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Simply Training: Setting up your training budget.

This document provides step-by-step guide for users to give an easy understanding
on how to set up your training budget.

If at any time you need help or just need some questions answered please use our
on-line helpdesk at www.simplypersonnel.co.uk where you will find comprehensive
articles and an option to open a support ticket.

Thank you

The Simply Personnel Team.
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When you are inputting training course information you may need to keep track of
you costs. You costs can be added to the course maintenance under the costs tab.

Each cost you input against the training course can then be matched up to your
training budget.

To enter your training budget you need to access the system setup. Select the tab
marked Budgeting this will then open up the budgeting menu.

Budgeting

Budget Holder Maintenance

Budget Holder Maintenance

This will open up the following window.

P

Marne In Use Add
Charles Abbesy
Christine Agard
Eric Copley

El

El

pdate...

El

Delete

El

Janine Bairskow
Manjit Sindhar
Mark. Laking

Cloze

El | El

Click on Add... and a further window will appear click on the small gray box to the
right of the window and select the budget holder.

Budget Holder Maintenance &
b ain

Eudget Holder: Q
InUsze

[ Ok ] [ Cancel ] [ Help ]
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Budget Type Maintenance

Budget Type Maintenance

This will open up the following window.

.
Marme In Use Add...
Adriniskration & Update...
Development 4
Marketing [+
Sales [
training [

Click on Add... and enter the type in the text box then save.

Cost Type Maintenance

Cost Type Maintenance

This will open up the following window.

P
Course Docurmentation [
Zourse Fees =
Delegate Expenses =
Equiprnent Hire "
Refreshments "

Room Charge =
Trainer Expenses =

Click on Add... and enter the cost type in the text box then save.
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You also have the option to add the cost type at the system set up stage.

Analysis Code 1 Maintenance

Analysis Code 1 Maintenance

This will open up the following window.

P

Marne In Use Add...
Emplovee Request

El

El

Update...

El

From Appraisal

Job Specific Delete

El

Legally Required Cloze

Click on Add... and enter the analysis code in the text box then save.
You also have the option to add the cost type at the system set up stage.

Analysis Code 2 Maintenance

’ Analysis Code 2 Maintenance

This will open up the following window.

r
Marme In Use Add
MA =

Update...
Delete

Cloze
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Click on Add... and enter the analysis code in the text box then save.

You also have the option to add the cost type at the system set up stage.

Budget Year Maintenance

Budget Year Maintenance

danage y year budg

This will open up the following window.

P _
Mame Start Date Ernd Date Perinds Add..
2003 o1/o1/2008 310122008 1

o1 12f pdate. ..
2009 01j01/2009  S1j12/2009 1
2010 04/01/2010  S1/12/2010 4

Click on Add... and a further window will appear.

M ain |
Budget Year:
Start Date: E]
Periods: 12 E:%
Period Start Date End Date

There are no items to show,

Add..

[ QK ” Cancel ” Help ]

Cloze

Enter the budget year and the start date and the number of periods that it will be
broken up in to. Then select the second tab (Periods). This is used to establish how
many periods the budget is split up into. For example, if the budget is issued
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quarterly, then 4 needs to be entered in the periods tab. After this, hit the ‘add’
button. The following screen will appear. Here you need to put the start and end
date of each period.

Easy To Use

Personnel, Training & Recruitment Software

Budget Year Maintenance

kain

B Mew Budget Year Period E

St
Pe Budget v'ear: | 2011 |
e et Pe Period:
P Stan Date:
Marne End Date: I:IE]
2008
% [ (] ] [ Cancel ]
Add... Delete
Ok, ] ’ Cancel ] [ Help

Training Budget Maintenance

Training Budget Maintenance

Manage your tra

ning

This will open up the following window.

budget

Add
Update

Delete

a1

Cloze

Frey - R
P Training Budget Maintenance

|

Budget Holder

Budget Tvpe

Budget Year

Training Budget

Add...

Charles Abbey Adrniniskration 2009 5000, 00
Charles Abbey Adrniniskration 2010 25000,00
Christine Agard  Administration 2009 S000.00
Christine Agard  training 2008 10000,00 [ Close ]
Manjit Sindhar Adrniniskration 2009 20000,00

Click on Add... and a further window will appear.
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Add Training Budeet z
Budget Year: | 2008 M
Budget Halder: | Charles &bbey
Budaet Type: | Adririztration H

[ k. ] [ Cancel ]

Select your budget year, budget holder and budget type and click ok. This will then
open up another window,

Training Budget Maintenance

b iy

Budget Year |2lJDS |
Budget Holder: |Eharles Abbey |
Budget Type: |.-’-‘«dmini$tratic-n |
Total Budget | £0.00 |
Period Start Date End Date Amaunt

1 01/01/2008  3112/2008 0,00

[ Auto-split... ] [ Update... ]
[ Ok ] [ Cancel ] [ Help ]

You can enter the amount individually for each period

Enter Amount

Amovnt;

£0.00 |

E nter the new amaount for this period. Cancel

i

Enter the amount click on OK the amount will then show next to that particular period.
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Alternatively hit ‘Auto-split’ to evenly spread the total budget amount over the amount
of periods.

Training Budget Maintenance

b ain |

Budget ear: | 2010

Budget Type: |.-'-‘-.dministratin:-n

|
Budget Holder: | Charles Abbey |
|
|

Total Budget: | £25,000.00

:‘_E Training Period Skart Date End Drate Arnounk
1 04/01/2010  31/03/2010  £250.00
Budget Hold | 3 01/04/2010  30/06/2010  6250.00 E
Charles Abff | 5 01/07/2010  30/09/2010  6250.00
Charles bl | 7 01/10/2010  31/12/2010  £250.00
Charles Abb
Chrisking Ag
Chriskine Ag
Manjit Sindh

| Auospit.. | | Update.. |
] T ——] |
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