULE.  

SO… 
No projection can be made for employees 

without a job screen. 



...then where are the 
time card people?? 

Time card people are 
not included in the 
projected payroll 

process. But later we 
will talk about some 
ways to account for 

them anyway. 

...Now, where were we?? 

WAIT A MINUTE!! 



Payroll costs are projected by 
SALARY SCHEDULE.  

This is your first major control 
point. Here you indicate what 
groups of employees will be 
included in the new budget. 



You will be shown each schedule in turn, and you 
have to decide if you want that schedule 
“calculated” or not.   If you say YES, all 

employees on that schedule will be handled 
according to the choices you indicate on that 

screen.   If you say NO, employees on this 
schedule will be ignored. 

Use your 99 possible salary schedules as a 
way of grouping employees who will be 

treated the same way.  Split a salary schedule 
into two schedules if it makes it easier to 

project.   This will save you making a lot of  
“adjustments”  for special situations. 



Y 

Here is where you make salary schedule changes for all 
the employees on this schedule.  If a salary schedule is 

not going to change, make no entries in this section.   
Even if no changes are made, you can still include the 

employees from this schedule in your projection by 
answering “Y” to the Calculate Employees field.   



The first option will allow the entire schedule to be increased by a percentage.   

3% increase would be entered as 00300 

3 ½ % increase  would be entered as 00350 



Here you can increase each cell on the 
schedule by a fixed amount-----> 5000   

for $50.00 



Here is yet another way to recalculate a 
salary schedule… 

Enter a new base for the salary schedule and indicate   
a horizontal and vertical increment stated as a percentage. 
In this example, the new base rate for this schedule will be 

$32,000 with a 3% vertical and horizontal increase.   



 

But remember you can only pick ONE of 
these options for any particular schedule. 



You would expect this screen to result in no change in 
salary for employees on this schedule, but don’t forget the 

“bump”.  

Make this 
zero for no 

bump! 

No Changes Here.. 



This will cause the employee to get moved over a 
column or down a row, depending on how the 

salary schedule is defined, and only if the 
employee is not maxed out. 



An entry in both places results in (1) the step 
increase which is then (2) multiplied  by the 

% increase. 



What if I 
tried these 

and none of 
them came 
out exactly 

where I 
wanted it? 

Remember #16 - Access Salary Schedule.  You can 
key in the amounts there if you need to.   Or you 
can enter adjusting amounts as detail lines in #3 



Employees who will NOT be 
included in your projection: 
Employees paid on time cards 
Employees with job marked “I” inactive 
Employees on a schedule you marked “N” 

for no calculation 

One more little wrinkle……. 

An employee who has 2 or more job screens 
COULD end up partially included/excluded 
depending on whether their salary schedules 

are marked for calculation.   



What are we going to do about all those time 
card people???  Or how about those positions 

that are not filled yet? 



Here are some ideas on that: 
Remember the detail file? 



Using the Detail File Access 
You CAN key in lump sums for each budget 

account in the detail file to cover the cost of 
these employees. 

You would also have to figure out all the 
fringes, etc. and how much goes to each 
account.   Might need a spreadsheet. 

Want something a little easier?? 

The  EMPLOYEE… 



You can create stand-in employees and let the 
system calculate and distribute fringes: 

For example, you could create a stand-in to 
represent a position that is not yet filled.   



You can copy from your live payroll master, or from any 
existing projected payroll file set…  

And then, where you want to put the new 
“stand-in” employee. 



Enter the real SS# here of the 
person you want to duplicate. 

And make up one 
here…maybe starting with 

000-00-0001  Make it easy to 
tell from the REAL ones. 

Name could be 
ZZCoach or 
ZZZLibrarian 

ZZZombie 



Strategy for using duplicates  
to represent an unfilled position 

•  Create a duplicate  employee  
 

• Verify that the job screen (F6) has the 
real information that will apply to that 
job - budget accounts, days to work, 
hours in the day, etc. 
 

• And verify the fringe info (F3) 

Just to be sure. 



Strategy for Time Card 
Employees 

• You already have the employee & fringe 
information. All you need is a job screen. 
 

• Create a job screen.    For example:   
Substitutes  -  If you think you’ll be paying 
10 subs $3,000/each this coming year, set 
up a single job screen with an annual 
salary of $30,000.  Answer ‘Y’ in the 
Override Salary field. 

 



If we use the override salary feature, we won’t have to 
set up a salary schedule to account for time card 

people, or unfilled positions.  All that is needed is an 
annual amount.  From this amount, the system can 

calculate and distribute payroll costs. 



Here, we can see the salary, FICA and Saif 
costs calculated/distributed for five part-time 

substitutes using one job screen.   

We’ll have to add these accounts…….. 



 Once you have a set of stand-ins that works well for your 
projected payroll, don’t delete them!  

  We can carry forward all of your phony Z Employees 
into next year’s file set if you call us and ask! 

 

 



You may specify a fixed dollar amount OR 
a percentage of salary for each fringe.  

Here is where you estimate your 
fringes for the year. These are 

ANNUAL amounts.  



The descriptions of the fringes are 
coming from your variables file.   

These fringe fields work really well if 
you have a unitary rate from your 

vendor.   If not, you will need to estimate 
an annual average for the year. 



This feature is useful if you have an overall 
CAP on your fringes:  

Here you can specify in dollars the maximum amount 
for fringes for each employee on this schedule. 

% only 



Fringes stated in dollars will not be considered in the max fringe calculation. 

Then you enter percentages of salary for those fringes that 
are included under this cap. The program will allocate 

based on the percentages until the maximum is used up. 



 
 There are several reports that can be 

run to get a view of what payroll 
costs were before and after the 

calculations were applied.    

Now it’s time to run reports!!! 



Projected Budget Menu #2, Option 14 - 
Salary Placement Listings 

Before and After…. 
tells you what’s changed 

since calculating the 
salary increases.   

Here’s an ‘after’ listing. 



Once you have made your 
choices and finished with #18, 
go to #19 to get these choices 
pplid for yur file set. 

Pick your file set 

These reports are 
very similar to the 

distribution reports 
out of the payroll 
system EXCEPT: 

…they are annualized  
AND they show FTEs 



After reviewing 
reports,  when you 
are ready to post 
this projection to 
your budget, say 

Yes to this option! 



Note that the results can be put into any of the 
three columns on your budget.

For example, you could 
update REQ, make 

changes in the file set, 
and put the new figures 

in APP. 



This could be useful if SOME of the employees on a 
salary schedule have special terms or issues. 

After reading the reports: 

If you need to make some adjustments that are 
not supported in the projections, remember 

that you can key in plus OR minus adjustment 
amounts for any account using #4.  



Looks like we are ready to 
post and get some budget 
documents. 

OK, I need to dig up that CHART... 



File Set 15 
File Set 01 
File Set 27 

You take ANY 
ONE of these 

from Projected 
Payroll  

Then, any 
one of 
these 

Detail File  
from #3…then 

Do #5 to post 
detail and PR to 

the budget. 

...then you can print a Budget Document (#12) 

Do  #19 (Print/Post Payroll) 
& say ‘Y’ to update 

new budget!! 



But the budget document is the most 
important.   Let’s take a look. 

There are many reports on this system, 
including a set of 4 that run when you do #19. 

Plus these...  

You can find budget 
worksheets on Projected 

Budget Menu #2. 



There are many sort orders. You 
can run them all and decide 

which one you like.  Here we’re 
printing #7 (the default) 



Here is a peak at the left side of #7 
sort order report 



And the right side of #7 



Here is a peak at sort order #16 



With any of these sort options, 
you will get a separate 

Summary Report.  



More choices for printing budget documents...     You can force the 
starting page numbers on partial runs where you need to insert an 

exhibit from another source in between the document sections, like a 
Word Document or a Spreadsheet… 

And, you can choose not to include 
lines with zero amounts or FTEs.  



As you work thru the process, you will reach a time when 
you need to move the “Requested” figures over to 

“Approved” and later the “Approved” over to “Adopted” 



Controlling the Budget Cycle 

Prepare your REQ version for the 
budget committee. 

When they have approved the 
document, COPY the REQ to APPR 
and make any changes they specified in 
the APPR phase. Then you can see 
both sets of figures on the reports.  

  You may have your own procedures defined.  
This is just a suggestion:  



  You may have your own procedures defined.  
This is just a suggestion:  

Controlling the Budget Cycle 

You could then use the same approach in 
moving to the Adopted phase.  Copy the 
Approved to the Adopted, then make 
whatever changes you need in the 
Adopted.  Now the reports display all 
three phases of the process. 



At some point, you will finally be ready to move 
your new budget into place.  You MUST do this 

before you run your first July payroll. 

We do this for you at the beginning of July. 

(Projected Budget Menu #2) 



There are some things we can do to help 
you as you get ready to start into that 

very first payroll of your new fiscal year. 

(Projected Budget Menu #2) 



What 
have 
you got 
that 
would 
save us 
some 
time?? 



OK.  First of all, those new rates that 
were produced in your final file set? 

We can also copy over the jobs file if 
this will help you.  That would get the 
step (row & column) changes into the 

new year.  



Anybody 
have 
questions
??? 

Call us! 
541-266-4041 

or 
888-997-6727 
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